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CHAPTER 1 – GENERAL POLICIES AND PROCEDURES

01.01 - Solicitation or Acceptance of Anything of Value by Employees In Connection With Their Work (Revised: 07/08/2004)

SUPERSEDES
· DNR Personnel Manual 01.01 dated 03/18/2001
STATEMENT OF POLICY

In keeping with the provisions of Michigan Civil Service Commission (CSC)  Rule 2-8, the Department of Natural Resources (DNR) considers the solicitation or acceptance (including an agreement to accept) of gifts, gratuities, loans, services, proffered arrangements or other things of value to by classified employees of the State of Michigan, whether from a client, or vendor, an inmate or other ward of the State, or a person or organization served or dealt with in connection with an employee's work, to be inappropriate conduct.

DNR employees shall not solicit, accept or agree to accept a gift, gratuity, loan, service, proffered arrangement or other thing of value that may influence or appear to influence the manner in which they make decisions or otherwise perform their work.

A DNR employee, who solicits, accepts or agrees to accept a gift, gratuity, loan, service, proffered arrangement or other thing of value in connection with his or her work shall be subject to disciplinary action, up to and including dismissal.
FORMS USED:
N/A
01.02 - Alcohol/Drug: Consumption, Possession & Use 
(Revised: 07/08/2004)
SUPERSEDES
· DNR Personnel Manual 01.02 dated 03/18/2001
STATEMENT OF POLICY

DNR employees shall not consume alcohol or use drugs while on duty. Possession of a drug or an open alcoholic beverage container by a DNR employee, while on state-owned/leased property or in a state-owned/leased vehicle, is likewise prohibited.

A DNR employee shall not report to duty or be on duty with a level of alcohol or drugs in his or her bodily fluids that is prohibited by Michigan Civil Service Commission (CSC) Rule 2-7.1and Department of Civil Service (DCS) Regulation 2.07 and 2.08.  If there is reasonable suspicion that an employee has reported for duty or is on duty with a prohibited level, the employee shall submit to a drug test or an alcohol test.

An employee who 1) consumes alcohol or uses drugs while on duty; 2) posses a drug or an open alcoholic beverage container while on state-owned/leased property or in a state-owned/leased vehicle; 3) reports to duty or is on duty with a level of alcohol or drugs prohibited by CSC Rule 2-7.1 and DCS Regulation  2.07 and 2.08; 4) refuses to submit to a drug test or an alcohol test when there is reasonable suspicion the employee is in violation of CSC Rule 2-7.1 and DCS Regulation  2.07and 2.08, OR 5) interferes or tampers with reasonable suspicion drug or alcohol testing, shall be subject to disciplinary action, up to and including dismissal.

As used in this policy, the terms "drug" and "drugs" means a controlled substance or a controlled substance analogue listed in Schedule 1 or 2 of Part 72 of the Michigan Public Health Code.

DESCRIPTION/PURPOSE:
The Department of Natural Resources (DNR) prohibits alcohol consumption or drug use while on duty, possession of a drug or an open alcoholic beverage container on state-owned/leased property or in a state-owned/leased vehicle, and reporting to duty or being on duty with a prohibited level of alcohol or drugs.
FORMS USED:
N/A

01.03 - Alternate Work Schedule 
(Revised: 06/28/2004)
SUPERSEDES
· DNR Personnel Manual 01.03 dated 07/31/2001
STATEMENT OF POLICY

The primary purpose for granting an alternate work schedule is to allow for the scheduling of flexible work hours that mutually benefit Departmental program activities and individual employees' personal needs.  The primary consideration in determining whether or not an alternative work schedule should be granted is its impact on the Department's ability to maintain the effective delivery of services to DNR customers.

Nothing in this policy shall be construed as limiting management's discretion to establish, modify, or abolish alternate work schedules consistent with program needs.

If any portion of this policy conflicts with the provisions of a collective bargaining agreement, the bargaining agreement has precedence.  Employees covered by a collective bargaining agreement should refer to their respective agreements; i.e., see MSEA-Article 14; UAW-Article 14; UTEA-Article 17and MPES-Article 19/Appendix B-3.
FORMS USED:
R 7511e Alternate Work Schedule Request

INFORMATION

An alternate work schedule is any work schedule, requested by an employee, other than a standard Monday to Friday 8:00 a.m. to 5:00 p.m. schedule with a one (1) hour lunch period.  The impact of an alternate work schedule should be evaluated in the light of program needs of the Agency, Bureau/Office/Division (B/D/O), Section and Unit.   Program needs should be based on but no limited to, the following criteria:

· Ability to provide sufficient program staffing during all hours of operation and in emergencies.

· Accessibility to other staff and the public.

· Availability of individual staff to meet program and workload needs.

· Maintenance or improvement of program productivity and efficiency levels at no increase in cost.

· Effect on the ability to meet specific program requirements.

· Ability to provide full supervision.

· Facilities and operational circumstances.

In addition to these criteria, managers should consider the following aspects:

· Performance and attendance.

· Accumulation of overtime or compensatory time.

PROCEDURE
ALTERNATE WORK SCHEDULE REQUEST
Employees must request an alternative work schedule in writing using an Alternate Work Schedule Request Form R 7511e. Employees should complete and submit an R7511e, and submit through the supervisory chain to the employees’ B/D/O who will give final approval/disapproval.

If a group of employees; e.g., a work crew, requests an alternate work schedule, the request should include the names of the employees, their classifications, classification levels and bargaining unit (if applicable), and a statement that all the employees have agreed to the alternate work schedule requested.

An approved alternate work schedule will remain in effect until either the supervisor or the employee requests a change or cancels.  However, an employee working an alternate schedule that is reassigned, promoted, or transferred must reapply for an alternate work schedule.

SCHEDULE OPTIONS
Eligibility Code "N" Employees
Employees in classifications which are assigned eligibility code "N" (see the Civil Service Compensation Plan for eligibility codes) may apply for any of the following alternate work schedules. (eligibility code "N" employees are eligible for overtime under the provisions of Department of Civil Service (DCS) Regulation 5.02): 

· IA - Four (4) 9-hour days and one (1) 4-hour day each week; 

· IB - Alternating weeks consisting of five (5) 8-hour days one week, and four (4) 9-hour days and one (1) 4-hour day in the second week;. 

· IC - Forty (40) hour week. Typically, an employee requesting this option works an 8-hour-a-day schedule. However, based on operational needs and with supervisor approval, the employee's schedule may be adjusted within the pay period and the eight-hour day waived, OR 

· ID - Four (4) 10-hour days per calendar week. 

Eligibility Code "Y" EMPLOYEES
Employees in classifications which are assigned eligibility code "Y" (see the Civil Service Compensation Plan for eligibility codes) may apply for any of the following alternate work schedules (eligibility code "Y" employees are ineligible for overtime under the provisions of Department of Civil Service (DCS) Regulation 5.02): 

· IIA - Eight (8) 9-hour days and one (1) 8-hour day in a pay period. 

· IIB - Four (4) 9-hour days and one (1) 4-hour day each week. 

· IIC - Alternating weeks consisting of five (5) 8-hour days one week, and four (4) 9-hour days and one (1) 4-hour day in the second week. 

· IID - Eighty (80) hour pay period. Typically, an employee requesting this option works an eight-hour-a-day schedule. However, based on operational needs and supervisor approval, the employee's schedule may be adjusted within the pay period and the 8-hour day waived OR 

· IIE - Four (4) 10-hour days per calendar week. 

All Employees 

· III - Five (5) 8-hour days each week other than 8:00 a.m. to 5:00 p.m. 

The foremost consideration, when granting options IC, ID, IID and IIE, should be increased efficiency, productivity, and cost savings for the Department.

WORK HOURS
Work schedules routinely will not start before 7:00 a.m. and must begin no later than 8:30 a.m. Exceptions may be granted for extenuating circumstances on an individual basis by the B/D/O chief.  DNR offices and installations that are presently open to the public from 8:00 a.m. to 5:00 p.m. will remain on that schedule.

The work schedule shall include either a one-half hour lunch period or a one-hour lunch period, as approved by supervision.

LEAVE USAGE
Employee’s absences shall be covered with sick, annual or compensatory leave, in an amount equal to the hours scheduled to work for that day.

For employees on a 40-hour workweek or an 80-hour pay period, the workday will be eight hours for the purpose of charging absence to sick, annual or compensatory leave. When an employee has less than eight hours to work to complete a 40 or 80 hour schedule, only the hours remaining to arrive at 40 or 80 hours will be charged to the appropriate leave account. After 80 or 40 hours in pay status respectively, leave time cannot be used even if prior approval was granted. The use of such time is canceled since the employee has already completed the pay period or workweek.

HOLIDAYS
When an approved state holiday falls on a day when the employee is scheduled to work more than 8 hours, the difference between the 8 hours holiday time and the scheduled time must be made up by annual or compensatory leave or an approved revision to the work schedule.

If an approved state holiday falls on an employee's day off, as a result of his or her alternate work schedule, the day off will be rescheduled.

TRAINING
Schedules of employees required to participate in training may be modified to a standard work period consisting of 8 hours a day, 5 days a week. Travel and mandatory training beyond the regularly scheduled 8-hour day will be considered work time. Voluntary attendance at "optional" training sessions conducted outside the regularly scheduled 8-hour day, will not be considered work time. Employees will not be penalized for not attending such sessions.

01.04 - Code of Ethics for State Employees and Appointed Officials (Revised: 06/29/2004)
SUPERSEDES
· DNR Personnel Manual 01.04 dated 10/01/2000
STATEMENT OF POLICY

The State Ethics Act, Act 196 of 1973, as amended, proclaims the code of ethics for state employees and appointed officials. It defines certain standards to be followed, in performance of their respective duties, in the interest of the public.

The purpose of the standards is to provide a clear understanding of the behavior expected of employees and officials in the performance of their public responsibilities, and to give the people of Michigan assurance that these responsibilities are being faithfully performed.

The standards of ethical conduct will apply without exception to all employees, classified or unclassified, and to all officials appointed by the Governor.

FORMS USED:
N/A

PROCEDURE

EMPLOYEES
In performance of their duties:

Are bound to uphold, support and defend the Constitution of the State of Michigan, and to administer its laws fairly.

Will discharge their duties to the best of their ability without regard to age, race, creed, sex, national origin, or political belief.

May express their personal view with respect to public issues, but shall not, by use of their position, represent their personal opinions as those of their department.

Shall pledge themselves to the proper use of manpower, property and funds under their care.

In order to avoid possible conflict or suspicion of conflict, the following guidelines are given:

Confidential information should not be divulged to any unauthorized person, nor should any personal business transaction or private arrangement for personal profit be made as a result of such information.

Employees shall not solicit, accept, or agree to accept gifts or money, or other loans or services, which would influence their decisions or the manner in which they perform their duties.

Employees shall not represent or act as an agent for any private interest in any transaction in which the State has a direct interest.

Employees may engage in supplementary employment, but only under the rules of the Department of Civil Service or the bargaining agreement.

Employees, who participate in negotiations of contracts, etc., shall not have any financial or personal interest in that business.

NOTE: Any employee who violates the provisions of this code shall be subject to disciplinary action (up to and including dismissal) under the rules of the Department of Civil Service.

A Board of Ethics has been established by the Governor to investigate violations, conduct hearings, render opinions and recommend changes, as it deems necessary. It is not empowered to take direct administrative action.
01.05 - College Work Study (C.W.S.)
(Revised: 03/18/2001)

STATEMENT OF POLICY

The Department of Natural Resources encourages the use of the College Work Study Program.

DESCRIPTION/PURPOSE:


College Work Study (C.W.S.)
FORMS USED:


PR 7304e College Work Study Payroll Report

INFORMATION

College Work Study is a federally funded program in which the Federal government pays the highest percentage of a college student's wages. (University 70%, 75% or 80% and Department 30%, 25%, 20%) Eligibility for college work study is determined by the University based on the student's financial need. College work study is designed to benefit both the student and the employer. It benefits the employer by providing additional help at a reduced cost and the student by providing on the job learning experience. 

PROCEDURE

Personnel Liaisons will notify HR of their interest in hiring College Work Study students. HR will notify the University of its interest, and the University will refer students to the indicated hiring unit. College Work Study student's time is recorded on the College Work Study Payroll Report-R 7304e.

01.06 - Conflict of Interest/Disclosure of Interest
(Revised: 06/30/2004)
SUPERSEDES
· DNR Personnel Manual 01.06 dated 03/18/2001
STATEMENT OF POLICY

It is the intent of the Department of Natural Resources (DNR) to abide by the provisions of Michigan Civil Service Commission (CSC) Rule 2-8.  In addition, Conflict of Interest/Disclosure of Interest for employees covered by collective bargaining agreements will be administered in accordance with those agreements.

In accordance with the following Civil Service Rules, a Department of Natural Resources employee shall not create, or allow to be created, a situation in which he or she is, or appears to be, in a conflict of interest with his or her duties or responsibilities.

Rule 2-8 - CONFLICT OF INTEREST - PROHIBITIONS
A classified employee shall not do any of the following: 

A. Divulge or release, for the purpose of fostering personal financial gain or financial gain for a member of the employee's immediate family, any confidential information that is not by law, rule, regulation or court order available to members of the general public.   However, this provision does not prevent an employee from divulging or releasing confidential information regarding violations of rules, regulations or applicable law except where otherwise prohibited by statute, court order or professional ethics.

B. Engage in any business transaction or private arrangement for personal financial gain or financial gain for a member of the employee's immediate family that accrues from or is based on the employee's official position or on confidential information by reason of the employee's position.

C. Solicit, accept or agree to accept anything of value under any circumstances that could reasonably be expected to influence the manner in which the employee performs work or makes decisions.

D. Grant or make available to any person any consideration, treatment, advantage or favor beyond that which generally granted or made available to others under similar circumstances.

E. Represent or act as agent for any private interests, whether for compensation or otherwise, in any transaction in which the state has a direct and substantial interest and which could reasonably be expected to result in a conflict between the employee's private interests and official state responsibilities.

F. Have any substantial interest nor can a member of the employee's immediate family have such interest, in any business or industry concerning which the employee directly, in a significant decision-making capacity, participates on behalf of the state in the regulation, enforcement, auditing, licensing or purchasing of any goods or services.

Rule - 2-9 DISCLOSURE OF INTEREST AND CONTACTS 

A. Affected employees.  The following employees shall disclose to their Appointing Authority (1) all personal or financial interests and (2) the interests of members of their immediate families, in any business or entity with which they have direct contact while performing official duties as a classified employee: 

A. Employees who has authority to purchase or award contracts.

A. An employee whose official duties include (1) developing or approving specifications for contracts or (2) recommending the purchase or award of contracts.

A. An employee who has substantial regulatory or enforcement responsibilities.

A. An employee who inspects or approves work performed by businesses or persons who are not state employees.

A. An employee who audits financial records of businesses or individuals.

A. An employee who supervises any of the employees listed in subsection (A) (1) through (A) (5).

For purposes of administering these rules within the Department of Natural Resources, the following terms are defined as follows:

IMMEDIATE FAMILY means a child residing in an individual's household, a spouse, or an individual claimed by the employee or the employee's spouse as a dependent for federal income tax purposes.

FINANCIAL INTEREST OR HOLDINGS IN A BUSINESS OR ENTITY means sole ownership, joint ownership or shares of stock or bonds whether owned solely, jointly or as a member of a group.

PERSONAL INTEREST means employment in a business or entity, or the ability to substantially influence the activities of a business or entity.

APPOINTING AUTHORITY means the Human Resources Chief of the Department of Natural Resources.

Employees need only disclose those interests in businesses or entities in which they have direct contact while performing their official duties as classified employees of the State of Michigan. It is not necessary to disclose or report on other business interests, stocks, holdings, etc.

PROCEDURE

I. BUREAU/OFFICE/DIVISION 

A. Each year, between August 1 and 30, a Bureau/Office/Division shall identify all positions within the Bureau/Office/Division that require a disclosure of interest under the provisions of CSC Rule 2-8.

B. Bureau, Offices and Divisions shall forward a list of the positions identified to Human Resources (HR) 

II. HUMAN RESOURCES
Human Resources will provide each current employee identified in Section I above, and new employees with a copy of form CS 1783 Disclosure.

III. .EMPLOYEE
A. Reviews CSC Rule 2-8 to determine if the employee, or member(s) of the employee’s immediate family, has financial or personal interests in a business or entity which may constitute a conflict of interest for the employee.

B. Completes form CS 1783  disclosing any such interest.

C. Forwards to Human Resources within 15 days.

D. Keeps Human Resources informed of any changes in financial or personal interests. Reports such changes to HR on form CS 1783 Disclosure within 10 days of the change.

E. Completes and transmits form CS 1783 Disclosure to Human Resources in the event of employment change that may create a conflict of interest.

NOTE: The Department will make every reasonable effort to ensure that financial information disclosed by an employee under this procedure will remain confidential.   It will not be maintained as part of an employee's personnel file or disclosed to others, other than to persons authorized to make a determination of a conflict of interest; or in the matter of a contested case.

IV. HUMAN RESOURCES
A. Reviews CS 1783 Disclosure form to determine if any employee has a conflict of interest.

B. Notifies employee if divestment is necessary.

C. Allows an employee who disagrees with a notice to divest to appeal said notice to the Human Resources Chief for a final determination.

D. Allows 30 days for an employee to accomplish divestment, with good-cause extensions to avoid unusual hardships.

V. BUREAUS, DIVISIONS AND OFFICES
To further ensure compliance with Civil Service Commission  Rule 2-8 (Conflict of Interest/Disclosure of Interest), B/D/O’s shall indicate whether or not a disclosure of interest is required when submitting a position-appointment requisition, form CS 1783 Disclosure, to Human Resources.

FORMS USED:

CS 1783 Disclosure
R 7101 Position-Appointment Requisition

01.07 - General or Isolated Emergency Conditions 
(Revised: 03/18/2001)
STATEMENT OF POLICY

The Department of Management and Budget (DMB) is the sole authority for authorizing the closure of state-owned or lease space due to weather or other severe conditions. A decision to close must be coordinated between the DMB Property Management Division and the Department of Natural Resources (DNR) Administrative Services Deputy.  Facilities are not to be closed, nor are employees to be released on administrative leave, without DMB authorization.  Closure of DNR-owned or leased facilities (with the exception of DMB controlled facilities) will be in accordance with the provisions of DNR Administrative Procedure 16.04.01  If employees are released on administrative leave due to the closure or inaccessibility of a facility, Human Resources (HR) shall be notified.

PROCEDURE

I SUMMARY

In severe weather or civil commotion situations, the DMB will notify each designated department representative if offices are to be closed.

For tornadoes, a seek shelter condition will be announced through the Civil Defense siren network or the building Emergency Monitor Program. Employees should comply with applicable evacuation plans.

For fire, notice will be given in accordance with the applicable emergency evacuation plan. Isolated conditions (those occurring at one building which affect employees only in that building) will be dealt with on a case-by-case basis. If for some reason a building is deemed to be inaccessible, notice will be provided to the affected department designated representative(s).

II GENERAL INFORMATION

The Department of Management and Budget has delegated authority from the Governor as the control point in case of emergency situations that affect State property and employees.  This includes leased space as well as state-owned.

The DMB has established communication systems with the Department of State Police, local city officials and police agencies, Department of Civil Defense, U.S. Weather Bureau and major local employers. Information will be obtained from these sources prior to a decision to close.

The DNR Director has appointed the Administrative Services Deputy to be the department's designated department representative.  The Deputy shall be responsible for the communication of closure information.
The DMB Property Management Division (PMD) will notify the Administrative Services Deputy when a state office building is to be closed for severe weather conditions or for civil commotion, including bomb threats.  Releasing employees without prior official notification from the PMD is prohibited.

A SEVERE WEATHER AND CIVIL COMMOTION

1 DMB

(a) Will obtain required information from the Department of State Police, Emergency Management Division (517-373-6271), National Weather Service, local city officials, local police agencies, and major local employers on an ongoing basis, should a situation warrant.

(b) Will notify the appropriate department designated representatives when state operating space is to be closed for severe weather conditions or civil commotion, including bomb threats.

2 DNR - Departments supervisory/managerial personnel may call the Property Management Division to determine if offices will be closed at (517) 373-0987 (7:30 a.m. to 5:00 p.m., Monday through Friday) and (517) 373-0196 (all other times).

B TORNADO AND SHELTER PLAN

1 DMB
(a) Will communicate a tornado watch status through the Emergency Monitor Program in Property Management Division operated facilities.

(b) Tornado warnings to seek shelter will be given through the Civil Defense siren network or the building Emergency Monitor Program.

2 DNR
(a) Complies with the Emergency Monitor Program requirements and applicable emergency evacuation plans, including the posting of Civil Defense shelter plan, as appropriate.

(b) Employees are to return to their workstations when the "all clear" signal is given by a facility manager, designated emergency coordinator, police or fire official.

C FIRE - The DNR complies with posted emergency evacuation plan requirements.

D ISOLATED EMERGENCY SITUATIONS

1 DMB - Will make the decision whether to close the operations, and communicate the decision to each agency located in the facility and the designated representative of each department.

2 DNR - Complies with decisions of DMB concerning facility closure.

E INACCESSIBILITY

1 The term "inaccessibility" applies primarily to facilities which must be open 24 hours a day, 7 days a week, and therefore cannot be closed (e.g., prisons, hospitals, State Police operations).

2 If there are emergencies which cause State and/or local law enforcement authorities to prohibit persons from traveling in the vicinity of such facilities during an emergency, such facilities will be declared inaccessible to employees.

3 Decisions and notice will be made in the same manner as for the closure of all state operating space.

III ADMINISTRATIVE LEAVE

A. CLOSURE OF A FACILITY
1 If a facility is officially closed for emergency conditions, employees should not report for work, or, if at work, should be dismissed. Administrative leave with pay shall be granted for normal work hours during that period. Scheduled annual, or sick leave, utilized during closure, will not be converted to administrative leave.

2 Employees of facilities ordered closed, who are required to perform essential services, shall be compensated as follows:

(a) They shall be paid their regular salary and, if overtime work is required, in accordance with Department of Civil Service (DCS) Regulation 5.09.  In addition, such employees shall be granted compensatory time off, equal to the number of hours worked (for both regular and overtime hours) during the period of closure.

(b) If the home of an employee is located on a worksite that is closed, the provisions of this subsection apply.

3 Employees scheduled to work at facilities which are not closed are expected to work their scheduled hours. Especially sensitive employees who are unable to work may be sent to another work location, if practical, for the duration of the problem or allowed to take sick leave.

B TEMPORARY CLOSURE - If a facility is closed for a certain number of hours; i.e., less than the remainder of the day, all employees shall leave the premises for that time.

C INACCESSIBILITY OF A FACILITY 

1 If a facility has been officially declared inaccessible, employees should not report to work. Employees shall be granted administrative leave to cover normally scheduled work hours.

2 An employee who is required to come to work during the period of inaccessibility will be compensated the same as the employee who works under closure situations.

3 If a state facility has not been declared inaccessible, but an employee is unable to report to work because of related conditions, use of annual leave or compensatory time credits shall be allowed. If sufficient credits are not available, the employee shall be placed on lost time. The same shall apply if the employee is unable to come to work for a period longer than covered by the closure or inaccessibility situation.

4 Employees who have lost time, as a result of this policy, shall receive credit for a completed bi-weekly work period for all other than wage purposes.

5 If the work-site is declared inaccessible, but resident employees are able to work, they shall do so without additional time off with the exception of employees under the MSEA and UAW Contracts, who are entitled to time off equal to the number of hours worked during the period of inaccessibility.

D EXAMPLES - Many different scenarios may take place when an office is officially closed. How employees are to cover their time will vary depending upon the scenario that occurs. The following scenarios, and how time should be covered, are not totally inclusive, but they do address the vast majority of those situation that typically arise.

1 OFFICE IS OPEN, BUT EMPLOYEE CAN'T MAKE IT INTO WORK. The employee would have to use annual leave or compensatory time, or be on lost time.

2 OFFICE IS OPEN; EMPLOYEE CAN'T MAKE IT INTO WORK, THEN OFFICE CLOSES EARLY. The employee would have to use annual leave or compensatory time, or be on lost time during the time the office is open. Administrative leave would be granted from the time the office closes until the employee's normal quitting time.

3 OFFICE IS OPEN, EMPLOYEE LEAVES EARLY BECAUSE OF WEATHER, OFFICE CLOSES EARLY. The employee would have to use annual leave or compensatory time, or be on lost time during the period the office is open. Administrative leave would be granted from the time the office closes until the employee's normal quitting time.

4 EMPLOYEE LATE DUE TO WEATHER, OFFICE OPEN. The employee would have to use annual leave or compensatory time, or be on lost time for the period prior between his or her normal starting time and his or her arrival in the office.

5 EMPLOYEE HAS PREAPPROVED LEAVE DURING TIME OF OFFICE CLOSURE. When an employee has requested and been approved for leave prior to the office closure, that employee remains on leave once the office closes and no Administrative Leave will be authorized. This is not to conflict with Subsection IV., D., 3.

6 EMPLOYEE ON PASS DAY DURING OFFICE CLOSURE. An employee not scheduled to work on the day an office is closed does not receive credit of any kind. This would be a normal pass day and would not affect the employee one way or the other.

7 EMPLOYEE WORKING IN FIELD WHEN OFFICE CLOSES. An employee who works away from the office and is out and able to perform his or her job when an office closes, the hours the employee works are considered normal work hours. The employee does not receive Administrative Leave or any extra credit for the hours worked. If severe weather conditions dictate that the employee returns to the office, he or she will receive administrative leave from that office closure until scheduled quitting time.

8 EMPLOYEE IS REQUIRED TO WORK DURING CLOSURE. An employee at a facility declared closed, who is required to perform essential services, shall be compensated by receiving regular pay, overtime if applicable, or compensatory time off equal to the number of hours worked after closure is declared.

FORMS USED:

N/A

01.08 - Employment Preference for Non Exclusively Represented (NERES) Employees 
(Revised: 03/18/2001)
STATEMENT OF POLICY

Michigan Civil Service Commission (CSC)  Rule 2-4.1 authorizes an Appointing Authority to lay off an employee for reasons of administrative efficiency, including, for example, lack of work, lack of adequate funding, change in departmental mission, or reorganization of the workforce.

Michigan Civil Service Commission Rule 4-4.1 also authorizes an Appointing Authority to abolish a position for reasons of administrative efficiency.

Should the Department of Natural Resources (DNR) exercise its authority under CSC Rule 2-4.1 or  Rule 4-4.1, a nonexclusively represented employee (NERE) shall exercise employment preference in accordance with the provisions of this policy, which have been approved by the Department of Civil Service (DSC) in accordance with CSC Rule 2-5.1(d) 
A layoff shall first be by county, then statewide, and shall be by Civil Service Classification or class series and classification level, as outlined below.  For purposes of employment preference, there are the following two "cluster" counties: (1) Eaton, Ingham and Clinton and (2) Wayne, Oakland and Macomb. All other counties will be treated as single counties. Employment preference shall be determined by an employee's total continuous service, less non-creditable time.  Ties in service will be resolved in accordance with Rule 2-5.2(a) of the Civil Service Commission Rules. The State Personnel Director may exempt the Department from using a strict application of total continuous service in order to preserve affirmative action gains made in a program approved by the Michigan Department of Civil Rights and the Michigan Department of Civil Service.  Employment preference for employees covered by collective bargaining agreements will be administered according to those agreements.

FORMS USED:

N/A

PROCEDURE

When the DNR exercises its authority under Michigan Civil Service Rule 2-4.1or Rule 4-4.1, NERES shall exercise employment preference, subject to subclass code assignments and selective position requirements, in the order listed below.  The application of employment preference shall comply with the provisions of Rule 2-4 and  Rule 2-5 of the Civil Service Commission Rules, and Department of Civil Service  Regulation 2.01 and Regulation 2.02, unless otherwise authorized by the DCS.

A. A NERE shall have the option to accept a voluntary layoff, rather than apply employment preference. If the employee takes a voluntary layoff, he or she may not be eligible for unemployment compensation.

A. Applying employment preference, a NERE shall be placed in the least senior position in his or her current classification or class series, employee status code and classification level within the county. (A funded vacancy that the Department intends to fill is always the least senior position).

A. If the Department is unable to place the employee in his or her current classification or class series, employee status code and classification level, the employee shall be placed in the least senior position within the county at his or her current classification level in a classification or class series in which the employee has previously served and obtained status.

A. If unable to place the employee within the county, the employee shall be placed in the least senior position in his or her current classification or class series, employee status code and classification level, statewide.

A. If unable to place the employee in his or her current classification or class series, employee status code and classification level, statewide, the employee shall be placed in the least senior position statewide at his or her current employee status code and classification level in which the employee has previously served and obtained status.

A. If unable to place the employee in his or her current employee status code and classification level, statewide, the employee shall be placed in the least senior position in the classification or class series for which he or she is eligible to apply preference in his or her current employee status code, at successively lower levels in accordance with the Civil Service Rules, within the county or statewide, as outlined in B-C (county) and D-E (statewide) until the employee is placed.

A. Bumping Sequence - An employee must exhaust his or her employment preference in his or her current employee status code to the lowest level, prior to applying employment preference, as described above, to other employee status codes.*

A. Once all employee preference rights to NERE classifications have been exhausted, a NERE may be eligible to apply preference to positions covered by a Collective Bargaining Agreement.

A. If the employee cannot be placed through the employment preference process, the employee will be laid off.

* When applying employment preference to other employee status codes, all other status codes are treated as though they are the same status code.

01.09 - Minors, Employment of 
(Revised: 07/08/2004)
SUPERSEDES:

· DNR Personnel Manual 01.09 dated 01/01/1999
STATEMENT OF POLICY

The Department of Natural Resources (DNR) shall require a permit to work from the school district in which a minor resides prior to employment.   Definition of "Minor":  a person less than 18 years of age, except that a person 17 years of age, who is a high school graduate, is not considered a minor. 

INFORMATION

i.
Additional factors related to the employment of minors:

Minors may work only between the hours of 6:00 a.m. and 10:30 p.m., or until 11:30 p.m. when not regularly attending school.

Minors cannot be employed for more than 10 hours per day or more than 48 hours per week.

Minors cannot be permitted to operate hazardous, power driven machinery.

Minors, neither male nor female, are permitted to lift over 35 pounds.

Minors are not to operate elevators or hoisting equipment.

Driving of motor vehicles is not authorized under this approval.

Minors may not fire a boiler or hot water tank.

Minors are not to be exposed to harmful solvents.

Minors may use roller or brush painting with non-lead paint only.

Minors are not to be exposed to moving traffic.

FORMS USED:
None

PROCEDURE

II. 
The employing office prepares an "Offer of Employment and Request for Working Permit" in duplicate.

The supervisor retains the copy and the minor submits the original to the issuing officer in the school district.

The school office will issue the working permit in triplicate. One copy is retained at the school office and the minor receives two copies.

The minor returns a copy of the working permit to the employing unit.

It is the supervisor's responsibility to see that the minor has secured the working permit before starting employment.

The supervisor's copy of the working permit should be returned to the school, when the minor's services are terminated.

01.10 - Non-Citizens, Employment of
(Revised: 01/01/1999)
POLICY

An applicant for a position shall be a citizen of the United States, or an alien who is lawfully residing in the United States (U.S.).  U.S. citizenship will be required for appointment to certain positions in the classified service, as determined by the State Personnel Director.

Aliens seeking work in this country are required to obtain special permits from the United States Department of Labor.

FORMS USED:

None

PROCEDURE

Request to see the non-citizen residence identification card during the interview and before hiring. A picture of the applicant will be on the card. The applicant cannot be employed without this identification card.

If the non-resident has lost or has not applied for the "Resident Identification Card", they may apply to the Office of United States Immigration and Naturalization Service in Detroit to determine eligibility to obtain a card, and/or to replace a lost card.

01.11 - DNR Uniform 
(Issued: 07/8/2004)

SUPERSEDES
· DNR Personnel Manual 01.11 dated 09/27/2002
STATEMENT OF POLICY

While on duty, employees of the Department of Natural Resources (DNR) shall adhere to the acceptable standards of dress and grooming as set forth within this policy.  

It is the responsibility of all employees to dress in a professional, business-like manner with a properly displayed ID badge.  All employees shall maintain grooming and attire standards, which bear a reasonable relationship to their work.  Appropriate dress and grooming promote a professional image of the Agency to the public as well as to colleagues.  Clothing should fit properly and be clean and in good repair.  Personal hygiene should be maintained.  The DNR will furnish uniforms to employees who have frequent or regular, in person contact with the public.  The DNR will furnish uniforms unless prevented by circumstances, finances or as otherwise specified by the Bureau, Division, or Office (B/D/O)  Chief.

Examples of inappropriate attire within the office setting are as follows (this list is not intended to be all-inclusive):  torn, patched/faded clothing, sweatpants, sweat suits, wind suits, any attire that exposes the midriff or shoulders, bib overalls, spandex/exercise clothing, tank tops, muscle shirts, bandanas, sneakers, slippers, or flip-flops.  Attire bearing logos and/or advertisements which negatively or inappropriately depicts the DNR or promotes third party businesses (e.g., clothing which advertises the local tavern) is prohibited.  

Shorts may not be worn in the Capitol Complex offices or offices designated as DNR Visitor Centers (unless approved by the B/D/O and meets the uniform standards).

Employees who appear for work inappropriately dressed will be sent home and directed to return to work in proper attire.  Under such circumstances, employees will not be compensated for the time away from work.  

LAW ENFORCEMENT DIVISION STAFF

Uniformed employees’ dress shall be governed by the Law Enforcement Division Policy 3-4-3.  
Non-uniformed employees shall adhere to the acceptable standards of dress and grooming as set forth within this policy. 

JOB SPECIFIC EXEMPTION 

Because performance requirements vary, a B/D/O may elect a job specific exemption.  The determination of the employees’ specific dress and personal appearance standard will be appropriate to the work and services provided by the position.  Employees will wear clean and well-maintained attire.  B/D/O will advise Human Resources of exemptions.  

PROPERTY AND CARE

Uniform items purchased by the DNR are the property of the DNR.  All parts of the uniform will be given proper care by keeping them clean and in good repair by the employee.  Uniforms will be returned to the DNR upon separation from the DNR.  

DAMAGE AND REPLACEMENT

In the event that uniform parts are lost, damaged, or destroyed because of carelessness or negligence on the part of the employee, replacement will be made at the employee’s expense.  

Normal wear and tear of uniform parts will be replaced at the discretion of the employer consistent with the union contracts.  Replacement articles will be issued only upon turn-in of a similar article.  

PROCUREMENT 

Uniform articles will be purchased in accordance with current State Purchasing contracts and State Reimbursement policies.

STANDARDS

1. The DNR shirt is the principal component of the uniform.  The shirts provided may be the green, long sleeved, mock turtleneck, or the green, long or short-sleeved, button down shirt with the left breast embroidered DNR logo.  The employer will decide the style of the shirt and will decide the quantity consistent with the appropriate contract.  

2. The uniform pants or skirt must be khaki (tan) in color.  At the employee’s expense and with prior supervisor approval, an employee may elect to wear blue jeans.  If the employer requires jeans, the jeans will be khaki (tan) denim and will be paid for by the employer.  With prior supervisor approval, shorts may be worn in place of the pants provided they are khaki (tan) in color.  Prudent regard for personal safety should be exercised when choosing to wear shorts.  (In some situations, long pants are mandatory.)  

3. DNR issued clothing including shirts, ball caps, and other items issued bearing the DNR logo or name shall not be worn outside of work assignments.  Employees must keep in mind that the public views them as representatives of the DNR while wearing any part of their uniform.  DNR employees should never do anything or behave in a way that reflects poorly on them or the DNR while wearing Department issued clothing.  The wearing of DNR issued clothing at places not authorized is prohibited.  

MEDICAL RELATED ISSUE

The employer has the option of exempting the employee from wearing a uniform or providing a loose fitting DNR shirt when the employee has a medical condition or when pregnant.  The supervisor may require a physician’s certification.  

NON-CAREER EMPLOYEES

The DNR uniform standards apply to all non-career employees.  B/D/Os have the option of purchasing hats, nametags, and shirts consistent with this policy.  

VOLUNTEER AND SPECIAL ASSIGNMENTS 
Volunteer and special assignment shirts may be purchased from DNR contracts, at the discretion of the B/D/O.  Volunteer and special assignment shirts will bear the DNR logo and the word “Volunteer” prominently displayed.  The Director or his representative will approve designs for shirts.  Volunteer and special assignment shirts will be purchased in accordance with current State Purchasing procedures.  

EXCEPTION

Fire Officers who are not commissioned forest officers will be permitted to wear the traditional fire officer badge when appearing in Class A uniforms and when officially representing the DNR with other fire agencies, or when conducting official fire prevention activities with the public.  The fire officer badge may not be worn under any other circumstances.

Uniform Components for Non-Commissioned DNR Employees

These specifications are in place for occasions when wearing the DNR uniform or uniform components are required.  The Class “A” uniform for commissioned employees has not been changed and is not in this analysis.  

	Uniform Component
	Approved

	Shirts – Green embroidered 
with the DNR logo and 
Michigan Department of Natural Resources
	1. Long sleeve oxford

2. Short sleeve oxford

3. Long sleeve mock turtleneck

All employer paid

	Shoulder Patches
	Commissioned Employees Only

Exception: Approved patch on winter jacket for DNR Range Officers

	Pants
	1. Tan khaki slacks (employer paid per labor agreement)

2. Tan denim (employer paid per labor agreement).

3. Tan shorts (employee paid – worn w/ supervisor approval)

4. Blue denim (employee paid – worn w/ supervisor approval)

	Culottes, Skirts
	Tan.  May be substituted for tan slacks above.

	Hats
	1. Tan ball cap with green bill.  DNR, Michigan embroidered on front.  B/D/O name embroidered on back 

2. Hats for commissioned Park Ranger and Forest Fire Officers ONLY: Black “high peak” ball cap with DNR in yellow and Park Officer or Forest Fire Officer in green.

3. Blaze orange for deer check.

4. Lime green ball cap with DNR Range Officer for Shooting Ranges.  Same cap with Volunteer Range Officer for volunteers.

	Name Bar
	Gold plastic with Black lettering. 

Magnetic attachment. 

B/D/O name on badge

	Coveralls
	1. Carhartt-type.  

2. Lightweight cotton.

Kept at work.  Taken home only for laundering.

DNR patch sewn on front when worn in public.

	Jackets
	1. Yellow “Wildlife Deer Check” jackets with a DNR patch.  

2. Conservation Officer jackets with no markings other than approved DNR shoulder patches for Range Officers.

	Sport Coats, Blazers and ties
	Under contract with approved vendor – Employee paid

	Non-Career Employees

All employer purchased items are returned to supervisor prior to departure.
	Employer paid items available for all Non-Career employees with public contact:

1. Shirt: Blue denim, short or long sleeve, button down collar with DNR logo

2. Hat: Tan DNR ball cap

3. Name Bar 


FORMS USED:


N/A
01.12 - Political Activities-Candidates for Public Office 
(Revised: 03/18/2001)
STATEMENT OF POLICY

A classified employee may become a candidate for nomination and election to local elective office, partisan or non-partisan, without first obtaining a leave of absence. A classified employee may also become a candidate for nomination and election to state office if the employee requests a leave of absence without pay at the time of compliance with the candidacy filing requirements or 60 calendar days to the election in question, whichever is closer to the election.  Such leaves of absence are granted in accordance with the provisions of Michigan Civil Service Commission (CSC) Rule 1-12.

FORMS USED:
N/A

INFORMATION

STATE OFFICE means (1) full-time elective office in the executive or legislative branch of state government, (2) justice of the Michigan Supreme Court, or (3) judge of the Michigan court of appeals. 

I. LEAVE OF ABSENCE FOR PRIMARY ELECTION

A. An employee on required leave of absence for a primary election, who is not nominated in that election, shall return from leave of absence immediately after the official canvass of votes.

B. An employee nominated in a primary election shall remain on a leave of absence until the special or general election.

C. An employee nominated in a primary election who withdraws from the general or special election in accordance with applicable election law shall return from leave of absence immediately upon such withdrawal.

II. LEAVE OF ABSENCE FOR GENERAL OR SPECIAL ELECTION
A. An employee on required leave of absence for a general or special election but not elected in that election shall return from leave of absence immediately after the official canvass of votes.

B. An employee on required leave elected in a general or special election shall leave state classified employment by resignation, retirement, or appropriate separation immediately upon assumption of the office.

III. POLITICAL PARTY ACTIVITIES
An employee in the classified service may:

A. Become a member or an officer of a political party committee formed or permitted under the election laws of this state or of the United States.

B. Is a delegate to any convention held by a political party.

C. Engage in political activities on behalf of a candidate or issue in a partisan or non-partisan election.

IV. POLITICAL ASSESSMENTS 

The levying, solicitation, collection, or payment of any type of political assessment and the authorizing or ordering of such activity in the classified service, is expressly prohibited.

V. PROHIBITED DURING ACTUAL-DUTY TIME
A classified employee shall not engage in any activity permitted by this policy during actual duty time.

VI. CONFLICT OF INTEREST
A. Political activity, including election to or the holding of public office by a state classified employee, must not conflict with the satisfactory and impartial performance of duties required in the employee's classified.

B. An employee compensated for serving in a staff, advisory, or advocacy capacity in any partisan or non-partisan election, is subject to the provisions of Michigan Civil Service Commission Rule 2.8 and DNR Supplemental Employment Policy (01.15). 

VII. NOTICE
An employee seeking or holding public office that may be in conflict of interest as specified in Section VI, shall inform the Human Resources Chief when becoming a candidate or if appointed, when assuming the office.  A request for leave of absence required by this policy to seek state office constitutes notice to the employer.

VIII. Political activities, including candidacy for public office permitted by this policy, may be prohibited by preemptive federal law.

PROCEDURE

I. An employee wishing to apply for a leave of absence, as required by this policy, must submit a memorandum to his or her immediate supervisor that contains the following information:

A. Employee's name, classification, bureau/office/division, and work station.

B. Nature of application; e.g., candidate for state office.

C. Beginning and ending dates of term of office.

D. Whether the request is to accept appointment to an unexpired term, or become a candidate.

II. The employee's application must be forwarded through supervisory channels to Human Resources.

III. Approval will be returned to the employee through the same supervisory channels.

01.13 - Employment of DNR Employee Relatives 
(Revised: 08/31/2004)
SUPERSEDES
· DNR Personnel Manual 01.13 dated 10/01/2000

· DNR Director’s Letter 008 dated 12/23/1977

STATEMENT OF POLICY

The Department (DNR) shall ensure equal employment opportunity, consistent with Michigan Civil Service Rules and Regulations and DNR Personnel Policies and Procedures, when recruiting and screening applicants and selecting candidates to fill positions in the classified service.  Relatives of current and former DNR employees must not be advantaged or disadvantaged, in a screening or selection process as a result of their relationship.

FORMS USED:

None

PROCEDURE

I. DNR employees are free to inform relatives of position vacancies the Department intends to fill.  Beyond that, however, they must not do anything that would advantage or disadvantage, a relative in the screening or selection process used to fill a position.  This includes, but is not limited to:

A. Arranging a special meeting between a relative and a supervisor filling a position.

B. Providing job-related information regarding a vacant position or applicant and candidate screening criteria information that is not made available to other applicants or candidates.

C. Escorting applicants or candidates related to current or former DNR employees through department facilities in a manner different from that provided to other applicants or candidates.

II. A relative of a current or former employee of the DNR may be selected to fill a vacant classified position in the Department, as long as the applicant screening and candidate selection processes utilized to fill the position are consistent with Civil Service Rules and Regulations and DNR Personnel Policies and Procedures.

III. Under no circumstances may an immediate family member; i.e., husband, wife, son, daughter, mother, father, sister, brother, son-in-law, daughter-in-law, mother-in-law, father-in-law, sister-in-law, brother-in-law of a supervisory, managerial, senior executive service (SES) or equitable classification plan (ECP)  group 4 employee work directly for the employee.

01.14 - Rest Periods 
(Revised: 07/08/2004)

SUPERSEDES

· DNR Personnel Manual 01.14 dated 10/01/2000

STATEMENT OF POLICY

The Department of Natural Resources (DNR) shall establish rest period and coffee break policies for their respective employees. Rest periods and coffee breaks are a privilege, not a right.

This policy applies to nonexclusively represented employees (NERES), and represented employees unless otherwise provided for in their specific collective bargaining agreement.  Employees covered by a collective bargaining agreement should refer to their agreement.  (UTEA-Article 17, Section 6; MSEA-Article 14, Section F; UAW-Article 14, Section F)

FORMS USED:
N/A

PROCEDURE

One rest period or coffee break in the forenoon of the work schedule and one in the afternoon of the work schedule is permitted. Either or both may be temporarily or permanently canceled as described below.

Each period shall not exceed fifteen minutes. This includes time to and from the place of break.

The immediate supervisor will determine the time when the break may be taken. The break schedule should be arranged so that an adequate work force is available to answer phones and serve the public.

Because of emergency work situations that may arise, the immediate supervisor has the authority to temporarily cancel a rest period to serve the public.

Under certain work situations or schedules, it may be neither feasible nor practicable to permit two rest periods or coffee breaks each day. Management will make the final determination to ensure uniform application

Rest periods or coffee breaks voluntarily missed by an employee or canceled by supervision may not be accumulated and used at a later date.

While employees may take rest periods and coffee breaks at their work stations, extreme care should be exercised so as not to create unfavorable public impression or disturb other employees.

Supervisors are to regulate the taking of employee rest periods and coffee breaks in accordance with this policy and deal with employees who violate the policy through the use of appropriate corrective action.

01.15 - Supplemental Employment 
(Revised: 08/31/2004)

SUPERSEDES:

· DNR Personnel Manual 01.15 dated 03/18/2001 and 06/22/2004
· DNR Department Procedure 6104-4, Employees – Supplementary (Outside) Employment (January 1, 1977) 

STATEMENT OF POLICY

Supplemental employment is personal service or employment outside the classified service for which an employee is compensated.

A Department of Natural Resources (DNR) employee may engage in supplemental employment in addition to his or her regular full-time State employment if all the following conditions are met:

A. The supplemental outside employment must not conflict with the employee's hours of state employment and must not conflict in quantity or interest with the satisfactory and impartial performance of the employee's State duties;

B. The employee must secure written approval from the Department, using form R7510e, before engaging in supplemental outside employment;

C. The employee must not use State property in connection with the supplemental outside employment, and

D. The employee must submit a new R7510e every two years, unless the nature of the employee's supplemental outside employment is to change from the conditions under which it was originally approved; in which case an R7510e must be submitted for approval BEFORE the change occurs. Should there be a change in the nature of an employee's State employment, such as a lateral job change, a review of the employee's supplemental outside employment shall be conducted by the employee's supervisor.

An approved request may be revoked if it is determined that the supplemental outside employment conflicts in quantity or interest with the satisfactory and impartial performance of the employee's State duties.

INFORMATION

If any portion of this policy conflicts with the provisions of a collective bargaining agreement, the agreement has precedence.  Employees covered by a collective bargaining agreement should refer to their specific agreement.  (UAW - Article 24; MSEA - Article 24; and UTEA - Article 23, Section 17.)  The MPES Agreement does not cover this subject.

Also refer to Michigan Civil Service Commission Rule 2-8 Ethical Standards and Conduct 
Prior to engaging in supplemental outside employment, an employee must complete a Supplemental Employment Request Form R7510e, and submit through the supervisory chain to Human Resources for final approval.

Human Resources shall forward a copy of the approved or disapproved request to the employee and his or her immediate supervisor.

FORMS USED:
R7510e Supplemental Employment Request Form
01.16 - Employee Identification Card, "Secured" Area and Parking Access 
(Revised: 06/30/2004)
SUPERSEDES
· DNR Personnel Manual 01.16 dated 04/29/2003
STATEMENT OF POLICY

Department of Natural Resources (DNR) employees must wear a photo Identification Card (I.D.) while on duty and conducting DNR business in, or outside of, DNR offices. The I.D. Card is to be worn and visibly displayed on the employee’s upper torso during normal work hours.  Employees may be issued an I.D. Card (Access Card) that allows them access to "secured" areas and/or Department of Management and Budget (DMB) parking.

FORMS USED:

· R7020, DNR Employee Temporary Identification Card Request (MSWord Template: File/New/General Templates/HR)

· DMB-624, Security Access Records (MSWord Template: File/New/General Templates/NON DNR)
PROCEDURE

I. Lansing Employee I.D. Card – Career and Seasonal

Lansing employees must obtain an employee identification card as follows:

1. Employee completes DMB-624, Security Access Record. (Please note employment type across the top (i.e. contract, full time, seasonal).

2. Employee contacts Personnel Liaison (P/L) or Human Resources (HR), who verifies information as entered on the DMB 624 and the employee’s “picture I.D.”  P/L or HR signs in the Employer Supervisor box.
3. The DMB 624 is taken to HR to obtain the Department Representative’s signature.
4. The employee takes the completed DMB-624 along with a picture identification and proceeds to the DMB Parking Office where they will be photographed and issued an I.D. card.

NOTE:  Seasonal Employees who will be off-payroll for a period of more than 2 pay periods must return the I.D. card to their supervisor or Personnel Liaison before their departure date.  When employee returns for duty, their I.D. card will be returned.

II. Field Employee I.D. Card - Career and Seasonal 

Field employees must obtain an employee I.D. card by contacting the closest Operation Service Center (OSC) to their work location.  

1. The Employee completes DMB-624, Security Access Record, signs and dates it.

2. The Employee obtains Supervisor’s approval Signature on the completed DMB-624. Note: Leave “Signature of department Representative” blank.

3. The Employee contacts the closest Operation Service Center to arrange to have picture taken.

4. The OSC designee verifies the information on the DMB-624, against Driver’s License or other Picture Identification.

5. The OSC designee takes a picture of the employee and forwards it, via GroupWise, and faxes the completed DMB-624 to HR.  

6. The OSC designee follows up by sending the original signed document with original signatures to HR.

7. HR forwards, via GroupWise, the electronic picture and completed DMB-624 to the DMB-Security and Parking Office.  

8. Once complete, HR picks up the I.D. from DMB Parking Office and forwards the new I.D. card to the employee’s home address as it appears in HRMN.

NOTE:  Seasonal Employees who will be off-payroll for a period of more than 2 pay periods must return the I.D. card to their supervisor or Personnel Liaison before their departure date.  When employee returns for duty, their I.D. card will be returned to them by the supervisor or Personnel Liaison.
III. Commissioned Employees (Conservation Officers, Forest Officers and Park Officers)

All Department Commissioned Employees will have a photo identification (I.D.) card.

1. Commissioned employees who are in uniform will carry their I.D. with them; the I.D. does not need to be displayed.

2. Commissioned employees who are not in uniform must wear a photo identification card while on duty and conducting DNR business.

IV. Temporary Employees – Non Career and Contractual (State Workers, Student Assistants,
 CS-138’s)
1. All Department Temporary Employees will have an identification (I.D.) card.
a) Temporary employees who are provided a uniform, which includes a name badge, will carry their temporary I.D. and picture I.D. with them; these I.D.s’ do not need to be displayed.

b) Temporary employees who are not provided a uniform which includes a name badge must wear a temporary I.D. with an expiration date and carry a picture I.D. while on duty and conducting DNR business in or outside of DNR offices.

2. The B/D/O designee is responsible for having the R7020 completed on line, printed, obtaining the employee and supervisor signature, and ensuring proper display.

a) B/D/O Designee completes the R7020.

b) The employee signs the R7020.

c) B/D/O Designee signs the R7020.

d) R7020 is laminated and given to employee.

e) B/D/O Designee collects the expired temporary I.D. upon expiration date.
NOTE: I.D. cards must be returned to the temporary employee’s supervisor or P/L upon their expiration date.
V. Secured Area Access Cards

A Secured Area Access Card will give an employee electronic access to designated areas and also serves as the employee’s I.D. card.  When requesting an Access Card: 

a) B/D/O representative will send an e-mail to the DNRs’ Security Officer. The e-mail message should include the employee’s name, date of birth and phone number.  

b) Security Officer will complete the DMB-624

c) Security Officer calls employee instructing them to report to the DMB-Parking Office to have picture taken.  

d) Security Officer will contact employee once the card is complete.

VI. Access Cards for Parking

When an employee requests Parking in a state lot:

1. Employee’s P/L or supervisor will send an e-mail to HR.  The e-mail will include the employee’s name, phone number and supervisor.

2. HR will complete a letter to DMB-Parking Office verifying the employee’s work status and permission for a parking space to be assigned.

3. HR will contact employee who will then take letter to the DMB-Parking Office.

4. DMB looks up employee’s current status, i.e. currently an ‘Access Card’ holder.

5. If employee currently has an Access Card, DMB will reprogram Card to give employee access to appropriate parking lot.

6. If the employee has an Access Card, DMB will program the card for the appropriate parking lot.

7. If employee does not have an Access Card, DMB will issue an Access Card and program the card for the appropriate parking lot.  The Access Card will then become the employee’s I.D. Card.

VII. Departing Employees

Employees, whose employment with the DNR is terminated, must return the I.D /Access/Access Parking card to their supervisor or Personnel Liaison.  The supervisor or P/L will forward the I.D /Access/Access Parking card to HR.  HR will return the Cards to DMB-Security and Parking Office.

01.17 - Electronic Mail and Internet Access Software Use Policy
(Revised: 04/26/2004)
SUPERSEDES
· DNR Personnel Manual 01.17 dated 03/18/2001
STATEMENT OF POLICY

Employees of the Department of Natural Resources (DNR) are required to comply with the following Policies and Procedures:

· DNR Administrative Procedure 18.05-01 - Acceptable Use Of Information Technology Resources In The DNR.  
(http://dnrintranet/pdfs/divisions/fosb/asdproc/18.05.01.htm)

· And the State of Michigan's policies and procedures, specified in the Department of Information Technology (DIT) Policies & Standards 
(http://www.michigan.gov/dit/0,1607,7-139-7321_18439---,00.html),
· and DIT Procedure 1460.00, IT Resources Acceptable Use
(http://www.michigan.gov/documents/Policy_1460_00_72204_7.pdf)
FORMS USED:
N/A

01.18 - Legal Representation 
(Revised: 03/18/2001)

STATEMENT OF POLICY

An employee of the Department of Natural Resources (DNR), has the right to legal representation by the Department of Attorney General, or its designee, as determined by the provisions of Act No. 170 of the Public Acts of 1964, as amended, and Michigan Civil Service Commission Rule 2-19.

Public Act 170 provides that, without regard to the discretionary or ministerial nature of the conduct that may come into question, the employee will be immune from tort liability for injuries to persons or damages to property caused during the course of the employment IF:

1. employee was acting, or had reason to believe they were acting, within the scope of their authority, AND

2. employee's conduct did not amount to gross negligence that was the proximate cause of the injury or damage. "Gross negligence" means "conduct so reckless as to demonstrate a substantial lack of concern for whether an injury results."

The Act further provides that if a claim is made or a civil action commenced against the employee of the DNR for injuries to persons or property caused by their negligence during the course of their employment and while they were acting within the scope of their authority, the Department MAY pay for, engage, or furnish the services of an attorney to advise them regarding the claim, and to appear for and represent them in the action. The DNR may compromise, settle, and pay the claim before or after the commencement of a civil action. If a judgment for damages is awarded against the employee, as a result of a civil action for personal injuries or property damage caused by them during the course of employment and while they were acting within the scope of authority, the Department MAY indemnify the employee or pay, settle, or compromise the judgment.

If a criminal action is commenced against the employee on the basis of their conduct as an employee of the Department AND if they had a reasonable basis for believing that they were acting within the scope of their authority at the time of the alleged conduct, the Department MAY pay for, engage, or furnish the services of an attorney to advise the employee as to the action, and to appear for and represent them in the action. An employee incurring legal expenses for conduct prescribed under this provision of the Act may obtain reimbursement for those expenses.

The decision to pay for, engage, or furnish the services of an attorney to advise, appear for or represent an employee in a criminal action shall be made by the Director of the DNR following a review of the charges and related facts with the employee's Deputy Director and Bureau, Office or Division Chief, and the Human Resources Chief.

FORMS USED:

N/A

01.19 - Personal Use of State Telephones and State Issued Telephone Credit Cards (Revised: 10/01/2000)

STATEMENT OF POLICY

Department of Natural Resources (DNR) employees must use State telephones and State issued telephone credit cards in accordance with the provisions of DNR Administrative Bulletin No. 72 and Department of Management and Budget (DMB) Administrative Guide Procedure 1410.14.  Employees are prohibited from utilizing State telephones or State issued telephone credit cards to make personal long distance telephone calls, except as necessary to communicate unavoidable delays in scheduled work departure times to communicate unavoidable changes in travel plans while in travel status, or as authorized by their supervisor based upon the circumstances involved.

The use of State telephones by employees to make personal local calls must be kept to a minimum.

FORMS USED:

None

01.20 - Employee Discounts 
(Revised: 03/18/2001)

STATEMENT OF POLICY

Employees must comply with Department of Natural Resources (DNR) and Department of Management and Budget (DMB) purchasing procedures, Michigan Civil Service Commission rules and DNR work rules when purchasing goods or services through any vendor offering a government or employee discount to DNR employees. DNR Administrative Procedure 13.01-01 , et seq., and DMB Administrative Guide Procedure 0510, et seq., establish purchasing procedures for DNR employees.  DNR Employee Handbook work rules prohibit falsification of records or reports, and becoming involved in a "conflict of interest" situation.  Michigan Civil Service Commission (CSC) Rule 2-8 provides, in part, that classified employees are prohibited from:

1. engaging in any business transaction or private arrangement for personal financial gain or financial gain for a member of the employee's immediate family, that accrues from or is based on the employee's official position or on confidential information gained by reason of the employee's official position (It is the nature of one's "official position," not the mere fact that one is a State employee, that must be considered in determining whether or not engaging in the business transaction or private arrangement is appropriate);

2. soliciting, accepting or agreeing to accept anything of value under any circumstances that could reasonably be expected to influence the manner in which the employee performs work or makes decisions; or

3. representing or acting as agent for any private interests, whether for compensation or otherwise, in any transaction in which the state has a direct and substantial interest and which could reasonably be expected to result in a conflict between the employee's private interests and official state responsibilities.

DNR employees may accept "employee discounts", for goods or services for their personal use, when the discount is offered, in writing, to all DNR or all State employees by the goods or services provider. DNR employees may not, however, obtain goods or services for their personal use at a discounted rate if: (1) the discount is offered exclusively to the Department as a governmental agency and not to its individual employees, or (2) the discount requires that the goods or services be used exclusively in the performance of employees' official duties. Accepting discounts for goods or services for personal use under either of these two conditions is considered to be a conflict of interest under CSC Rule 2-8.

Employees are prohibited from misrepresenting their intended use of goods or services to be acquired through a government or employee discount. They are also prohibited from utilizing DNR forms, letterhead or any other issue representing it to be an official DNR document for the purpose of obtaining discounts on goods or services for their personal use.

Employees needing clarification regarding the appropriateness of accepting employee discounts should contact the Administrative Support Section of Human Resources.

FORMS USED:
N/A

01.21 - New Employee Orientation 
(Revised:  09/01/2004)
SUPERSEDES:

· DNR Personnel Manual 01.21 dated 06/30/2004

· DNR Personnel Manual 16.02 dated 10/01/1993

· DNR Department Procedures:
- 6111.11 - Employee Training Procedure for Advanced Orientation
- 6111.12 - Employee Training - Procedure For Orientation

STATEMENT OF POLICY

The Department of Natural Resources (DNR) requires all external career candidates and internal candidates (moving from seasonal to full time positions) to attend a New Employee Orientation at the time of their appointment.  The Orientation will be coordinated by Human Resources (HR); will be for two days; and will be held in Lansing.

INFORMATION

The NEO agenda topics will include overviews of:

· The DNR

· State of Michigan including Vision and Values

· Department Policies and Procedures

· Insurances and Benefits including Enrollment

· Equal Employment Opportunity

· Performance Appraisal

· Payroll and DCDS

· Computer Security

· HRMN Self Service

· Labor Relations

· Safety and Drug and Alcohol Testing

· Union Presentation (where applicable)
FORMS USED:


R7300e NEO Human Resources Checklist

PROCEDURE

1. Bureau/Division/Office Personnel Liaisons will notify HR upon confirmation of a candidate’s acceptance of a job offer.

2. HR will notify the candidate of the orientation details.

3. The hiring Bureau/Division/Office will cover the cost of the employees’ travel and lodging.

Based on operational need, the Bureau/Division/Office may request a later NEO date for the candidate to attend.  The request shall be made to HR Management Staff in writing.

01.22 - Partial Tuition Refund Programs 
(Revised: 09/01/2004)

SUPERSEDES:

· DNR Personnel Manual 01.22 dated 06/30/2004

· DNR Personnel Manual 16.03 dated 01/01/1996

· DNR Department Procedure - 6105.5 - Employees - Partial Tuition Refund Program dated 10/1/1981

STATEMENT OF POLICY

The Department of Natural Resources (DNR) sponsors a partial tuition refund program for non-exclusively represented employees (NERES) who seek to further their education through job-related and Department-related courses.  It also administers partial tuition refund programs provided for in the collective bargaining agreements of exclusively represented employees.

REFERENCE
· Professional Development Funds (Tuition Reimbursement for NERE's)
INFORMATION

Tuition refund payments for graduate courses are taxable. Such payments for non-job related under-graduate courses may be taxable if they total over $5,250.  Income, Social Security, and Medicare taxes will be withheld and reported as taxable compensation on an employee's annual W-2 statement. Job related training consists of classes, seminars, or other types of training which maintain or improve skills required for the employee's current job, or are required as a condition of employment.
ELIGIBILITY REQUIREMENTS:  

I. EMPLOYEE (NERES) ELIGIBILITY

A. Must have status in state classified service as provided for in Michigan Civil Service Commission Rule 3-6.
B. Must be a full time/permanent employee.

C. Must not be receiving full tuition payment, stipend or education grant from any other government agency or government source, or from any scholarship or private foundation. Veterans receiving a partial payment will be eligible for reimbursement by the Department.

D. Employees receiving a partial scholarship, grant, stipend, or other form of tuition reimbursement may be eligible for reimbursement of 50% of the remaining balance.

NOTE:  Employees covered by a collective bargaining agreement should refer to their agreement to determine the eligibility requirements and guidelines of any partial tuition refund program to which they may be entitled.  http://www.michigan.gov/ose/1,1607,7-143-6076---,00.html
II. PROGRAM ELIGIBILITY

A. In general, all accredited high schools, academies, junior and community colleges, and universities (including private trade schools, business schools, institutes, resident and/or correspondence, licensed, authorized or approved by the Michigan Department of Education) can be considered approved educational centers. Courses for which a tuition refund is approved shall be those that will enhance an employee's job or career within the DNR.
B. Workshops, conferences and other such training programs are not eligible for reimbursement under this program.
C. Normally, coursework for Law, Medical, Dental or Ph.D. degrees is not eligible for reimbursement under this program with Bureau/Office/Division Chief approval, however, employees may request Partial Tuition Refund for such coursework if it can be substantiated that it is directly related to an employee's current position.

III. PARTIAL TUITION REFUND ELIGIBILITY

A. An employee must pass a credit course with a minimum grade of "C" for undergraduate work. For graduate work, an employee must pass a credit course with a minimum grade of "B". Employees must submit acceptable evidence of grades earned. A certificate or other acceptable evidence must be submitted to show satisfactory completion for non-credit courses. An employee must be on the payroll at the time that a course is completed to be eligible for reimbursement.

B. A 50% refund will be issued for tuition, books and lab fees for two (2) courses per term or semester. No refunds will be paid to cover any part of matriculation fees, registration fees, or travel and subsistence, or to those individuals receiving full stipends, scholarships or grants.
RECORDKEEPING

All partial tuition refund approvals are maintained in Human Resources.  All related payment documentation is maintained in a requesting employee's Bureau/Division/Office.
FORMS USED:
R7003e Partial Tuition Refund Application 

PROCEDURE

EMPLOYEE
1. Completes a Partial Tuition Application Form (R7003e) and submits it, with appropriate receipts, to immediate supervisor.

IMMEDIATE SUPERVISOR

2. Signs the R7003e and indicates approval or disapproval and the job relatedness of the course(s).   Application is then forwarded to the employee's Bureau/ Division/Office Chief.

BUREAU/DIVISION/OFFICE CHIEF

3. Signs R7003e and indicates approval or disapproval. Application is then forwarded to Human Resources (HR).  The application must be received in Human Resources within 30 days of the start of the course.
HUMAN RESOURCES

4. Human Resources will review the application for compliance with eligibility requirements, approves or disapproves the request.

5. The original application is returned to the employee with instructions for obtaining reimbursement after successful completion of course(s). The book and lab fee receipts will be returned with the original application. If the application is disapproved, an explanation will be attached to the application.

EMPLOYEE

6. A copy of the approved application is given to the immediate supervisor.
7. Employees receiving partial tuition payments, stipends or education grants from any other government source, or from any scholarship or private foundation, and who are requesting Partial Tuition Refund under this policy, provide documentation of the amount received from the various reimbursement sources. Employees will be eligible to receive 50% reimbursement of the remaining balance.

NOTE:  Misrepresentation of monies received from other sources could result in disciplinary action up to and including dismissal.

8. Within 90 days of satisfactory completion of the course(s), employee must submit a copy of the application, a copy of grade(s), receipt of tuition payment, and book and lab fees to his or her immediate supervisor who will review the receipt, the grade report and sign as final approval for payment of the reimbursement.  The documents will be sent to the appropriate accounting staff within Bureau/Office/Division.

01.24 - Telecommuting 
(Revised 09/01/2004)
SUPERSEDES:

· DNR Personnel Manual 01.24 dated 03/18/2001 and 06/30/2004
STATEMENT OF POLICY

This Policy applies to all telecommuting activities in the Department of Natural Resources (DNR). 

The DNR will comply with the State of Michigan's "Acceptable Use of Information Technology (IT) Resources" policies and procedures, specified in the Department of Information Technology (DIT) Policies & Standards, Procedures 1410.17 Michigan State Government Network Security Policy, and 1460.00, IT Resources Acceptable Use and DNR Administrative Procedure 18.05-01 - Acceptable Use Of Information Technology Resources in the DNR.

REFERENCES

· DNR Administrative Procedure 18.05-01 - Acceptable Use Of Information Technology Resources in the DNR.

· Department of Information Technology (DIT) Policies & Standards 

· Procedure 1460.00, IT Resources Acceptable Use 
· Procedure 1410.17 Michigan State Government Network Security Policy.
· Procedure 1410.21, Single Client Node Virtual Private Network (VPN) (Single user VPN)

· Policy 1420.00 Infrastructure: Wireless; LANS, WDCN, Security
· Public Act 53 of 1979 as amended, Fraudulent Access To Computers, Computer Systems, And Computer Networks (752.791 - 752.797)  

INFORMATION

I. Terminology

A. Telecommuting - an employment practice that allows employees to perform job responsibilities at home or in a telecommute center, rather than in a traditional office setting, on a regularly scheduled basis.  At-home workspaces and telecommute centers are equipped with technology that is appropriate for the tasks to be performed.
B. Telecommuter - An employee who uses technology to perform job responsibilities from either of the following locations (in addition to or in lieu of a traditional workplace office) on a regularly scheduled basis:
1. Home

2. A Telecommute Center

C. Telecommute Center - An alternative work location that is state-owned or state-leased, and provides workspace for employees working away from a traditional workplace office.  A telecommute center provides personal or shared office space, telecommunication links, information technology, or other services required by a telecommuter.

II. Eligibility

1. Any non-exclusively represented employee may apply to become a telecommuter.  A NERE must, however, have the approval of his or her supervisor and Bureau/Division/ Office (BDO) Chief, and the HR Telecommuting Coordinator and sign a Telecommuting Agreement (R7041) prior to telecommuting.

2. Applicants must be mindful that approval to telecommute is a privilege, not an employee right.  The denial of authorization to telecommute is not grievable, unless an applicant provides evidence of discrimination prohibited by Michigan Civil Service Rule 1-8.

3. An applicant will not be authorized to telecommute if, for example, he or she requires:

a. Ongoing training, frequent supervisory feedback;

b. Constant and ongoing face-to-face interaction with others; e.g., project team members, or

c. Close oversight due to attendance and/or performance problems.

4. No employee of the DNR is required to seek authorization, under the terms and conditions of this Policy, to engage in work-related activities at home on a periodic, intermittent or temporary basis.  Employees are, however, required to obtain supervisory approval prior to doing so.

5. The provisions of this Policy do not apply to DNR employees whose "traditional workplace office" is both their home and their official workstation; e.g., Conservation Officers and Park Managers.

6. All forms of telecommuting imply an employer-employee relationship with the employee receiving the same benefits as a non-telecommuting employee.  An independent contractor is not a candidate for telecommuting due to the required employer-employee relationship.

7. Current non-exclusively represented employees may not be required to telecommute.   A BDO may, however, offer a NERE the opportunity to telecommute, if it believes that operationally, telecommuting would be in the BDO and employee's best interest.  A BDO may also establish and fill a position that requires an individual accepting the position to telecommute.

III. Common Characteristics of Jobs Suitable for Telecommuting

1. High degree of computer, project or analytical oriented work.

2. Well-defined job objectives and output, including the production of deliverables that can be assessed to ensure that desired work is being done.

3. Minimal amount of support and non-computerized reference materials needed from the principal Department worksite.

4. Limited face-to-face interaction with internal and external customers.  The job will allow for the substitution of electronic/telephonic communication for face-to-face contact and the advance scheduling of any meeting that would require an employee's attendance in person.

5. Substantial travel away from the principal Department worksite.

6. The need for specialized material or equipment is either minimal or flexible.

IV. Examples of tasks that MAY be Suitable for Telecommuting

	Auditing
	Editing

	Batch work
	Fieldsite inspections

	Budget preparation
	Graphics work

	Calculating
	Maintaining data bases

	Computer programming
	Project management

	Conducting business by phone
	Reading and analysis

	Contract prep/monitoring 
	Research

	Data analysis
	Sending/receiving e-mail

	Data Entry
	Spreadsheet analysis

	Design work
	Typing

	Dictating
	Word processing

	Drafting
	Writing


V. Requisite Attributes of Telecommuters and Their Supervisors 

	Telecommuter
	Supervisor

	Demonstrated conscientiousness about work time and productivity evidenced by satisfactory 
or better performance reviews. 
	An open, positive attitude towards telecommuting.

	Self-motivated.
	Mutual trust and respect in relationship with the telecommuter.

	Ability to work effectively without close supervision. 
	Above-average organizational and planning skills.

	Ability to work well independently. 
	The ability to establish clear objectives and measurements.

	A self-starting, self-disciplined individual who is well organized and reliable. 
	Provides feedback regularly.

	Limited need for feedback, but able to ask for it.
	Facilitates open communication.


VI. Training

1.  Human Resources (HR) will coordinate the delivery of information and training to telecommuters and supervisors, commensurate with individual need, to help ensure a successful telecommuting relationship.

VII. Equipment, Software, and Audio, Visual or Data Transmission Services

1.
When granting employees authorization to telecommute, it is understood that the Department will furnish them with equipment, software and/or audio, visual, or data transmission service(s) necessary for them to telecommute effectively.  Equipment, software and/or service(s) furnished MAY include such items as a personal computer (PC) and appropriate software, modem, printer, fax machine, surge protector, data line, cable modem service, supplemental telephone service, or an Internet service provider (ISP) contract.  In no case will office furniture be provided.  The type of equipment, software and/or audio, visual or data transmission service(s) furnished will be based on such factors as:

a.
The location of the telecommuting worksite and number of hours and/or days an employee will telecommute per pay period,

b.
The nature of the tasks an employee will perform while telecommuting,

c.
The cost effectiveness of furnishing particular equipment or services, and

d.
The need to maintain a standardized level of equipment, software and/or service for telecommuters performing like tasks.

2.
The equipment, software and/or audio, visual or data transmission service(s) to be furnished to a telecommuter will be determined by the telecommuter's supervisor, with input from other BDO personnel and/or a DIT Information Technology Technician (ITT)  BDO shall be responsible for maintaining an inventory of equipment and software furnished to telecommuters.  Only those transmission services needed for effective telecommuting that are not currently installed at an employee's telecommuting worksite will be furnished.  For example, a BDO may furnish an employee with a second phone line if one is needed for effective telecommuting, but it will not reimburse the employee for a personal phone line already installed at the employee's residence.

3.
Employees may, with supervisory approval, use their own PC or other personal equipment to telecommute.  The Department will, however, evaluate the configuration of, and software loaded on, employee-owned PC's prior to their actual use.  A minimum configuration standard, developed by the Department of Information Technology (DIT), shall be maintained as a condition of the Department supporting (excluding repair or replacement) an employee-owned PC.

VIII. Equipment Acquisition, Assignment, Repair and Replacement

1.  The acquisition, assignment and repair or replacement of Department-furnished equipment and the acquisition of audio, visual or data transmission service(s) furnished to a telecommuter will be the responsibility of the telecommuters BDO.   The repair of Department-furnished IT equipment will be performed at a location designated by a telecommuter’s BDO.  The repair or replacement of employee-owned equipment is the responsibility of a telecommuter.  In the event of equipment failure or malfunction, telecommuters must notify their supervisor as soon as practical.  Telecommuters may be required to work at their principal Department worksite when repairs cannot be completed in a timely manner.

IX. Telecommuter Liability

1. Telecommuters shall be liable for:

1. Intentional damage to Department-furnished equipment,

2. Damage to Department-furnished equipment resulting from employee negligence, and

3. Damage to Department-furnished equipment resulting from a power surge (only if a telecommuter fails to use a surge protector furnished by the Department).

NOTE: The Department is not responsible for the damage or loss of employee-owned equipment or software.

X. Equipment and Software Use Restrictions

1. Equipment and software furnished by the Department to a telecommuter remains the property of the DNR.  IT equipment and software use shall be in compliance with the provisions of the DNR Employee Security Agreement.  To ensure security for Department-furnished personal computers, a telecommuter’s supervisor must approve and document all hardware/software and services used for telecommuting.  The installation of Department-owned software on employee-owned equipment, and vice versa, is prohibited unless authorized by a telecommuter’s BDO.

2. Equipment, software and services furnished to a telecommuter shall not be utilized by non-Department personnel without BDO authorization.

XI. Payment for Supplies, Materials, Service and Travel Expenses

1. BDO will pay for the following types of expenses incurred by telecommuters:

a. Business-related, telephone calls, audio, visual, or data transmission service charges, and

b. Supplies and materials needed by telecommuters to perform their job, but which are unavailable at their principal Department worksite.

2.  BDO will not pay for the following types of expenses:

a. Usage fees for privately-owned computers;

b. Travel between telecommuter's principal Department worksite and their telecommuting worksite, or

c. Meal expenses for telecommuters working in an at-home workspace, (Because at-home workspace is considered to be an extension of a telecommuter's principal Department worksite, meal allowances, under the provisions of the Standardized Travel Regulations, will not be paid.)

d. Expenses incurred to acquire or maintain telephone and audio, visual or data transmission service(s) authorized in a Telecommuter Agreement shall be provided by and paid for by the telecommuter's BDO.  A BDO shall work through the Department of Information Technology (DIT) to acquire the authorized services and have those services billed directly to the appropriate DNR office.   Telecommuters may be assigned State-issued telephone credit cards for making business-related, long distance and toll calls while outside their principal Department worksite.  The use of a State-issued telephone credit card, and any telephone, audio, visual or data transmission service furnished to a telecommuter shall comply with the provisions of Department of Management and Budget Procedure 1410.14.

3. Telecommuters will be furnished necessary supplies and materials through their principal Department worksite.  Thus, telecommuters will not normally incur out-of-pocket expenses in acquiring such supplies and materials.  Should it become necessary, however, for telecommuters to acquire supplies or materials while they are away from their principal Department worksite, they may do so by:

1. Using a State of Michigan Procurement card (unless prohibited from doing so by the Procurement Card Program - see DNR Administrative Procedure 13.02-02);

2. Ordering from the State of Michigan "Just in Time Program" (unless restricted from doing so by the JITP), or

3. Using any other purchasing procedure authorized by the Department and the State of Michigan.

XII. Tax Laws and Zoning Ordinances

1. Telecommuters alone are responsible for ensuring that they are in compliance with state and federal tax laws if they elect to claim itemized deductions on their tax returns for the use of their residence and/or personal property for telecommuting.  Upon request, HR will provide telecommuters with a written statement reflecting the number of hours a telecommuter has worked at his or her telecommuting and principal Department worksite during a given calendar year, if the telecommuter has maintained an accounting of hours worked, by worksite, upon which the statement can be based.

2. Employees shall ensure that their telecommuting activities are in compliance with any local zoning ordinances that apply to an individual telecommuting from his or her residence.

XIII. Termination of Program, Authorization or Participation

1. Except as provided for in paragraph II5, the DNR may terminate its telecommuting program for any reason, at any time, with prior written notice to those employees currently authorized to telecommute.  If feasible, such notice will be given at least 30 calendar days prior to the program's termination.

2. Except as provided for in paragraph II5, a BDO may terminate an individual employee's authorization to telecommute at any time without cause. Written notice will be given at least 30 calendar days prior to said termination, if feasible.   Termination of an employee's participation for just cause, however, may be immediate and does not require prior written notice.

3. Employees who telecommute under the provisions of this Policy may elect to discontinue telecommuting at any time, unless telecommuting is required in their Position Description (CS-214).  Upon doing so, they will perform their job responsibilities at their principal Department worksite.

4. Employees will return all Department-owned equipment (including software) to their principal Department worksite if the telecommuting program is terminated; an employee's authorization to telecommute is terminated; an employee voluntarily discontinues telecommuting transfers to another position, or an employee terminates his or her employment for any reason.

5. If an employee is authorized to telecommute as a condition of employment at the time he or she is initially hired, such authorization may only be terminated for just cause.

6. The termination of an employee's authorization to telecommute, as provided for in this subsection, is not grievable, unless the employee provides evidence of discrimination prohibited by CSC Rule 1-8.

GLOSSARY

Cable Modem - A modem designed to operate over cable TV lines.   Because the coaxial cable used by cable TV provides much greater bandwidth than telephone lines, a cable modem can be used to achieve extremely fast access to the Internet.

Cellular Service (CS) - Wireless phone services and a cellular phone

DIT - Department of Information Technology
E-Mail - Short for electronic mail, the transmission of messages over communications networks

Ergonomics - The science concerned with designing safe and comfortable machines for humans

Fax - The ability to electronically transmit a paper image; supported through a fax machine, fax board on a PC or on a network, or through fax software

Groupware - Software and hardware tools designed to enhance collaborative work

Information Highway - A popular buzzword to describe the Internet, bulletin board services, online services, and other services that enable people to obtain information from telecommunications networks

Information Technology (IT) - A broad subject concerned with all aspects of managing and processing information, especially within a large organization or company

ISDN - Integrated Services Digital Network, an international communications standard for sending voice, video, and data over digital telephone lines

Mail or Courier Services - U.S. Mail or some other package sent or received from the telecommuter's office

Mobile Device - A laptop computer, cellular phone, radio or pager

Office Software Tools - Products that support electronic mail, word processing, printing, file management, calculating and other administrative tasks

Pager - Small radio device that alerts an individual that a phone call or message is awaiting them.  A simple display leaves a phone number or textual message

Personal Productivity Tools - May include calendars, diaries, to-do-lists, simple note taking, calculator, etc.

Phone Service (PS) - Includes simple to advanced services, may require any of the following; one or multiple phone lines, a basic telephone set, a phone with advanced features, call management software, etc.

Portable or Mobile Workstation - A device specifically designed for working on the go.  It is generally lightweight and sturdy and ranges from highly specialized to a basic PC

Printer - Simple to sophisticated, dependent on the speed, color and quality requirements of the job function

Scanner - May be necessary if documents must be captured by an application.  Like printers, the speed, color, and quality of the application determine these

Video/Teleconferencing (V/T) - The ability to see and hear others who are geographically separated from you through the use of networks, TV cameras and computer systems.  V/T capability ranges from specialized facilities that support meetings in conference-room type settings to specialized (multimedia) PCs that support individuals sharing work

Virtual/Mobile Office - Employees equipped with the communications tools and technology needed to perform job duties from wherever they need to be -- home, office, customer location, airport, etc.

Workstation (WS) - A device, consisting of hardware and software that enables an individual to perform specific tasks.  This may include a wide variety of devices that enable easy note taking and calendaring (as well as other functions). Notebook PCs that are lightweight and mobile, portable PCs that enable the user to move the office around, or high-end, powerful PCs for specialized functions, such as engineering or office layout design

REQUIREMENTS

E. Authorization

An employee (NERE) must apply for and receive authorization from their supervisor and BDO Chief, and the Department's HR Telecommuting Coordinator, prior to telecommuting.

F. Nature of Work

An employee's work must be suitable for telecommuting as determined by job content, rather than job title, type of appointment or work schedule.

G. Authorization Application

Eligible employees seeking authorization to telecommute shall complete a Telecommuting Application (R7040) and submit it for approval by their supervisor and BDO Chief, and the Department HR Telecommuting Coordinator.

H. Telecommuting Work Schedule

Telecommuters typically need periodic, face-to-face contact with supervisors and co-workers and/or access to specialized files and/or equipment maintained at the telecommuter's principal Department worksite.  Therefore, telecommuters MAY be required to spend one or more days per pay period at their principal Department worksite.

1. The number of hours per pay period employees will be allowed to telecommute will be directly tied to the nature of their work and the degree to which they can satisfactorily perform their job duties and responsibilities away from their principal Department worksite, as determined by their immediate supervisor.

2. The standard work schedule for DNR employees is Monday through Friday, 8:00 a.m. to 5:00 p.m.  The days of the week and specific times a telecommuter is scheduled to work, however, will be determined by the telecommuter's immediate supervisor, based upon the nature of the telecommuter's work.

3. Procedures for reporting work hours and the utilization of leave credits are the same as for non-telecommuters.

4. Business needs take precedence over telecommute days.  Employees may be required to forgo telecommuting if they are needed at their principal Department worksite or some other location for Department business on a regularly scheduled telecommute day.

5. A telecommuter authorized to work a non-standard work schedule need not request authorization to work an alternative work schedule, as required by DNR Personnel Policy 01.03.
I. Health and Safety

Employees granted authorization to telecommute from their home shall certify that their at-home workspace will comply with the following health and safety standards.

Health and Safety Standards

1. Heating/cooling, ventilation and lighting are adequate for satisfactory work performance.

2. Electrical equipment is free of recognizable hazards.

3. Electrical system permits the grounding of electrical equipment.

4. Walkways, doorways and corners are free of obstructions that could interfere with visibility or movement.

5. File cabinets and other storage devices are arranged so that drawers/doors do not open into walkways.

6. Work chairs are structurally sound.

7. Electrical cords, telephone lines and equipment interface cables (if present) are secured in such a way as not to interfere with foot traffic.

8. Floor and/or floor covering are free of conditions that could cause trips or falls.

BDO may conduct periodic on-site reviews of at-home workspaces to ensure on-going compliance with the health and safety standards.  Such reviews will be by appointment only.  A BDO, or the HR Telecommuting Coordinator may revoke an employee's authorization to telecommute for failing to comply with the health and safety standards.

J. At-Home Workspace

The at-home workspace in a telecommuter's residence is considered to be an extension of the telecommuter's principal Department worksite during his or her scheduled work hours.

Telecommuters shall, as soon as practical, notify their supervisor of any injury sustained in their at-home workspace during scheduled work hours, and provide any documentation regarding such injuries that may be requested.  Injured telecommuters shall be covered by Worker's Compensation to the extent allowed by law.

The DNR does not assume responsibility for third party injury or property damage that may occur at the telecommuter's residence.  If, however, a DNR employee visits a telecommuter's residence on state business (including at-home workspace, on-site reviews) and is injured, the employee shall be covered by Workers' Compensation to the extent allowed by law.  Business meetings held at a telecommuter's residence must be approved in advance by the telecommuter's supervisor.

K. Security and Confidentiality Compliance

Telecommuters must adhere to the provisions of the DNR Employee Handbook, DNR policies and procedures regarding security and confidentiality; e.g., the DNR Employee Security Agreement, and Department of Management and Budget (DMB) telecommunications and information technology policies and procedures.  Telecommuters shall maintain security and ensure privacy and confidentiality of all DNR information.  Unless directly related to one's job duties and responsibilities, Department information to which an employee has access while telecommuting shall not be shared without prior approval of the BDO responsible for maintaining the information.

L. Work Hour Communication

Telecommuters and their supervisors shall establish and maintain effective means of communication during the hours a telecommuter is scheduled to work. They shall also establish an effective means by which telecommuters can communicate with other Department employees and external customers.  Communication methods to be employed MAY include the use of pagers, fax machines, e-mail, the Internet, telephone credit cards or the installation of dedicated phone/data lines.  Once again, the type of work arrangement and the nature of the tasks to be performed will dictate the method(s) to be used and the degree to which related costs will be borne by a BDO.

Telecommuters must be reachable during scheduled work hours.  Therefore, they must notify their supervisor whenever they will be unavailable during these hours.

Telecommuters must reply to communiqués in accordance with the following minimum standards:

1. E-mail (GroupWise or other) to be responded to as required by supervisor

2. Department supplied pagers will be responded to as soon as possible

3. Department furnished telephone service will be responded to as required by supervisor

M. Dependent Care

Telecommuters will manage dependent care needs and personal responsibilities in a way that allows them to satisfactorily perform their job responsibilities during scheduled work hours.

N. Performance Reviews

Telecommuters shall receive periodic performance reviews to the same extent they would if they worked at a Department worksite.

O. Telecommuter Agreement Renewal

Telecommuter Agreements shall be reviewed every twelve (12) months from the date authorization is initially granted; whenever there is a major change in a telecommuter's duties and responsibilities, or when a telecommuter or his/her supervisor changes positions.  Because a decision to authorize an employee to telecommute takes into account the employee's job characteristics and personal attributes, a change in either may necessitate a change in the Telecommuter Agreement.

FORMS USED:

· R7040 Telecommuting Application

· R7041 Telecommuting Agreement
· PR7051, Information Technology (IT) Resources User Security Agreement

· R7056,  Information Technology (IT) Computer Action Request

· R7052, IT Resources Request For Additional Software/Hardware
PROCEDURE

A. Employee (Applicant)

1. Reviews DNR Telecommuting Policy 01.24

2. Completes Telecommuting Application (R7040)*

3. *Because the R7040 requires applicants to submit a current Position Description (CS-214), applicants may need to prepare an updated PD for approval by their supervisor, their BDO and the HR, prior to completing an application.

4. Submits R7040 to supervisor.

B. Supervisor

1. Forwards completed R7040 to appropriate BDO personnel and/or DIT Information Technology Technician (ITT) depending on the nature of the equipment and/or service(s) that may be needed by the applicant to telecommute.

C. BDO Personnel (if applicable)

1. Reviews the R7040 and completes Section II [Equipment/Service(s) Assessment] of the R7040, identifying the nature and cost of "non-IT" equipment and/or services needed by the applicant to telecommute.

2. Returns assessment to applicant's supervisor.
D. DIT Information Technology Technician (ITT) (if applicable)

1. Reviews the R7040 and determines the minimum hardware/software configuration needed by the applicant to telecommute.

2. Checks with DIT Security Officer for DNR to determine method of network connectivity (e.g. SecurID, ROAM) to be used.

3. Identifies most appropriate audio/visual/data transmission service(s) to be utilized (if needed).

4. Completes Section II [Equipment/Service(s) Assessment] of the R7040, identifying the nature and cost of the hardware/software configuration and/or transmission service(s) that would be needed.  (DIT has established a "standard" minimum hardware/software configuration to be used by DIT ITTs as a guide when completing the assessment.)

5. Returns assessment to applicant's supervisor.

E. Supervisor

1. Reviews completed R7040.

2. Approves or disapproves application.

3. Cites reason(s) for approving or disapproving on R7040.

4. Signs R7040 and forwards it to the applicant's BDO Chief.

F. BDO Chief

1. BDO Chief reviews R7040.

2. Approves or disapproves application.

3. Cites reason(s) for approving or disapproving on R7040.

4. Signs R7040 and forwards it to the Telecommuting Coordinator in HR.

G. HR Telecommuting Coordinator
1. HR Telecommuting Coordinator reviews R7040.

2. Approves or disapproves application.

3. Cites reason(s) for approving or disapproving on R7040.

4. Signs R7040 and returns it to forwarding Bureau, Office or Division.  (If the HR Telecommuting Coordinator and/or a BDO do not agree that an application should be approved or disapproved, the application shall be forwarded to the appropriate Department Deputy for final disposition, and returned to the applicant's BDO.)

5. Maintains record of approved and disapproved R7040's.

H. Bureau, Division or Office 

1. If the application is approved, the BDO notifies appropriate BDO personnel and/or DIT ITT.
I. BDO Personnel and/or DIT ITT

1. BDO personnel and/or DIT ITT completes Section IA and/or IB.   [IT and Non-IT Equipment/Service(s) Information] of a Telecommuter Agreement (R7041), depending upon the nature of the equipment and/or service(s) to be provided, and forwards it to the applicant's supervisor.

J. Supervisor and Employee (Applicant)

1. Supervisor meets with the applicant to complete Telecommuting Agreement

2. Applicant completes Sections II and IV of the R7041.

3. Supervisor completes Section III.

4. Applicant and supervisor sign and date the Agreement.

5. Once the Agreement is signed, the supervisor notifies the BDO personnel and/or DIT ITT who completed the R7041 that the applicant has been authorized to telecommute.

6. Supervisor forwards copy of signed Agreement to HR Telecommuting Coordinator.

K. BDO Personnel and/or DIT ITT

1. Secures and releases telecommuting equipment and software (if applicable) to the employee.

2. In conjunction with appropriate Department personnel, the BDO arranges with vendor(s) for any audio, visual or data transmission service(s) needed by the employee.

3. If employee is to be issued a SecurID card for network connectivity, the DIT ITT arranges for the DIT Security Officer for DNR to configure PC equipment, issue SecurID card, and instruct employee on its use.

4. DIT ITT provides employee assistance, as needed, with setting up IT equipment and software.

5. BDO provides employee assistance, as needed, with setting up non-IT equipment and software.

01.25 - Conference Behavior Policy 
(Rev.   04/26/2004)
STATEMENT OF POLICY

Employees of the Department of Natural Resources (DNR) must maintain appropriate conduct and behavior when representing the Department at any conference or any function sponsored by the Department or where the employee’s attendance is paid for by the Department.

DESCRIPTION/PURPOSE:
To outline appropriate behavior by DNR employees attending work-related conferences/training.
INFORMATION

DNR employees must maintain professional conduct and appropriate behavior when attending a conference or function representing the Department, whether on duty or off duty.  

Appropriate behavior and conduct should include, but is not limited to:

1. Attending appropriate sessions, meetings, presentations and activities that are a scheduled and/or a required part of the conference or function.

2. Responsible off-duty use of alcohol, which includes responsible use while participating in off-duty conference related activities.

Prohibited behavior and conduct includes, but is not limited to:

3. Use of alcohol while on duty at any conference or function.
4. Behavior which could negatively impact the Department’s reputation, or which becomes an impediment to the Department’s ability to carry out its mission and functions.

5. Any violation of the law.
FORMS USED:

N/A
01.26 - Travel
(Rev.   04/26/2004)
STATEMENT OF POLICY

Employees of the Department of Natural Resources (DNR) who incur travel expenses in connection with official State business, shall comply with the DMB Standardized Travel Regulations and associated rate schedules for reimbursement of applicable travel expenses.

INFORMATION

Specific travel related information is available in DNR Administrative Procedures 
SERIES 05 - TRAVEL
(http://dnrintranet/pdfs/divisions/fosb/asdproc/series05.htm)
01.27 - DMB-VTS 63 - State Motor Vehicle Driver Agreement 
(Issued:  04/15/2004)
STATEMENT OF POLICY

In an effort to use the State’s resources in the most cost-effective manner, Employees of the Department of Natural Resources (DNR) will comply with the Governor’s Executive Directive 2003-18, the State of Michigan Motor Vehicle Policies and Procedures and DNR Administrative Policy/Procedure 11.01-01 - DMB-VTS 63 - State Motor Vehicle Driver Agreement   
REFERENCES:

· Executive Directive No. 2003-18
· State of Michigan Motor Vehicle Driver Agreement 
March 2004 - Information on the new State Motor Vehicle Driver Agreement (DMB-VTS-63). 

· Driver Agreement Frequently Asked Questions (PDF)
· State Motor Vehicle Driver Agreement Memo to State Employees (PDF)
· Vehicle and Travel Administrative Guide Policies (category 400 - Vehicle and Travel)
· State Vehicle Policy And Practice Guide (Driver's Guide) (PDF)
· 11.01-01 - DMB-VTS 63 - State Motor Vehicle Driver Agreement 
CHAPTER 2 – COMPENSATION
02.01 - Overtime Compensation for Eligible Employees 
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 02.01 dated 03/18/2001
STATEMENT OF POLICY
Eligible Department of Natural Resources employees may be compensated for working authorized overtime; in accordance with Michigan Civil Service Commission Rule 5-4.2 and Department of Civil Service Regulation 5.02.

Also see:  DNR Personnel Policy 02.03 - Compensatory Time for Eligible Employees 
REFERENCES
· Michigan Civil Service Commission Rule 5-4.2
· Department of Civil Service Regulation 5.02
· DNR Personnel Policy 02.03 - Compensatory Time for Eligible Employees
INFORMATION

I. ELIGIBILITY

Employees in classifications that are assigned eligibility code "N" are eligible for overtime compensation.  Eligible is represented as non-exempt in the Human Resources Management Network System (HRMN). (See Civil Service Compensation Plan for Eligibility Codes.)

II. OVERTIME 

A. RATE

1. The overtime rate is one and one half times the employee's regular rate.

2. The regular rate is the employee's base rate of pay plus any applicable shift premium, special pay premium, on-call, longevity, or other pay, except overtime premium.

B. BASIS

1. Overtime payment shall be made to eligible employees for time worked in excess of 8 hours in a day or 40 hours in a week.

2. Premium payment must not be duplicated (pyramided) for the same hours worked.

3. Time worked is defined as:

(a) All hours actually spent in pay status; and

(b) Travel time required by and at the discretion of the employer before, during or after the regularly scheduled workday.

4. All paid leave (annual leave, sick leave, military leave and administrative leave) is to be counted as work time in computing daily and weekly overtime.  Holiday credit is to be counted as work time in computing weekly overtime only.  If an employee works on a holiday, premium payment for the first 8 hours worked on the holiday is due and payable only when 40 hours in a week are exceeded.  The employee has the option, at the convenience of the employer, to take another day in the same period as the holiday.

5. Part-time employees are eligible for premium overtime after completion of 8 hours in a day, not after completing their regular shift, if less than 8 hours.

6. Alternate Work Schedule - For those employees on alternate work schedules, overtime shall be earned for authorized time worked in excess of their regularly scheduled hours for that day or 40 hours in a week.

7. A day is defined as a 24-hour period beginning at 12:01 a.m., unless otherwise authorized for definition by the State Personnel Director.

8. A week is defined as a 7-day period beginning at 12:01 a.m. Sunday unless otherwise authorized for definition by the State Personnel Director.

9. A biweekly work period consists of 80 hours of work, normally performed on ten (10) workdays within the fourteen (14) consecutive calendar days that coincide with the current pay periods. A biweekly pay period is considered complete if the actual time worked, plus any paid administrative, annual, sick, military or holiday leave, equals or exceeds 80 hours. The premium for over-time hours worked shall not be counted as work time.

III. SUPERVISORY RESPONSIBILITY

A. A supervisor has the right to require an employee to work overtime, and to see that the employee does not work unauthorized overtime.

B. A supervisor is responsible for scheduling and authorizing overtime.

IV. SCHEDULING OF OVERTIME

1. The daily or biweekly work schedule of an employee must not be altered on a temporary basis to avoid premium overtime.  The employee's work schedule must be posted or the employee must be notified of the next biweekly work schedule not less than 96 hours prior to the beginning of the biweekly work period.  If the employee's work schedule is changed during a biweekly work period or within 96 hours prior to the beginning of a pay period for the following pay period, the employee is eligible for overtime payment for all hours worked outside of the employee's original work schedule for the balance of the affected pay period.

2. To the extent that sufficient notice is available and the best interests of the state allow, and giving consideration to work assignments and organizational units in the department, a supervisor must schedule overtime work as equally as practicable among employees who normally perform the assigned duties.

(a) An employee who declines to work over-time is counted as having worked in determining this "equal share".

(b) If an insufficient number of employees normally performing the duties volunteer to work overtime, the overtime may be offered to other employees qualified to do the work.

(c) The supervisor may mandate overtime when an insufficient number of employees volunteer for scheduled overtime or there is an emergency.

V. TIMEKEEPING -- Positive timekeeping records must be maintained at the agency level for all eligible employees. Positive timekeeping is defined as recording total number of hours worked and the total number of leave hours used on a daily and weekly basis with weekly totals.

VI. TIMELINESS OF PAYMENT -- The employer must make a good faith effort to make payment for overtime worked on the pay day of the first pay period following the biweekly work period in which the overtime is worked.

VII. COMPENSATORY TIME

(a) With the approval of the Supervisor, the employee may, upon request, accrue compensatory time at the premium rate (time-and-one-half) in lieu of cash payment, if agreement to accrue compensatory time is reached before the work is performed.

(b) The employee may accrue up to 240 hours of compensatory time at the premium rate.

02.02 - Overtime Compensation for Ineligible Employees 
(Revised: 03/18/2001) 
STATEMENT OF POLICY
Ineligible Department of Natural Resources (DNR) employees may not be compensated for working overtime without the prior approval of the Department of Civil Service (DCS).  Requests for approving such compensation must be submitted to the DCS through the DNR Human Resources.

NOTE:  Michigan Civil Service Commission (CSC) Rule 5-4.6 prohibits an employee in the Senior Executive Service (SES) or ECP Group 4 from accruing compensatory time or receiving additional compensation for (1) overtime, (2) on-call time, (3) special shift, or (4) call back.  No exception to this rule will be approved by the DCS.

Also see:  DNR Personnel Policy 02.04 - Compensatory Time for Ineligible Employees
REFERENCES
· Michigan Civil Service Commission Rule 5-4.6
· Department of Civil Service Regulation 5.02
· DNR Personnel Policy 02.04 - Compensatory Time for Ineligible Employees
INFORMATION

I. ELIGIBILITY

Except as provided for in Section II, employees in classifications that are assigned eligibility code "Y" are ineligible for overtime compensation.  Ineligible is represented as exempt in the Human Resources Management Network System (HRMN).  (See Civil Service Compensation Plan for Eligibility Codes.)

II. OVERTIME COMPENSATION FOR INELIGIBLE EMPLOYEES

A. Ineligible employees, except those prohibited by CSC Rule 5-4.6, may be compensated for overtime hours worked with the prior approval of the Department of Civil Service, under the provisions of Department of Civil Service Regulation 5.02. 

A request by a Bureau, Office or Division to compensate an ineligible employee for working overtime must be submitted to the DNR Human Resources which will forward it to the Department of Civil Service.  The request must contain the ineligible employee's name, ID number, job code and position code; the beginning and ending dates of the period in which the overtime will be worked, and the Bureau/Office/Division's justification for requesting approval to compensate the employee.  It must be submitted and approved prior to the overtime being worked for which compensation approval is requested.

B. If the Department of Civil Service approves a request, an employee must be compensated at a premium rate to be determined as follows:

1. If the employee's hourly rate is less than the highest rate of eligible employees, the employee will be paid time and one half for overtime.

If the employee's hourly rate is greater than the highest rate of eligible employees, the employee will be paid time and one half times the highest rate of eligible employees or straight time, whichever is greater.
02.03 - Compensatory Time for Eligible Employees 
(Revised: 06/22/2004) 
SUPERSEDES
· DNR Personnel Manual 02.03 dated 03/14/2003
STATEMENT OF POLICY
Eligible employees may earn compensatory time; in accordance with Michigan Civil Service Commission Rule 5-4.2 and Department of Civil Service Regulation 5.02, and with the mutual agreement of their supervisor.

Also see:  DNR Personnel Policy 02.01 - Overtime Compensation for Eligible Employees 
REFERENCES
· Michigan Civil Service Commission Rule 5-4.2
· Department of Civil Service Regulation 5.02
· DNR Personnel Policy 02.01 - Overtime Compensation for Eligible Employees
INFORMATION

I ELIGIBILITY

Employees in classifications that are assigned eligibility code "N" are eligible to earn compensatory time.

II COMPENSATORY TIME
A RATE

1. Upon request and with the approval of an employee's supervisor, an eligible employee may accrue compensatory time at the premium rate (time-and-one-half) in lieu of cash payment, if agreement to accrue compensatory time is reached before work is performed. 

2. Accept as otherwise provided for in Department of Civil Service Regulation 5.02, an eligible employee may accrue up to 240 hours of compensatory time at the premium rate.  

B BASIS

1. Compensatory time may be earned by eligible employees for authorized time worked in excess of 8 hours in a day and 40 hours in a week.

2. Time worked is defined as:

(a) All hours actually spent in pay status; and

(b) Travel time required by the employer before, during or after the regularly scheduled workday.

3. All paid leave (annual leave, sick leave, military leave and administrative leave) is to be counted as work time in computing daily and weekly overtime.

Holiday credit is to be counted as work time in computing weekly overtime only. If an employee works on a holiday, premium payment for the first 8 hours worked on the holiday is due and payable only when 40 hours in a week are exceeded. The employee has the option, at the convenience of the employer, to take another day in the same period as the holiday.

4. Part-time employees are eligible for compensatory time after completion of 8 hours in a day, not after completing their regular shift, if less than 8 hours.

5. Alternate Work Schedules: For those employees on alternate work schedules, compensatory time shall be earned for authorized time worked in excess of their regularly scheduled hours for that day or 40 hours in a week.

6. A day is defined as a 24-hour period beginning at 12:01 a.m., unless otherwise authorized for definition by the Director.

7. A week is defined as a 7-day period beginning Sunday at 12:01 a.m., unless otherwise authorized for definition by the Director.

III SCHEDULING OF COMPENSATORY TIME

A Compensatory time is used at the convenience of the employee subject to supervisory approval based on criteria applicable to use of annual leave.

Note: The employer is required to honor all requests for compensatory time off, unless to do so would be "unduly DISRUPTIVE". 

B Compensatory time must be used before annual leave except when an employee at the maximum annual leave cap would thereby lose annual leave.

C Unless a greater number of hours is provided for in a collective bargaining agreement, no more than 240 hours of authorized compensatory over-time (160 hours worked) can be carried by an employee at any one time.

D If the employee has not used accrued compensatory time before the end of the fiscal year in which the time has been accrued, the employee may be paid in cash at the base rate for the compensatory time unused at the end of the fiscal year, or at the average base rate received during the last 3 years, whichever is higher*. If the employee is not paid for the accrued compensatory time, it is carried forward into the next fiscal year.

*Payment for employees covered by a collective bargaining agreement varies.  Check contractual language for appropriate payoff time frames.

E Compensatory time accruals of employees who transfer within the Department are carried forward automatically.

F Unused compensatory time accruals of an employee who resigns, retires, is dismissed, or moves to a different Appointing Authority are paid at the employee's current base hourly rate, or at the average base rate received during the last 3 years, whichever is higher.

G Unused compensatory time accruals of an employee who is laid off are paid at the base rate, or the average base rate received during the last 3 years, whichever is higher.   This does not apply to temporary layoffs.

NOTE: Freezing of compensatory time accruals is not allowed.

H Compensatory time cannot be used to extend employment; i.e. employees are required to be at their worksite on the last workday of their employment.

02.04 - Compensatory Time for Ineligible Employees 
(Revised: 03/18/2001) 
STATEMENT OF POLICY
The Department of Natural Resources (DNR) has adopted a compensatory time plan for ineligible employees.  Excepted as noted below, ineligible employees may accrue compensatory time in accordance with the provisions of the plan.

NOTE:  Michigan Civil Service Commission Rule 5-4.6 prohibits an employee in the Senior Executive Service or ECP Group 4 from accruing compensatory time or receiving additional compensation for (1) overtime, (2) on-call time, (3) special shift, or (4) call back.  No exception to this rule will be approved by the DCS.

Also see:  DNR Personnel Policy 02.02 - Overtime Compensation for Ineligible Employees 
REFERENCES
· Michigan Civil Service Commission Rule 5-4.6
· Department of Civil Service Regulation 5.02
· DNR Personnel Policy 02.02 - Overtime Compensation for Ineligible Employees
INFORMATION

I. ELIGIBILITY

Michigan Civil Service Commission Rule 5-4.6, ineligible employees; i.e. those assigned eligibility code "Y" in the Civil Service Compensation Plan, may accrue compensatory time under the provisions the compensatory time plan set forth in this policy.

II. COMPENSATORY TIME

A. RATE

1. Compensatory time may be earned, on a straight time basis, by ineligible employees for all authorized hours worked in excess of 8 hours in a day or 40 hours in a week.

2. The maximum compensatory time accrual balance an ineligible employee may have at any given time is 150 hours.

B. BASIS

1. "Authorized hours worked" must meet the following standards for a work assignment:

(a) It cannot be completed during regular work hours by existing staff.

(b) It does not meet the Civil Service criteria for paid overtime. (The criteria relates to special projects that cannot be accomplished with existing staff during normal work hours i.e., without accumulating inordinate amounts of compensatory time.)

(c) It is of sufficient magnitude, duration or frequency to warrant an equal amount of time off at some future date.

(d) It is specifically approved, in advance, for compensatory time by the immediate supervisor.

2. Time worked is defined as:

(a) All hours actually spent in pay status; and

(b) Travel time required by and at the discretion of the employer before, during or after the regularly scheduled workday.

3. Employees on an alternate work schedule may earn compensatory time for all authorized hours worked over their scheduled daily work hours or 80 hour pay period.

4. Part time employees are eligible for compensatory time after completion of 8 hours in a day, not after completing their regular shift, if less than 8 hours.

5. All paid leave (Annual leave, Sick leave, Military leave and Administrative Leave), except for Holiday pay, is to be counted as work time in computing daily compensatory time.

6. A day is defined as a 24-hour period beginning at 12:01 a.m., unless otherwise authorized for definition by the Director.

7. A week is defined as a 7-day period beginning 12:01 a.m. Sunday, unless otherwise authorized for definition by the Director.

8. A biweekly work period consists of 80 hours of work, normally performed on ten (10) workdays within the fourteen (14) consecutive calendar days that coincide with the current pay periods. A biweekly pay period is considered complete if the actual time worked, plus any paid administrative, annual, sick, military or holiday leave equals or exceeds 80 hours. The premium for any overtime hours worked shall not be counted as work time.

9. The value of compensatory time is in "equivalent time off” but otherwise has "no financial" implications. Thus, no payment will be made for unused compensatory time.

10. Compensatory time cannot be used to extend employment; i.e., employees are required to be at their worksite on the last workday of their employment.

11. Use of compensatory must be approved by the immediate supervisor who should give due consideration to the employee's wishes and the work schedule; approval is based on criteria applicable to use of annual leave.

12. Compensatory time shall be used before annual leave except where an employee at the maximum annual leave cap would thereby lose annual leave.

13. Compensatory time balances for employees who transfer within the DNR will automatically be carried forward.

02.05 - Compensation – Garnishments 
(Revised: 10/01/2000) 
STATEMENT OF POLICY / INFORMATION
The Department and its employees shall properly handle garnishments issued by a court of record against the State of Michigan.

The service of a garnishment issued from a Court of Record against the State of Michigan shall only be served upon the State Treasurer or the Treasurer's Designee.  No employee of the Department of Natural Resources (DNR) has the lawful authority, responsibility or right to accept service of garnishment on behalf of the State Treasurer.  If an employee receives garnishment paperwork, it should be forwarded to Human Resources (HR).

PROCEDURE

Garnishment is a legal process involving a Court Order that directs the State of Michigan to withhold a specified amount of money from the pay of an employee.  Each garnishment applies to only one pay period.

Once a garnishment is received and verified by the Department of Treasury, it pulls the employee's paycheck and notifies DNR Human Resources of action.  Once Treasury has processed the garnishment, a check, less the amount of the garnishment, is forwarded to HR.  Garnishment checks are mailed by HR to department employees upon receipt and are normally received by payday.

02.06 - Hearing Panel - Process For Non-Exclusively Represented Employees (NERES) (Issued: 10/01/1993) 
STATEMENT OF POLICY
Each year, the Department may make recommendations to the Office of the State Employer concerning the overall compensation for NERES including salary rates, travel regulations and reimbursement, moving expenses reimbursement, state car policies and other economic and non-economic conditions of employment.

INFORMATION

The Compensation Hearings Panel is a three member Panel established by the Civil Service Commission annually to conduct evidentiary type hearings in which the State Employer and state employees may be represented:

A. To find and evaluate appropriate facts necessary to the sound and rational determination of compensation in the state classified service for the ensuing fiscal year.

B. To make a determination upon the record of the final positions of the State Employer and state employees with respect thereto.

C. To provide the Civil Service Commission with a professional evaluation and proposal for decision based on the record of the hearing each December 1.

In turn the Office of the State Employer annually solicits comments and recommendations from each major state agency usually in late summer or early fall.

PROCEDURE

In order to attract and maintain a qualified work force we must maintain a competitive wage and salary structure.  If an employee wishes to participate in the annual salary setting process, he/she should provide Human Resources with comments and recommendations by mid August.  The Office of the State Employer expects agencies to support their proposals with such data as follows:

D. Prevailing wage rates in the relevant labor market.

E. Turnover rate and the reasons these employees are leaving state service.

F. Effectiveness of Civil Service Registers in supplying an adequate pool of candidates.

G. Level comparisons including inequitable salary relationships.

Contact the Human Resources Division, Classifications Unit, for information and/or assistance.

NOTE: Compensation for employees exclusively represented by labor unions is determined by the collective bargaining process. Employees have input through their union while Departments are represented by the Office of the State Employer. Negotiated agreements must be ratified by the Civil Service Commission to become effective.

02.07 - Holiday Pay
(Revised: 06/22/2004) 
SUPERSEDES
· DNR Personnel Manual 02.07 dated 03/18/2001
STATEMENT OF POLICY
A career employee of the Department of Natural Resources (DNR) is allowed paid absence from work on the following days:

	DAY
	OBSERVANCE

	New Year's
	January 1

	Martin Luther King
	Third Monday in January

	Presidents
	Third Monday in February

	Memorial
	Last Monday in May

	Independence
	July 4

	Labor
	First Monday in September

	Veterans
	November 11

	Thanksgiving
	Fourth Thursday in November

	Day after Thanksgiving
	Friday following Thanksgiving

	Christmas Eve
	December 24

	Christmas
	December 25

	New Year's Eve
	December 31


Except as provided for in Section II.C. below, holiday observance may not be used to extend employment.

INFORMATION

I. OBSERVANCE

A. Employees shall have their holiday observance on the holiday itself if the holiday falls on a scheduled workday.

B. For employees working a Monday through Friday schedule, a holiday that falls on Saturday is observed on the preceding Friday. A holiday that falls on Sunday is observed on the following Monday. 

C. When Christmas Eve or New Year's Eve falls on Friday, the holiday shall be observed on the preceding Thursday. When Christmas Eve or New Year's Eve falls on Saturday or Sunday, the holiday shall be observed on the preceding Friday.

D. For employees working other than a Monday through Friday schedule:

1. Christmas Day and New Year's Day, as well as the Eves, falling on scheduled workdays--employees' days off are the holidays themselves. 

2. Christmas Day and New Year's Day falling on the first of two scheduled days off--employees' holidays are the two days preceding the first scheduled day off.

3. Christmas Day and New Year's Day falling on the second of two scheduled days off--employees' holiday observance is the day preceding the first regularly scheduled day off and the day following the second regularly scheduled day off.

4. Christmas Day and New Year's Day falling on the first day back to work after regularly scheduled days off--employees' holiday observance is on the day preceding the regularly scheduled days off and the holiday itself.

II. ELIGIBILITY - CAREER EMPLOYEES -- FULL-TIME

A career full-time employee regardless of work schedule is allowed paid holiday absence by being in full pay status on:

A. The holiday itself, as demonstrated by actually working on the holiday; or,

B. The employee's last scheduled workday immediately preceding the holiday and the first scheduled workday following the holiday when both days fall within the same biweekly work period; or,

C. The employee's last scheduled workday immediately preceding the holiday when the holiday occurs on or is observed on the last scheduled workday of the biweekly work period; or when the holiday occurs or is  observed on the last day of the month in which the employee is retiring, or,

D. The employee's first scheduled workday following the holiday when the holiday occurs on or is observed on the first scheduled workday of the biweekly work period.

E. A continuing employee returning from layoff or leave of absence, whose first scheduled workday is the day after a holiday, is allowed paid holiday absence for the holiday.

III. PAY ELIGIBILITY - CAREER EMPLOYEES -- LESS THAN FULL-TIME

A career employee working less than full time is allowed paid holiday absence as follows:

A. Employees are allowed full holiday credit of eight hours if they otherwise have been in full pay status for the pay period in which the holiday falls.

B. Employees not in full pay status for the pay period in which the holiday falls, are allowed proportionate holiday credit based on the average hours in pay status during the six biweekly work periods (including work periods when not in pay status) preceding the work period in which the holiday occurs.

(1) Career employees not in pay status during the biweekly work period when a holiday occurs are allowed proportionate holiday credit upon return from furlough.

(2) Newly hired employees who have completed less than six biweekly work periods are allowed proportionate holiday credit based on the average hours in pay status since appointment.

C. Permanent-intermittent employees in the UAW bargaining unit working all non-holiday hours during the pay period in which the holiday(s) occurs, shall be entitled to full holiday credit.  Refer to UAW Agreement, Article 34.3.

D. Other permanent-intermittent employees will be eligible for holiday time based on their hours worked in the last six pay periods.

IV. EMPLOYEES NOT ELIGIBLE FOR PAID HOLIDAY 

A. A newly hired employee is not allowed paid holiday absence for a holiday(s) occurring on or observed on the first scheduled workday(s) of the initial biweekly work period.   (For all other purposes however, the employee will receive credit for a complete pay period provided the employee is in full pay status for all other hours in that initial pay period.)

B. Except as provided for in Section II.C. above, a separating employee whose last day is on a holiday or the day before a holiday is not eligible for holiday pay unless the holiday falls on the last day of the pay period and the employee has been in full pay status for all other regularly scheduled hours in the biweekly work period.

C. Temporary employees on non-career appointments are not eligible for holiday pay.

Contractual employees are not eligible for holiday pay.
02.08 - Longevity Compensation for Nonexclusively Represented Employees (NERES) and Employees in Specific Bargaining Units 
(Revised: 03/18/2001) 
STATEMENT OF POLICY
A career employee of the Department of Natural Resources (DNR) who has completed, or is expected to complete, the equivalent of 6 years (12,480 hours) or more of continuous full-time classified service in a fiscal year is eligible for an annual longevity payment on October 1 of that fiscal year in accordance with the provisions of Michigan Civil Service commission (CSC) Rule 5-8 and Department of Civil Service (DCS) Regulation 5.05.
A DNR employee with a break in continuous service, but more than 6 years of total employment, is eligible for a longevity payment based on total years of service after completing the equivalent of 5 years (10,400 hours) of full-time currently continuous employment.

As used in this policy, "employee" means a nonexclusively represented employee (NERE) or an employee in administrative support, human services, human services support, labor and trades, scientific and engineering, technical, or safety and regulatory bargaining unit who is in a "career appointment," as defined in Michigan Civil Service Commission (CSC) Rule 2-1.1.

REFERENCES
· Michigan Civil Service Commission (CSC) Rule 2-1.1 
· Michigan Civil Service commission (CSC) Rule 5-8 
· Department of Civil Service (DCS) Regulation 5.05 
· Department of Civil Service (DCS) Regulation 5.13 
INFORMATION

I. ELIGIBILITY
A. A career employee who has completed, or is expected to complete, the equivalent of 6 years (12,480 hours) or more of continuous full-time classified service in a fiscal year is eligible for an annual longevity payment on October 1 of that fiscal year.

1. An employee is eligible to receive credit for longevity for service in a non-elective excepted or exempted position in a principal department, the legislature or the supreme court.

2. An employee is eligible to receive credit for longevity for up to 5 years of honorable service in the armed forces of the United States.  This credit is received immediately upon entry into the classified service under the following conditions:

(a) A new employee shall be advised of the military service benefit upon being hired.

(b) It is the employee's responsibility to submit required documentation to Human Resources (HR) within 90 days to receive the additional service credit retroactive to date of hire.

(c) If the employee fails to submit the required documentation within 90 days, credit will not be given retroactive to date of hire, but will be credited the first day of the pay period in which the documentation is received by HR.

(d) The following criteria are applied in determining eligibility for military service credit:

(1) Only active service for which the veteran has received an honorable   discharge or other certified evidence of honorable active service is creditable.  Any of the following documents serve to provide such evidence:

(a) Certificate of honorable discharge

(b) Certified copy of honorable discharge

(c) Photocopy of honorable discharge

(d) Certificate of honorable active military service

(e) Certificate of service

(f) Photocopy of certificate of service

(g) Report of separation

(h) General discharge certificate

(2) Active military service is considered active duty in any branch of the armed forces under conditions for which a regular military leave of absence would have to be granted had the veteran been a classified employee at the time the military tour of duty began.

(3) Military service need not immediately precede state employment.

(4) Military duty in a reserve component does not qualify for credit.  However, active duty time served for basic training while in a reserve component is creditable.

(5) Military service resulting from more than one tour of active duty may be combined, but shall not exceed the maximum of 5 years creditable service.

(6) Career classified employees are entitled to full credit for their active military service regardless of their work schedule.

(7) Noncareer classified employees are not entitled to military service credit.

(e) The following conversion table is used to adjust active military service time to continuous state service hours:

1 YEAR
=
2080 Hours
1 MONTH
=
  174 Hours
1 DAY
=
      5.8 Hours

3. Military service credit is credited as currently continuous service.

(a) An employee separating and returning will have previously credited military service placed in the employee's prior service counter, if the total current service counter, including the military time, exceeded 5 years (10,400 hours).

(b) If an employee separates and returns, previously credited military service is retained in the current hours service counter if the total current service hours was less than 5 years (10,400 hours).  Only state service credit shall be moved to the prior service counter.  Military hours retained in current service hours should be entered to military hours.

4. An employee granted a leave of absence with pay will have the leave time credited for longevity compensation purposes.

(a) An employee receiving workers' compensation will receive service credit in accordance with Department of Civil Service (DCS) Regulation 5.13 - Disability Payment for Duty Incurred Injury.
(b) An employee on a paid leave of absence as the result of an assault will receive service credit for the leave in accordance with DCS Regulation 5.13 - Disability Payment for Duty Incurred Injury.

5. An employee granted a leave of absence without pay will not have a break in service for the purpose of longevity eligibility, but will not receive service credit for the time of the leave of absence.

II. LONGEVITY PAYMENT
A. Eligibility

(1) To be eligible for a full annual longevity payment after the initial payment, a career employee must have completed continuous full-time classified service equal to the service required for original eligibility, plus a minimum of one additional year (2,080 hours).

(2) Career employees rendering seasonal, intermittent or other part-time classified service will, after establishing original eligibility, be entitled to subsequent annual payments on a prorated basis for the number of hours in pay status during the longevity year.

(3) Employees who separate from state service and return and complete 5 years (10,400 hours) of full-time continuous service before October 1 of any year shall receive credit for all previous hours in the state classified service.

B. Payments

1. Payment will be based on length of service, in accordance with DCS Regulation 5.05.

2. No active employee will receive more than the amount provided for in DCS Regulation 5.05 during any 12-month period except in the event of retirement or death or as provided for paragraph 8 below.

3. Initial Payments - Employees qualify for their initial payment by completing an aggregate of 10,400 hours of continuous service before October 1.  The initial payment will always be a full payment (no proration).

4. Annual Payments

(a) Employees qualify for full annual payment by completing 2,080 hours of continuous service during the longevity year.

(b) Employees who are in pay status less than 2,080 hours shall receive a prorated annual payment based on the number of hours in pay status during the longevity year.

5. Payments to employees who become eligible on October 1 of any year will be made on the date following the first full pay period in October; except that prorated payments in case of retirement or death shall be made as soon as practicable thereafter.

6. Lost Time Considerations

(a) Lost time is not creditable continuous service nor does it count in qualifying for an initial or annual payment.

(b) Employees do not earn state service credit in excess of 80 hours in a biweekly pay period. Paid overtime does not offset lost time, except where both occur in the same pay period. 

7. Payment to Employees on Leave of Absence Without Pay and Layoff on October 1

(a) An employee on other than a Waived Rights Leave of Absence, who was in pay status less than 2,080 hours during the longevity year, will receive a prorated annual payment based on the number of hours in pay status during the longevity year; such payment shall be made on the pay date following the first full pay period in October.

(b) An employee on a Waived Rights Leave of Absence will receive a prorated longevity payment upon returning from leave.

Payment at retirement or death - an employee with 12,480 hours of currently continuous service who retires or dies shall receive a longevity payment.  The payment will be prorated based on hours in pay status since October 1 of the current fiscal year.
02.09 - Pay Rate Determination 
(Revised: 03/14/2003) 
STATEMENT OF POLICY
The Michigan Civil Service Commission (CSC) has established a Compensation Plan covering all positions in the classified service that consists of salary ranges to which all classification levels in the classified service are assigned.  Salary ranges authorize a minimum pay rate, a number of intermediate pay rates or "steps" and a maximum pay rate.  The Department of Natural Resources (DNR) utilizes the Michigan Civil Service Commission CSC Compensation Plan to determine pay rates for its employees.

REFERENCES
· Michigan Civil Service Commission CSC Compensation Plan 
INFORMATION

The CSC approves Compensation Plan that establishes pay rates for each class of position in the classified service.  The pay rates authorized are for full-time employment.  Payments for part-time service is proportionate to the time actually worked.  An employee in the classified service cannot be paid less than the minimum nor more than the maximum authorized in the Compensation Plan, unless authorized by the State Personnel Director. 

PROCEDURE

I. PAY RATE UPON INITIAL APPOINTMENT (NEW HIRE)

Upon initial appointment, employees [other than those hired into an Equitable Classification Plan (ECP) Group 4 position] are paid the minimum pay rate in the salary range to which their classification level is assigned.  For those hired into an ECP Group 4 position, the base salary rate must not exceed the midpoint between the base salary rate received prior to the hire and the control point of the range.  The DNR Human Resources may authorize a higher pay rate if any of the following apply:

1. The position has been vacant for a long time period of time and there is difficulty in recruiting for the particular position. (In the case of ECP Group 4 position, a position need not have been vacant for a "long period of time" in order for a higher initial pay rate to be authorized.)

2. The prospective employee is currently employed outside of the state classified service, and a salary in excess of the minimum is necessary to attract.

3. The prospective employee has special experience and/or education.  The back-ground should be well beyond the minimum qualifications contained in the specification for the classification of the position.

4. The prospective employee has been a state employee previously and has experience pertinent to the position.

In order for a Bureau, Division or Office to receive HR authorization for a higher initial pay rate, it must document the reason for an above minimum pay rate.  The documentation will be retained by HR for auditing by the Department of Civil Service (DCS).

HR will not approve a higher initial pay rate for the sole purpose of enticing a current state employee to leave another classified position at the same classification level in another agency.

Upon one's initial appointment to the DCS Senior Executive Service (SES) or Senior Executive Management Assistant Service (SEMAS), an employee's base salary rate must be at or above the minimum point and must not exceed the control point of the salary range.

II. PAY RATE FOR CURRENT EMPLOYEE

A. An employee progresses from one step to the next higher step within the salary range upon completion of the required number of hours in pay status, if the employee's current rating is satisfactory.

B. An employee whose current rating is satisfactory shall be eligible to progress to the next higher step in his or her salary range at the beginning of the pay period following completion of:

1) 1040 hours of satisfactory service at the lower step when the salary range has six months between steps.

2) 2080 hours of satisfactory service at the lower step when the salary range has one year between steps.

C. An employee, who has received an unsatisfactory service rating, does not have any time in pay status credited as hours since the last step while the service rating is in effect.  Upon return to satisfactory status, earning of hours since the last step resumes from the number accrued when the credit was stopped.

III. PAY RATE UPON PROMOTION OR REALLOCATION

A. Except as provided for in paragraph B, the pay rate for employees promoted or reclassified is determined as follows:

1) If the former and the new classification level share the same pay range, or if the former and new positions are in the same classification level and the employee is moving from an included position to an excluded position or vice versa, the employee is placed at the same step in the salary range.  If the maximum pay rates are the same and the steps are different, the employee is granted the closest pay rate without a decrease.  The employee's hours since the last step are retained.

2) If the maximum rate of the new classification level is higher than the maximum rate of the former classification level, the employee's pay rate is the lowest step in the salary range for the new classification level that reflects a salary increase that is not less than the difference between the minimum and the first step in the salary range for the former classification level, if possible.  (When an employee is due a step increase on the same day as the provisions of this paragraph are applied, the employee receives the step increase first, and that step is used to determine step placement in the new salary range.)  The employee's hours since the last step are set to zero.

3) If the maximum rate of the new classification level is less than the maximum rate of the former classification level, the employee is placed at the closest step in the new salary range that reflects no increase.  The employee's hours since the last step are retained.

B. Upon promotion to an ECP Group 4 position, the base salary rate must not exceed the midpoint between the base salary rate received prior to the hire and the control point of the range.  Upon reclassification within ECP Group 4, SES or SEMAS, an employee's current salary is maintained.

IV. PAY RATE UPON TRANSFER, REINSTATEMENT, RETURN FROM LAYOFF OR CLASSIFICATION CHANGE

A. An employee transferred or reinstated to a position at the same level as his or her former classification level will be paid at the salary range step that he or she last received, or at a lower step if mutually agreed upon.

B. The pay rate for an employee recalled from layoff is determined based upon the pay rate and salary range at the time of displacement in conjunction with the provisions of Section III., A., 1, 2, and 3 of this policy.

C. When the position of an employee is reclassified to another classification at the same classification level, the employee's pay rate is determined under the provisions of Section III., A., 1, 2, and 3 of this policy.

V. PAY RATE UPON DEMOTION OR REDUCTION IN FORCE

An employee is moved to a different classification as the result of a demotion or reduction in force, the employee is placed at the closest step in the new range that reflects no increase.  The employee's hours since the last step are retained.

VI. PAY RATE UPON RETURN FROM MILITARY LEAVE OF ABSENCE

When a veteran returns to the same position from an approved military leave of absence, and the veteran's last service rating prior to the leave of absence was satisfactory, the veteran is placed at the step in the salary range which would have applied had there been no interruption of state service.

VII. ACCELERATED STEP INCREASE

Human Resources (HR) may authorize advancing an employee to a higher step in the salary range at an accelerated rate if any of the following apply:

D. The employee has completed special assignments that resulted in a major benefit to the Department.

E. The employee has performed outstanding service, for reasons that have been documented.

F. An employee's pay rate has been determined in accordance with Section III., A., 1, 2, and 3 of this policy and an additional step is necessary to provide additional compensation in special circumstances which have been documented. 

NOTE: Special step increases are normally limited to the next higher step in a salary range. In order for a Bureau, Office or Division to receive HR authorization for an employee to receive an accelerated step increase it must provide HR with written justification for the increase and reasons for granting more than one step.  The documentation will be retained by HR for auditing purposes.  The effective date of any special step increase shall not be more than seven (7) pay periods prior to HR's receipt of the documentation required in this Section.

VIII. HOURS TO STEP

Effective 11/16/1997, Human Resources will no longer retain hours toward the next step that were accumulated prior to an accelerated step increase.
02.10 - Paychecks - Payroll Warrants 
(Revised: 06/22/2004) 
SUPERSEDES
· DNR Personnel Manual 02.10 dated 05/01/2003
STATEMENT OF POLICY

Department of Natural Resources (DNR) employees are paid every other Thursday; i.e., the second Thursday of the pay period immediately following the pay period for which they are being compensated.

October 1, 2002, Civil Service Rule 5-15, Electronic Funds Transfer, went into effect.  Rule 5-15 requires the net salary or wages of employees hired after 10/1/2002 to be paid by direct deposit via electronic funds transfer (EFT).  The Rule stipulates that unless the appointing authority has approved an employee's request to waive the requirement or the employee is hired for a position expected to last less than a four-week period, failure to comply will result in the employee's separation.

For employees hired before 10/1/2002, who are not receiving their pay 
via EFT and for those employees who have been granted a waiver, the following applies:

INFORMATION

I. PAYCHECK DISTRIBUTION

(a) Paychecks and payroll-related information are mailed by the Department of Treasury directly to an employee's home address.  The mailing of paychecks and payroll-related information to an address other than an employee's home address requires DNR approval.

(b) In order to help ensure that employees receive their paychecks in a timely manner, it is the responsibility of employees to change their address in HRMN self service or to inform Human Resources if they change their home mailing address.

II. EARLY PAYCHECK DEPOSITING/CASHING - DISCIPLINARY ACTION

Department of Management and Budget Administrative Procedure 1220.06 prohibits employees from depositing or cashing their paychecks prior to the date on the check.  An employee who deposits or cashes his or her paycheck early, on one or more occasion in a 24-month period early is subject to the following progressive disciplinary action:

First Offense 
Written Counseling

Second Offense 
Written Reprimand

Third Offense 
One-Day Suspension

Fourth Offense 
Discharge

III. ISSUANCE OF IMPREST CASH CHECKS

(a) Imprest cash checks issued for paychecks not received in the mail will not be processed until afternoon of the Tuesday immediately following the payday for which a paycheck was not received.
(b) Imprest cash checks issued for paychecks that are lost or destroyed will not be processed until an employee submits a signed notarized affidavit to HR certifying that the check was lost or destroyed.

(c) Imprest cash checks WILL be issued when major timekeeping errors occur, whether the fault of employee, supervisor, or Human Resources.

(d) Imprest cash checks WILL NOT be issued under the following circumstances:

1) when hiring forms are received late in HR;

2) For less than 40 hours work;

3) For overtime worked, but not recorded;

4) For longevity due, but not paid; or

5) For retroactive promotions; reallocations, and working out of class.

IV. STOLEN OR FRAUDULENTLY CASHED PAYCHECKS - When an employee knows that his or her paycheck has been stolen or fraudulently cashed, the employee should contact HR Payroll and Benefits Unit (HR-PBU) as soon as possible.

REFERENCES
· Michigan Civil Service Rule 5-15, Electronic Funds Transfer
FORMS USED:
· R7303e Change of Address

PROCEDURE

I. PAYCHECK DISTRIBUTION

A. It is an employee's responsibility to keep Human Resources advised of their current home mailing address.

B. When a home mailing address change occurs, an employee should either make the change in HRMN Self Service or complete a Change of Address form (R7303e) and forward it to HR-PBU.

Please note:  A change of address takes effect the pay period it is entered, therefore, if an address change is not to take effect until a future date, please note this on the R7303e. Paychecks will be forwarded if an employee sends a mail forwarding request to the U.S. Postal Service.

II. EARLY PAYCHECK DEPOSITING OR CASHING - DISCIPLINARY ACTION

A. The Department of Management and Budget notifies the DNR Human Resources of the names of employees who deposit or cash their paychecks early.

B. When such notification is received, Human Resources will have the Department of Treasury remove an employee's next paycheck from the regular mailing and forward it to HR.  HR will, in turn, forward the paycheck to the employee's Bureau/Office/Division Personnel Liaison.
C. The employee's Bureau/Office/Division will take the appropriate level of discipline; give the employee his or her paycheck; forward a copy of the discipline taken to Human Resources for filing in the employee's personnel file, and maintain a copy in the Bureau/Office/Division.

III. ISSUANCE OF IMPREST CASH CHECKS

D. When an employee has received a paycheck, but it is subsequently lost or destroyed, the employee should contact HR Payroll and Benefits Unit and request a replacement.   The employee will be required to submit a signed and notarized affidavit to HR-PBU certifying that the check was lost or destroyed.

E. When an employee has not received a paycheck on payday, the employee must wait until noon of the Tuesday immediately following the payday to request an imprest cash check. The employee should contact HR-PBU to request a replacement.

Once the Payroll and Benefits Unit has received a request for an imprest cash check, the request is processed and forwarded to DNR Accounting. Imprest cash checks are normally processed within two business days.

Note that imprest cash checks may involve a gross pay adjustment on the following regular paycheck.

IV. STOLEN OR FRAUDULENTLY CASHED PAYCHECKS - When a paycheck is stolen or fraudulently cashed, an employee should contact HR-PBU to place a stop payment on the check.  HR-PBU will verify whether or not the check has already been cashed and contact the Department of Treasury.  Treasury will contact the employee to obtain an Affidavit regarding the alleged theft or fraudulent cashing of the paycheck.

02.11 - Recovery of Over-Compensation
(Revised: 03/18/2001) 
STATEMENT OF POLICY
In the event that an employee is over compensated, the Department of Natural Resources (DNR) will recover the over-compensation within the provisions set forth in this policy.

PROCEDURE

I. Over-compensation of a classified employee may result from the following:

A. PROCESSING ERROR - If an employee has been over-compensated as a result of a payroll processing error, the Department will recover the over-compensation within the following provisions:

1. If the error involves payroll deductions for fringe benefits, union dues, taxes or other mandatory deductions, the correction will involve all necessary action to completely correct the employee's benefit deductions, union contribution, or tax liability.  The Department will attempt to provide the employee with a repayment plan that avoids undue financial hardship for an employee, if a plan can be legally offered and the plan does not jeopardize the employee's benefit coverage or tax responsibility.

2. In situations involving voluntary deductions to third parties; e.g., credit unions, a plan for recovery or payment will be developed on the employee's with his or her approval.

3. In all other situations of processing error, the Department will notify the employee of the error and the actions required.

Employees are obliged to immediately notify Human Resources (HR) of any over-payment.  The liability of an employee to repay is limited to 26 pay periods to the date of notice to the employee.  When appropriate, the Department will provide an employee with a repayment plan that allows repayment over a reasonable period of time.

B. EMPLOYEE MISREPRESENTATION - If an employee has been improperly compensated as a result of misrepresentation or fraud on the part of the employee, the action to be taken will be directed toward correcting the transaction and full recovery of the over-compensation.  When a preliminary review results in a suspicion of fraud or misrepresentation, the Department will request an investigation by the Attorney General or Auditor General.  Action taken under this paragraph will be based on the results of the investigation.

C. RULE OR REGULATION VIOLATION BY THE DNR OR THE DEPARTMENT OF CIVIL SERVICE (DCS) - If an employee has been improperly compensated as the result of rule or regulation violation, judgment error, or interpretation made by the DNR or the DCS, but the employee performed in good faith based on the employment agreement with the DNR, action will be directed toward correction of the personnel action.

1. In situations involving the discovery of this circumstance by someone other than the DNR, the discovering party will give the Department notice of a need for corrective action by a certain date.  If the Department fails to act by that date, the Department of Civil Service will order central correction through the HRMN system.

2. In all situations of rule or regulation violation, the employee must be notified, and the ordered adjustment to the employee's compensation must be limited to any compensation earned after the DNR’s deadline for taking corrective action provided for in paragraph 1.

II. Any employee, manager, or supervisor who becomes aware that an employee has been over-compensated should bring the matter to the attention of Human Resources.   HR will take appropriate action, consistent with the provisions of this policy.

02.12 - Shift Differential Premium 
(Revised: 03/18/2001) 
STATEMENT OF POLICY
The Department of Natural Resources (DNR) will pay eligible nonexclusively represented employees (NERES) a shift differential premium in accordance with the provisions of Department of Civil Service (DCS) Regulation 5.03.  It will also pay exclusively represented employees a shift differential premium if provided for in their respective collective bargaining agreements.

INFORMATION

I. Employees in certain classification levels are eligible for shift premium of 5 percent above their straight-time pay rate, rounded to the nearest cent.

A. The eligible classification levels for nonexclusively represented employees (NERES) are identified by shift eligibility code "Y" in Section A of the Civil Service Compensation Plan.

The eligible classification levels for exclusively represented employees, if provided for, are identified in their respective collective bargaining agreements.

II. Shift premium is paid to eligible employees for each shift when 50 percent or more of their regularly scheduled shift falls between the hours 4:00 p.m. and 5:00 a.m.

III. Shift premium is included as part of the regular rate for computation of the premium for overtime hours worked by eligible employees working regularly scheduled afternoon and night shifts. (See DNR Personnel Policy 02.01 and 02.02)

IV. Shift premium is not paid for holiday time off or leave time used.

V. The value of shift premium not included in determining the value of fringe benefits that are based on pay rate; all fringe benefits will be based on the straight-time pay rates. 

VI. An employee reassigned from a day shift to an afternoon or a night shift is paid shift premium as in the case of regularly assigned afternoon and night shifts.

VII. When an employee takes the place of an absent worker and either of the employees is eligible for shift differential premium, the employee must be paid shift differential in addition to any eligible overtime.

CHAPTER 3-- EMPLOYEE BENEFIT  HOURS

03.01 - Administrative Leave 
(Revised: 08/31/2004)
SUPERSEDES

· DNR Personnel Manual 03.01 dated 03/18/2001 and 06/22/2004
· DNR Department Procedure 6109.9, dated 1/1/1977
STATEMENT OF POLICY
The Department of Natural Resources (DNR) grants Nonexclusively Represented Employees (NERES) administrative leave with pay for necessary absence from duty for which annual, sick, or other leave with pay is not applicable in accordance with the provisions of Michigan Civil Service Commission (CSC) Rule 2-11.2.  Exclusively represented employees are granted administrative leave to the extent provided for in their respective collective bargaining agreements.  In addition, the Department must grant exclusively represented employees administrative leave when specifically required by the CSC.  Employees appointed to non career positions; e.g., State Worker 04, are not eligible for administrative leave.

INFORMATION

ADMINISTRATIVE LEAVE IS GRANTED TO NONEXCLUSIVELY REPRESENTED EMPLOYEES AS FOLLOWS:

A. Jury Duty - when an employee is called for jury duty, the supervisor must be notified immediately.

1. The employee is entitled to administrative leave for the period involved, provided the Department is reimbursed in the amount of any compensation received (excluding travel allowance).

2. The employee may choose to use annual leave or compensatory time, or be on lost time, and retain the compensation.

3. The employee is neither on duty nor in travel status during the period of jury duty therefore, he/she is not eligible for state travel consideration through either travel expense reimbursement or the use of a state vehicle.

4. Upon completion of jury duty, the employee will write a check payable to State of Michigan, for witness fees he or she received, and submit it to the DNR Accounting-Cashiers Office if the employee is to be granted administrative leave.

B. Witness Subpoena. If an employee is subpoenaed as a witness, the employee must appear or face possible contempt of court charges.

1. An employee who appears in court on a job-related action is considered to be on duty.

2. If an employee appears as a witness for the people, the employee is considered to be on duty.

3. An employee, who appears in court on an action that is not job related, is not considered to be on duty and must use leave credits or be on lost time.  Any witness fee or travel allowance paid by the court may be retained by the employee.

4. When an employee is considered to be on duty while serving as a witness, the Department must be reimbursed for any compensation, including received witness fees or travel allowance, the employee is paid by the court.

C. Appearance as a witness in a grievance hearing or before an Appeal Board, a Classification Review Board, or the Civil Service Commission.
1. An employee must have the approval of Human Resources (HR) prior to being absent from work to appear as a witness in a grievance hearing or before an Appeal Board, a Classification Review Board or the Civil Service Commission.

2. Administrative leave may be granted if, in the opinion of HR, such leave is appropriate under the circumstances.

D. Employee Representatives.

1. Administrative leave is granted when an employee representative is specifically ordered to appear before the Civil Service Commission.

2. At the discretion of HR, an employee may be granted administrative leave while functioning as an employee representative.

E. Examination - Administrative leave may be granted to permit an employee the opportunity to take a Civil Service or other job-required examination. Travel reimbursement is not authorized.

F. Employment Interview - Administrative leave may be granted for the purpose of interviewing for transfers, promotions, etc., in the Department of Natural Resources. Prior supervisory approval must be obtained. Travel reimbursement is not authorized.

G. Pre-Induction Physicals - Administrative leave is granted employees who are required to report for pre-induction physicals. The leave shall include reasonable travel time to and from the induction center.  Travel reimbursement is not authorized.

H. Retirement Seminars - Administrative leave is granted for attendance at one retirement seminar for those employees contemplating retirement. Travel reimbursement is not authorized.

I. Training Seminars - Administrative leave is granted for attendance at Civil Service or Department Training seminars. This includes insurance, flexible benefit and deferred compensation seminars.

J. Blood Donations/Bone Marrow Screening - Administrative leave is granted to employees donating blood to individuals, hospitals and the American Red Cross, and to those who volunteer for bone marrow screening.

K. General or Isolated Emergency Conditions - Under conditions of general or isolated emergency, which include, but are not limited to, severe or unusual weather, civil disturbance, loss of utilities, physical plant failures, or similar occurrences, administrative leave may be granted in accordance with the provisions of Department of Civil Service (DCS) Regulation 05.06.

ALSO SEE:  DNR Personnel Policy 01.07 and DNR Administrative Procedure 16.04-01.
L. Miscellaneous – When the employee is a witness for the people, administrative leave is granted for employees to attend grievance hearings, arbitrations, unemployment hearings, Civil Service technical appeals and Workers' Compensation hearings.
PROCEDURE

I. The granting of administrative leave under general or isolated emergency conditions is in accordance with the provisions of this Policy, DNR Administrative Procedure 16.04-01 and DCS Regulation 05.06.

II. Depending on the circumstances, employees must have prior approval from their Supervisor, Human Resources or, in the case of general or isolated emergency conditions, the DNR Administrative Services Deputy before administrative leave is authorized.

III. In situations where the Department is to be reimbursed for witness fees and/or travel allowance (in order for administrative leave to be granted), employees must write a check in the amount of the reimbursement, payable to State of Michigan, and submit it to the DNR Accounting-Cashiers Office.

03.02 - Annual Leave 
(Revised: 06/22/2004)

SUPERSEDES
· DNR Personnel Manual 03.02 dated 03/18/2001
STATEMENT OF POLICY
A career employee of the Department of Natural Resources (DNR) accrues annual leave for each completed 80 hours of service in accordance with the annual leave table established by the Michigan Civil Service Commission (CSC), provisions set forth in this policy, and Department of Civil Service (DCS) Regulation 05.09.  An employee paid for less than 80 hours in a bi-weekly pay period is entitled to a prorated amount of annual leave.

INFORMATION

I. INITIAL LEAVE GRANT - Upon entry into the classified service, a career employee is credited with 16 hours of annual leave.

A. An employee may not be credited with the initial leave grant more than once per calendar year.

B.  The 16 hour initial leave grant is available for immediate use, upon the approval of the employee's supervisor.

II. CREDITING AND ACCUMULATION
A. After completion of 720 hours of paid service in the initial appointment, an eligible employee has annual leave credited in accordance with the following leave table:

	Years of Service
	Hours of Annual Leave Accrued 
(for 80 hours of service)
	Maximum Accumulation (total hours of annual and personal leave)

	Less than 1
	4.0
	256

	1 - 5
	4.7
	256

	5 - 10
	5.3
	271

	10 - 15
	5.9
	286

	15 - 20
	6.5
	301

	20 - 25
	7.1
	306

	25 - 30
	7.7
	316

	30 - 35
	8.4
	316

	35 - 40
	9.0
	316

	40 - 45
	9.6
	316

	45 and above
	10.2
	316


B. An employee paid for less than 80 hours in a biweekly pay period is entitled to a prorated amount of annual leave.  Paid service in excess of 80 hours in a biweekly pay period is not counted.

C. In addition to annual leave, an eligible employee with at least 6 months of continuous satisfactory service on October 1 of each year is credited with 16 hours of personal leave.

D. An employee may accumulate credited annual and personal leave hours up to the combined maximum authorized in the leave table in Subsection II.A.

E. An employee accrues annual leave with pay in accordance with total (both prior and currently continuous) classified service upon completion of five years (10,400 hours) of currently continuous service.

F. An employee who separates and returns to state service must requalify for additional annual leave.

G. Paid service in excess of 80 hours in a biweekly work period is not counted.

H. When paid service does not total 80 hours in a biweekly work period, leave credits will be prorated based on hours in pay status for that pay period.

I. Annual leave is credited at the end of each biweekly work period.

J. No employee is allowed annual leave accumulation in excess of his or her maximum accrual, as set forth in the leave table in Subsection II.A., except as otherwise provided for in DCS Regulation 05.09.

III. USE OF ANNUAL LEAVE
A. An employee may use the initial grant of 16 hours immediately upon hire with the prior approval of the employee's supervisor.

B. An employee may use annual leave only with the prior approval of his or her supervisor, except as otherwise allowed in Subsection III.C. 

C. An employee may use accrued annual leave when an insufficient amount of sick leave exists to cover an absence for which sick leave is normally used.  (In this circumstance the standards of DCS Regulation 05.10 pertaining to the use of sick leave apply.)

D. When an employee has annual leave and compensatory time, unless the employee is at or near his or her maximum annual leave accrual, the compensatory time is to be used first.

E. Except as provided for in Subsection III.F., an employee is not allowed to use annual leave other than the initial grant until completion of 720 hours in the initial appointment.

F. Employees who are reinstated to state service within three years of separation shall have the 720-hour paid service period waived and be able to use annual leave immediately upon hire.

G. Annual leave is available for use only in biweekly work periods subsequent to the biweekly work period in which it is earned.

H. Annual leave credits may not be used to extend employment. An employee may not resign or retire while on annual leave.

IV. TRANSFER - An employee who moves from another state department to the DNR may transfer up to 80 hours of accrued annual leave.  Annual leave in excess of 80 hours up to the maximum may only be transferred to the DNR with the prior approval of Human Resources.  An employee is paid (by the Department from which the employee moves) in cash at his or her current rate of pay for unused annual leave that is not transferred.

No payment of annual is made when a move is within the DNR. All annual leave is transferred with the moving employee.

V. LEAVE OF ABSENCE 

A. When it is necessary for an employee to go on a leave of absence, the employee may use their accruals prior to going off payroll or freeze their annual leave balance until they return.*

*When an employee goes on a Waived Rights Leave of Absence, annual leave is automatically paid off.

B. When an employee separates directly from a leave of absence, the employee will receive a payoff of all unused leave credits on his or her final check.

VI. LAYOFF
An employee separated by layoff may freeze annual leave up to the accrued balance at time of layoff or be paid off for it.  An employee must request a payoff in writing.  If the employee freezes annual leave, the leave balance is retained until the employee elects to be paid off for the balance or until the employee's recall rights expire, which ever occurs first.  The payoff amount is calculated on the employee's last rate of pay.

A. If an employee elects to be paid off for annual leave at the time of separation by layoff, the employee upon recall may buy back annual leave, subject to the following conditions:

1. An employee recalled to the department or agency from which they were laid off may buy back any portion of annual leave up to the amount paid off.

2. An employee recalled to a permanent position in a different department or agency may buy back any portion of annual leave that had been paid off up to 80 hours.

3. An employee electing this option must buy back the annual leave at the returning rate of pay.

4. Such payment is made to the department or agency that made the original payoff.

5. This option may be exercised only once per recall, and must be exercised during the first 13 pay periods of the recall.

VII. PAYOFF ON RETIREMENT, DEATH OR SEPARATION
A. When employment is terminated for any reason, after an employee has completed 720 hours of creditable service, the employee or beneficiary is paid for the balance of unused annual leave, at the employee's last rate of pay.

1. Payment for unused annual leave is limited to the applicable maximum accrual provided for in Section II.A.  This includes those employees who, under the provisions of DCS Regulation 05.09 accrued more than the maximum.

2. Payment of unused annual leave in excess of 240 hours at retirement is not included in final average compensation for calculating the level of one's retirement benefits.

03.03 - Personal Leave 
(Revised: 03/18/2001)

STATEMENT OF POLICY
Each year, Department of Natural Resources (DNR) career employees with at least 6 months of continuous satisfactory service will be credited with 16 hours of personal leave on October 1, in accordance with the provisions of Department of Civil Service (DCS) Regulation 05.09.

INFORMATION

Each year, DNR employees who are in career positions and have at least 6 months of continuous satisfactory service, will be credited with 16 hours of personal leave on October 1.  The leave hours are credited to an employee's annual leave balance and are to be used in accordance with the DNR's requirements for annual leave usage.  See DNR Personnel Policy 03.02. 

I. A less than full-time employee receives proportionate credit in the same manner as holidays.  See DNR Personnel Policy 02.07.
II. An employee covered by other paid personal leave credit provisions under a collective bargaining agreement who subsequently moves to a position that is excluded from representation or not covered by a bargained agreement receives appropriate paid personal leave credit immediately upon moving out of the unit, unless a similar grant was received in the same fiscal year under the bargained agreement.

III. An employee recalled from layoff is credited with the personal paid leave credit on a prorated basis for the balance of the fiscal year.

03.04 - School Participation Leave 
(Revised: 03/14/2003)

STATEMENT OF POLICY
Nonexclusively represented employees (NERES) appointed to career positions in the Department of Natural Resources (DNR) who have completed 1,040 hours of satisfactory service are credited annually with 8 hours of school participation leave.  Exclusively represented employees in MPES, MSEA, UAW, UTEA and 31M bargaining units are credited with school participation leave in accordance with the provisions of their respective collective bargaining agreements.

INFORMATION

A nonexclusively represented career employee who has completed 1,040 hours of satisfactory service will be credited annually with 8 hours of school participation leave to be used in accordance with the DNR's requirements for annual leave usage and the following provisions:

A. An employee may use the leave to participate in any educational activity including, but not limited to, tutoring, field trips, classroom programs and school committees.

B. The use of the leave is for active participation in school-sponsored secular educational activities by employees, and not after school recreational programs.

C. The leave is intended for pre-school education programs, K-12, and adult literacy programs, and not college or university-related programs.

D. School participation leave must be used in increments of one hour.

E. School participation leave is credited to employees on each October 1, and will not carry forward beyond the fiscal year.

Also See:  DNR Personnel Policy 03.02
FORMS USED:
R 7523e School Participation Leave Request Form
PROCEDURE

An employee must request prior approval to use School Participation Leave by completing a Leave Request Form (R7523e) and forwarding it to the employee's supervisor.  (Procedures for requesting the leave should be consistent with requests made for annual leave.)

The supervisor recommends approval or denial of the request. (Procedures for granting or denying should be consistent with requests made for annual leave.)  The supervisor then forwards a copy of the R7523e to the Employee Relations Section of Human Resources (HR).  Section will approve or deny the request and forward it to HR's Payroll and Benefits Unit for processing.  In the event the request is denied, annual leave will be used to cover the employee's absence.

03.05 - Sick Leave 
(Revised: 06/22/2004)
SUPERSEDES:

DNR Personnel Manual 04.07 dated 03/18/2001
STATEMENT OF POLICY
A career employee of the Department of Natural Resources (DNR) is credited with 4 hours of sick leave pay for each completed 80 hours of service.  An employee paid for less than 80 hours in a biweekly pay period is entitled to a prorated amount of sick leave.

An employee may only use sick leave with the approval of his or her supervisor.

Prior approval for sick leave must be obtained before an employee can use sick leave for a non-confining illness that exceeds five workdays.

The DNR may require an employee to present medical certification of physical or mental fitness to continue working.

FORMS USED:
None

INFORMATION

I. CREDITING AND ACCUMULATION - 

Every career employee is credited with four hours of sick leave for each completed 80 hours of service.

A. Paid service in excess of 80 hours in a biweekly work period is not counted.

B. When paid service does not total 80 hours in a biweekly work period, leave credits will be prorated based on hours in pay status for that pay period.

C. Sick leave is credited at the end of each biweekly work period.

D. Sick leave may be accumulated throughout an employee's employment in the classified service.

II. USE OF SICK LEAVE 

A. Any use of sick leave by an employee must have the approval of the employee's supervisor.

B. Sick leave is available for use only in biweekly periods subsequent to the biweekly period in which it is earned.

C. All sick leave used is to be certified by the employee by such evidence as the supervisor may require. Falsification of such evidence is cause for dismissal.

D. Prior approval must be obtained before an employee can use sick leave for a non-confining illness that exceeds five workdays.  The employee should initiate the request by memorandum, through channels, for approval.

E. Sick leave may not be credited or used in anticipation of future leave accruals.  In the absence of applicable accrued leave, compensation reduction for the lost time will be made for the work period in which the absence occurred.  An employee may elect  to use annual leave to cover such absence.
F. Sick leave may be used by an employee for:

(a) PERSONNEL ILLNESS, INJURY, A SERIOUS HEALTH CONDITION, A TEMPORARY DISABILITY, EXPOSURE TO A CONTAGIOUS DISEASE ENDANGERING OTHERS, OR ILLNESS OR INJURY IN THE IMMEDIATE FAMILY - which necessitates absence from work.  "Immediate family" in such cases includes the employee's spouse, children, parents or foster parents, parents-in-law, brothers, sisters and any persons whose financial or physical care is the principal responsibility of the employee.

(b) APPOINTMENTS - with a doctor (including Civil Service Health Screening), dentist or other recognized practitioner to the extent of time required to complete such appointments when it is not possible to arrange such appointments during non-duty hours.

(c) DEATH - of a relative, or person whose financial or physical care is the principal responsibility of the employee.  An employee is allowed reasonable and necessary time off in such circumstances.  Such time off may be covered by sick and/or annual leave.  An employee is guaranteed a minimum of 5 days* leave, if requested.

*If he or she has sufficient sick and/or annual leave credits.

(d) FUNERAL ATTENDANCE - of a relative, or person whose financial or physical care is the principal responsibility of the employee.

(e) DISABILITY PAYMENT - in case of work incapacitating injury or illness for which an employee is, or may be eligible for work disability benefit under the Michigan Workers' Compensation Act, to supplement the employee's disability benefit to a level equal to the employee's regular salary or wage.

III. TRANSFERS

A. An employee, who while remaining in the state classified service, transfers within the DNR or from another state agency to the DNR shall retain all earned unused sick leave.

IV. SEPARATIONS

A. Employees hired prior to October 1, 1980:

(a) An employee, who separates from the classified service because of death or retirement in accordance with the provisions of the State Retirement Act, is paid for fifty percent of unused sick leave as of the effective date of separation.

(b) A vested employee who separates by reason of deferred retirement is paid for 50   percent of unused sick leave.

(c) An employee who separates from the classified service for any reason other than retirement or death is paid for a percentage of their unused sick leave in accordance with the following table of values.

Table of Values
Payment of Unused Sick Leave at Separation

	Sick Leave Balance - (Hours)
	Percentage Paid

	Less than 104
	0

	104-208
	10

	209-416
	20

	417-624
	30

	625-832
	40

	833 or more
	50


2. In case of death, payment is made to the beneficiary or estate.

3. Payment shall be made at the employee's last rate of pay by the agency from which the employee separates.

4. Employees who receive payoffs under these provisions are not be entitled to buy back or have unpaid balances of sick leave restored if they return to classified employment.

B. Employees hired on or after October 1, 1980:

1. Employees who separate from the classified service for any reason are not entitled to pay-off of sick leave balances.

2. Employees who are rehired or reinstated to a permanent position within three years of separation will have their previous sick leave balances restored.

V. RECALL FROM LAYOFF
A. Sick leave balances are placed to the credit of a laid off employee upon return to permanent employment in the state classified service.

B. Employees hired before October 1, 1980 who are not recalled to permanent employment from layoff are entitled to a pay-off of unused balances in accordance with the Table of Values at their last rate of pay.

VI. LEAVE OF ABSENCE
A. Unused sick leave credits shall not be liquidated or paid off at the commencement of any leave of absence.

B. When an employee separates directly from a leave of absence, liquidation or pay off of sick leave will be in the same manner as a laid off employee who does not return.

03.06 - Direct Leave Transfer/Central Leave Bank 
(Revised: 03/18/2001)
STATEMENT OF POLICY

A direct leave transfer process and a central leave bank process are available to assist nonexclusively represented employees (NERES) of the Department of Natural Resources (DNR) facing financial hardship due to serious injury or prolonged illness of the employee or the employee's dependent spouse, child or parent.

Exclusively represented employees of the DNR also have direct leave transfer and central leave bank provisions within their respective collective bargaining agreements.

INFORMATION
I. General Provisions
A. A DNR employee may receive a direct transfer of annual leave from other employees, or through the central leave bank, subject to the following conditions:

1. The receiving employee has successfully completed the initial probationary period;

2. The receiving employee has exhausted all leave credits, and

3. The receiving employee's absence has been approved.

B. An employee may receive a combined maximum donation of 240 hours per calendar.

C. Donations of annual leave (either by direct transfer or to the central leave bank) are irrevocable and are limited to a combined maximum of 40 hours in a calendar year.   Donations must be in whole hour increments.

D. Unused donated annual leave must be forwarded to the central leave bank.

II. Direct Leave Transfer

A. Direct leave transfers must be made before or concurrent with an employee's absence.

B. The right to donate hours and receive hours through direct transfer is not limited to nonexclusively represented employees when a collective bargaining agreement provision allows for similar direct transfer donations of annual leave.

C. Direct leave transfers require a completed and approved annual leave donation-direct transfer form (R7522e).

III. Central Leave Bank

A. The central leave bank is administered by the Department of Management and Budget, Office of Administrative Services.

B. Donations of annual leave may be made to the central leave bank during January of each year.

C. Donations of leave to the bank and requests for annual leave from the bank require a completed and approved central annual leave bank donation form (R7520e).

FORMS USED:

· R7520e Central Annual Leave Bank Donation Form 

· R7522e Annual Leave Donation-Direct Transfer Form
03.07 - Lost Time 
(Revised: 03/14/2003)
STATEMENT OF POLICY

All lost time is subject to progressive corrective action, and can result in dismissal from state service. Supervisors do NOT have the authority to approve lost time. Only the Department of Natural Resources (DNR) Appointing Authority and the Human Resources Director can approve lost time.

INFORMATION

All instances of lost time affect the following:

· hours toward longevity

· hours toward step

· hours toward seniority

· hours toward retirement

· loss of wages

The employee does NOT have the right to choose to be on lost time vs. using annual or sick leave credits.*

*(The only exception – an employee who is ill and exhausts sick leave credits may elect not to use annual leave to cover additional absence)

Employees can not earn state credit in excess of 80 hours in a bi-weekly pay period.

Paid overtime does not offset lost time, except where both occur in the same pay period.

FORMS USED:

None

CHAPTER 4 – EMPLOYEE BENEFITS INSURANCES
04.01 - Employee State-Sponsored Group Insurance Eligibility 
(Revised: 07/14/2004)
SUPERSEDES:

DNR Personnel Manual 04.01 dated 03/18/2001
STATEMENT OF POLICY
Classified and unclassified employees of the Department of Natural Resources (DNR) are eligible for state-sponsored group insurance, as set in Department of Civil Service (DCS) Rules and Collective Bargaining Agreements.

INFORMATION
Classified employees of the DNR are eligible for state-sponsored group insurance if they are employed in a career appointment (an indefinite or limited-term appointment that is expected to last the equivalent of 90 full-time workdays or more) and they meet any applicable eligibility requirement(s) set forth in DCS Regulation 5-11 for their particular employment status; i.e., full-time, part-time, intermittent or seasonal.  Unclassified employees of the DNR are also eligible for state-sponsored group insurance.

NOTE:  Under the provisions of Michigan Civil Service Commission (CSC) Rule 2-1.2(b) and DCS Regulation 3.02, individuals employed in student and special classifications; e.g., student assistants, are not eligible for state-sponsored group insurance.
EMPLOYEE ELIGIBILITY

A. Classified employees of the DNR are eligible for state-sponsored group insurance if they are employed in a career appointment (an indefinite or limited-term appointment that is expected to last the equivalent of 90 full-time workdays or more).  Unclassified employees of the DNR are also eligible to enroll in state-sponsored group insurance.
NOTE: Under the provisions of Michigan CSC Rule 2-1.2(b)) and DCS Regulation 3.02 individuals employed in student and special classifications; e.g., student assistants, are not eligible to enroll in state-sponsored group insurances.

B. Eligibility for enrollment shall be in accordance with the provisions of the contract between the State of Michigan and the insurance provider.

C. Employees in non-career, emergency or contractual appointments are not eligible to enroll in a state-sponsored group insurance plans.

NOTE:  Employees hired on or after January 1, 2000, who have a regular work schedule of 40 hours or less per biweekly pay period will be required to pay 50% of the total premium for their state-sponsored group insurance.  This does not apply to permanent-intermittent (PI) employees
II. MISCELLANEOUS
EFFECTIVE DATE
An employee's insurance coverage is effective the first day of the pay period following the completion of one full pay period of employment, normally 80 hours.
An employee will receive a packet of information from Human Resources (HR).  This should be reviewed carefully.  To enroll in state-sponsored group insurance you must contact MI-HR Service Center within 31 days of the employee's "eligibility date." (An employee's eligibility date is the first day of the biweekly pay period after the employee has completed one full pay period of employment.)  This can be done either by going on line to HRMN SELFSERVICE and entering the information or by calling the MI-HR Service Center at 1-877-766-6447.

After this time, employees cannot enroll until an announced open enrollment period.
OPEN ENROLLMENT PERIODS
Periodic open enrollment dates, announced by the DCS Employee Benefits Division, gives employees who are not enrolled in a state-sponsored group insurance plan opportunity to enroll.  Information on open enrollment periods is made available to all employees prior to the dates of the enrollment period. 

CANCELLATION
An employee may cancel part or total coverage at any time by going on line to HRMN SELFSERVICE to enter the information or by calling the MI-HR Service Center at 1-877-766-6447. Once coverage has been terminated, the employee may not sign up for it again until the next open enrollment period. Unless otherwise indicated, cancellation is effective the first day of the pay period (Sunday) 
INSURANCE COVERAGE REVIEW 

It is the employee's responsibility to review their insurance coverage, update dependents and beneficiaries, and apply for continued conversion benefits for family members as appropriate.  This can be done by going on line at the HRMN SELFSERVICE or by calling the MI-HR Service Center at 1-877-766-6447

EMPLOYEE STATE-SPONSORED
GROUP INSURANCE ELIGIBILITY
	
	EMPLOYEE STATUS

	Benefit Plan
	CAREER APPOINTMENTS
(INDEFINITE AND LIMITED-TERM)
	NON-CAREER APPOINT-MENTS
	UNCLASSIFIED

	
	Full-Time
	Part-Time
	Intermittent
	Seasonal
	
	

	Health Plan
	Eligible
	Eligible
	Eligible
	Eligible
	Not Eligible
	Eligible

	Dental Plan
	Eligible
	Eligible (if working  40% of full-time)
	Eligible (if working  40% of full-time)
	Eligible if working full-time at least 8 months per year
	Not Eligible
	Eligible

	Vision Plan
	Eligible
	Eligible (if working  40% of full-time)
	Eligible (if working  40% of full-time)
	Eligible if working full-time at least 8 months per year
	Not Eligible
	Eligible

	Life Insurance Plan
	Eligible
	Eligible (if working  40% of full-time)
	Eligible (if working  40% of full-time)
	Eligible (if working  40% of full-time)
	Not Eligible
	Eligible

	Accidental Duty Death
	Eligible
	Eligible
	Eligible
	Eligible
	Not Eligible
	Eligible

	Long-Term Disability Plan
	Eligible
	Eligible (if working  40% of full-time)
	Eligible (if working  40% of full-time)
	Eligible if working full-time
	Not Eligible
	Eligible


04.02 - Dental Insurance 
(Revised: 07/08/2004)

SUPERSEDES:

DNR Personnel Manual 04.02 dated 02/06/2003
STATEMENT OF POLICY
The State of Michigan provides Department of Natural Resources (DNR) employees an opportunity to enroll in one of three different dental care plans; i.e., a State Dental Plan, a Dental Maintenance Organization Plan and a Preventive Dental Plan. 

INFORMATION
Eligible employees may enroll in one of three different dental care plans.

Participation in a dental care plan is voluntary.
Additional information can be found at Civil Service Employee Benefits or HRMN SELFSERVICE
FORMS USED:

N/A
PROCEDURE
I. EMPLOYEE ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.01
II. DEPENDENT ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.03
III. MISCELLANEOUS

Refer to DNR Personnel Manual Chapter 04.01
04.03 - Dependent State-Sponsored Group Insurance Eligibility 
(Revised: 07/14/2004)

SUPERSEDES:

DNR Personnel Manual 04.03 dated 03/18/2001
STATEMENT OF POLICY
A dependent of a Department of Natural Resources (DNR) employee or retiree is eligible for state-sponsored group insurance, as set forth below, provided the dependent is not serving in the armed forces of any country. 

DEPENDENT STATE-SPONSORED GROUP INSURANCE ELIGIBILITY 
	Type of Dependent
	Health/HMO Plans**
	Dental & Vision Plans
	Life Plan

	Husband or Wife
	Yes
	Yes 
	Yes

	Unmarried, Natural or Adopted Child
	Yes, if under age 19 yrs.
	Yes, if under age 19 yrs.
	Yes, if under age 23 yrs.

	Unmarried Child Under Legal Guardianship (Living with Employee)
	Yes, if under age 19 yrs.
	Yes, if under age 19 yrs.
	Yes, if under age 23 yrs.

	Unmarried Dependent (Living with Employee as "Parent & Child")
	Yes, if under age 19 yrs.
	Yes, if under age 19 yrs.
	Yes, if under age 23 yrs.

	Unmarried Dependent Student Child**
	Yes, if under age 25 yrs.
	Yes, if under age 25 yrs.
	Yes, if under age 23 yrs.

	Unmarried Incapacitated Dependent Child
	Yes, if approved
	Yes, if approved for Health Plan
	Yes, if approved for Health Plan

	Sponsored Dependent
	Yes, if enrolled prior to 02/27/1976
	No
	No


** For an HMO Plan, members must reside in the HMO's approved service area. However, coverage's may be available for students living out of the area, as specified in the HMO's Certificate of Membership.
ELIGIBILITY

III. DEPENDENT ELIGIBILITY

A. Husband and wives may be covered as dependents, unless both spouses are state employees. State employees who are married to each other cannot be covered as both employees/dependents under the state-sponsored group insurance, nor can they cover the same dependent.

B. Divorced spouses are not eligible for coverage as a dependent.

C. Unmarried children from birth to 19 years, and/or children regularly attending school and primarily dependent on the employee for support are eligible up to their 25th birthday.

D. Unmarried incapacitated dependent children may be covered for life as long as they are approved through the DCS Employee Benefits Division.

E. No dependent serving in the armed forces of any country may be covered under the plan.

FORMS USED

N/A
04.04 - Flexible Benefits 
(Revised: 07/14/2004)

SUPERSEDES:

DNR Personnel Manual 04.04 dated 02/06/2003
STATEMENT OF POLICY
State employees have an opportunity to enroll in Medical Care Spending and/or Dependent Care Spending during the designated open enrollment period. 

INFORMATION
Information regarding annual options and refunds made available to exclusively represented employees is contained in their respective collective bargaining agreements.

Additional information regarding eligibility, enrollment, benefit changes, etc. is available on line at Civil Service Employee Benefits.
DESCRIPTION/PURPOSE

Flexible Benefits

FORMS USED

Flexible Benefits Selection Form

04.05 - Health Insurance 
(Revised: 07/08/2004)
SUPERSEDES:

DNR Personnel Manual 04.05 dated 02/06/2003
STATEMENT OF POLICY
The State of Michigan provides Department of Natural Resources (DNR) employees an opportunity to enroll in one of three different health care plans; i.e., the State Health Plan (Blue Cross), the Health Maintenance Organization (HMO) Plans, and the Catastrophic Health Plan.

INFORMATION
Eligible employees may enroll in one of three different health care plans.

Participation in a health care plan is voluntary.

Certain collective bargaining agreements identify which state-authorized HMO's members of the bargaining unit may join as new enrollees.  Because HMO's, however, can only operate within a specific geographic area, eligibility also depends upon where employees live, not where they work.

Employees and dependents must all be covered by the same plan, but may choose different doctors. 

Additional information regarding eligibility, enrollment, benefits, costs, etc., is available by going on line at Civil Service Employee Benefits.

FORMS USED

N/A
PROCEDURE
IV. EMPLOYEE ELIGIBILITY
Refer to chart in DNR Personnel Manual Chapter 04.01
V. DEPENDENT ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.03 
VI. MISCELLANEOUS

Refer to DNR Personnel Manual Chapter 04.01
04.06 - Insurance Benefits - Continuation of Coverage Under "COBRA"
(Revised: 09/16/2004)
SUPERSEDES:

DNR Personnel Manual 04.06 dated 02/06/2003 and 07/18/2004
STATEMENT OF POLICY
The 1986 Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) allows former state employees and former or ineligible dependents, to pay 100% of the applicable insurance premium, plus a 2% service fee, in order to continue insurance coverage under all the State-Sponsored Group Insurance Plans (except the life insurance plans), for a specific period of time. The time period for continued coverage is determined by COBRA, the provisions of the former employee's collective bargaining agreement (if applicable), and/or the Employee Benefits Division 

INFORMATION
If employees, former employees, or their dependents lose state-sponsored health, dental or vision insurance coverage, they can continue some or all of these insurances for specific periods of time under the Continued Group Insurance System by paying the full premium cost directly to the DCS Employee Benefits Division.

Laid off employees and employees on a leave of absence, that are not covered by a Waiver of Premium, may also continue life insurance coverage for up to 12 months. 

The full premium for this continued coverage includes the amount previously paid as the "employee's share" plus the state's share and in some cases depending on the bargaining unit, a 2% additional service fee. Rates are revised and distributed annually with open enrollment materials or as changes occur.

Benefits under any continued coverage will be the same as those available to active employees. Employees or affected family members cannot, however, continue more insurance plans (or dependents) than were already carried on the day before coverage was lost. They may also choose not to continue one or more insurance coverage’s; not to enroll themselves or not to enroll all or some of their eligible dependents. 

I. DEFINITIONS

A. Eligibility - An employee or a family member is eligible if he or she is an active member of an insurance plan on the day before a qualifying event.  See DNR Personnel Manual Chapter 04.01
B. Qualifying Event - A qualifying event is a condition that interrupts an insured member's coverage. The events that would qualify an employee or dependents for continued group insurance are: layoff, leave of absence, reduction in hours, divorce from spouse, death of employee, legal separation from spouse, separation from state service, retirement, special retirement, dependent ceases to be eligible.

C. Qualifying Event Date - The qualifying event date is the date of the event that causes the employees/dependent's coverage to end.
D. Length of Continued Coverage - The time period for continued coverage is determined by COBRA, the provisions of the former employee's collective bargaining agreement (if applicable), and/or the Employee Benefits Division.
ELIGIBILITY

Refer to DCS Employee Benefits Division CONTINUATION OF BENEFITS
FORMS USED

CS 1767 - Application for Continuation of Insurances   
REFERENCES

· DNR Personnel Manual 
04.08 - Long Term Disability (LTD) Insurance
· DNR Employee Health Management
Long Term Disability information and Q & A 
· Long Term Disability and Income Protection Plan for State of Michigan Employees.
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
PROCEDURE

I. When the qualifying event involves Departure/Layoff, the DCS Employee Benefits Division will initiate an application for continuation of insurance form (CS 1767) and forward it to the departing employee for completion.  The employee must complete the application and forward it to the Department of Civil Service within 60 days of receipt if he or she wishes to continue insurance coverage under the provisions of COBRA.  Upon receiving the application, the DCS Employee Benefits Division will begin billing the employee on a monthly basis for continuing coverage.

II. When the qualifying event does not involve the completion of a Departure/Layoff, it is the employee's responsibility to contact the DCS Employee Benefits Division and submit a notification by employee/retiree of qualifying event form (CS 1766) in order to continue coverage.  Under COBRA, the untimely contact of the DCS Employee Benefits Division; i.e., more than 30 days following the qualifying event, will result in the employee being ineligible to continue insurance coverage.

04.07 - Life Insurance 
(Revised: 07/14/2004)
SUPERSEDES:

DNR Personnel Manual 04.07 dated 02/06/2003
STATEMENT OF POLICY
The State of Michigan provides Department of Natural Resources (DNR) employees an opportunity to enroll in one of two different life insurance plans; i.e., the State Life Insurance Plan and the Reduced Benefits Life Insurance Plan.  DNR employees are also provided, at no cost to them, an accidental duty death benefit in the amount of $100,000 for active employees that die from injuries that arise out of or in the course of state service.

INFORMATION
Premiums for employee coverage in the State Life Insurance Plan and the Reduced Benefit Life Insurance Plan are paid by the state.
The State Life Insurance Plan is two times an employee's annual salary, rounded to the nearest thousand, with a maximum of $200,000 coverage,
Reduced Benefits Life Insurance Plan is one time an employee's annual salary, rounded to the nearest thousand, with a maximum of $50,000 coverage

Dependent coverage* is available at an extra charge, to employees.

Available dependent coverage is as follows:

	PLAN
	SPOUSE COVERAGE
	PER CHILD COVERAGE

	F
	$1,500
	$1,000

	G
	$5,000
	$2,500

	H
	$10,000
	$5,000

	K
	$25,000
	$10,000

	L
	 
	$10,000


* Coverage eligibility varies between collective bargaining agreements.

A Life Insurance Waiver of Premium benefit for totally disabled employees, which (provides free life insurance coverage for employees for the duration of their disability) is also provided to employees at no cost to them.

Participation in either the State Life Insurance plan or the Reduced Benefits Life Insurance plan is voluntary.

Additional information regarding eligibility enrollment, benefits, costs, etc. can be found at the Civil Service Employee Benefits website.
FORMS USED

CS 1781 Life Insurance and Accidental Duty Death Beneficiary Designation Change Form
PROCEDURE
IV. EMPLOYEE ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.01
V. DEPENDENT ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.03
VI. MISCELLANEOUS

Refer to DNR Personnel Manual Chapter 04.01
04.08 - Long Term Disability (LTD) Insurance 
(Revised: 09/16/2004)
SUPERSEDES:

DNR Personnel Manual 04.08 dated 02/06/2003 and 07/14/2004
STATEMENT OF POLICY
The State of Michigan provides Department of Natural Resources (DNR) employees an opportunity to enroll in a long term disability and income protection insurance plan; i.e., Long Term Disability (LTD). The plan is designed to protect an employee's income during extended absences that are caused by injuries, illnesses and diseases that are not covered by sick leave or Workers Compensation.

INFORMATION
An employee's sick leave balance determines the level of biweekly contributions and the length of benefits available. In general, the higher the sick leave balances, the lower the deduction and the longer the benefit. There are two coverage levels and four premium rates. Any sick leave or accrual that puts an employee into a different plan is enacted automatically during the following pay period.

	PLAN
	SICK LEAVE BALANCE
	MAXIMUM LENGTH OF BENEFITS

	PLAN I
	LESS THAN 184 HOURS
	TWO (2) YEARS

	PLAN II-A
	BETWEEN 184 AND 527 HOURS
	UP TO AGE 70

	PLAN II-B
	528 OR MORE HOURS
	UP TO AGE 70

	PLAN II-C*
	HAD 184+ HOURS, BUT NOW LESS
	UP TO AGE 70


* An employee only has to reach 184 hours once during employment to be eligible for Plan II benefits to age 70.

Participation in the plan is voluntary.

Additional information on eligibility, enrollment, benefits, costs, etc. is provided at the Civil Service Employee Benefits web site.

FORMS USED

N/A
REFERENCES

· DNR Personnel Manual 
04.06 - Insurance Benefits - Continuation Of Coverage Under "COBRA"
· DNR Employee Health Management
Long Term Disability information and Q & A 
· Long Term Disability and Income Protection Plan for State of Michigan Employees.
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
PROCEDURE
VII. EMPLOYEE ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.01
VIII. DEPENDENT ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.03
IX. MISCELLANEOUS

Refer to DNR Personnel Manual Chapter 04.01
04.09 - Vision Insurance 
(Revised: 07/14/2004)
SUPERSEDES:

DNR Personnel Manual 04.09 dated 02/06/2003
STATEMENT OF POLICY
The State of Michigan provides Department of Natural Resources (DNR) employees an opportunity to enroll in a vision care plan (Blue Cross/Blue Shield).

INFORMATION
Participation in the plan is voluntary.

Additional information regarding eligibility, enrollment, benefits, costs, etc. is provided at Civil Service Employee Benefits 

FORMS USED

N/A
PROCEDURE
X. EMPLOYEE ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.01
XI. DEPENDENT ELIGIBILITY

Refer to chart in DNR Personnel Manual Chapter 04.03
XII. MISCELLANEOUS

Refer to DNR Personnel Manual Chapter 04.01
CHAPTER 5 – EMPLOYEE BENEFITS
MISCELLANEOUS DEDUCTIONS
05.01 - Deferred Compensation 457 & 401k, Defined Contribution 
(Revised: 03/14/2003)
STATEMENT OF POLICY

The State of Michigan offers two tax sheltered plans, Deferred Comp I (457) and Deferred Comp II (401K). These allow employees to systematically set aside a portion of their income, before income taxes, in a savings program.

The Defined Contribution Plan is a 401(K) Plan, designed as a primary retirement plan.  The employee makes all investment decisions with a wide range of options available.  Benefit at retirement is based upon employee investment account balance.

The Defined Contribution Plan is the Primary Pension Plan for employees hired on or after 3/31/97.  It is an extension of the existing Deferred Compensation Plan II (401K).  This plan allows you to contribute a percentage of your salary to reduce taxable income dollar-for-dollar by the amount you contribute.  
(For additional information, see DNR Personnel Manual 13.12 - Retirement - Defined Contribution Retirement Plan)

INFORMATION

Plan I:
(457):   was initiated in 1975. This plan accumulates interest through Guaranteed Investment Contracts (fixed interest). Payout options include lump sum withdrawal, monthly payments, lifetime incomes or any combination of these.

Plan II:
 (401[k]) began in 1986. This plan offers investment options in a Guaranteed Investment Contract (fixed income) or through 5 mutual funds available through Fidelity Investments.  The 401[k] Plan allows the employee to borrow funds in the fixed investment and pay them back through payroll deduction.  This loan provision is available after deferring funds in the program for one year.  Payout options include lump sum withdrawals with five year income averaging, monthly payments, and rollover to an IRA.

To enroll in Plan I (457) or Plan II (401K), an employee must contact Citi Street (1-800-748-6128) for the appropriate forms, complete those forms and return them to Citi Street.

Citi Street will provide additional information regarding eligibility enrollment, benefits, withdrawals, etc.

FORMS USED

None

PROCEDURE

A. Employee Eligibility - All employees are eligible to enroll.  Participation in either program is voluntary.

B. Dependent Eligibility - Not Applicable.

C. Deduction Review - It is the employee's responsibility to contact Citi Street to review their deductions and update as appropriate.

D. Cancellation - An employee may cancel the deduction at any time by calling Citi Street at 1-800-748-6128.
05.02 - Direct Deposit - Payroll Deduction Electronic Funds Transfer 
(Revised: 03/14/2003)
STATEMENT OF POLICY

The salary or wages of an employee hired after October 1, 2002, shall be paid by means of an electronic funds transfer (EFT) into an account at a financial institution designated by the employee.  The appointing authority may waive the requirement of payment by an EFT if payment by an EFT causes an undue hardship for the employee.

Participation is voluntary for those employees hired prior to October 1, 2002.
INFORMATION

An employee may select up to 4 different financial institutions/accounts to EFT their wages.  Additional information regarding participation is available at individual credit unions, banks or Human Resources.

FORMS USED

A 885 Electronic Funds Transfer Application

PROCEDURE

A. Effective Date - It takes 2 pay periods for processing to be completed.

B. Enrollment – Any employee hired after October 1, 2002, must complete an on-line direct deposit application through self-service access in the Human Resource Management Network (HRMN), or submit the requisite paper form or request for waiver to the appointing authority prior to the end of the pay period in which the employee is hired.

C. Cancellation/Change
An employee may cancel (if more than 1 EFT exists) or change the direct deposit at any time by accessing self service in HRMN or by filling out a cancellation/change form, available at the Human Resources Office.  Unless otherwise indicated, the cancellation/change is effective the first day of the pay period following the cancellation/change action.

D. Deduction Review
It is the employee's responsibility to contact Human Resources to review their deductions and update as appropriate.

05.03 - Employee Organization Payroll Deductions 
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 05.03 dated 10/01/2000
STATEMENT OF POLICY
Payroll deductions, for the payment of membership dues, are available for DNR employees who are members of employee organizations having exclusive representation.  Also, under the MSEA, AFSCME, UAW, MPE, and UTEA collective bargaining agreements, these organizations have the right to charge a "service fee" to those employees who chose not to become members.  See:  
· MSEA Agreement, Article 6, Section C; 

· AFSCME Agreement, Article 4, Section D; 
· UAW Agreement, Article 4, Section B; 

· MPE Agreement, Article 4, Section E; and 

· UTEA Agreement, Article 4, Section 4.

REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED

None

05.04 - Flexible Spending Account Plans - Medical and Dependent Care 
(Revised: 03/14/2003)
STATEMENT OF POLICY

The State of Michigan provides Department of Natural Resources (DNR) employees an opportunity to enroll in two flexible spending account plans; i.e., a medical care spending account plan and a dependent care spending account plan.

These plans allow employees to set aside a portion of their income before income taxes to pay eligible expenses for medical and other dependent care, including co pays and deductibles, as well as other costs not covered by other insurances..

INFORMATION

Participation in either spending account plan is voluntary.

Additional information and forms for enrollment are available from the Payroll and Benefits Unit of DNR Human Resources or the Employee Benefits Division of the Civil Service.

FORMS USED:

· DMB-1565-Medical Care Spending Account Enrollment Form

· DMB-1564-Medical Care Spending Account Family Status Change Form

· DMB-1557-Dependent Care Spending Account Enrollment Form

· DMB-1558-Dependent Care Spending Account Family Status Change

· FBMC-Flexible Spending Account-Reimbursement Request form

PROCEDURE

I. Employee Eligibility - All employees are eligible to enroll.

II. Open Enrollment - Enrollment for both spending account plans is the month of November for the following calendar year. Employees may enroll by completing a Medical Care Spending Account Enrollment Form (DMB-1565) and/or a Dependent Care Spending Account Enrollment Form (DMB-1557) or by going to the Human Resources Management Network (HRMN) and completing enrollment on line.  Employees must re-enroll each year to stay active.

III. Cancellation - Authorized deductions may be changed or canceled only if there is a change in family status or dependents.  Such changes should be reported by completing a Medical Care Spending Account Family Status Change Form (DMB-1564) and/or a Dependent Care Spending Account Family Status Change Form (DMB-1558).

IV. Deduction Review - It is the responsibility of employees to review their deductions and update information when appropriate.

V. Reimbursement – Fringe Benefit Management Company (FBMC) will process all reimbursement for Flexible Spending accounts.  Reimbursement claim forms can be downloaded at www.fbmc-benefits.com.  Questions regarding reimbursement claims can be directed to the website (www.fbmc-benefits.com) or by calling 1-800-342-8017.

NOTE:  When establishing spending account plans, employees should estimate their expenses carefully and conservatively.  Because of the tax advantages, the IRS has established strict guidelines for monies not used by the end of a plan year.  If an employee does not use all the pre-tax dollars in a spending account during a plan year, in accordance with IRS rules, the employee will forfeit to the State of Michigan, those dollars remaining in the account.
05.05 - Savings Bonds 
(Issued: 10/01/1993)
STATEMENT OF POLICY

The State of Michigan offers employees the opportunity to enroll in a payroll deduction plan for the purchase of U.S. Savings Bonds.

INFORMATION

To enroll an employee must complete appropriate form and return to Human Resources. The employee has the option of buying multiple bonds, and/or for buying bonds for other people and having the bond sent to them. A separate form is required for each bond.

Participation in the plan is voluntary.

Additional information regarding enrollment, savings plans, etc., is provided in the information booklet available from Human Resources.

FORMS USED

· A 685 State of Michigan United States Savings Bond Payroll Savings

PROCEDURE

A. Employee Eligibility

All employees are eligible to enroll.

B. Dependent Eligibility

Not Applicable.

C. Effective Date

Unless otherwise indicated, enrollment is effective the first day of the pay period the form is received in Human Resources.

D. Open Enrollment

An employee may enroll at any time during the course of employment.

E. Cancellation

An employee may cancel the deduction at any time by filling out a cancellation form and forwarding form to Human Resources. Unless otherwise indicated, the cancellation is effective the first day of the pay period it is received in Human Resources.

F. Deduction Review

It is the employee's responsibility to contact Human Resources to review their deduction and update as appropriate.

05.06 - Social Security Medicare 
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 05.06 dated 10/01/1993
STATEMENT OF POLICY

The administration of Social Security for state employees is the Department of Health and Human Services.  Governmental employers do not make FICA payment to the Internal Revenue Service so the only coverage available for state employees is through a voluntary agreement between the state and the Department of Health and Human Services (HHS).  The state of Michigan entered into an agreement with the Social Security Administration to obtain coverage for state employees effective January 1, 1955.

Social security and Medicare are separate deductions established by law.  Periodically both the rate and the taxable wage base are increased to provide funding for social security and Medicare benefits to retirees.

FORMS USED:

None

05.07 - Tax Deductions/W2s 
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 05.07 dated 03/14/2003
STATEMENT OF POLICY

City, state, and federal tax deductions are made from all paychecks according to the withholding tax schedules prepared by cities having an income tax; the Michigan Department of Treasury, and the United States Internal Revenue Service.

W2's are processed by the Department of Management and Budget (DMB) and mailed each year directly to an employee's home address by the end of January.

INFORMATION

I. Taxes

At the time of hire, an employee must complete appropriate tax withholding forms. 

It is an employee's responsibility to request new forms from Human Resources when he or she has a change in exemptions or residence/address.*

If an employee has withheld more than the amount of tax he or she will owe, Human Resources cannot make adjustments to the taxes already withheld.  The employee must collect the overpayment at the end of the tax year when filing his or her tax return.

Employees may change their tax exemptions whenever they wish by submitting new withholding forms.  NOTE: Changes take effect the pay period in which they are entered into the Human Resources Management Network (HRMN).

*When available, employees should use the Human Resources Management Network (HRMN) self service feature of the HRMN for this purpose.

II. W2s

If an employee has not received a W2 by the end of January, the employee should contact the Payroll and Benefits Unit (PBU) of Human Resources.  New W2's are normally processed within 7 business days.

If an employee has reason to believe that the W2 he or she received is inaccurate, the employee must send a letter to the Payroll and Benefits Unit explaining why he or she believes it is inaccurate.  A copy of the W2 should accompany the letter. Letters will be reviewed by the HR-PBU and, if necessary, DMB will be contacted to resolve the problem.

If an employee loses his or her W2, or needs copies of previous W2's, the employee must contact the Payroll and Benefits Unit for the appropriate contact in the DMB.

FORMS USED

· IRS Form W-4

· MI-W4 Employee's Michigan Withholding Exemption Certificate


PROCEDURE

I. Taxes

At the time of hire, an employee must complete the appropriate tax withholding forms.

If there is a change in status or residence, it is the employee's responsibility to request and complete new tax forms.* Tax forms are available from Human Resources.

Human Resources will process tax forms/changes upon receipt.

*When available, employees should use the Human Resources Management Network (HRMN) self service feature of the HRMN for this purpose.

II. W2s

W2s are processed by the Department of Management and Budget and mailed each year directly to an employee's home address by the end of January.

05.08 - United Way – State Employees Combined Campaign (SECC) 
(Issued: 03/14/2003)
STATEMENT OF POLICY

The State of Michigan offers employees the opportunity to enroll in payroll deduction for the SECC. 

INFORMATION

To enroll an employee must either complete appropriate form and return to Human Resources or enroll through the Human Resources Management Network (HRMN) self service.

Participation in the plan is voluntary. Additional information is available from Human Resources.

FORMS USED

· SECC State Employees Combined Campaign

PROCEDURE

A. Employee Eligibility

All employees are eligible to enroll.

B. Dependent Eligibility - Not Applicable.

C. Effective Date

Unless otherwise indicated, enrollment is effective the first day of the pay period the form is received in Human Resources or processed in HRMN self service.

D. Open Enrollment

The SECC has historically been held during the fall. New enrollments made at this time, will not be effective until the first check of the following January.

E. Cancellation

The employee indicates at time of enrollment the cancellation date or that contribution is continuing.

F. Deduction Review

It is the employee's responsibility to contact Human Resources to review their deductions and update as appropriate by going to HRMN self service or by contacting Human Resources.

CHAPTER 6 – EMPLOYEE RELATIONS

06.01 - Counseling
(Revised: 03/31/2003)
STATEMENT OF POLICY

When needed, employees should be counseled in a fair and objective manner. The procedure applies to employees who are not covered by a Collective Bargaining Agreement.  
Employees covered by a Collective Bargaining Agreement are subject to the provisions of their respective agreement. See 
· MSEA Article 10; 
· UTEA Article 11; 
· MPES Article 8; 
· UAW Article 10; 
· AFSCME Article 3. 

REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED

· R7530E- Notice of Formal Counseling

PROCEDURE

Two types of counseling may be used:  

I. INFORMAL COUNSELING
A supervisor may informally counsel an employee when it is necessary to improve performance, provide direction or attempt to avoid the need for disciplinary action.

The employee must be informed that he/she is being informally counseled at the beginning of the meeting. The employee should be advised of the supervisor's expectations and instructed on ways to achieve those expectations. No representation is authorized, and no record shall be entered into the employee's official personnel file. Informal counseling is not grievable. Informal counseling should include A-G below.  

II. FORMAL COUNSELING
If informal counseling fails or other infractions occur, formal counseling may take place. Formal counseling need not be preceded by informal counseling, but supervisors are encouraged to use informal counseling first, when appropriate. No representation is authorized at formal counseling.

Formal counseling is grievable through the Appointing Authority level.  The form R7530E should be used. A copy of the completed formal counseling memorandum must be sent to Human Resources for inclusion in the employee's official personnel file. Upon the employee's written request, it will be removed after one year, provided no further formal counseling or disciplinary action has occurred.

Referral to the Employee Services Program should also be included in both formal and informal counseling when the supervisor knows or suspects the problem at work may be caused by off the job difficulties.

Formal counseling should be on form R7530E and includes:

A. Identification of the general nature of the problem.

B. Identification of specific problem(s) with examples, including date and location.

C. Explanation of supervisor's expectations.

D. Instruction of how the employee can meet expectations. (A position description may be used as a guide).

E. Offer assistance to the employee, e.g. training, bi-weekly meeting with Supervisor, referral to Employee Services Program, etc.

F. Establishment of a time frame for improvement.

G. Statement that further corrective action will be taken if performance or conduct does not improve.

06.02 - Disciplinary Conference – NERES 
(Revised: 03/31/2003)
STATEMENT OF POLICY

When a non-exclusively represented employee is to be formally charged with violation of an obligation, rule, regulation or policy which may result in a written reprimand, interim service rating, suspension, demotion or dismissal, a disciplinary conference shall be scheduled and the employee notified of the claimed violation. 

FORMS USED

None
PROCEDURE

NOTICE OF DISCIPLINARY CONFERENCE
Schedule the conference promptly with the following considerations:

The employee is entitled to a representative at the disciplinary conference. A reasonable time span should be allowed for the employee to contact a representative.

It is the employee's responsibility to request and contact the representative; however, no overtime is authorized for representatives. The conference shall not be unreasonably delayed because a desired representative is not available.

For Business and Administrative Unit employees (B&A), the representative may be:

1. An attorney.

2. A co-worker except those designated as supervisory, managerial, or confidential.

3. A representative or employee from an exclusive representation organization.

For excluded employees (confidential, supervisory, managerial), the representative may be:

1. An attorney.

2. Another excluded employee in the Department.

3. A representative from a limited recognition organization.

Emergency suspensions do not require a disciplinary conference.

Suspensions for criminal charges where the employee has been incarcerated and is therefore unavailable do not require a disciplinary conference.  The employee shall be notified by certified mail of the disciplinary action.
06.03 - Discipline 
(Revised: 03/31/2003)
STATEMENT OF POLICY

Employees may be disciplined for just cause. Supervisors and Managers shall apply discipline in a fair and objective manner to obtain the employee's compliance with rules, regulations, policies, and conditions of employment.

The procedure applies to employees who are not covered by a Collective Bargaining Agreement. Employees covered by a Collective Bargaining Agreement are subject to the provisions of their respective agreement. See AFSCME Article 8, MSEA Article 9, UTEA Article 10, MPES Article 7, UAW Article 9.  

1. Discipline should normally be progressive in nature. Progressive discipline is defined as a sequence of corrective actions, from less to more serious, designed to bring about appropriate employee conduct or satisfactory performance. Supervisors are encouraged to use the least severe discipline necessary to correct the situation. Progressive discipline may be started at other than the first step for more serious infractions. 

2. An employee may be discharged once it is demonstrated that they have failed to respond to progressive discipline, or when the violation is serious enough to warrant immediate dismissal. 

REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED

None
PROCEDURE

Steps in Progressive Discipline
	Performance
	Misconduct

	Notice of Formal Counseling
	

	Written Reprimand
	Written Reprimand

	Interim Service Rating  (less than satisfactory)
	Suspension

	Second Interim Service Rating  (less than satisfactory)
	Discharge

	Unsatisfactory Rating with discharge
	


All disciplinary action should be preceded by an investigation which includes an investigative interview with the employee where the employee is provided notice of allegations and an opportunity to respond to the allegations. The employee is required to give prompt, full and accurate answers, to the extent possible, to questions asked during the investigative interview. No discipline shall be discussed or issued during the investigation.
Discipline should only be administered at a Disciplinary Conference.  The employee is entitled to representation.

Discipline should be administered consistently and incrementally. It should take into consideration the employee's work record, previous counseling or discipline, and the previous discipline applied to other department employees for similar offenses.

Supervisors must get permission from Human Resources before applying discipline more severe than a written reprimand.

A copy of the disciplinary action must be sent to Human Resources for inclusion in the employee's official personnel file.  Written reprimands are kept in the employee's personnel file for one (1) year. Other discipline is retained for two (2) years.  Upon the employee's written request to Human Resources, the record of discipline will be expunged if no additional discipline has been issued in the interim.

If the material is still in the employees’ personnel file, but the time limits have expired and no further action has been issued, the material is considered “dated”.  This means the material can no longer be considered “active” in the chain of progressive discipline.

A CS-301, Employee Departure Report, must be processed for suspensions and dismissals.

06.04 - Dismissal, Suspension or Demotion 
(Revised: 03/31/2003)
STATEMENT OF POLICY

Disciplinary Action - An employee in the state Civil Service may be dismissed, suspended or demoted for any of the following reasons:

A. Failure to carry out the duties and obligations imposed by the Civil Service rules and by department management.

B. Conduct unbecoming a state employee.

C. Unsatisfactory service.

Supervisors who seek to discipline an employee by imposing a suspension, demotion or dismissal must contact their Personnel Liaison and Human Resources prior to implementing the discipline.  These disciplinary actions require the approval of the Human Resource Director.

Unauthorized Absence – An employee may be dismissed for unauthorized absence for three (3) consecutive days or more.

Suspension for Investigation - An appointing authority may suspend an employee for investigation. The suspension shall be superseded by disciplinary suspension, dismissal or reinstatement within seven calendar days or within such extension as may be approved. Human Resources must be contacted before taking such action.

Notice - Whenever it is necessary to dismiss or suspend an employee, the employee shall be issued notice of discipline at the disciplinary conference.  A copy of all documents issued to the employee must be forwarded to Employee Relations immediately following the disciplinary conference.  Human will then send out a letter of confirmation and a copy of the CS 301.

For employees covered by a Collective Bargaining Agreement, see MSEA Article 9; UTEA Article 10; UAW Article 9; MPES Article 7; AFSCME Article 8.

REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED

None

PROCEDURE

All employees who might be dismissed, suspended or demoted shall be entitled to an investigative interview where the employee is provided notice of charges and an opportunity to respond to the charges. If there is just cause to take disciplinary action, a disciplinary conference shall be held at which the employee is entitled to representation. The employee will be given written notice of charges and the disciplinary action taken.

In the case of an employee dismissed for unauthorized absence for three (3) consecutive days or more, or who is physically unavailable, a disciplinary conference need not be held; however, notice of disciplinary action shall be mailed to the address of record.

06.05 - Employee Organizations 
(Revised: 03/01/2000)
STATEMENT OF POLICY
All Department employees have the right to join or refrain from joining employee unions, organizations or associations within the state service.  Employees are free to make their own decision without interference, coercion, restraint, discrimination, or reprisals from their supervisors, other employees or employee organizations. However, once an employee organization becomes the exclusive representative for a bargaining unit, all unit members must either join that employee organization or pay a representation fee.  See MSEA Article 6, MPES Article 4, UTEA Article 4, UAW Article 6, AFSCME Article 4.

REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED
None
06.06 - Expunging Records 
(Revised: 03/31/2003)
STATEMENT OF POLICY
It shall be the policy of the Department to retain records of formal counseling and discipline in the employee's official personnel file which is kept in Human Resources.

REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED

None

PROCEDURE

Upon written request by the employee, disciplinary records and Interim Service Ratings shall be removed from an employee's official personnel file, twenty-four (24) months following the date on which the action was taken or the rating issued, provided that no new disciplinary action or interim service rating has occurred.

Upon written request from the employee, written reprimands and/or formal counseling memoranda shall be removed twelve (12) months following the date of issuance provided no new written reprimand or formal counseling memoranda has been issued.

These provisions shall not prohibit the employer from maintaining records of disciplinary actions arising out of violations of prohibited practices as defined in the Employee Relations Policy and Regulations.

Upon the removal of the above records from the employee's personnel file, the Human Resources Division will also remove the information from the employee's history file in the Human Resource Management Network (HRMN).

Employees covered by a Collective Bargaining Agreement are subject to the provisions of their respective Agreement. See AFSCME Article 18, MSEA Article 10 and Article 17, MPES Article 7, UAW Article 10 and Article 17 and UTEA Article 19.
06.09 - Grievance Process - NERES 
(Revised: 03/01/2000)
STATEMENT OF POLICY

The purpose of the grievance and appeals procedure is to provide an orderly system of resolving employee grievances in an equitable and timely manner without fear of reprisal. Every effort shall be made to reach a clear understanding of the exact nature and facts of the grievance and of the relief requested, and to explore sound resolution of the grievance.

INFORMATION

A grievance is a complaint of violation of personnel law, policy, rules, regulation, procedure, condition of employment, past practice, or agreement, or a dispute over its application and interpretation, or a claim of discipline without just cause.  The purpose of the grievance and appeals procedure is to provide an orderly system of resolving employee grievances in an equitable and timely manner without fear of reprisal, see Civil Service Regulation 8.01, " Grievance and Grievance Appeal Procedures for Employees in the State Civil Service."

REFERENCES

· Civil Service Regulation 8.01, " Grievance and Grievance Appeal Procedures for Employees in the State Civil Service
FORMS USED

CS-100 Grievance Procedure Form

PROCEDURE

The following steps shall be observed:  

Department Step 1: 

An employee who has a grievable complaint shall explain the grievance in writing and attach to grievance form CS-100 and file it with the immediate supervisor within 14 calendar days of becoming aware of the cause of the complaint.

The immediate supervisor shall respond in writing and issue a decision to the grievance and attach to form CS-100 within fourteen (14) calendar days of receipt.  The Step 1 official shall hold an oral conference with the employee to go over the response.

Department Step 2:
If not satisfied with the Step 1 grievance decision, the employee shall, within fourteen (14) calendar days of receiving the decision, return the copy of grievance form CS-100 to the Step 1 supervisor with the signed notice of appeal.

The Step 1 supervisor shall transmit the grievance form CS-100 and all attachments to Human Resources at Step 2.

The Step 2 official shall have twenty-eight calendar days from date of filing at Step 2 to hold any conference deemed necessary, and to issue a decision in writing and attach to grievance form CS-100.

Civil Service Step 3:

If not satisfied with the Step 2 grievance decision, the employee shall, within twenty-eight calendar days of the mailing date or personal delivery date of such decision, file an appeal on form CS-100, together with all attachments to:  Hearings Division, Department of Civil Service, 400 S. Pine Street, Box 30002, Lansing, Michigan 48909.
The State Personnel Director shall authorize the Director, Hearings Division, and assigned Staff Members as Civil Service Hearings Officers to conduct hearings and decide grievance cases.

Civil Service Step 4:
The award of a Civil Service Hearing Officer may be appealed to the Employment Relations Board, upon a satisfactory written showing of the grounds for appeal.

CHAPTER 7 – EMPLOYMENT ACTIONS

07.01 - Overview
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 07.01 dated 05/13/2003
STATEMENT OF POLICY / INFORMATION
This section contains information on various employment actions; appointments, reinstatements, and demotions; the Civil Service, Department and Bargaining Unit rules, related to these actions, are factors to be considered in effecting the actions.

Effective dates of employment actions should be the first day of the pay period.  All required forms should be prepared on that day. Exceptions may be made when necessary by obtaining prior approval from Human Resources.

Compliance with the procedures as outlined will save considerable time in processing the necessary forms and eliminate the possibility of delay in issuing employee salary warrants.
All references to specific bargaining units can be obtained on the Office of the State Employer (OSE) website at http://www.michigan.gov/ose.
REFERENCES

Department of Management & Budget (DMB) – Office of State Employer (OSE)
FORMS USED

None

07.02 - Employment Action Record Form R7101, How to Complete 
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 07.02 dated 07/28/2003
DESCRIPTION/PURPOSE

How to Complete Employment Action Record Form R7101
FORMS USED

R 7101 Employment Action Record

INFORMATION
SECTION A - Position Information (to be completed by hiring area)

1. Bureau/Division/Office Name

2. Section

3. Unit

4. TKU (timekeeping unit to be assigned employee)

5. Department Code

6. Position Code (i.e., PRKRNGREA47R)

7. Position Description (Class/Level) i.e., Park & Recreation Ranger-E

8. Union Code

9. Disclosure of Interest Required?  Select “yes” or “no”

10. Appointment Type (include proposed expiration date, if applicable)

· AA (Full Time Permanent)

· AB (Part Time Permanent/Job Share)

· AC (Part Time Intermittent)

· AD (Limited Term)

· AE (Seasonal)

· AQ (Non-Career/Per Diem/State Worker/Student)

· AR (SPS/MCCC)

11. Worksite (i.e., 33-3746)

12. Name of immediate supervisor

13. Supervisor Code (i.e., 7501MGRA02)

14. Accounting Information (index, pca, project code, etc.)

15. Bureau/Division/Office Comments (include any additional information HR should know)

16. Approved By (Must provide authorized signature)

SECTION B – Appointment Information (To be completed by Human Resources)

1. Effective date of action

2. Requisition number

3. Appropriate Action being taken (hire, job change, etc.)

4. Standard Hours

5. Retirement Code

a. 04 – Defined Benefit, for all Department of Natural Resources employees except Conservation Officers and Michigan Civilian Conservation Corp.

b. 40 – Defined Contribution, for all Department of Natural Resources employees hired after 4/1/97

c. 05 – Michigan Civilian Conservation Corp./Unclassified

d. 26 – All Conservation Officers hired prior to 4/1/97

6. Name of Appointee (Last, First, Middle Initial)

7. Social Security Number

8. Employee ID number (if known)

9. Address (Number and street)

10. City, State, Zip Code

11. Drug Test Authorization Number (from database)

12. Date of Birth

13. Ethnic Group (if known)

a. AN – American Native

b. AS – Asian or Pacific Islander

c. BL – Black

d. HI – Hispanic

e. WH – White

f. X – Not disclosed

g. Handicap Status

i. Y – Yes

ii. N – No

iii. X – Not Disclosed

14. Gender (if Known)

a. M – Male

b. F – Female

c. X – Not disclosed

15. Step Code (from Compensation Plan)

16. Group 4 Annual Rate of Pay

17. Step Type

18. FLSA Code (from Compensation Plan-Choose “yes” or “no”)

19. Service Rating Dates

20. Additional Comments by HR

21. Reviewed By (HR approval)

To guarantee timely processing, this completed form must be submitted to DNR Human Resources no later than first Friday first week of the pay period.

All timekeepers with access to DCDS-payroll entry are to review their DCDS screens on Thursday payday to verify that all new hires have been processed. If the new name does not appear, timekeeper must call their HR Transaction Assistant.
07.03a - Career Appointment Process 
(Revised 08/31/2004)

SUPERSEDES
· DNR Personnel Manual 07.03a dated 06/01/2003)

· DNR Director’s Letter 110, dated 10/01/1989

STATEMENT OF POLICY
As an employer, the Department of Natural Resources (DNR) must ensure equal opportunity in all aspects of employment.  Vacant career positions must be filled in accordance with Michigan Civil Service Commission (CSC) rules and Department of Civil Service (DCS) regulations; collective bargaining agreements; equal employment opportunity principles, and the State of Michigan/DNR Equal Employment Opportunity Plan.  The pre-selection of candidates to be appointed to positions is prohibited.

Human Resources (HR) will ensure that appointment processes provide equal employment opportunity.  The appointment procedures within this policy represent sound employment practices and, unless otherwise waived, must be followed whenever a position is filled.  HR shall investigate allegations of selection procedure violations.  Should its investigation substantiate that a violation occurred, HR shall, in conjunction with the Director and the Deputy Directors, determine what appropriate remedial action shall be taken.

Discrimination in employment complaints filed against the DNR with the Michigan Department of Civil Rights and/or the U.S. Equal Employment Opportunity Commission shall be directed to the Equal Opportunity and Compliance Officer for appropriate action.

DESCRIPTION/PURPOSE

Appointment Process for Career Positions

FORMS USED

· R7101 Employment Action Record

· CS-214 Position Description
· CS-129 Position Action Request
PRE-APPOINTMENT PROCESS

I. REQUIREMENTS/DEFINITION
A. Position Evaluation Meeting – A position evaluation meeting will be held with HR and the Personnel Liaison prior to posting a position.  This meeting will be used to determine the appropriate classification/level of the position being requested.  In addition, a determination will be made as to the credential review option chosen and timeframes for filling the position.  Working out of class issues will also be discussed.

B. Position Establishment - A position must be classified and established prior to initiating the appointment process.   Personnel Liaisons will prepare the CS-129 for the establishment of the position.
C. Position Posting – HR must post vacant career positions on the Civil Service Vacancy Posting site at www.michigan.gov/mdcs unless HR or the provisions of a collective bargaining agreement have waived posting.

D. Advertising – Advertising is at the discretion of the Hiring Unit.  If a Hiring Unit elects to advertise a career position vacancy in newspapers, magazines, trade journals, or on the Internet, the advertisement must include the minimum and desirable screening standards for the position and be reviewed by HR prior to release.  Costs incurred by this advertising will be paid by the hiring unit.

E. Interviews – Interviews are required unless HR has waived this process.  If a resume review is utilized as a selection method, in lieu of conducting interviews, the interview panel will screen applicant resumes against the selection criteria, and core competencies, if identified in order to identify the candidate(s) recommended for selection.

F. Interview Panel – HR recommends interview panels have a minimum of three members which will include an employee designated as the interview panel chairperson.  This panel should consist of at least two members who are classified at the same or higher level than the position being filled.  The hiring unit should make every effort to ensure a diverse interview panel.  The interview panel and/or the interview panel chairperson will be responsible for addressing any questions or challenges resulting from unsuccessful candidates.

G. Applicant Eligibility – At the time an applicant submits an application to be considered for a position, the applicant must:

1. Be on the appropriate Civil Service employment list for Civil Service tested classifications, or

2. Meet the minimum education and experience requirements for non-tested classifications, or

3. Be eligible for Civil Service transfer to an equivalent class and level by having status in his or her current class (2080 hours), and by meeting the experience and education requirements for the desired position.

4.  Follow posting instructions or will be screened from the process, i.e, late application, not filling out DNR application, omitting posting number, etc.  (Note:  student or unofficial copies of transcripts will be accepted at the time of application but an official copy is required prior to hire.)
H. Process Timeframes – Selection processes expire when the position vacancy is not filled within 60 days of posting.  A process not completed within 60 days will be returned to the Bureau, Office or Division Chief.  Requests for extending a process due to extenuating circumstances may be submitted to HR by a Bureau, Office or Division Chief. The HR Chief will evaluate such requests on a case-by-case basis.
I. “Tandem Selection Process” – The tandem selection process enables a hiring unit to use a previous process to fill a new position vacancy.  When filling a vacancy through the tandem selection process, a hiring unit need not reevaluate applicants previously evaluated for the same type of position.  The new position must be the same type of position as the one previously filled and the vacancy must be posted.  New applicants must be evaluated in the same manner as previous applicants.  Bureaus, Offices and Divisions may use tandem selection for up to 6 months following the initial vacancy being filled.

Whenever possible, the interview panel utilized in a previous selection process shall be used to consider new applicants.

J. Alternate Selection Process – With the approval of HR, an alternate selection process can be used in conjunction with CS Regulation 3.01.  This allows for the use of an approved alternative assessment and selection process to replace Civil Service written, electronic, or other appraisal methods.  

II. EXCEPTIONS

With the approval of Human Resources, the appointment procedures contained herein may be waived.  Requests for waivers shall be made in writing to HR and retained with the selection packet.  Examples of exemptions include but are not limited to:

A. Department/Division Reorganization – Positions are established or abolished by the Department to effect an organizational change.  (Organizational changes require the approval of a Deputy Director and the Human Resources Chief, and shall take into consideration the provisions of the State of Michigan/DNR Equal Employment Opportunity Plan);

B. Approved Transfer – there is a contractual transfer or a lateral transfer/reassignment within the same Civil Service level that is approved by HR, or

C. Approved Demotion – there is a demotion to a lower level in either the same classification or a different classification, approved by HR.

D. Approved Placement – Approved appointment request from DNR Employee Health Management (EHM) to place a current employee in a new position or classification based on medical documentation, approved by HR.

E. Non-Career – Positions categorized as non-career and entry level seasonal; i.e., Janitors, Fisheries Assistants, Wildlife Assistants, and Park and Recreation Rangers, are exempt from the vacancy announcement posting requirement.  Bureaus, Offices and Divisions may, however, request that non-career and entry level seasonal position vacancies be posted.  See DNR Personnel Policy 7.03b.
APPOINTMENT PROCESS

I. HIRING UNIT
A. Submits to HR for each requested position:

1. One copy of an Employment Action Record Form R7101 (Revised 3/10/2003)

2. A hard and an electronic copy of a current Position Description (CS-214)

3. A hard and electronic copy of the established criteria and screening criteria (if applicable).

4. A hard and electronic copy of the interview questions

5. The interview panel with a designated Chairperson

A request for a waiver of the interview process or the use of an alternative selection process should be made at this time.

The interview panel should develop candidate selection criteria and questions using the position description and classification specification as a guide.  It may also identify “core competencies” for the position.

II. HUMAN RESOURCES
A. Internal Vacancy Reviews – HR will conduct an internal review of all requests for vacancy postings.  The HR Management Team will determine if there is an appropriate match between a vacancy posting request and a current DNR employee who is determined to be at risk.  The definition of at risk includes any employee who is facing job loss due to: reorganization/restructuring, loss of funding, and/or employee’s medical condition.  Current DNR at risk employees will be given priority in filling vacant positions for which they qualify.  The HR manager will discuss with effected division chiefs when request for posting is received.
B. Vacancy Announcement - Prepares vacancy announcement for posting on Civil Service Vacancy Posting site at www.michigan.gov/mdcs.  A vacancy will typically be posted for 10 business days, however, the HR specialist and the hiring unit may determine a shorter posting time depending on the classification of the vacancy.
C. Certification - May obtain a certified list from the Department of Civil Service and solicit interest from eligible individuals for the position as requested by the hiring unit.

D. Resume Collection/Distribution - Collects resumes from applicants and distributes to personnel liaisons as determined in the Pre-Appointment Process meeting.
III. HIRING UNIT
A. Credential Review – As determined in the position evaluation meeting, Personnel Liaison or HR performs credential reviews on applicants.  Assistance from HR will be offered for higher level and/or more difficult positions to determine eligibility.  The final authority on applicant eligibility lies within the Office of Human Resources and/or the Department of Civil Service.

B. Resume Screening - Interview panel reviews resumes to determine which applicants meet the established selection criteria and any core competencies that have been identified.  Applicants may be notified by letter at this time.

C. Interviews - Panel interviews those candidates who meet the criteria and competencies or, with prior approval, utilizes an alternative interview process or alternative selection method (authorized within DCS Regulation 3.01).  Interview panel members will take interview notes.  These notes are to be retained in the hiring unit in the event the selection process is challenged or if an applicant requests a critique of their interview.  Interview notes can be requested through a Freedom of Information Act request and/or subpoena.  HR recommends the interview panel combine notes into one consensus and destroy each individual panel member’s notes. 
D. Reference Checks – At least two (2) business reference checks are recommended for the top preferred candidate(s).
E. Recommendation Letter - The interview panel identifies, in writing to the Bureau, Office or Division designee, the candidate(s) it recommends for selection.  The panel’s written recommendation must:

1. Identify interview panel members.

2. Summarize the vacancy; the candidate selection criteria, and any essential “competencies” identified.
3. Identify those candidates not meeting the selection criteria.
4. Provide an assessment of the recommended candidate(s).  It is recommended to write up at least the second choice in case the recommended candidate declines.  Must notify HR as soon as possible if the recommended candidate declines.  (Note:  It will not be necessary to provide an additional recommendation letter if choosing the second recommended candidate.)
F. Selection Packet - Forwards its recommendation(s), along with the selection packet, to the Bureau, Division or Office designee.

NOTE:  Selection packets should include:

1. The recommendation letter signed by the hiring manager or the interview chairperson.
2. Resumes for all applicants both successful and unsuccessful.
Selection packets are retained for 3 years.  HR will retain the packets for those positions posted on the website.  The Hiring Unit will retain packets for those positions for which it initiates recruitment.  All packets are subject to post audits by HR.
IV. BUREAU, DIVISION OR OFFICE DESIGNEE

1. Reviews interview panel’s written recommendation within two days.  Keeps HR informed of any delays in approving the request.
2. Forwards the entire selection packet to HR.

V. HUMAN RESOURCES

A. Selection Packet Review - Reviews selection packet and verifies that selection process provided equal employment opportunity.  If not, selection packet will be returned to the Hiring Unit for appropriate remedial action.

B. Appointment Verification - Verifies that selected candidate is appointable through the Department of Civil Service.

C. Criminal History Checks - Conducts criminal history check. (see DNR Personnel Manual 07.12, Criminal History Felony Checks)

D. Conditional Offer of Employment - Informs Personnel Liaison that selected candidate may be given a conditional offer of employment contingent upon candidate passing a pre-employment drug screening test, if required by CS Rule 2.07.
VI. BUREAU/OFFICE/DIVISION

Offers selected candidate position contingent upon passing pre-employment drug screening test and schedules candidate for testing.

A. Confirmation Letter – If the selected candidate passes drug screening test, sends candidate, with a copy to HR, written confirmation of job offer with information regarding the position’s classification and level; starting salary; reporting date and time, and work location.  Prepares employment forms and sends to HR for processing.

B. Notification to Unsuccessful Candidates - Notifies all unsuccessful interviewed candidates and provides HR with written verification of notice.  
C. Selected Candidate Declines/Fails Drug Test – If the selected candidate chooses not to accept the job offer, or fails to pass the drug screening test, the Bureau, Office or Division Chief may elect to terminate the process or make another selection from among the remaining candidates previously recommended/interviewed.
If another candidate is selected, written justification for the selection decision must once again be forwarded to HR and the process goes back to Step V.B.
D. Interview Follow-up Questions – A Bureau, Office, or Division representative shall be available to discuss the results of a selection process with an unsuccessful applicant.  

E. New Employee Orientation – Provides HR with information for scheduling into New Employee Orientation program.  Information includes:  

· Employee’s Name

· Home Address

· Hiring Division

· Work Site

· Classification

· Start Date

· Home Phone

· Work Phone

· Position Type

· Bargaining Unit

· TKU #

· Supervisor’s Name

VII. BUREAU/OFFICE/DIVISION

During the first week of employment the manager/supervisor shall:

A. Review service rating factors with probationary employees or performance evaluation factors with non-probationary employees

B. Review and complete supervisor orientation checklist.

C.
Submits new hire paperwork to HR.
07.03b - Non-Career and Pre-Identified Seasonal Appointment 
(Revised: 08/31/2004)
SUPERSEDES
· DNR Personnel Manual 07.03b dated 07/14/2004

· DNR Director’s Letter 110, dated 10/01/1989

STATEMENT OF POLICY
As an employer, the Department of Natural Resources (DNR) must ensure equal opportunity in all aspects of employment  Vacant non-career and pre-identified seasonal positions must be filled in accordance with Michigan Civil Service Commission (CSC) rules and Department of Civil Service (DCS) regulations; collective bargaining agreements; equal employment opportunity principles, and the State of Michigan/DNR Equal Employment Opportunity Plan.  The pre-selection of candidates to be appointed to positions is prohibited.

HR will ensure that appointment processes provide equal employment opportunity.  The appointment procedures within this policy represent sound employment practices and, unless otherwise waived, must be followed whenever a position is filled.  HR shall investigate allegations of selection procedure violations.  Should its investigation substantiate that a violation occurred, HR shall, in conjunction with the Director and the Deputy Directors, determine what appropriate remedial action shall be taken.

Discrimination in employment complaints filed against the DNR with the Michigan Department of Civil Rights and/or the U.S. Equal Employment Opportunity Commission shall be directed to the Equal Opportunity and Compliance Officer for appropriate action.
SELECTION PROCESS
A. Position Establishment - A position must be "established" prior to initiating the appointment process.   Hiring units will contact the Classification and Selections Unit of HR to establish a position.

B. Position Posting - Hiring Units may request that HR post vacant non-career and pre-identified seasonal positions on the Civil Service Vacancy Posting site at http://www.michigan.gov/mdcs or hiring units may elect other forms of recruitment.  Approval of recruitment method must be received from HR prior to the action.

C. Advertising – Advertising is at the discretion of the Hiring Unit.  If a Hiring Unit elects to advertise a non-career or pre-identified seasonal position vacancy in newspapers, magazines, trade journals, or on the Internet, the advertisement must include the minimum and desirable screening standards for the position and be reviewed by HR prior to release.
D. Return to Work List – Clear/verify that the Non-career State Worker “Return to Work” list with the Office of the State Employer (OSE) has no eligible employees.
E. Interviews – Interviews are required unless HR has waived this process.  If a resume review is utilized as a selection method, in lieu of conducting interviews, the interview panel will screen applicant resumes against the selection criteria, and core competencies, if identified in order to identify the candidate(s) recommended for selection.
F. Interview Panel – HR recommends interview panels have a minimum of two members, including at least one protected group member and at least one member who is classified at the same level or higher than the position being filled.

G. Applicant Eligibility – At the time an applicant submits an application to be considered for a position, the applicant must:

1. Be in certifiable range on the appropriate Civil Service employment list for Civil Service tested classifications, or 

2. Meet the minimum education and experience requirements for non-tested classifications, or

3. Be eligible for Civil Service transfer to an equivalent class and level by having status in their current class (2080 hours), and by meeting the experience and education requirements for the desired position.

D. Process Timeframes – Selection processes expire when the position vacancy is not filled within 60 days of posting/established recruitment.  A process not completed within 60 days will be returned to the Bureau, Division or Office (B/D/O) Chief.  Requests for extending a process due to extenuating circumstances may be submitted to HR by a B/D/O Chief.  The HR Chief will evaluate such requests on a case-by-case basis.

H. “Tandem Selection Process” – The tandem selection process enables a hiring unit to use a previous process to fill a new position vacancy.  When filling a vacancy through the tandem selection process, a hiring unit need not reevaluate applicants previously evaluated for the same type of position.  The new position must be the same type of position as the one previously filled and the vacancy must be posted or recruited for in the same method as the previous process.  New applicants must be evaluated in the same manner as previous applicants.  B/D/O’s may use tandem selection for up to 6 months following the initial vacancy being filled.

Whenever possible, the interview panel utilized in a previous selection process shall be used to consider new applicants.
EXCEPTIONS

With the approval of HR, the appointment procedures contained herein may be waived.  Requests for waivers shall be made in writing to HR and retained with the selection packet.  Examples of exemptions include but are not limited to:

A. Department/Division Reorganization – Positions are established or abolished by the Department to effect an organizational change.  (Organizational changes require the approval of a Deputy Director and the HR Chief, and shall take into consideration the provisions of the State of Michigan/DNR Equal Employment Opportunity Plan);

B. Approved Transfer – there is a lateral transfer/reassignment within the same Civil Service level that is approved by HR, or

C. Approved Demotion – there is a demotion to a lower level in either the same classification or a different classification, approved by HR.

D. Approved Placement – Approved appointment request from DNR Employee Health Management (EHM) to place a current employee in a new position or classification based on medical documentation, approved by HR.

APPOINTMENT PROCESS

I. HIRING UNIT

A. Submits to HR for each requested position:

I. Two copies of a Position-Appointment Requisition (R7101) for career employee

II. The R7599E form for non-career State Workers

a) Completes the direct entry of the appointment information into HRMN (if authorized) or submits form the HR to complete the appointment
III. A hard and an electronic copy of a current Position Description (CS-214)

B. Establishes an interview panel and designates a Chairperson.

C. Develops criteria and questions.

A request for a waiver of the interview process or the use of an alternative selection process should be made at this time.

The interview panel should develop candidate selection criteria and questions using the position description and classification specification as a guide.  It may also identify “core competencies” for the position.

II. HUMAN RESOURCES

A. Conducts internal review against Employee Health Management requests for possible matches.

B. Prepares vacancy announcement for posting on Civil Service Vacancy Posting site at www.michigan.gov/mdcs if requested by Hiring Unit.  (A vacancy will be posted for 10 business days.  The vacancy postings will indicate that applications received after the specified deadline may be denied further consideration by the DNR.)

C. Develops an applicant pool of eligible applicants from various postings and/or for tested classifications may obtain a certified list from the Department of Civil Service and solicit interest from eligible individuals for the position.

D. Within 5 days of posting expiration, provides hiring unit with resumes of eligible applicants and required forms.

III. HIRING UNIT

A. Develops an applicant pool for those positions not posted by HR, or if posted by HR, receives applicant pool of eligible applicants.

B. Interview panel screens resumes to determine which applicants meet the established selection criteria and any core competencies identified.  It is recommended that applicants who are screened be notified by letter at this time.
C. Panel then interviews those candidates who meet the criteria and competencies or, with prior approval, utilizes an alternative interview process or alternative selection method (authorized within DCS Regulation 3.01).  When interviews are conducted, it is recommended that panel members take interview notes for retention in the selection packet.

D. At this point in the process a State Worker candidate is scheduled for a pre-employment drug screening and criminal history check.  If the candidate passes the drug-screening test and has no criminal record, the Hiring Unit submits the appropriate forms to HR.  For all other non-career and pre-identified seasonal classifications, the Hiring Unit should continue to paragraph E.

E. The interview panel identifies, in writing to the B/D/O Chief, the candidate(s) it recommends for selection.  The panel’s written recommendation must:

1. Identify interview panel members including their sex/race and classification

2. Summarize the job; the candidate selection criteria, and any essential competencies identified.

3. Provide rationale for each candidate screened from interview pool

4. Assess each candidate interviewed

5. Identify candidate(s) recommended for selection

F. Summarize the reference checks, if done, (minimum of 2) of candidate(s) recommended for selection.

G. Forwards recommendation(s) and interview packet to the B/D/O Chief or designee for review.

NOTE:  Selection packets should include:

1. The selection criteria

2. The interview questions

3. The candidate notes

Selection packets are retained for 3 years.  HR will retain the packets for those positions posted on the website, while the Hiring Unit will retain the packets for those positions for which it initiates recruitment.  All packets are subject to post audits by HR.

IV. BUREAU/DIVISION/OFFICE CHIEF OR DESIGNEE

Reviews interview panel’s written recommendation and makes selection.  Forwards the panel’s recommendation information to HR.

V. HUMAN RESOURCES

A. Verifies that selected candidate is appointable.

B. Conducts criminal history check.

C. Informs Personnel Liaison that selected candidate may be given a conditional offer of employment contingent upon candidate passing a pre-employment drug screening test, if required by CSC Rule 2.7.
VI. BUREAU/DIVISION/OFFICE
Offers selected candidate position contingent upon him or her passing pre-employment drug screening test and schedules candidate for testing.

A. Confirmation Letter – If the selected candidate passes drug screening test, sends candidate, with a copy to HR, written confirmation of job offer with information regarding the position’s classification and level; starting salary; reporting date and time, and work location.

B. Notification to Unsuccessful Candidates – Notifies all unsuccessful applicants and provides HR with written verification of notice.  Prepares employment forms and sends them to HR for processing.

C. Selected Candidate Declines/Fails Drug Test – If the selected candidate chooses not to accept the job offer, or fails to pass the drug screening test, the B/D/O Chief, or his or her designee, may elect to terminate the process or make another selection from among the remaining candidates previously recommended.

If another candidate is selected, written justification for the selection decision must once again be forwarded to HR and the process goes back to Step V.B.

D. Interview Follow-up Questions – A B/D/O representative shall be available to discuss the results of a selection process with an unsuccessful applicant.

VII. BUREAU/DIVISION/OFFICE

During the first week of employment the manager/supervisor shall:

A. Review service rating factors with probationary employees or performance evaluation factors with non-probationary employees

B. Review and complete orientation checklist

C. Review new hire packet and sign-off documents or schedule meeting with Operation Service Center for orientation

FORMS USED

R7101 Employment Action Record

CS-214 Position Description
R7599E Action Record for State Worker

R7597 Michigan Civilian Conservation Corps (MCCC) Personnel Action Record

STATE WORKER CHARTS

STATE WORKER SELECTION AND PERSONNEL FILES 

AUDIT REQUIREMENTS

	
	SELECTION PROCESS FILE
	
	
	EMPLOYEE PERSONNEL FILE(S)

	 FORMCHECKBOX 

	CS-214 Position Description
	
	 FORMCHECKBOX 

	PR7123 DNR Employment Application

	 FORMCHECKBOX 

	Interview Questions
	
	 FORMCHECKBOX 

	R7599e DNR Employment Action Record

	 FORMCHECKBOX 

	Reference Questions
	
	 FORMCHECKBOX 

	I-9 Employment Eligibility Verification

	 FORMCHECKBOX 

	Written Exercise (If used)
	
	 FORMCHECKBOX 

	W-4 Employee’s Withholding Allowance Certificate (Federal)

	 FORMCHECKBOX 

	Selection Criteria
	
	 FORMCHECKBOX 

	W-4 Employee’s Withholding Allowance Certificate (Michigan)

	 FORMCHECKBOX 

	Screening Criteria (If used)
	
	 FORMCHECKBOX 

	W-4 Employee’s Withholding Allowance Certificate (City)

	 FORMCHECKBOX 

	Vacancy posting (i.e. newspaper ad, employment office notice, etc.)
	
	 FORMCHECKBOX 

	CS-1781 Life Insurance & Accidental Duty Death Beneficiary Designation Change Form

	 FORMCHECKBOX 

	All applications (PR7123) received for vacancy
	
	 FORMCHECKBOX 

	CS-140 Final Compensation Beneficiary

	 FORMCHECKBOX 

	Recommendation letter/memo
	
	 FORMCHECKBOX 

	CS-314 Oath of Office

	 FORMCHECKBOX 

	Welcome letter for selected candidate
	
	 FORMCHECKBOX 

	R-1238 Supplemental Employment Request (If appropriate)

	 FORMCHECKBOX 

	Regret letter for all persons interviewed but not selected
	
	 FORMCHECKBOX 

	A-885 Payroll Direct Deposit Authorization

	 FORMCHECKBOX 

	R7599e for selected candidate
	
	 FORMCHECKBOX 

	Retirement/Designation of Beneficiary Form

	
	
	
	 FORMCHECKBOX 

	SOM Master Vendor/Payee (Optional)

	
	
	
	 FORMCHECKBOX 

	Signed Union Card

	
	
	
	 FORMCHECKBOX 

	Employee Training Log

	
	
	
	 FORMCHECKBOX 

	Exit Interview/Performance Evaluation


NOTES:

1. These are separate files and should NOT be co-mingled, although there may be some information that appears in both files.

2. BOTH files are confidential and must be kept in a SECURE & LOCKED location.

3. While not an audit requirement, the notes created by the panel during the interview may be retained by the B/D/O.  Check with your B/D/O designee for clarification.
4. Retention Schedule:

a. Selection Files – 3 years from date of last appointment from pool.

b. Personnel Files – 3 years onsite from date of separation PLUS 4 years at DMB Records Center.
OVERVIEW OF STATE WORKER SELECTION PROCESS

	RESPONSIBILITY
	ACTION

	Supervisor/Interview Panel Chair

(NOTE: See Personnel Manual Procedure 07.03b and DNR/OSE State Worker Return to Work Project Document)
	· Obtain approval to fill position from B/D/O designee

· Start of selection file, including:

· Identify Interview Panel members, appoint chairperson

· Current Position Description (CS-214)

· Interview & Reference Questions

· Selection Criteria (Required) & Screening Criteria (If used) 

· Copy of written exercise (If used)

· Clear/verify that the State Worker Return-to-Work (RTW) candidate list with Office of State Employer (OSE) has no eligible employees

· Publicize vacancy information (i.e. newspaper, help wanted sign, etc.) with copy of advertisement placed in selection file

· Review submitted applications; apply selection & screening criteria as appropriate to identify potential interview candidates

· Contact identified candidates for interview

· Complete recommendation letter/memo

· Submit recommendation letter/memo and supporting documentation to B/D/O designee

	Bureau/Division/Office Designee
	· Review Interview Panel recommendation and documentation of selection process

· Discuss with Interview Panel Chair and OHR, if necessary

· Notify Interview Panel Chair of approved action for selection process

	Supervisor/Interview Panel Chair

(NOTE: See Personnel Manual Procedures 07.03b and 07.11)
	· Make conditional offer of employment

· Schedule pre-employment drug test (If necessary)

· Send welcome letter concurrent with acceptance of employment offer

· Send regret letter to all persons interviewed, but not selected

· Complete R-7599e to process appointment of selected individual

· Complete direct entry of appointment information into HRMN (If authorized) or submit R-7599e to OHR to complete appointment

	Office of Human Resources
	· Complete periodic onsite reviews of selection process and personnel files to assure compliance with appropriate policy and procedure.

· Issue report of audit findings and any necessary corrective action(s)


07.03c - Student Assistant Appointment Process 
(Revised:  08/31/2004)
SUPERSEDES
· DNR Personnel Manual 07.03c dated 06/22/2004)

· DNR Director’s Letter 110, dated 10/01/1989

STATEMENT OF POLICY
The Department of Civil Service has developed a Student Assistant classification for use by all state agencies.  The Department of Natural Resources supports utilization of this program.  The general nature of the Student Assistant Program is to provide curriculum-related work experience to potential candidates for professional and technical entry-level positions.  This provides students pursuing post-secondary education with work experience in state government relevant to their educational goals and objectives.

As an employer, the Department of Natural Resources (DNR) must ensure equal opportunity in all aspects of employment. Vacant non-career positions (see Civil Service Rule 2-16.2) must be filled in accordance with Civil Service rules and regulations; contractual agreements; equal employment opportunity principles, and the State of Michigan/DNR Equal Employment Opportunity Plan.  The pre-selection of candidates to be appointed to positions is prohibited.

Human Resources (HR) will ensure that appointment processes provide equal employment opportunity. The appointment procedures within this policy represent sound employment practices and, unless otherwise waived, must be followed whenever a position is filled. HR shall investigate allegations of selection procedure violations. Should the Division’s investigation substantiate that violations occurred, HR shall, in conjunction with the Director and the Deputy Directors, determine what appropriate remedial action shall be taken.

Discrimination in employment complaints filed against the Department with the Michigan Department of Civil Rights and/or the U.S. Equal Employment Opportunity Commission shall be directed to the Equal Opportunity and Compliance Officer for appropriate action.

FORMS USED:

· R7101 Employment Action Record

· CS-129 Position Action Request

· CS-214 Position Description
REQUIREMENTS 

A. Position Establishment - A position must be classified and established prior to initiating the appointment process. Personnel Liaisons will prepare the CS-129 for establishment of the position. 

B. Position Posting – Hiring Units may request that HR post vacant student assistant positions on the Civil Service Vacancy Posting site at http://www.michigan.gov/mdcs or hiring units may elect other forms of recruitment.  Approval of recruitment method must be received from HR prior to the action. 
C. Advertising – Advertising is at the discretion of the Hiring Unit.  If a Hiring Unit elects to advertise a non-career position vacancy in newspapers, magazines, trade journals, or on the Internet, the advertisement must include the minimum and desirable screening standards for the position and be reviewed by  HR prior to release. Costs incurred by this advertising will be paid by the hiring unit.
D. Interviews – Interviews are required unless this process is waived by HR.  If a resume review is utilized as a selection method, in lieu of conducting interviews, the interview panel will screen applicant resumes against the selection criteria, and core competencies, if identified in order to identify the candidate(s) recommended for selection.  

E. Interview Panel - HR recommends interview panels have a minimum of two members.  The Hiring Unit should make every effort to ensure a diverse interview panel.
F. Applicant Eligibility - At the time an applicant submits an application to be considered for a position, the applicant must be enrolled in an accredited college or university meeting the minimum requirements.  A completed Civil Service Student Program Application (CS-424) must be obtained and retained for all applicants considered.  Student Assistant employees must remain in “student status” to continue their eligibility.  Bureaus/Divisions/Offices (B/D/O) must submit student verification bi-annually to HR.
G. Process Timeframes - Selection processes expire when the position vacancy is not filled within 60 days of posting/established recruitment. A process not completed within 60 days will be returned to the B/D/O Chief. Requests for extending a process due to extenuating circumstances may be submitted to HR by a B/D/O Chief. The HR Chief will evaluate such requests on a case-by-case basis.

H. Tandem Selection Process – The tandem selection process enable a hiring unit to use a previous process to fill a new position vacancy.  When filling a vacancy through the tandem selection process, a hiring unit need not reevaluate applicants previously evaluated for the same type of position.  The new position must be the same type of position as the one previously filled and the vacancy must be posted or recruited for in the same method as the previous process. New applicants must be evaluated in the same manner as previous applicants. B/D/O may use tandem selection for up to 6 months following the initial vacancy being filled.

Whenever possible, the interview panel utilized in a previous selection process shall be used to consider new applicants.

APPOINTMENT PROCESS

I.
HIRING UNIT
A. Submits to HR for each requested position:

1. Employment Action Record Form R 7101 (Revised 3/10/2003)
2.  A hard and an electronic copy of a current Position Description (CS-214)

B. A hard and an electronic copy of the established selection criteria and screening criteria (if applicable).
C. A hard and electronic copy of the interview questions

D. The interview panel with a designated chairperson.

Request for a waiver of the interview process or use of an alternative selection process should be requested at this time.  

The interview panel should develop candidate selection criteria and questions using the position description and classification specification as a guide. It may also identify “core competencies” for the position.

II.
HUMAN RESOURCES 

A. Prepares vacancy announcement for posting on Civil Service Vacancy Posting site at http://www.michigan.gov/mdcs 

 if requested by Hiring Unit. A vacancy will typically be posted for 10 business days, however, the HR specialist and the hiring unit may determine a shorter posting time depending on the classification of the vacancy.
B. Collects resumes from applicants and distributes to personnel liaisons as determined in the Pre-Appointment Process meeting.
III.
HIRING UNIT
A. Credential Reviews – Personnel liaison performs credential reviews on applicants.  The final authority on applicant eligibility lies within the Office of Human Resources and/or the Department of Civil Service.

B. Applicant Pools - Develops an applicant pool of eligible applicants. It is recommended those applicants who are screened are notified by letter at this time.

C. Resume Screening - Interview panel screens resumes to determine which applicants meet the established selection criteria and any core competencies identified. 

D. Interviews - Panel then interviews those candidates who meet the criteria and competencies or, with prior approval, utilizes an alternative interview process or alternative selection method (authorized within Civil Service Regulation 3.01). When interviews are conducted, it is recommended that panel members take interview notes for retention in the selection packet.

E. Recommendation Letter - The interview panel identifies, in writing to the B/D/O Chief, the candidate(s) it recommends for selection.  The panel’s written recommendation must:

1. identify interview panel members 

2. summarize the vacancy; the candidate selection criteria, and any essential competencies” identified 

3. identify those candidates not meeting the selection/screening criteria
4. identify candidate(s) recommended for selection including reference check information
IV.
BUREAU, DIVISION and OFFICE CHIEFS, or DESIGNEES 

A. Reviews interview panel’s written recommendation and makes selection.  Forwards recommendation information to HR.

V.
HUMAN RESOURCES 

A. Appointment Verification - Verifies that selected candidate is eligible for appointment.

B. Criminal History Check - Conducts criminal history check.

C. Contingent Employment Offer - Informs Personnel Liaison that selected candidate may be given a conditional offer of employment contingent upon candidate passing a pre-employment drug screening test, if required by Civil Service Rule 2.07.

BUREAU/DIVISION/OFFICE
Offers selected candidate position contingent upon passing pre-employment drug screening test and schedules candidate for testing

A. Confirmation Letter - If the selected candidate passes drug screening test, sends candidate, with a copy to HR, written confirmation of job offer with information regarding the position’s classification and level; starting salary; reporting date and time, and work location. Prepares employment forms and sends them to HR for processing
B. Notification to Unsuccessful Candidates - Notifies all unsuccessful interviewed applicants and provides HR with written verification of notice. 
C. Selected Candidate Declines/Fails Drug Test - If the selected candidate chooses not to accept the job offer, or fails to pass the drug screening test, the B/D/O Chief, or designee, may elect to terminate the process or make another selection from among the remaining candidates previously recommended. 

If another candidate is selected, written justification for the selection decision must once again be forwarded to HR and the process goes back to Step V. B.

D. Interview Follow-up Questions – A B/D/O representative shall be available to discuss results of selection process with unsuccessful applicants.

BUREAU, DIVISION, OFFICE
During the first week of employment the manager/supervisor shall:

A. Review service rating factors with probationary employees or performance evaluation factors with non-probationary employees

B. Review and complete supervisor orientation checklist

C. Review new hire packet and sign-off documents.  Submits new hire paperwork to HR.

	ACADEMIC ATTAINMENT
	PAY CONCEPT
	MINIMUM-MAXIMUM HOURLY RATE

	High School:  Student is currently enrolled in or has completed high school and has been accepted by a post-secondary educational institution.
	A
	$5.15 TO $12.91

	College:  Student is currently enrolled in a post-secondary educational program related to the work assigned.
	B
	$10.87 TO $15.65

	Post-Bachelor’s degree:  Student is currently in an advanced degree program related to the work assigned and has completed a bachelor’s degree.
	C
	$12.62 TO $17.69


Note:  A special step can be requested in 6 month (1040 hours) increments contingent on satisfactory performance.
STUDENT ASSISTANT PAY RATES AS OF 10/1/03

	HIGHSCHOOL
	
	

	
	FRESHMEN
	$5.15

	
	SOPHOMORE
	$5.15

	
	JUNIOR
	$6.00 (Start)       $6.25 (6 month-spl step)

	
	SENIOR
	$6.50(Start)        $6.75 (6 month-spl step)

	COLLEGE
	
	

	
	FRESHMEN
	$10.87 (Start)      $11.39 (6 month – spl step)

	
	SOPHOMORE
	$11.93 (Start)      $12.45 (6 month – spl step)

	
	JUNIOR
	$12.99 (Start)      $13.51 (6 month – spl step)

	
	SENIOR
	$14.05 (Start)      $14.57 (6 month – spl step)

	
	
	

	POST GRAD
	
	$14.84 - $17.69   Incumbent is eligible for $.50 step 

	
	
	 increase every 6 months with a satisfactory 

	
	
	 Performance evaluation.


07.04 - Employee Appointment/Position Definitions
(Revised: 06/22/2004)
SUPERSEDES
· DNR Personnel Manual 07.04 dated 05/13/2003
STATEMENT OF POLICY

Before any offer of employment can be made, regardless of type, approval must be obtained from Human Resources.

INFORMATION

I. When an employee is hired in new to the Department or is moved within the Department an Employee Appointment Action Form, R 7101, is required. This form is completed by the Division and forwarded along with other necessary forms to Human Resources for processing.

In order to ensure timely processing, the R 7101 form must be received in Human Resources no later than the first Friday of the pay period. Appointment forms not received by this deadline jeopardize compensation.
FORMS USED

R 7101 Employment Action Record
DEFINITIONS

A. Definition of Appointment Duration
1. Permanent Appointment - Appointment is expected to last indefinitely.

2. Limited Term - Appointment has a specific expiration date.

3. Temporary (Non-Career) - Appointment is expected to last less than 719 or 1040 hours and has a specific expiration date.

B. Definition of Appointment Type
1. Full time - the regular work schedule consists of 80 hours per bi-weekly pay period.

2. Part time/hourly - The regular work schedule consists of less than 80 hours per bi-weekly pay period, usually set hours.

3. Intermittent - Scheduled work hours are based on the needs of the employer, the schedule may vary between 0-80 hours per bi-weekly pay period.

4. Seasonal - Regular work schedule is normally for specific parts of the year.   Scheduled work hours are based on the needs of the employer. By definition - a seasonal employee will be laid off a minimum of one pay period per calendar year.

C. Career
New career employees may be permanent, seasonal, part time, permanent intermittent, or temporary. Career basically means that they are eligible for all insurance and accrual benefits. There may be transfers from another department, recall or return from reduction in force layoff, reinstatement (status employees who have been separated from state service for less than three years) or new to state service.

A new employee who had military service prior to state employment is entitled to credit for longevity and additional annual leave purposes only. To apply for military service credit, the employee must submit the DD-214 Military Service Discharge form, to Human Resources. (Refer to DNR Personnel Manual 07.09 Military Service, for more information.)

D. Contractual Services
Contractual service employees are non-classified employees who are employed to work for a short period of time, where it is not practical to establish full time positions and employ full time help.

Contractual Employees:

· Work for the period of time designated on CS-138 contract

· are not eligible for overtime

· are not eligible for fringe benefits.

E. Demotion
Demotions are actions which move a status employee from one grade to a lower grade, either voluntarily or involuntarily.

A demotion may be made under any of the following conditions:

When an employee is not performing in a satisfactory manner.

When a temporary position at a higher grade, occupied by the employee expires.

When requested by the employee and approved by the appointing authority.

F. Non-Career
Non-career employees are temporary only. They may include Administrative Support, State Workers, student assistants, and any other classification where the employer will not be using the positions for more than 719 hours per calendar year, with the exception of student assistants.  These classifications are not eligible for any benefits/accruals, or holiday pay. Student assistants are eligible for 2080 hours per calendar year. 

All non-career employees, hired with a retirement code of 04/40, have their work time count towards retirement. However, the hours do not show up on the DNR system, they will only show on the retirement system.

G. Promotion
Promotions are actions where an employee is appointed to a position of a higher grade, after being selected from a DNR selection process.

H. Reclassifications
Reclassifications are actions which move an employee to a higher level based on added duties and responsibilities. A reclassification is normally requested by the Division, and must have Civil Service approval.

I. State Workers
See Non-Career F. above
J. Transfer
Transfers are actions which move an employee either from within or from outside the department to a position at the same grade/step or to a different position code at the same grade/step.

Definition of Position Type

A. Classified Full-Time Position (AA)

This position type is a permanent full-time career appointment. Typically all full time positions are established in this manner. Employees in AA appointments are eligible for all state-sponsored benefits, annual leave accrual, longevity, etc. The work schedule consists of 80 hours per bi-weekly period.

The majority of classified positions fall in this category.

B. Classified Intermittent Position (AC)

This position type is a permanent intermittent career appointment. Typically intermittent positions are full time positions that work on an intermittent basis throughout the year. The work schedule may vary between 80 - 0 hours per bi-weekly period. Employees in AC appointments are eligible for health insurance; however, for dental, vision, and life coverage, they must work 832 hours in the CALENDAR YEAR. For LTD coverage, they must have worked 832 hours during the immediately PRIOR fiscal year.

Sick and annual leave are prorated and credited at the end of each bi-weekly work period.

C. Classified Job Share Positions (AB)

This position type is a permanent job-share career appointment. Two individuals share the same position in this type of appointment. These positions count as only one position. The hours worked can be determined by the persons sharing the position with management approval. AB appointments are eligible for the same benefits as stated earlier for AC appointments.

D. Classified Half-Time Positions (AB)

This position type is sometimes referred to as part-time. This is a career appointment that has a work schedule consisting of less than 80 hours per pay period. The work schedule is developed with approval from management. Employees in AB appointments are eligible for the same benefits afforded AC appointments.

Sick and annual leave are prorated and credited at the end of each bi-weekly work period.

E. Classified Seasonal Positions (AE)

This position type is a career appointment that only works during a specified "season". Typically the "season" runs from late March through the end of September each year. These position types work an 80 hour period during this time period. They can be scheduled for less than 80 hours during the "season" if no work is available at that time. AE appointments are eligible for enrollment in Health, LTD and life insurance plans. Additionally, if they work eight or more months in the calendar year, they can also enroll in the dental and vision plans.

F. Classified Full-Time Temporary (AD)

This position type is a temporary career appointment. Typically, a position established in this manner has a beginning and an ending date.  These appointment types are normally established for a one to two year duration. They may expire before their anticipated expiration date or they may be extended beyond it for good cause.

Because these appointments have a beginning and ending date, they are also referred to as "limited term" appointments. 

AD appointments extend beyond 720 hours and are eligible for enrollment in all state sponsored benefit plans.

G. Non-Career Temporary (AQ)

This position type is a temporary appointment with a maximum duration of 719 hours per calendar year, with the exception of the Student Assistant.  Student Assistant appointments are allowed to work 2080 hours per calendar year.  Non-career appointments are NOT eligible for any state sponsored benefits, leave accruals, or holiday pay, but may be eligible for unemployment or workers compensation.  Time worked in a non-career appointment counts for retirement credit by the State Retirement System.

07.05 - Employee, Changes to Information 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 07.05 dated 06/12/2003

INFORMATION

Changes to employee information may be generated by the employee through HRMN Self Service or by the employee's Division depending on the topic. Unless otherwise indicated, the changes are processed and effective the pay period it is processed.
Also see: Employee Benefits-Miscellaneous Deductions, and Timekeeping and Exception Distribution.

FORMS USED

· R 7303e Employee Name/Address & Tax Change Notice

· R 7101 Employment Action Record

DEFINITIONS

A. Account and Cost Center
Account and/or cost center changes are made to charge the employee salary to a different account and/or cost center on a continuing basis. Changes to the account number and cost center are processed by Personnel Liaison or designated Division/Office/Bureau representative.

B. Address Change
To ensure the timely receipt of paychecks, it is the employee's responsibility to keep the Department updated when an address change occurs. Employees that are changing their address should either go into HRMN self service to make the change or complete and submit the R 7303e form to Human Resources. All addresses should be the employee’s home, unless Human Resources has approved an exception.  Note: Paychecks will be forwarded to current address as long as forwarding requests have been completed at the Post Office.

C. Appointment Type Changes
When an employee is changing appointment type such action requires the approval of Human Resources.

D. Name Change
The employee is responsible for keeping the Department updated when a name change occurs. Employees that are changing their name should submit a copy of their new social security card, along with a completed R 7303e form.

E. Parking Deductions
For an employee to park their vehicle in a state parking lot, the vehicle must have a parking sticker. The employee should contact the Department of Management and Budget, Parking Office, 517-373-1836, for further information.

A new form must be completed and processed each time the employee makes a change in lots, or cancels the parking agreement.

F. Tax Changes
If an employee has a change in status/exemptions or residence/address, affecting city, state or federal taxes it is the employee's responsibility to request new tax forms or complete the R7303e and submit to Human Resources.

G. Timekeeping Unit (TKU)
To change an employee from one TKU, time and attendance report unit, to another, without changing positions, an R 7101 Employment Action Record, must be completed and forwarded to Human Resources.

07.06 - Civil Service Applicant Pools - Placement in and Removal from a Pool 
(Revised: 06/18/2001)
STATEMENT OF POLICY
Michigan Civil Service Commission (CSC) Rule 3-2.1 authorizes the Department of Civil Service (DCS) to establish and maintain applicant pools for selected classifications comprised of the names of qualified applicants seeking employment in the state classified service.  The placement of names in and removal of names from an applicant pool is governed by the standards of DCS Regulation 3.08.

FORMS USED
None

INFORMATION

I. PLACEMENT IN A POOL

A. Applicants are typically placed in applicant pools after passing a Department of Civil Service appraisal.

B. An employee may request to have his or her name placed in an applicant pool for the classification in which he or she most recently attained status in order to be considered for a lateral job change.

C. An employee who has been demoted after attaining status is eligible for placement in an applicant pool for the classification from which he or she was demoted.

D. An employee who has separated or departed on a Waived Rights Leave of Absence within the last 3 years is eligible for placement in an applicant pool for the classification in which he or she most recently attained status.

E. Employees eligible under B., C. or D. may request to have their name placed in an applicant pool by contacting the DCS.

Applicant pools are maintained by county and employee status.  In the absence of recall names, as provided for in DCS Regulation 3.03, all applicants in an applicant pool are eligible for consideration by an appointing authority.

State employee applicants who pass Civil Service appraisal or who seek a promotion in accordance with the provisions of DCS Regulation 3.08 will have their name placed in an applicant pool for the period determined by the appraisal method utilized

Employees seeking a lateral job change in accordance with CSC rules and DCS regulations may have their name placed in applicant pools for 1 year.  Extensions may be granted by the DCS, one year at a time, upon written request.

Individuals seeking reinstatement in accordance with DCS Regulation 3.08 may have their name placed in an appropriate applicant pool for up to 3 years from their date of separation, demotion, or departure on a Waived Rights Leave of Absence.  The reinstatement period for employees who have been laid off or demoted because of a reduction-in-force begins when their recall rights expire.  Extensions may be granted by the DCS.

II. REMOVAL FROM A POOL

The Department of Civil Service may remove a person from an applicant pool for any of the following reasons:

A. Appointment of the person from the applicant pool.

B. Separation or retirement of the person from state service.

C. Evidence that the person is unable to perform satisfactorily, with or without reasonable accommodations, the essential duties of the job.

D. Evidence of conduct that indicates that the person is unfit or unsuitable for appointment.

E. Conduct of the person that violates Michigan Civil Service Commission Rule 3-1.5.

F. Expiration of an applicant pool or a person's eligibility.

G. An agreement between the person and the DNR (in such cases as workers compensation redemptions, grievance settlement agreements, etc.).

H. At the request of an applicant in an applicant pool.

07.07 - Civil Service Appraisal Methods 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 07.07 dated 03/18/2001
STATEMENT OF POLICY
Michigan Civil Service Commission Rule 3-2.1 authorizes the Department of Civil Service (DCS) to establish and maintain applicant pools for selected classifications comprised of the names of qualified applicants seeking employment in the state classified service.  The DCS prepares or approves appraisal methods; e.g., written examinations, for establishing such pools.  Individuals deemed qualified by a DCS appraisal method; i.e., an individual's job-related knowledge, skills, abilities, competencies, and other qualifications meet or exceed the requirements of the Civil Service job specification for the classification for which a pool is established, are placed in a DCS applicant pool.

Also see:  DNR Personnel Policy .07.06
INFORMATION

The Department of Civil Service establishes procedures for persons seeking positions in the classified service.  It prepares or approves appraisal methods for all classified positions.  The written, electronic or other appraisal methods it prepares or approves must assess relevant, job-related knowledge, skills, abilities and other qualifications necessary for successful job performance.

Applicants are accepted consistent with workforce needs for all written, electronic and other appraisal methods.  Applicants are not scheduled to take a written, electronic or other appraisal method for classifications for which they already possess a passing score.  (If an applicant pool is being replaced due to the modification of an existing written, electronic or other appraisal method or a newly developed appraisal method, a person in the existing applicant pool will be notified of the need to participate in the new or modified appraisal method.)

An applicant must fulfill the requirements for at least one classification covered by a particular appraisal method on the date the credentials are reviewed in order to be scheduled for the appraisal method.

Applicants may take a specific written or electronic appraisal as often as permitted for that appraisal method.

FORMS USED

None

07.08 - Hire Forms – Chart
(Revised: 07/14/2004)
SUPERSEDES

DNR Personnel Manual 07.08 dated 07/28/2003
STATEMENT POLICY
The Department of Natural Resources (DNR) will provide employee information regarding hire forms at New Employee Orientation.

FORMS USED

N/A

INFORMATION

When hiring career DNR employees refer employee to HRMN SELFSERVICE benefits tab to enter/link to information or have them call MI-HR Service Center at 1-877-766-6447.
For non career DNR employees please refer to the State Worker Letter/Packet issued by Human Resources in the spring of each year. 
07.09 - Military Service - Annual Leave and Longevity Credit 
(Revised: 08/31/2004)
SUPERSEDES

· DNR Personnel Manual 07.09 dated 03/18/2001 and 6/22/2004

· DNR Department Procedure 6101.1, dated 1/1/1977

STATEMENT OF POLICY
Under the provisions of Michigan Civil Service Commission (CSC) Rule 5-10.2 and Department of Civil Service (DCS) Regulation 5.05 and 5.09 a career employee is allowed, for the purpose of annual leave and longevity credit, up to five years state service credit for honorable service in the Armed Forces of the United States completed prior to entering the classified service.  Only active service for which a veteran has received an honorable discharge or other certified evidence of honorable active service is creditable.

Military service time does not count toward seniority.  It also does not count towards retirement unless it is purchased through the Office of Retirement Services, Department of Management and Budget.  Forms are available from Human Resources.

FORMS USED

None

PROCEDURE

New employees shall be advised by their supervisor of the military service credit benefit.

It is an employee's responsibility to provide required documentation, DD-214, to Human Resources within 720 hours of hire for grant of additional service credit retroactive to date of hire.

If the employee does not provide documentation within the 720 hour period, credit will not be given retroactively, but will be credited the first day of the pay period in which the documents are received in Human Resources.

07.10 - Reinstatement 
(Revised: 08/31/2004)

SUPERSEDES

· DNR Personnel Manual 07.10 dated 03/18/2001 and 6/22/2004

· DNR Department Procedure 6101.1, dated 1/1/1977

STATEMENT OF POLICY
In the absence of Department or statewide layoff or recall names, a classified employee who achieved status and who is demoted or separated while in satisfactory standing is eligible for reinstatement.  The DNR may reinstate an eligible person to (1) the classification in which the person last achieved status before the separation or demotion or (2) to a classification at the same or lower classification level for which the person is qualified.  A person's eligibility for reinstatement is limited to 3 years after separation or demotion.  The State Personnel Director may extend one's eligibility to meet workforce needs.

FORMS USED

None

PROCEDURE

The following requirements must be met by a person requesting to be reinstated by Human Resources:

A. The person must have achieved Civil Service status.

B. The person's last service rating must have been satisfactory.

C. Unless extended by the State Personnel Director, the person must request reinstatement within 3 years of his or her separation or demotion.

A reinstated employee is eligible to immediately earn and use both annual and sick leave; however, an employee previously separated and paid for accumulated sick leave will not have sick leave recredited.

An employee may be reinstated at their previous salary step and any additional service may be counted toward the next step increase.

Career employees who are separated from state service and later reinstated lose their period of previous employment for employment preference, additional annual leave, and longevity pay, except that after completing 5 additional years (10,400 hours) of full-time continuous service, before October 1 in any given year, they receive credit for all previous hours in the state classified service for purposes of calculating their annual longevity payment.  A career employee who is separated and later reinstated accrues annual leave in accordance with total (prior and current) classified service upon completing 5 additional years (10,400 hours) of current continuous service.  Time does not count for seniority.

An employee reinstated in the same class in which status was acquired will automatically regain status and will not be required to take an examination or serve a probationary period.
07.11 - State Workers
(Revised: 07/18/2004)

SUPERSEDES
· DNR Personnel Manual 07.11 dated 06/04/2003

STATEMENT OF POLICY
Based on operational needs, budgetary allowance and Bureau/Division/Office (B/D/O) approval, State Workers may be hired to work for a maximum of 719 (AFSCME, UAW UTEA) OR 1040 (MSEA) hours per calendar year.

FORMS USED
R7599E – Action Record for State Worker
INFORMATION
Refer to DNR Personnel Manual Chapter 07.03b
Refer to the State Worker Letter/Packet issued in the spring each year
07.12 - Criminal History Felony Checks 
(Revised:  06/22/2004)
SUPERSEDES

DNR Personnel Manual 07.12 dated 01/08/2002
STATEMENT OF POLICY
Every applicant for employment with the Department of Natural Resource (DNR), who is given a conditional offer of employment and entered in to the drug testing database, will be subject to a pre-employment criminal history check as part of the Department’s pre-employment screening process.  This does not apply to current DNR employees moving to different positions within the DNR.  The purpose of the pre-employment criminal history check is to determine if an applicant has been convicted of a felony.

DESCRIPTION/PURPOSE

Pre-employment criminal history checks of employment applicants for prior felony convictions

FORMS USED

PR7123e Employment Application

PROCEDURE
REQUIREMENTS

A. Every applicant for employment with the DNR who is given a conditional offer of employment will be subject to a criminal history check as part of the Department’s pre-employment screening process.  The criminal history check will be conducted prior to a final offer of employment is made.

B. A criminal history check will only be conducted on applicants that are given a conditional offer of employment.

C. The history check will be processed by Human Resource (HR) staff or someone designated by HR.  

D. The Michigan State Police “Internet Criminal History Access Tool” (ICHAT) will be utilized to conduct a criminal history check. 
E. Every applicant for employment with the DNR must complete an employment application (PR7123).  The application contains a statement notifying an applicant that provided information may be utilized to conduct a criminal history check.  It also requires the applicant to indicate whether or not the applicant has ever been convicted of a felony.

PROCESS

I. HIRING UNIT

A. Provides HR with the necessary information to conduct the criminal history check.

II. HUMAN RESOURCES

A. Enters information in ICHAT system.

B. Prints out and retains results of the check in a secure place.
C. If the check determines an applicant has been convicted of a felony, HR staff conducts an informal investigation.

D. The investigation begins with HR obtaining a copy of the applicant’s employment application (PR7123).  The application is reviewed as to determine the accuracy of applicant’s response to the “prior felony conviction” question.

E. If applicant’s response to the question was falsified on the application, the applicant is automatically disqualified from employment with the DNR.  The appropriate Personnel Liaison and/or first-line supervisor is notified.

F. If the applicant did not falsify, further investigation takes place and a decision is made, on a case-by-case basis, as to the suitability of employing the applicant.  Particular consideration is given to the specifics of the offense for which the applicant was convicted and its possible relationship to the position to which they would be appointed.

G. Upon completing the investigation, authorization to hire the applicant is or is not granted.  If granted, the HR drug test database reflects a “hire” status.  If not granted, the appropriate Personnel Liaison and/or the first-line supervisor is contacted and advised that authorization to hire the applicant is denied.

H. If authorization to hire is not granted, a hiring unit may appeal the HR staff decision, through its Personnel Liaison (or the Liaison’s designee), to the Human Resources Chief.

07.13 - Michigan Civilian Conservation Corp. Program (MCCC)
(Revised: 06/28/2004)
SUPERSEDES
· DNR Personnel Manual 07.11 dated 02/04/2002
STATEMENT OF POLICY
Based on operational needs, budgeting allowance, and Program and Divisional approval, Michigan Civilian Conservation Corp. members may be hired to work for up to 2080 hours per year.

FORMS USED

R7597 Michigan Civilian Conservation Corps (MCCC) Personnel Action Record 

INFORMATION
The MCCC program is a recognized job/training program utilized within this agency. This program is a viable vehicle for individuals to obtain job skills on the job and opportunities to be trained in technical areas plus the chance to continue their education while in the program. MCCC members can be employed for up to 2,080 hours. Bureaus/Divisions/Offices may request that the pool of candidates for a vacancy in any of the classifications listed above be limited to the MCCC members in that particular Bureau/Division/Office.
07.15 - Vacancy Postings 
(Revised: 07/14/2004)
SUPERSEDES
· DNR Personnel Manual 07.15 dated 05/13/2003

STATEMENT OF POLICY
Vacancy postings will be posted on the Department of Civil Service posting site at www.michigan.gov/mdcs on a continuous basis.  Employees must meet Civil Service qualification requirements and be eligible for the classifications they are to be considered for.  An applicant must be on the appropriate employment list for those positions requiring a Civil Service examination.
INFORMATION

Employees are encouraged to review all vacancy postings as a way of planning for their career development.

NOTE:  Announcement of vacant positions does not preempt applicable provisions of Civil Service rules and/or contractual languages dealing with transfers or recall.  
FORMS USED

· PR7123 Employment Application
· R7101 Employment Action Record

PROCEDURE

The vacancies will be posted on a continuous basis and will show the Classification, Bargaining Unit, Bureau/Division/Office, location of position, work station and contact person.

All eligible applicants interested in consideration for the position should submit to Human Resources a PR7123–Employment Application, a cover letter and resume for each position they are interested in by the designated deadline date.  Applicants’ material will be sent to the hiring unit for consideration.  
A selection process will be conducted in accordance with DNR Personnel Procedures 07.03a - Career Appointment Process, 
07.03b - Non-Career and Pre-Identified Seasonal Appointment and 
07.03c - Student Assistant Appointment Process.
07.16 – Grade and/or Step Changes 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 07.16 dated 07/28/2003
STATEMENT OF POLICY

An employee who is appointed, reclassified, or promoted with a pay rate less than the maximum of the assigned pay schedule, may be eligible for grade and/or step increases at the intervals provided for in the compensation schedule for the employee’s classification. 

DESCRIPTION/PURPOSE

Processing of Grade and/or Step Changes in HRMN

FORMS USED

· R7101 – Employee Appointment Action

· CS-1750 – Performance Management and Competency Evaluation – Group 1
OR

· CS-1751 – Performance Management and Competency Evaluation – Group 2
OR

· CS-1752 – Performance Management and Competency Evaluation – Group 3
· CS-129 – Position Action Request (for early reclassification)
PROCEDURE

Personnel Liaison

1. Determines eligibility using the HRS Since Step report created by the Bureau/Division/Office liaison.

2. Notifies Supervisor/Manager of pending grade and/or step eligibility.

Supervisor/Manager

1. Conducts and/or verifies that a performance evaluation has been completed within the previous 12 month period.

2. Notifies Personnel Liaison of grade/step eligibility decision.

Personnel Liaison

1. Reviews Supervisor/Manager decision and forwards appropriate information to Human Resources:

a. Satisfactory Rating – Completes R7101- Employee Appointment Action form attaches the original or copy of the completed appraisal and forwards to HR for processing.
b. Unsatisfactory or Needs Improvement Rating – forwards rating or contacts Human Resources’ Labor Relations Unit for discussion and/or review. 
Human Resources

a. Process grade and/or step change for satisfactory rated employee.

b. Files R7101-Employee Appointment Action form and evaluation in personnel file.

c. Reviews unsatisfactory/needs improvement rating and contacts Personnel Liaison and/or Supervisor/Manager for further discussion.
EARLY RECLASSIFICATION
A request for an early reclassification within a pre-authorized class series requires the completion of a CS-129 (Position Action Request) by the Personnel Liaison and an updated position description.  This is submitted to Human Resources for approval and then to Civil Service processing.
CHAPTER 8 -- DISCRIMINATION

08.01 - Prohibited Employment Discrimination in the MDNR 
(Rescinded:  09/23/2004) see 
22.01-01 – Prohibited Employment Discrimination in the MDNR 
08.02 - Discrimination for Members of the Public
(Rescinded:  09/23/2004) see 
22.00-03 - Processing Discrimination & Accessibility Complaints for Members of the Public
CHAPTER 9 – LEAVES OF ABSENCE

09.01 - Leaves of Absence – Overview 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.01 dated 03/18/2001
STATEMENT OF POLICY
Eligible employees of the Department of Natural Resources (DNR) may apply for several types of leaves of absence including, but not limited to, educational, medical, family care, parental, waived rights and military, by submitting a leave of absence application* (R7400e).  Depending upon the type of leave granted, it may be with or without pay.

*Additional documentation may be required depending on the type of leave requested.

FORMS USED

· R7400e Leave of Absence Application

INFORMATION

I. Under the provisions of the Department Civil Service Regulation 2.03: Leaves of Absence, the DNR may:

1. Grant an eligible employee whose sick leave is exhausted, an unpaid medical leave of absence for up to 6 months.  To be eligible, an employee must have the equivalent of at least 6 months full-time employment at the time the leave is granted.   If an employee requests an extension before the leave expires, the Department may extend the leave up to a maximum of one year.  An extension of a medical leave of absence beyond one year requires the written approval of the State Personnel Director.

2. Grant an employee an unpaid leave of absence to accept an unclassified appointment (to cover the period the employee services in the unclassified position).

3. Grant an employee an unpaid leave of absence to further his or her education, or for other appropriate reasons determined by the Department.

II. Under the provisions of DCS Regulation 2.03: Leaves of Absence, eligible employees of the DNR are entitled to a total of 12 workweeks of family care or medical leave during a 12-month period, beginning on the first day an employee's family care or medical leave is taken.  (The next 12-month period begins the first time leave is taken after completion of any previous 12-month period.)  To be eligible, an employee must have worked at least 1,250 hours in the previous 12-month period and completed an initial probationary period.  An eligible employee who requests a family care or medical leave may elect, or the Department may require the employee, to use accumulated paid leave credits for the period of leave, except as specified below.  Substitution of paid leave credits counts towards an eligible employee's 12-week entitlement.

1. In the case of a family care leave, sick leave credits must be depleted to a balance of 80 hours before the continuation of the family care leave as an unpaid leave of absence.

2. In the case of a medical leave, sick leave credits must be exhausted before the commencement of an unpaid medical leave of absence.  This does not extend a medical leave of absence as provided for in Section I.A. above.

Any approval of an extension of a family care leave or a medical leave beyond 12 workweeks during any 12-month period is at the discretion of the DNR.  If an extension is approved, the employer's contribution to health plan benefits does not continue beyond the initial 12 workweeks during any 12-month period.

III. Under the authority of  Michigan Civil Service Commission (CSC) Rule 5-10.2(b)(2), the DNR may require an employee to be examined by a physician selected by the Department, at Department expense, prior to granting an employee a medical leave of absence; extending an employee's previously approved medical leave, or granting an employee's request to return to work from medical leave.

IV. Leaves of Absence With Pay - While employees are on a paid leave of absence they receive the following:

1. Payment for their standard hours of work at their base rate of pay.   Employees are not, however, compensated for any premium, unless they would be eligible for such premium payment while on approved annual or sick leave under normal conditions.

2. Full service credit for the number of hours they would have been scheduled to work.

3. Full fringe benefit coverage, as if regularly employed.

4. Annual and sick leave accruals as if the employee is working.

V. Leaves of Absence Without Pay - While employees are on an unpaid leave of absence they do not receive pay, service credit, or fringe benefits, nor do they accrue annual leave of sick leave for the time spent on the leave of absence.  Upon return to state service from a leave of absence without pay, employees are:

1. Not considered to have had a break in service.

2. Returned at the same step of the salary range, and continue accumulating current service hours, hours towards the next salary step, and any other accumulations as if they had not been absent.

VI. Miscellaneous

1. Except in the case of a Waived Rights Leave of Absence or an Emergency Military Leave of Absence*, an employee granted a leave of absence under the provisions of Chapter 09 of the DNR Personnel Manual is entitled to return to the same position he or she formerly occupied, or to an equivalent position, upon the expiration of the leave.  In the event an employee's position is abolished while he or she is on leave of absence, the employee will be returned to the classified service in accordance with CSC Rule 2-5, and the provisions of DNR Personnel Policy 01.08.
*In the case of an Emergency Military Leave of Absence an employee must be returned to the position he or she formerly occupied.

2. When determining whether or not a request for a leave of absence will be granted, several factors are considered including, but not limited to, operational needs and an employee's length of service, performance record and leave of absence history.

NOTE:  In some cases the granting of a leave of absence to an eligible employee is mandatory or an entitlement under the rules of the Michigan Civil Service Commission; e.g., Temporary Military Leaves of Absence - CSC Rule 2-14.5.
3. An employee on a leave of absence may request early termination of the leave.  The granting of such a request is at the discretion of the Department.

4. When on a medical leave, it is an employee's responsibility to keep his or her supervisor current on the employee's medical status by providing updated physician statements, generally on a thirty day basis.
5. Supervisors must notify Human Resources in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had his or her leave extended may result in the employee's insurances (insurances to which they may otherwise be entitled) being discontinued.  The untimely notification of an employee's return to work from a leave will result in the employee not receiving a timely paycheck.

6. Exclusively represented employees should refer to the provisions of their respective collective bargaining agreements for additional information.  Nonexclusively represented employees (NERE's), as well as exclusively represented employees, should refer to DNR Personnel Policies:

09.02 - Family Care and Medical Leaves
09.03 - Medical Leave of Absence
09.05 - Parental Leave
09.06 - Regular Military Leave of Absence
09.06a - Regular Military Leave of Absence
09.06b - Limited Term Military Leave of Absence
09.07 - Emergency Military Leave of Absence
09.08 - Temporary Military Leave of Absence
09.09 - Educational Leave of Absence
09.10 - Waived Rights Leave of Absence
09.11 - Miscellaneous Leaves of Absence
09.02 - Family Care and Medical Leaves 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.02 dated 03/07/2003
STATEMENT OF POLICY

I. Under the provisions of the Department Civil Service Regulation 2.03: Leaves of Absence, an eligible employee of the Department of Natural Resources (DNR) is entitled, upon the submission of a Leave of Absence Application (R7400e), to family care leave or medical leave for the following reasons:

A. A serious health condition that makes the employee unable to perform the functions of his or her position (Medical Leave).

B. To care for the spouse, son, daughter or parent of the employee, if such spouse, son, daughter or parent has a serious health condition (Family Care Leave).

II. An eligible employee is entitled to a total of 12 workweeks of leave during a 12-month period (beginning on the first date the employee's family care leave or medical leave is taken).

INFORMATION

I. To be eligible for a Family Care Leave or Medical Leave under the provisions of DCS Regulation 2.03: Leaves of Absence, an employee must have worked at least 1250 hours in the previous 12-month period and satisfactorily completed an initial probationary period.

II. An employee's entitlement to a family care leave or a medical leave under DCS Regulation 2.03: Leaves of Absence is a total of 12 workweeks during a 12-month period (beginning on the first date the employee's family care leave or medical leave is taken).

III. An eligible employee who requests a family care or medical leave may elect, or the Department may require the employee, to use accumulated paid leave credits for the period of leave, except as specified below.  Substitution of paid leave credits counts towards an eligible employee's 12-week entitlement.

A. In the case of a family care leave, sick leave credits must be depleted to a balance of 80 hours before the continuation of the family care leave as an unpaid leave of absence.

B. In the case of a medical leave, sick leave credits must be exhausted before the commencement of an unpaid medical leave of absence.  This does not extend a medical leave of absence as provided for in DNR Personnel Policy 09.03.
C. Under FMLA, the employer will also pay the state portion of the employees’ health, dental and vision insurance.
IV. Any approval of an extension of a family care leave or a medical leave beyond 12 workweeks during any 12-month period is at the discretion of the DNR.  If an extension is approved, the employer's contribution to health plan benefits does not continue beyond the initial 12 workweeks during any 12-month period.

V. Family Care Leaves and Medical Leaves taken under this policy may be taken intermittent or on a reduced work schedule with prior approval of an employee's supervisor.
VI. Intermittent or reduced work schedules shall not exceed a total of 12 workweeks during a 12-month period.

VII. Exclusively represented employees should refer to the provisions of their respective collective bargaining agreements for additional information.  Nonexclusively represented employees (NERES), as well as exclusively represented employees, should also refer to DNR Personnel Policy 09.01 - Leaves of Absence - Overview.

DEFINITIONS

Family Care and Medical Leaves
A. Family Care Leave - A leave granted in order for an employee to care for his or her spouse, son, daughter or parent of the employee, if such spouse, son, daughter or parent has a serious health condition.

B. Medical Leave - A leave granted because of a serious health condition that makes an employee unable to perform the functions of his or her position.

Serious Health Condition - An illness, injury, impairment, or physical or mental condition that involves:

A. Any period of incapacity or treatment in connection with or consequent to inpatient care; e.g., an overnight stay in a hospital, hospice or residential medical care facility;

B. Any period of incapacity requiring absence from work, school or other regular daily activities, of more than three calendar days, which also involves continuing treatment by a health care provider, or

C. Continuing treatment by a health care provider for chronic or long-term health conditions that are incurable or so serious that, if not treated, would likely result in a period of incapacity of more than three calendar days.

Seniority - Employees do not accrue seniority, annual, sick, etc., during an unpaid Family Care Leave or a Medical Leave.

Return Rights - Upon return to state service from a family care leave or a medical leave, employees are:

A. Not considered to have had a break in service.

B. Returned at the same step of the salary range, and continue accumulating current service hours, hours towards the next salary step, and any other accumulations as if they had not been absent.

Intermittent Family Care and Medical Leaves
A. Upon agreement between an employee and his or her supervisor, intermittent or reduced work schedules may be approved not to exceed 12 workweeks.

B. The Department may place an employee taking intermittent family care and medical leaves in an alternate position, with equivalent pay and benefits, which better accommodates recurring periods of leave than the employee's regular position.

Timeframes
A. Substitution of paid leave credits counts towards an eligible employee's 12-workweeks of leave entitlement under this policy.

FORMS USED

· R7400e Leave of Absence Application

· PR7403e Medical Certification of Physician or Practitioner
PROCEDURE

I. EMPLOYEE
An employee seeking a family care leave or medical care leave must submit a completed Leave of Absence Application (R7400e) and a Medical Certification of Physician or Practitioner (PR7403e) to his or her supervisor.

II. SUPERVISOR
A. The supervisor must submit the Leave of Absence Application and the Medical Certification of Physician or Practitioner, to the employee's Bureau/Office/Division personnel liaison.  The liaison will sign and forward the documents to Human Resources (HR).

B. It is the supervisor's responsibility to monitor that an employee does not exceed 12-workweek limit when an employee is on a family care leave or medical leave.

C. It is the supervisor's responsibility to ensure that a physician’s release statement, indicating that the employee has returned from leave, is submitted in a timely manner to Human Resources so the employee is properly paid.

III. HUMAN RESOURCES

Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If the leave request is approved, HR processes the application.  If a request cannot be approved for some reason, or if additional information is needed before a final determination can be made, Human Resources will contact the personnel liaison.

09.03 - Medical Leave Of Absence 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.03 dated 03/07/2003
STATEMENT OF POLICY

Under the provisions of  Department of Civil Service (DCS) Regulations 2-03 (4)(D) an eligible employee whose sick leave is exhausted and who has the equivalent of at least 6 months of full-time employment at the time of the leave may be granted an unpaid medical leave of absence for up to 6 months; based on physician's statements.  Extensions may be granted for up to an additional six months.  Any extension beyond one year requires the written approval of the State Personnel Director.

INFORMATION

I. To be eligible for a medical leave of absence under the provisions of DCS  Regulations 2-03 (4)(D), an employee must have exhausted his or her sick leave and have the equivalent of at least 6 months full-time employment at the time the leave is granted.

II. It is an employee's responsibility to keep his or her supervisor informed of the employee's medical status by providing timely physician's statements (PR7401e and PR7402e), generally on a thirty-day basis.

III. If an extension of an employee's medical leave of absence is required, an employee must provide an updated physician's statement.

IV. Return to Work--When an employee is able to return to work, the employee must provide his or her supervisor with a physician's return-to-work statement.

V. In instances where an employee is enrolled in Long Term Disability (LTD), the employee must apply for LTD benefits.  LTD benefits are not automatic when one goes on a leave of absence.  To process a claim call 1-800-324-9901.

VI. An employee's sick leave credits must be exhausted prior to the commencement of a medical leave of absence.

VII. While an employee is on an unpaid medical leave of absence he or she does not accrue sick or annual leave.

VIII. An employee may elect to be paid off for a part or all of his or her annual leave balance before entering into a medical leave of absence.

IX. The employer's contribution to an employee's health plan benefits during a medical leave granted under this policy will not exceed 12 workweeks during any 12-month period.

X. An employee may retain up to 80 hours of annual leave during the period of a medical leave of absence.  An employee wanting to retain in excess of 80 hours of annual leave may only do so with the approval of Human Resources.
XI. Exclusively represented employees should refer to the provisions of their respective collective bargaining agreements for additional information.  Nonexclusively represented employees (NERES), as well as exclusively represented employees, should also refer to DNR Personnel Policy 09.01 - Leaves of Absence - Overview.

FORMS USED

· R7400e Leave of Absence Application
· PR7401e Physician's Statement

· PR7402e Employee Physical Demands Report

· PR7403e Medical Certification of Physician or Practitioner

PROCEDURE

I. EMPLOYEE - An employee must submit a completed Leave of Absence Application (R7400e) and a Medical Certification of Physician or Practitioner (PR7403e) to his or her supervisor.

II. SUPERVISOR
A. The supervisor must submit the Leave of Absence Application and the Medical Certification of Physician or Practitioner, to the employee's Bureau/Office/Division personnel liaison.  The liaison will sign and forward the documents to Human Resources.

B. It is a supervisor's responsibility to monitor that an employee does not exceed the 6-month leave limit while on a medical leave of absence.

C. It is the supervisor's responsibility to ensure that a physician’s release statement, indicating that the employee can return from leave, is submitted in a timely manner to Human Resources so the employee is properly paid.

III. HUMAN RESOURCES - Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If it is not approved, or if additional information is needed before a final determination can be made, Human Resources will contact the personnel liaison.

09.05 - Parental Leave 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.05 dated 08/20/2002
STATEMENT OF POLICY
Under the provisions of Department of Civil Service (DCS) Regulation 2.03 (4)(F), an eligible employee may be granted an unpaid parental leave, not to exceed 6 months, because of the birth or adoption of a child, and not to exceed 12 workweeks because of the foster care placement of a child with the eligible employee.

INFORMATION

I. To be eligible for a parental leave under DCS Regulation 2.03 (4)(F), an employee must have satisfactorily completed his or her initial probationary period and worked at least 1,250 hours in the previous 12-month period.

II. An employee's entitlement to a parental leave is for up to 6 months because of the birth or adoption of a child and up to 12 workweeks because of the foster care placement of a child with the eligible employee.

III. An employee's entitlement to a parental leave expires twelve months after the birth or placement of a child.

IV. Parental leave taken intermittently or on a reduced work schedule may be granted at the discretion of an employee's supervisor.

V. Parental leave taken intermittently or on a reduced work schedule cannot exceed a total of 12 workweeks during a 12-month period (beginning on the first day of the employee's parental leave).

VI. In those instances in which both spouses are covered by this policy, such leaves may be taken either concurrently or consecutively.

VII. The employer's share of its contribution of health plan benefits while an employee is on parental leave will not exceed 12 workweeks during a 12-month period.

VIII. Exclusively represented employees should refer to the provisions of their respective collective bargaining agreements for additional information.  Nonexclusively represented employees (NERES), as well as exclusively represented employees, should also refer to DNR Personnel Policy 09.01 - Leaves of Absence - Overview.

FORMS USED

· R 7400e Leave of Absence Application
· PR7403e Medical Certification of Physician or Practitioner

PROCEDURE

I. EMPLOYEE - An employee must submit a completed Leave of Absence Application (R7400e) and a Medical Certification of Physician or Practitioner (PR7403e) to his or her supervisor.

II. SUPERVISOR
A. The supervisor must submit the Leave of Absence Application and the Medical Certification of Physician or Practitioner, to the employee's Bureau/Office/Division personnel liaison.  The liaison will sign and forward the documents to Human Resources (HR).

B. It is a supervisor's responsibility to monitor that an employee does not exceed the applicable 6-month or 12 workweek leave limit while on a paternal leave.

C. It is the supervisor's responsibility to ensure that written notification, indicating that the employee has returned from leave, is submitted in a timely manner to Human Resources so the employee is properly paid.

III. HUMAN RESOURCES - Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If it is not approved, or if additional information is needed before a final determination can be made, Human Resources will contact the personnel liaison.

09.06a - Regular Military Leave Of Absence 
(Revised: 08/31/2004)
SUPERSEDES

· DNR Personnel Manual 09.06a dated 03/07/2003 and 06/22/2004
· DNR Department Procedure 6101.1, dated 1/1/1977
STATEMENT OF POLICY
I. Upon the submission of a Leave of Absence Application (R7400e), a classified employee in an indefinite appointment who enters military service in the armed forces of the United States under the provisions of the Selective Service Law, by call to duty or by voluntary entrance in lieu of being called to duty, is entitled to a military leave of absence without pay for the period of time required to fulfill the military obligation.  The regular military leave of absence is without pay or benefits, except as provided in Michigan Civil Service Commission (CSC) Rule 2-14.3b.

II. If the employee voluntarily remains in military service beyond the time required by Selective Service Law, the leave and right to restoration to the position formerly occupied by the employee or an equivalent position automatically terminates.

III. Continuous state service credit is allowed for the period of the military leave of absence.

IV. Special provisions between September 11, 2001 and September 30, 2004.  If an employee is granted an emergency military leave of absence after September 11, 2001 and thereafter is placed on a regular military leave of absence, the employee is entitled to the regular military leave of absence with pay for any active duty period between September 11, 2001 and September 30, 2004.  The leave is with pay if the military pay is less than the employee’s regular state salary, for each day of absence from scheduled state employment.  The pay is equivalent to the difference between the employee’s military pay and regular state salary.  During any period of military leave with pay, the employer shall also continue to pay the employer’s portion of the cost of continuing group medical, dental and vision insurance.  Salary and benefit continuation payments authorized in the subsection expire on the earlier of (1) the date the limited-term military leave of absence expires or (2) September 30, 2004.

Also see:  DNR Personnel Policy 09.07 and Policy 09.08.

FORMS USED

· Copy of Military Orders
· R7400e Leave of Absence Application
PROCEDURE

I. The employee must submit a Leave of Absence Application (R7400e), accompanied by a copy of his or her military orders, to the employee's supervisor.  The supervisor must forward the leave of absence application and orders to the Bureau/Office/Division personnel liaison.

II. The personnel liaison must forward the application and orders, to Human Resources (HR).

III. Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If additional information is needed before the request can be granted, Human Resources will contact the personnel liaison.

IV. When on a regular military leave of absence, it is an employee's responsibility to keep his or her supervisor informed of any changes that may impact the employee's leave of absence.

Supervisors must notify Human Resources in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had his or her leave extended may result in the employee's insurances being discontinued.  The untimely notification of an employee's return to work from a leave, will result in the employee not receiving a timely pay check.
09.06b - Limited-Term Military Leave Of Absence
(Revised: 08/31/2004)
SUPERSEDES

· DNR Personnel Manual 09.06b dated 08/20/2002 and 06/22/2004
· DNR Department Procedure 6101.1, dated 1/1/1977

STATEMENT OF POLICY

I. Upon the submission of a Leave of Absence Application (R7400e), a classified employee in limited-term appointment, who is a member of a reserve component of the armed forces of the United States, under the provisions of the Selective Service Law, is ordered to perform emergency duty, by compulsory call of the Governor or the President, is entitled to an emergency and regular military leave of absence as provided in A & B below as stated in the Michigan Civil Service Commission (CSC) Rule 2-14.3.

A. Employee with continuing status; emergency and regular military leave.
An employee in a limited-term appointment who has continuing status gained from an indefinite appointment is entitled to an emergency and regular military leave of absence in the same manner as provided in CSC Rule 2-14.3.
B. Employee without continuing status; limited-term military leave.
An employee in a limited-term appointment who does not have continuing status gained from an indefinite appointment and has at least 6 months continuous service in the limited-term appointment is entitled to a limited-term military leave of absence.
II. The limited-term military leave of absence is without pay or benefits, except as stated in Special Provisions.

III. The limited-term military leave cannot continue beyond the date the limited-term appointment would have expired.  However, an appointing authority may extend the limited-term appointment during the limited-term military leave of absence and in such case the limited-term military leave continues until the end of the approved extension.

IV. An employee granted a limited-term military may choose to use annual leave or compensatory time accruals before beginning the limited-term military leave of absence.

V. Continuous state service credit is allowed for the period of the limited-term military leave of absence.
VI. Special provisions between September 11, 2001 and September 30, 2004.  If an employee is granted a limited-term military leave of absence after September 11, 2001 the employee is entitled to the limited-term military leave of absence with pay for any active duty period between September 11, 2001 and September 30, 2004.  The leave is with pay if the military pay is less than the employee’s regular state salary, for each day of absence from scheduled state employment.  The pay is equivalent to the difference between the employee’s military pay and regular state salary.  During any period of military leave with pay, the employer shall also continue to pay the employer’s portion of the cost of continuing group medical, dental and vision insurance.  Salary and benefits continuation payments authorized in this section expire on the earlier of (1) the date the limited-term military leave of absence expires or (2) September 30, 2004.
Also see:  DNR Personnel Policy 09.07, Policy 09.08 and Policy 09.09.
FORMS USED

· Copy of Military Orders
· R 7400e Leave of Absence Application

PROCEDURE

I. The employee must submit a Leave of Absence Application (R7400e), accompanied by a copy of his or her military orders, to the employee’s supervisor.  The supervisor must forward the leave of absence application and orders to the Bureau/Office/Division personnel liaison.

II. The personnel liaison must forward the application and orders, to Human Resources (HR).

III. Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If additional information is needed before the request can be granted, Human Resources will contact the personnel liaison.

IV. When on a limited-term military leave of absence, it is an employee’s responsibility to keep his or her supervisor informed of any changes that may impact the employee’s leave of absence.

V. Supervisors must notify Human Resources in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had his or her leave extended may result in the employee’s insurances being discontinued.  The untimely notification of an employee’s return to work from a leave, will result in the employee not receiving a timely pay check.

09.07 - Emergency Military Leave Of Absence
(Revised: 08/31/2004)
SUPERSEDES

· DNR Personnel Manual 09.07 dated 08/20/2002 and 06/22/2004
· DNR Department Procedure 6101.1, dated 1/1/1977
STATEMENT OF POLICY

I. Upon the submission of a leave of absence application (R7400e), a classified employee in an indefinite appointment who is a member of a reserve component of the armed forces and is ordered to perform state emergency duty, by compulsory call of the Governor or the President, shall be granted an emergency military leave of absence.

II. Such leaves are with pay if the military pay is less than an employee's regular state salary, for each day of absence from scheduled state employment. The pay is equivalent to the difference between an employee's military pay and regular state salary.  Pay is limited to 30 calendar days.  Holiday pay is handled as prescribed in Michigan Civil Service Commission (CSC) Rule 2-14.5(b).
III. If an emergency duty exceeds 30 calendar days, the employee may choose to be placed on regular military leave of absence without pay or use annual leave or compensatory time accruals for the remainder of the duty period.  After release from emergency duty the employee is restored immediately to the position he or she formerly occupied. Continuous state service credit is allowed for the period of emergency leave of absence.

Also see:  DNR Personnel Policy 09.06 and Policy 09.08.

FORMS USED

· Copy of Military Orders
· R 7400e Leave of Absence Application
PROCEDURE

I. The employee must submit a Leave of Absence Application (R7400e), accompanied by a copy of his or her military orders, to the employee's supervisor.  The supervisor must forward the leave of absence application and orders to the Bureau/Office/Division personnel liaison.

II. The personnel liaison must forward the application and orders, to Human Resources (HR).

III. Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If additional information is needed before the request can be granted, Human Resources will contact the personnel liaison.

IV. When on an emergency military leave of absence, it is an employee's responsibility to keep his or her supervisor informed of any changes that may impact the employee's leave of absence.

V. Supervisors must notify Human Resources in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had his or her leave extended may result in the employee's insurances being discontinued.  The untimely notification of an employee's return to work from a leave, will result in the employee not receiving a timely pay check.

09.08 - Temporary Military Leave Of Absence 
(Revised: 08/31/2004)
SUPERSEDES

· DNR Personnel Manual 09.08 dated 08/20/2002 and 06/22/2004
· DNR Department Procedure 6101.1, dated 1/1/1977
STATEMENT OF POLICY

I. Upon the submission of a Leave of Absence Application (R7400e) a classified employee occupying an indefinite position that is in a reserve component of the United States Armed Forces when ordered to active or inactive duty training shall be granted a temporary military leave of absence.

II. A temporary military leave of absence for active duty training is with pay if the military pay is less than the employee's regular state salary.  The pay is equivalent to the difference between the employee's military pay and the regular state salary for each day of absence from scheduled state employment for those same days.

III. Temporary military leave cannot exceed 15 regularly scheduled workdays in any fiscal year.

IV. Continuous state service credit is allowed for the period of temporary military leave of absence.

V. If active duty training exceeds 15 regularly scheduled workdays in a fiscal year, the employee may choose to be placed on regular military leave of absence without pay or use annual leave or compensatory time accruals for the remainder of the period of training.

INFORMATION

I. Three options are available to employees going on a temporary tour of duty:

A. Use annual leave or compensatory time for the period of the leave and retain all military pay.

B. Remain on the payroll for the period of the leave and receive regular salary upon return from leave, the employee immediately submits military pay voucher to reimburse the Department for the pay he or she received while on leave.  Reimbursement is not made for pass days and holidays that may fall during the period of the leave. Reimbursement is also not made for allowances received for quarters, subsistence and travel.

C. The employee may wish to retain all military pay and be placed on lost time for the period of the leave.  Credit for sick and annual leave and continuous service will be given.  If an employee chooses to be placed on lost time, arrangements must be made for the payment of all insurances during that period.  The state does not participate in the partial payment of insurances unless the employee is on the payroll; the employee must pay both the state and employee share.

Also see:  DNR Personnel Policy 09.06 and Policy 09.07.

FORMS USED

· Copy of Military Orders
· R 7400e Leave of Absence Application

PROCEDURE

I. The employee must submit a Leave of Absence Application (R7400e), indicating which option he or she chooses to exercise, accompanied by a copy of his or her military orders, to the employee's supervisor.  The supervisor must forward the leave of absence application and orders to the Bureau/Office/Division personnel liaison.

II. The personnel liaison must forward the application and orders to Human Resources (HR) in advance of the actual leave dates so that, if necessary, insurance adjustments can be processed.  If an employee chooses to remain on payroll, it is his or her supervisor's responsibility to follow-up with the employee for a copy of the military pay voucher so that appropriate monetary adjustments can be made to ensure that an employee does not receive double payment for the period.

III. Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If additional information is needed before the request can be granted, Human Resources will contact the personnel liaison.  Monetary adjustments will be made upon receipt of the military pay voucher.

IV. When on a temporary military leave of absence, it is an employee's responsibility to keep his or her supervisor informed of any changes that may impact the employee's leave of absence.

Supervisors must notify Human Resources in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had  his or her leave extended may result in the employee's insurances being discontinued.  The untimely notification of an employee's return to work from a leave, will result in the employee not receiving a timely pay check.
09.09 - Educational Leave Of Absence 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.09 dated 08/20/2002
STATEMENT OF POLICY

I. Upon the submission of a Leave of Absence Application (R7400e), a classified employee of the Department of Natural Resources (DNR) may be granted an educational leave of absence, without pay and without loss of employment status, for up to one year.  Extensions of one year may also be requested.

II. An educational leave of absence without pay may be granted to a veteran who has completed the equivalent of 6 months in the classified service to take advantage of the educational grants made available by federal funds for veterans' education.

FORMS USED

· Interoffice Communication
· R 7400e Leave of Absence Application

PROCEDURE

I. An employee must submit an Interoffice Communication requesting an educational leave of absence to his or her supervisor.  The request must indicate the beginning and ending dates of the leave requested; information on the education being pursued, and copies of classes, schedule and/or acceptance letter as appropriate.

II. The employee must also complete and submit a Leave of Absence Application (R7400e) to his or her supervisor.

III. The supervisor must forward the employee's written request and leave of absence application to the Bureau/Office/Division personnel liaison.

IV. The personnel liaison signs the employee's leave of absence application and forwards it, along with the employee's written request, and the Bureau/Office/Division Chief's recommendation for approval or disapproval to Human Resources (HR).

V. Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If it is not approved, or if additional information is needed before a final determination can be made, Human Resources will contact the personnel liaison.

VI. When on an educational leave of absence, it is an employee's responsibility to keep his or her supervisor informed of any changes that may impact the employee's leave of absence.

VII. Supervisors must notify Human Resources in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had his or her leave extended may result in the employee's insurances being discontinued.  The untimely notification of an employee's return to work from a leave of absence will result in the employee not receiving a timely pay check.

09.10 - Waived Rights Leave 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.10 dated 03/18/2001
STATEMENT OF POLICY

I. Upon the submission of a Leave of Absence Application (R7400e), an employee of the Department of Natural Resources (DNR) who terminates his or her state employment may be granted a waived rights leave of absence without pay of up to one year.  Any extension beyond one year requires the written approval of the State Personnel Director.

II. To be eligible an employee must have the equivalent of at least 6 months of full-time employment at the time a waived rights leave is granted.

III. This type of leave of absence is granted to protect the employee's continuous service, seniority and any benefits connected with length of service.

INFORMATION

I. A waived rights leave of absence without pay may be granted for up to one year with a possible extension of up to one additional year.  Employees on a waived rights leave of absence will be paid off for their annual leave balance at the start of the leave.  They may not carry an annual leave balance forward.  The sick leave balance of an employee on a waived rights leave is frozen during the leave.  An employee who separates directly from a waived rights leave of absence has his or her accrued sick leave liquidated in accordance with the provisions of Department of Civil Service (DCS) Regulation 5.10.

II. The DNR is not required to return an employee to the classified service during or upon the expiration of a waived rights leave.

III. At any time during the period of a waived rights leave, the employee may seek reemployment with the DNR or any other Department.  If an employee is returned to the classified service, the employee will be treated as if he or she is returning from a regular leave of absence without pay.

IV. If an employee is not returned to the classified service on or before the expiration date of his or her leave, the employee is separated.

FORMS USED

· R7400e Leave of Absence Application
· CS-301 Employee Departure Report
PROCEDURE

I. An employee must complete a Leave of Absence Application (R7400e) and submit it to his or her supervisor.

II. The application, along with an Employee Departure Report (CS-301) signed by the employee's Bureau/Office/Division personnel liaison, must be forwarded to Human Resources (HR).  The departure report must contain the following statement in the "comment" box and be signed and dated by the employee:
"I understand that this leave is granted for the sole purpose of protecting my continuous service record, seniority and any benefits connected with length of service, and I waive all right to return to employment at the expiration of the leave."

III. Human Resources reviews the documentation forwarded by the Bureau/Office/Division personnel liaison.  If a leave request is approved, the application is processed by HR.  If it is not approved, or if additional information is needed before a final determination can be made, Human Resources will contact the personnel liaison.

At the expiration of the leave, Human Resources will notify the employee's Bureau/Office/Division that a new employee departure report is required (if the employee is not to be employed) to separate the employee.  Upon receipt of the CS-301, the employee will be separated.

IV. When on a waived rights leave of absence, it is the person on leave's responsibility to keep his or her former supervisor informed of any changes that may impact the employee's leave.

09.11 - Miscellaneous Leaves of Absence 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.11 dated 04/03/2003
STATEMENT OF POLICY

I. Upon written request the submission of a Leave of Absence Application (R7400e), a classified employee of the Department of Natural Resources (DNR), may be granted a miscellaneous leave of absence to work on special studies or committees with outside agencies; for personal reasons, or to accept an unclassified position, etc.

II. A miscellaneous leave may be granted for up to six months.* Extensions may be granted per review of by the Human Resources (HR) Chief.

*Such leaves may be granted to cover the entire period an employee serves in an unclassified position.  The employee will receive service credit for serving in an unclassified position upon returning to the classified service.

FORMS USED

· Employee's Written Request for Leave
· R 7400e Leave of Absence Application
· Interoffice Communication
PROCEDURE

I. An employee must make a request for a miscellaneous leave of absence in writing to his or her supervisor utilizing an Interoffice Communication.  The employee must also complete and submit a Leave of Absence Application (R7400e).  The interoffice communication must include pertinent information regarding the leave requested; i.e., duration of the leave; purpose of the leave being requested; financial remuneration employee will receive while on leave; how the leave will benefit the Department and the employee; how the employee's absence will affect his or her work unit, etc.  If the leave is to work for another agency, state or federal, a copy of the letter requesting the services of the employee should be attached.  The supervisor must forward the documentation to the employee's Bureau/Division/Office (B/D/O) personnel liaison.

II. The personnel liaison must forward the employee's written request and leave of absence application to HR.
III. Human Resources will review.  If approved, the leave request will be processed.  If denied, or if more information is necessary, Human Resources will notify the Division.  HR will review the documentation forwarded by the B/D/O personnel liaison.  If a leave request is approved, the leave application is processed by HR.  If it is not approved, or if more additional information is needed before a final determination can be made, Human Resources will contact the personnel liaison.

IV. When on a miscellaneous leave of absence, of any kind, it is an employee's responsibility to keep his or her supervisor timely informed of any changes that may impact the employee's leave of absence
Supervisors must notify HR in a timely manner when an employee goes on a leave, when a leave is to be extended and when an employee returns to work from an approved leave.  Untimely notification that an employee has gone on leave or had his or her leave extended may result in the employee's insurances (insurances to which they may otherwise be entitled) being discontinued. The untimely notification of an employee's return to work from a leave, will result in the employee not receiving a timely pay check.
09.12 - Employee Memo Sample - Leave of Absence Request 
(Revised: 06/22/2004)
SUPERSEDES

DNR Personnel Manual 09.12 dated 08/28/2002

SAMPLE MEMO
MICHIGAN DEPARTMENT OF NATURAL RESOURCES
INTEROFFICE COMMUNICATION 

 (Date)

TO: 
Human Resources, Compensation and Benefits Unit

FROM:
(Personnel Liaison's Name), (Bureau/Office/Division Name)

SUBJECT:
Request for Medical Leave of Absence for (Employee's Name)

The Bureau/Office/Division (B/D/O) is requesting a medical leave of absence for (employee's name) from (date) to (date) due to (nature of illness).

Employee's last day of work: (date)

Employee's sick leave exhausted (date)

Employee's annual leave exhausted: (date or indicate "annual leave frozen")

(If applicable) employee has long term disability insurance (LTD), please process necessary forms.

Employee's written request for a medical leave of absence is attached.

A medical evaluation that includes the diagnosis, prognosis and estimated date of return to work is attached.

An Employee Departure Report (CS-301) with authorized B/D/O signature is attached.

If you have any questions, please contact (name) at (phone number).

Attachments (#)
FORMS USED

· R1030e Interoffice Communication
CHAPTER 10 – PERFORMANCE MANAGEMENT

10.01 - Performance Management – Overview 
(Revised: 09/01/2004)
SUPERSEDES:

· DNR Personnel Manual 10.01 dated 04/03/2002
STATEMENT OF POLICY

All DNR employees will receive, at a minimum, an annual appraisal.  Bureaus, Offices and Divisions (B/O/D) in the department shall have the flexibility to schedule the timing of appraisals in their work units, provided that all employees receive an appraisal at least once every 12 months.  Each B/O/D shall submit to Human Resources its plan for addressing the timing of annual appraisals.

STATEMENT OF INTENT

The DNR utilizes the Human Resources Management Network (HRMN) for documenting appraisals.  It routinely works with the Department of Civil Service and HRMN staff to address needed additions, deletions or changes to the process to improve capturing the best possible information, and to expedite the process of completing and entering the information.

In order to keep internal files outside of the HRMN system, supervisors and managers may rate Group 1, 2 and 3 employees using the appropriate evaluation form for each group (CS-1750, CS-1751 or CS-1752).  Group 4 employees shall be evaluated using DCS form CS-1719B.  Information Tech employees may be evaluated under the IT Pay for Performance Pilot Program using the DCS form CS-1744.  This information is expected to be transferred to the HRMN electronic process to complete the appraisal cycle.
The department shall use the Human Resources Management Network (HRMN), department Personnel Liaisons and DNR Human Resources staff to ensure the appraisal process is universally and consistently applied.

The Human Resources, Employee Relations Section shall be notified when an overall “Unsatisfactory” or “Less than Satisfactory” (needs improvement) evaluation rating is being given to an employee.  The purpose of this notification is to assist the B/O/D in preparing the documentation to sustain the evaluation.

Department of Natural Resources, Human Resources staff shall conduct training for managers, supervisors and employees to introduce the concepts associated with conducting and participating in effective performance appraisals.  The department may also make use of the Department of Civil Service and other training providers in delivering such training. 

INFORMATION
Performance Appraisal is a mechanism to enhance communication between the employees and their supervisors, and to evaluate individual employee performance. All career employees are to be provided an annual performance appraisal through the use of the Department of Natural Resources (DNR) Performance Management System.  A performance appraisal which involves monetary compensation is a Service Rating.  A performance appraisal that does not involve monetary compensation is an Annual Evaluation.

Department of Civil Service (DCS) Rule 2-3.3  states, “An employee who receives a service rating that is less than satisfactory is not eligible to receive a performance pay award.”

Michigan Civil Service Commission (CSC) Regulation 2.06 states, “All supervisory, managerial, administrative, and executive employees must have included in their performance management plan, a factor or competency to establish a performance expectation for conducting timely and effective employee ratings.”

The importance placed on the performance appraisal demands that supervisors conduct the evaluation with care and consideration.  The performance appraisal process should provide an opportunity for the supervisor and employee to discuss successes as well as problems.  It incorporates performance planning and progress reviews, and facilitates the annual updating of position descriptions and assessment of training needs.

A major key to the successful use of performance appraisals is to recognize that the appraisal process is a joint effort. Both the supervisor and the employee must be willing to examine problems, attitudes and feelings and to listen to one another in this shared responsibility. Both parties have roles and expectations to be fulfilled if the evaluation process is to be successful.

Also see:  DCS Rules 2-17  and Rule 3-5,  and applicable language in the following collective bargaining agreements:  MSEA, Article 10; UTEA, Article 11; UAW, Article 10; and MPES, Article 7.

REFERENCES

· Department of Management & Budget (DMB) – Office of State Employer (OSE)
· Department of Civil Service (DCS) Rules and Regulations
DNR Personnel Manual 10.02 - Performance Management - Performance Appraisal Procedures 

DNR Personnel Manual 10.03 - Performance Management - Supervisor and Employee Responsibilities 

DNR Personnel Manual 10.04 - Performance Appraisal - Training Assessments 
FORMS USED

None

10.02 - Performance Management – Performance Appraisal Procedures 
(Revised: 09/01/2004)
SUPERSEDES:

· DNR Personnel Manual 10.02 dated 04/01/2002
FORMS USED

The HRMN Performance Management electronic system shall be the primary system for entering and maintaining appraisals.  In addition the CS-1719, CS-1744, CS-1750, CS-1751, CS-1752 and CS-1761– Performance Management and Competency Evaluation Forms can be used as internal back-up by the supervisor.  In DNR form IC-7017, Performance Appraisal Instructions for Employees can also be used.
REFERENCES

· Department of Management & Budget (DMB) – Office of State Employer (OSE)
· Department of Civil Service (DCS) Rules and Regulations
· 10.01 - Performance Management - OverviewDNR Personnel Manual  

· DNR Personnel Manual 10.03 - Performance Management - Supervisor and Employee Responsibilities 

· DNR Personnel Manual 10.04 - Performance Appraisal - Training Assessments 
PROCEDURE

The following performance appraisal procedures are to be followed in administering the Department of Natural Resources Performance Management System.

I. SUPERVISOR
A. Verbally or in writing explains to the employee the purpose and mechanics of the appraisal process.

B. Using the position description and the current mission and objectives of the work unit, prepares the performance factors to be used in the appraisal period and identifies all of the necessary competencies, using the appropriate form.

NOTE:  The performance review period dates are to be determined by each Bureau/Office/Division based upon its needs.

II. SUPERVISOR AND EMPLOYEE

A. Negotiate and reach agreement on the performance factors and competencies for the appraisal period.

B. If the supervisor and employee cannot reach agreement, the factors and competencies will be determined by the supervisor, utilizing as much input as possible from the employee.  (The employee may discuss this action with his or her next level of supervision.)

C. The supervisor and/or employee confirm receipt of the plan in HRMN.

III. SUPERVISOR AND EMPLOYEE

A. Approximately one month prior to an employee’s performance appraisal, the supervisor and employee schedule the appraisal meeting.

B. Each prepares information to be used in evaluating the performance factors and competencies for the appraisal period.

C. Both parties may seek guidance from supervisors, co-workers, or staff from Human Resources.  They may also make use of the position description and information contained in the publication “Performance Management in the DNR”.

IV. SUPERVISOR

A. If the supervisor anticipates assigning the employee an overall “less than satisfactory” rating, the supervisor shall contact the Employee Relations Section of Human Resources.

V. SUPERVISOR AND EMPLOYEE

A. The appraisal meeting is held and discussion of the performance factors and competencies takes place.  Both the supervisor and the employee may present all relative information during the meeting.

B. The discussion is to include the performance and behavior of the employee during the performance period as an individual and as a member of the work unit, as the unit attempted to meet its goals and objectives.

VI. SUPERVISOR AND EMPLOYEE

A. At the end of the appraisal meeting, the supervisor and employee shall agree upon the contents of the evaluation form.

B. If supervisor and employee cannot reach agreement, the supervisor will determine its final content, utilizing as much input as possible from the employee.  The employee may make a submission of information to be included with the appraisal.

C. Both parties certify the evaluation form in HRMN.  The employee may decline to sign.  The supervisor would make the appropriate “refusal override” in HRMN.
VII. REVIEWING MANAGER (or designated person in Bureau/Office/Division)
A. Reviews evaluation forms for completeness.

B. Resolves any concerns.

C. Maintains record of completion of appraisal process for all employees in the work unit.

VIII. HUMAN RESOURCES

A. Runs and distributes reports on the progress the B/O/D’s are making in completing appraisals for all employees.

B. Takes action, if necessary, to resolve issues.

C. Makes appropriate HRMN entries.
IX. DEPARTMENTAL REVIEW OF NEEDS IMPROVEMENT ANNUAL RATINGS

A. Civil Service Regulation 2.06 Conducting Employee Ratings in Rule 2-3.3(a)(4) requires each Appointing Authority to establish a Departmental Review Procedure to assist employees and supervisors in understanding the rating process, the conclusions reached and options for the future.  This procedure does not cover employees in Pay for Performance.
B. A Needs Improvement rating is not discipline.  A Needs Improvement rating does not make an employee ineligible for a step increase.  An employee who receives a needs improvement annual rating is not eligible for reclassification until a later satisfactory rating is issued.  A reclassification action cannot be made retroactive to a date before a new satisfactory rating is issued.
C. When a non-probationary employee in the DNR receives a Needs Improvement annual rating, that employee may contact the Chief of Human Resources in writing to request a departmental review.  This is not a grievance.  The employee is not entitled to union representation.  If the employee alleges the annual rating was issued in violation of DCS Rule 1-8 (Prohibited Discrimination) or Rule 2-10 (Whistleblower Protection) they must proceed through the Grievance Procedure.
D. Human Resources Employee Relations Section (ERS) will log the request and obtain the original rating documents.
E. Human Resources (ERS) will contact a Bureau/Office/Division (B/O/D) designee and request that the B/O/D perform an internal review of the rating to ensure it meets their standards.
F. The B/O/D will confer with the affected employee and supervisor to gain an understanding of the issues.
G. The B/O/D will transmit a written decision to the Chief of Human Resources and the employee regarding their review of the rating and any additions, deletions or changes in the rating.
H. The employee may, within one pay period of the receipt of the B/O/D decision, make a written request to the Chief of Human Resources for a review by the Appointing Authority.
I. Human Resources (ERS) will confer with the employee and the B/O/D designee and the Appointing Authority will prepare a written decision regarding the rating.
J. The decision reached by the Appointing Authority is not grievable.
10.03 - Performance Management – Supervisor and Employee Responsibilities (Revised: 09/01/2004)
SUPERSEDES:

· DNR Personnel Manual 10.03 dated 06/01/2001
STATEMENT OF POLICY

It is the responsibility of supervisors and employees to work together to determine and develop performance objectives and action plans for a targeted time period; to maintain communications throughout the period with review(s), and to evaluate employee performance at the completion of the period through an annual performance appraisal.  Human Resources is available to assist supervisors and employees in answering questions about the process, and providing advice on dealing with communication issues in the process.

REFERENCES

· Department of Management & Budget (DMB) – Office of State Employer (OSE)
· Department of Civil Service (DCS) Rules and Regulations
· 10.01 - Performance Management - OverviewDNR Personnel Manual  

· DNR Personnel Manual 10.02 - Performance Management - Performance Appraisal Procedures
· DNR Personnel Manual 10.04 - Performance Appraisal - Training Assessments 
FORMS USED

· “Performance Management in the DNR” DNR/HR 11/2000

PROCEDURE

I. IT IS THE RESPONSIBILITY OF A SUPERVISOR TO:

A. Ensure that employees know what is expected of them through mutually developed performance objectives that are realistic and relevant to the needs of the organization.

B. Ensure that there is an updated, mutually developed position description for each employee.

C. Provide guidance in the form of an ongoing review of performance.

D. Identify training needs of employees.

E. Provide a formal written appraisal (in HRMN) based on a formal review of performance.

F. Assist in identifying problems and making employees aware of possible solutions.

G. Pass performance information to the next level of supervision and seek assistance as required.

II. IT IS THE RESPONSIBILITY OF AN EMPLOYEE TO:

A. Participate in establishing performance objectives and action plans upon which performance will be measured.

B. Regularly review performance against the objectives.

C. Seek assistance when it appears that objectives will not be met.

D. Keep the supervisor informed as to progress and be willing to examine problems, attitudes and feelings during frequent informal reviews.
E. Participate in formal review and planning sessions.

10.04 - Performance Appraisal - Training Assessments 
(Revised: 10/27/2004)
SUPERSEDES
· DNR Personnel Manual 10.04 dated 09/30/2004.
STATEMENT OF POLICY

The Department of Natural Resources (DNR) Performance Management System may include an annual training assessment conducted by the supervisor of each employee.

REFERENCES

· Department of Management & Budget (DMB) – Office of State Employer (OSE)
· Department of Civil Service (DCS) Rules and Regulations
· 10.01 - Performance Management - OverviewDNR Personnel Manual  

· DNR Personnel Manual 10.02 - Performance Management - Performance Appraisal Procedures
· DNR Personnel Manual 10.03 - Performance Management - Supervisor and Employee Responsibilities 

FORMS USED:

· R 7016e Individual Training Plan

· R 7015e Proposed Annual Training

· HRMN Performance Management and MI HR Self-Service Websites
PROCEDURE

I. SUPERVISOR

A. Annually, the supervisor and employee, as part of the performance appraisal process, may assess individual training needs using form R 7016e, Individual Training Plan.  Specific courses or work experience necessary for the employee to meet the requirements of his or her position, as well as other specific needs shall be identified. This assessment shall be based on individual and department needs as identified by the employee and immediate supervisor, career development goals, and other objectives deemed necessary by program managers and department administrators.

B. Specifically, the individual training assessment may include a discussion and review of:

1. Training accomplished during the previous 12 months, along with any specific areas of concern;

2. Specific upcoming training needs and plans, and various methods of securing the training using the R 7016e checklist guide to choosing training methods;

3. Future work assignments and/or training opportunities, and

4. Temporary work schedule adjustments, if appropriate, to implement approved training plans.

Supervisors, following completion of individual training assessments, may provide their supervisor information describing the training needs of their respective staffs using form R 7015e, Proposed Annual Training.  Bureau/Office/Division Training Officers may compile the training needs identified in their Bureau/Office/Division and forward the information to their Bureau/Office/Division Chief.
CHAPTER 11 – POSITION ESTABLISHMENT AND MAINTENANCE

11.01 -Technical Classification Complaints and Technical Review Decision Appeals (Revised: 01/29/2002)

STATEMENT OF POLICY

The Department of Natural Resources (DNR) and its employees may appeal classification actions and decisions affecting positions in the classified service in accordance with the provisions of Michigan Civil Service Commission (CSC) 4-3 Appeals, 8-3 Technical Complaints and 8-7 Appeal to Civil Service Commission, and Department of Civil Service (DCS) Regulations 8.02 and 8.05.

DESCRIPTION/PURPOSE

Right to File a Technical Complaint Following a Technical Classification Decision or Appeal a Technical Review Decision from a Technical Classification Complaint

FORMS USED

· CS-212a Technical Classification Complaint

· CS-1743 Application for Leave to Appeal to the Employment Relations Board
INFORMATION

I. Complaint and Appeal Procedures
A. The DNR or a DNR employee directly affected by a technical classification decision may file a technical classification complaint with the Department of Civil Service on a CS-212a, in accordance with DCS Regulations 8.02.

B. While only the DNR may appeal the classification of a newly established position, either the Department of an adversely affected DNR employee  may appeal a change in the classification or classification level of a previously established position, again in accordance with procedures set forth in DCS Regulations 8.02.

C. If a technical classification complaint is not dismissed administratively, for one or more reasons cited in Section II., a Civil Service Technical Review Officer will conduct a technical review in the matter.  At the conclusion of the review, the officer will issue a technical review decision.

D. When authorized in the Michigan Civil Service Commission Rules, a party aggrieved by a technical review decision may appeal the decision to the CSC.  Such appeals must be filed with the Employment Relations Board in accordance with the provisions of CSC Rule 8-7 Appeal to Civil Service Commission and DCS Regulation 8.05.

E. For purposes of this policy, the following terms are defined as:

1. Technical Classification Decision - A Civil Service staff decision classifying a position in the classified service.

2. Technical Classification Complaint - A written complaint (CS-212a) alleging a technical classification decision:

(a) Violated Article 11, Section 5 of the  Michigan Constitution;

(b) violated a Civil Service Rule or Regulation, and/or 

(c) was arbitrary and capricious.

3. Technical Review - A technical review of technical classification decision, conducted by a Civil Service Technical Review Officer, when a technical classification complaint has been filed.

4. Technical Review Decision - The final decision of a Civil Service Technical Review Officer setting forth the Review Officer's material findings of fact, conclusions of law, and remedial orders, if any.

II. Administrative Denial of Complaints - A technical classification complaint may be administratively dismissed by the DCS without prior notice for any of the following reasons:

A. A complaint fails to set forth allegations with sufficient particularity to permit review.

B. A complaint involves one or more of the following actions, decisions, and matters that are not subject to review:

1. Michigan Civil Service Commission Rules.

2. Department of Civil Service Regulations, Standards, and Procedures.

3. The Official Classification Plan, including classification specifications, job-evaluation factors, and the policies, procedures, and other official publications for administration of the classification system.

4. The establishment, abolishment, or modifications of a classification.

5. The job evaluation factoring for a classification.

6. The pay range assigned to a classification.

7. Classifications preauthorized for position establishment and reclassification to agencies; e.g., the DNR.

8. Individual position freezes.

9. Appraisal method and content.

10. Appraisal determination, including section/item weights, passing points, and experience and education rating charts.

11. Appraisal method administration decisions, including the following:

(a) Replacing or combining applicant pools.

(b) Scheduling examinations and filing requirements.

(c) Limitations on appraisal participation.

C. A complaint fails for other good and sufficient reason to warrant further review.

III. Filing of Complaints
A. The DNR or a DNR employee directly affected by a technical classification decision made by the DCS Bureau of Human Resources Services may file a technical classification complaint with the Department of Civil Service.  The complaint must be submitted using a Technical Classification Complaint Form (CS-212a).  If the complaint is a DNR employee, he or she must simultaneously file a copy of the complaint with the DNR Human Resources Classifications and Selections Unit.

B. An employee organization cannot file a complaint regarding a technical classification decision.  An employee organization is limited to serving as representative  for the complainant.

C. A complaint for a position in a preauthorized classification is accepted only if the Department of Civil Service has made a technical decision.  If the DNR denies a preauthorized reclassification to an employee, the employee must first file a request for a position review with the Department of Civil Service in accordance with DCS Regulation 4.09.

D. Incumbents in the same classification may file a joint complaint of a denied or modified classification action.  The incumbents must be performing the same duties and responsibilities and must have occupied their positions for the equivalent of 1 year of full-time service.  Only incumbents who sign a Technical Classification Complaint Form (CS-212a) will be considered complainants.

E. An employee who initiates a position review by filing an updated position description and written request with the Department of Civil Service under the provisions of CSC Rule 4-2 and DCS Regulation 4.09 may appeal the position review decision (reclassification decision) in accordance with DCS Regulations 8.02.

F. An employee who believes he or she has been given a working-out-of-class assignment for which he or she is not being properly compensated (under the provisions of DCS Regulation 4.08), may submit a request to the Department of Civil Service for a position review under the provisions of CSC Rule 4-2 and DCS Regulation 4.09 to determine if a working-out-of-class assignment has been made.  The decision of the position review may be appealed in accordance with DCS Regulations 8.02.

IV. Time Limitations for Filing Technical Classification Complaints - To be timely, a complaint must be received by the Department of Civil Service within 14 calendar days after the mailing date to the complainant of the technical classification decision.   A filing extension may be granted by the DCS if, before the expiration of the required time for filing, the complainant shows sufficient justification for the extension.

V. Effective Date of Technical Classification Decisions - The effective date of a technical classification decision shall be in accordance with the applicable provisions of DCS Regulation 4.04.
VI. Effects of Vacating a Position - If an incumbent vacates a position before completing the complaint process and ultimately prevails, the following processes occur:

A. The employee who complained about a classification action receives compensation in the awarded classification retroactive to the effective date of the original position review and up to the date the employee vacated the position.

B. The employee has reinstatement rights in the awarded classification.

C. If the employee vacated the position as a result of a reduction in force, the employee's name is placed on the appropriate recall list for the awarded classification.  (This does not require the bumping chain to be reinstituted.)

D. The awarded classification is limited to the position that gave rise to the complaint and cannot be transferred to other positions.

VII. Effect of Technical Classification Decisions of Subsequent Employees - In a successful complaint, when a new incumbent has been appointed to the position (the position vacated by successful complainant prior to completing the complaint process), the position remains at the previous classification until the successor has satisfactorily performed the duties for the equivalent of 1 year of full-time service.

VIII. Appeal of Technical Review Decisions - In accordance with the provisions of CSC Rule 8-7, a party aggrieved by a technical review decision may appeal the decision to the Civil Service Commission by filing an Application for Leave to Appeal to the Employment Relations Board form (CS-1743) with the Employment Relations Board, in accordance with the provisions of CSC Rule 8-7 and DCS Regulation 8.05.
PROCEDURE

I. Technical Classification Complaint and Technical Review Decision Appeal Procedures

A. Technical classification complaints are initiated by filing a Technical Classification Complaint form (CS-212a) with the Department of Civil Service, Office of Technical Complaints within 14 calendar days after the mailing date of the technical decision.
Technical review decision appeals are initiated by filing an Application for Leave to Appeal to the Employment Relations Board form (CS-1743) (an original and 6 copies) with the Employment Relations Board within 28 calendar days after the date the final review decision is issued.
11.02 - Bi-Annual Position Classification Review 
(Revised: 01/01/2000)
STATEMENT OF POLICY

During the first quarter of every other calendar year, managers will be requested to submit current position descriptions on their employees to Human Resources.

FORMS USED

· CS-214 Position Description

PROCEDURE

The following procedure should be followed when submitting up-to-date position information.  

I. During the first quarter of every other calendar year Deputy Directors and Bureau/Division/Office Chiefs will be requested to submit current position descriptions on their own jobs and for each of their employees on a specified date. In the absence of substantial change employees will be required to certify in writing that the position description on file is up-to-date and accurate. Substantial change is defined as follows: any change in assignment that alters the primary character of the job, e.g., change that affects the title or level of the position or alters reporting relationships.

II. Human Resources Division will notify Personnel Liaisons in writing, during the first quarter of every other calendar year to start the bi-annual review process within their Bureau/Division/Office.

A. Composite position descriptions will be acceptable, but must be signed by each employee who agrees it is descriptive of his/her assignment.

B. The employee completes their position description and retains a copy for his/her file.

C. The supervisor completes the back page of the position description paying particular attention to experience and education requirements for any specialized background that may be needed in order to perform assigned duties (i.e., selective certification requirements); verifies accuracy of information contained in the position description or explains disagreement therewith in the space provided; and routes the position description to the Personnel Liaison.

Personnel Liaison reviews position description for any discrepancies.  Returns those needing corrections to supervisor and forwards the others to Human Resources Division.  Human Resources Division staff reviews all and notifies appropriate Personnel Liaison of any positions that are misclassified or of any discrepancies or exceptions. Human Resources Division will provide Civil Service with copies of position descriptions for all non-preauthorized classes. All position descriptions will be filed and become the official position description for the subject position.
11.03 - Contractual Personal Services
(Revised: 01/29/2002)
STATEMENT OF POLICY

An appointing authority may request the use of contractual personal services by showing that it is not feasible or practical to establish a classified position to perform the required service. Requests for the use of contractual services will be reviewed for approval by the State Personnel Director. Approval must be obtained before contracting for performance of the service.

INFORMATION

A CS-138 is required for any personal services rendered by those who are not classified employees (commodity codes in the 900 series), except when the requested personal service is:   

· less than $1,000 per vendor per year; 

· nonjurisdictional--services that have been previously determined by Civil Service Classifications as not constituting positions in the classified service and do not require the approval of the appointing authority.  They do not need to be submitted to Civil Service.  Civil Service will conduct periodic review of all nonjurisdictional contractual personal services to determine if the job categories have become normal to state service and should be classified. 

· a preauthorized service--Civil Service has established a list of personal services that have been determined to meet one or more of the standards, for reasons of administrative efficiency, which preauthorizes agencies to disburse funds for such personal services.   The preauthorized CS-138# must be included on payment or purchasing documentation in ADPICS.    

· on the DNR Blanket Preauthorized CS-138 list--the DNR has established a list of personal services that have been determined to meet one or more of the standards, for reasons of administrative efficiency, which Civil Service approved to allow the DNR to disburse funds for such personal services.  The blanket/preauthorized CS138# must be included on payment or purchasing documentation in ADPICS.

· for other governmental entities including, but not limited to, the following:  a state of the U.S.; federal government; Dominion of Canada; a political subdivision of the State of Michigan; a governmental authority, a state university, state college, a community college, or other public school.

A listing of both preauthorized and nonjurisdictional services is available at http://www.state.mi.us/mdcs/Contracts/Codes.htm.  

The Blanket/Preauthorized List for DNR is available on the Human Resources website on the DNR intranet.

A contract for personal services may be approved if:

Standard A:
The personal services are temporary, intermittent, or irregular.
(NOTE:  C.S. definition of temporary is less than 832 hours per year--either calendar or fiscal.)

Standard B:
The personal services are (1) so specialized, technical, peculiar, or unique that they are not recognized as normal to the classified service or (2) the appointing authority is unable to recruit enough qualified candidates willing to accept a classified position.

Standard C:
The personal services involved (1) the use of equipment, materials, or facilities not reasonably available to the agency at the time and place required and (2) the estimated cost to the agency in procuring such equipment or materials and establishing the needed positions would be disproportionate to the contract cost.

Standard D:
The personal services would be obtained at substantial savings over the proposed period of disbursements when compared with having the same personal services performed by the classified work force.  The personal services do not meet this standard if, despite the savings over the proposed period of disbursements, substantial savings would not likely be realized over the long term.  Savings are “substantial” if the average annual savings over the proposed period of disbursements are equal to or greater than the minimum required savings computed using the table found in Civil Service Regulation 7.01.

Mixed Contracts – When there is a disbursement for both ‘personal services’ and for things that are not personal services (goods), and the cost of the goods is greater than the personal service cost, enter ‘mixed’ in the CS-138 field of the ADPICS document.

FORMS USED

· CS 138 Contractual Personal Services Request

PROCEDURE

The request for contractual personal services (CS-138) shall be submitted in ADPICS on the "Request to Contract for Personal Services" Screen 2117 at least twenty-one (21) workdays prior to the beginning of the services.  This provides Human Resources the time to review the request and submit to Civil Service, who has 14 days to review.  Civil Service has notified all departments that unless this time period is adhered to, any services provided prior to receiving approval will be disapproved due to the request being submitted in an untimely manner.

Emergency Disbursements--if an emergency occurs, the services cannot continue beyond fourteen (14) calendar days without approval from Civil Service.

Approval must be obtained from Civil Service before contractual service is obtained.
Please refer to appropriate union Article Agreements when contracting out work that may be performed by employees covered by these Agreements.
11.05 - Non-Preauthorized Positions - Establishment, And Reallocation 
(Revised: 01/29/2002)
STATEMENT OF POLICY

By authority of the Michigan Constitution, 1963, Article XI, Section 5, the Civil Service Rule Book Chapter 4, Sections 4-1 Position Establishment and Classification, 4-2 Position Classification Review and Chapter 5, Compensation and Fringe Benefit Rules set forth the policy that govern the establishment and reclassification of positions. All position establishments and reclassifications within the Department of Natural Resources will adhere to these standards.

INFORMATION

I. A position will be considered for reclassification when a gradual growth in related duties and responsibilities results in the position meeting the concept for the new class and level. A position may be reclassified when any of the following conditions exist:

1. A position in a worker class series may be reclassified from entry/trainee through the senior level. In these instances, duties and responsibilities remain basically the same but the incumbent has gained experience and, therefore, performs a greater range of related assignments with more independence. A position may not be reclassified beyond the intermediate level if it is identified as performing a limited range of duties. A position will only be reclassified to the senior level when evaluated favorably on the basis of either: (1) a Civil Service approved departmental senior standard that is specific to a particular position and work area or (2) a Department of Civil Service universal senior standard, excluding the lead worker standard.

2. The position's principle duties and responsibilities remain basically the same but the job has evolved from a worker to a related and identifiable program specialty accepted by the Office of Human Resources.

3. A change in the overall classification plan results in a change in the class concept but not in a position's duties and responsibilities.

4. A change in the classification of a position's supervisor impacts on the subordinate position's classification.

5. The position takes on greater importance and stature through a change in organizational placement but the duties and responsibilities remain basically the same. For example, a Bureau/Division/Office director is elevated to a bureau director in recognition of changing goals and missions of the department.

6. A supervisory position remains basically the same but through staff expansion it gains an additional layer of supervision beneath it to carry out the primary focus of the supervisor's work.

7. The change in the position has occurred over such a long period of time (several years) that a reasonable argument can be made that the added duties and responsibilities have gradually accrued and, thus, a reclassification is warranted.

8. The Bureau/Division/Office proposes and Office of Human Resources accepts that a reclassification is warranted because the incumbent would be competing for his or her own job. This is a situation where there is no real opportunity for competition for the position.

NOTE: When a position has an incumbent, the incumbent will be required to possess the required education and experience requirements for the higher level and be performing satisfactorily prior to a reclassification being considered. This is not a requirement for vacant positions.

BUREAU/DIVISION/OFFICE
II. To establish, reestablish or reclassify a position the Bureau/Division/Office Personnel Liaison, working with the supervisor and/or employee, must submit a request to the Office of Human Resources which includes:

A. A completed Position-Appointment Requisition Form (R7101) with all necessary information.

B. A completed Position Description (CS-214). Composite position descriptions may be utilized in order to establish or reclassify several positions with identical duties and responsibilities. When establishing or reestablishing positions the Bureau/Division/Office must complete a Position Description and provide the position specific information in Items 13 and 14 for all positions and Item 22 for lead worker or supervisory positions established by composite. When reclassifying occupied positions the supervisor and the employee should accurately complete the position description with mutual agreement on the contents as much as possible. Both employee and supervisor must sign in their respective places on the form.

C. A Work-Sheet must be submitted for all Managerial and Program/Staff Specialist positions recommended for establishment, re-establishment or reclassification.

III. The original Position Description and one copy of the Position-Appointment Requisition Form (R7101) and any other supporting documentation should be forwarded to Office of Human Resources by the Bureau/Division/Office's Personnel Liaison.

IV. Designated Appointing Authorities within the Office of Human Resources will review the request and if necessary work with the Personnel Liaison to resolve any issues before:

A. Forwarding the action back to the Bureau/Division/Office if the establishment or reclassification is not warranted;

B. Forwarding on to Civil Service if the establishment or reclassification is supportable. Effective dates for establishment and reclassification requests that are approved by Civil Service will coincide with the beginning of the pay period in which a fully documented position action request is received by Civil Service. Decisions on establishment and reclassification requests are normally rendered by Civil Service within 30 days or less.

V. When the review by the Department of Civil Service is completed, Office of Human Resources will be notified and will forward the decision on to the Bureau/Division/Office's Personnel Liaison.

VI. If the employee and/or Bureau/Division/Office management are not satisfied with the Civil Service decision an appeal process is available. For assistance contact the Bureau/Division/Office's Personnel Liaison or Office of Human Resources.

INFORMATION
Employee Generated Position Reviews; 4-2.1a

The Department of Natural Resources is required to give notice to the Department of Civil Service of material changes in the duties and responsibilities of all positions. If the Department fails to notify Civil Service or the employee does not agree with the Department's assessment of their position, the employee occupying the position may file a written request with Civil Service for a position review.

FORMS USED

· R7101 Position - Appointment Requisition

· CS 214 Position Description

· CS-1716 Group Two Professional Specialist Position Evaluation Worksheet

· CS-1734 Worksheet for Professional Managerial Ranking System

PROCEDURE 

The steps listed below outline the procedure to be followed in requesting the establishment, re-establishment and reclassification of non-preauthorized positions.  

I. The employee must submit a position description with items 1 through 23 completed.

II. Civil Service will notify the DNR in writing, asking for input as it relates to the accuracy and completeness of the information submitted by the employee.

III. Civil Service may conduct an on-site review of the position, review all of the information submitted by the employee and the DNR, and render a decision. The favorable decision will be forwarded to the Office of Human Resources. An unfavorable decision will be forwarded to the employee's home address, with a copy sent to DNR.  

IV. If the employee and/or Bureau/Division/Office management are not satisfied with the Civil Service decision, an appeal process is available.

NOTE: The effective date of approved classification actions taken on employee generated reviews shall be the beginning of the pay period in which the employee's completed position description (items 1-23) is received by Civil Service.

V. A position may require a new position establishment and appointment when the following conditions exist:

A. A position experiences significant change in the assigned duties, and the primary function of the job changes requiring a different base of knowledge, skills, and abilities. Examples include worker to supervisor, nonprofessional to professional, and worker to an unrelated program specialty.

A position's primary function and purpose experiences substantial and material change. For Equitable Classification Plan (ECP) classes, this may result in the position moving from one group to another, or from one category of classes to another within a group.
11.06 - Organization Charts 
(Revised: 03/18/2001)
STATEMENT OF POLICY

Department of Civil Service (DCS) Regulation 4.06 requires departments to submit official organizational charts to the DCS on an annual basis.  Therefore, the Department of Natural Resources (DNR) requires its Bureaus, Offices and Divisions to update their respective organization chart by July 1 of each year.  It is the responsibility of each Bureau, Office and Division to maintain its organization chart, consistent with the following procedure.

PROCEDURE

I. Bureaus, Offices and Divisions submit updated organization charts to Human Resources by July 1 of each year in VISIO format.

II. For consistency all Bureau, Office and Division organization charts must contain, at a minimum, the following information:

A. The organizational title along with the classifications, position codes, and employee names of all positions in the organizational structure. Active vacancies; i.e., positions unoccupied for less than six months should be shown.

B. Lines of authority depicting reporting relationships.

C. On a separate page, provide a brief narrative description of each major organizational component of the Bureau, Office or Division. At a minimum, descriptions should be provided down to the Section level. In some cases, depending on the nature of the program, units and even sub-units should be described. A summary of the number and types of positions within the Bureau, Office or Division should also be included on this page.

Human Resources reviews the organization charts and, if necessary, provides Bureaus, Offices and Divisions with feedback, regarding needed changes.  Once finalized, a copy of each chart is submitted to the DCS, as required by Regulation 4.06, and one is maintained in Human Resources.
11.07 - Position Updates 
(Revised: 01/29/2002)
STATEMENT OF POLICY

Bureau/Divisions/Offices may change the Department Code and/or Supervisor Code of positions upon review and approval of the Human Resources Division.

FORMS USED

· R7101 Position-Appointment Requisition
· CS 1758 Position Recoding Worksheet

PROCEDURE

I. DEPARTMENT CODE/SUPERVISOR CODE CHANGES 

To change a department and/or supervisor code of a position for inventory purposes electronically submit a completed CS-1758 form to Human Resources prior to implementing the change. Change should be submitted with the request.

II. RESTRUCTURING

A. Prior to a major reorganization, organizational charts depicting the current and new structure must be submitted to Human Resources Division. Human Resources Division will work with the bureau/division/office to put together a plan that includes the following information: size and complexity of the reorganization, impact, or potential impact, on other positions and their classifications, potential number of positions that may need department or supervisor code change, potential number of positions which must be established, based on new or substantially different functions assigned as a result of the reorganization. Human Resources Division will then contact Civil Service Human Resource Services Bureau to discuss the proposed reorganization. Prior to implementation position descriptions must be submitted to the Human Resources Division.

B. Civil Service, Human Resource Services Bureau, will review the materials and determine--the appropriate classifications for the affected positions, which positions can be corrected with a department or supervisor code change.

C. Executive Directive 1991-3 requires the review of reorganization proposals by the director of the Department of Management and Budget and the counsel for Executive Branch Organization prior to implementation. After that review and approval, the bureau/division/office submits the Position-Appointment Requisition (R7101) form to establish a new position(s) or the Position Recording Worksheet (CS-1758) to change department and/or supervisor codes to Human Resources and Civil Service for review and processing.

III. FROZEN POSITIONS 

When bureau/divisions/offices determine that vacant position(s) are not needed an R7101 Position-Appointment Requisition form should be submitted to Human Resources Division with  rationale to freeze the position(s).  Positions that are not needed will be in-activated by Civil Service upon request from the DNR.  An R7101 – Position Appointment Requisition form with rationale should be submitted if/when the bureau/division/office determines that the position needs to be reactivated, office/division or the abolishment action. Positions involved in a Reduction In Force (RIF) should always be abolished once the incumbent vacates the position. All other abolishment’s are at the discretion of the bureau/division/office.
11.08 - Pre-approved Position – Establishment 
(Revised: 01/29/2002)
STATEMENT OF POLICY

By authority of the Michigan Constitution, 1963, Article XI, Section 5, the Civil Service Rule Book Chapter 4, and Chapter 5, set forth the policy that govern the establishment of positions. All position establishments within the Department of Natural Resources will adhere to these standards.

FORMS USED

· R7101 Position Action Request 
· CS 214 Position Description

PROCEDURE

I. The steps listed below outline the procedure to be followed in requesting the establishment of a position.

DIVISION
To establish a pre-approved position the Bureau/Division/Office Personnel Liaison, working with the supervisor and/or employee, must submit a request to Human Resources which includes:

A. A complete Position-Appointment Requisition Form (R7101) with all necessary information.

B. A completed Position Description (CS-214). Updated composite position descriptions may be used.  Supervisor must sign in the respective place on the form.

II. The original Position Description and one copy of the Position-Appointment Requisition Form (R7101) and any other supporting documentation should be forwarded to Office of Human Resources by the Bureau/Division/Office's Personnel Liaison.

III. Designated Appointing Authorities within the Office of Human Resources will review the request and if necessary work with the Personnel Liaison to resolve any issues.

IV. Once the review is completed Human Resources will forward the request to Civil Service for establishment and provide the Personnel Liaison with a copy of the action.

NOTE:  See Procedure: Establishment and Reclassification of Non-Preauthorized Positions which details the procedure for employee generated position reviews.
11.09 - Selective Position Requirements 
(Revised: 01/29/2002)
STATEMENT OF POLICY

The Department of Civil Service (DCS) may, in accordance with the provisions of Michigan Civil Service Commission Rule 4-1 and DCS Regulation 4.01, establish selective position requirements for positions in the classified service in order to limit the selection and appointment of candidates to fill such positions to those candidates who meet the selective position requirements.  The following procedure sets forth requirements relative to the establishment of selective position requirements.   Department of Natural Resources (DNR) Bureaus, Offices and Divisions must request the establishment of selective position requirements through DNR Human Resources (HR).

FORMS USED

· CS-214 Position Description
· CS-129 Position Action Request

PROCEDURE

Selective position requirements are specific qualifications that are narrower or more limited than those generally associated with a position and that are determined to be essential for performance of the duties of a specific position.  Bureaus, Offices and Divisions must observe the following requirements when requesting approval for the establishment of selective position requirements.

Selective position requirements for specific positions must be job related.

Selective position requirements must narrow the classification requirements and cannot be for a higher order than the qualifications for the classification.  For example, a criterion of a bachelor's degree would not be approved for a position in a classification that requires an associate's degree; however, an associate's degree in a particular area could be approved for a position in a classification with an associate's degree requirement.

The criteria must relate to entry requirements, not to the knowledge, skills, abilities, or other characteristics acquired in the position.

Selective position requirements must be quantifiable, easily observed, and verifiable; e.g., 15 college credits in botany.

A position must be established and the selective position requirements approval must be received from the DCS before a Bureau, Office or Division mandates and applies the requirements in a selection process.

If selective position requirements are established by the DCS for a position, the following requirements must also be observed:

A. Approved selective position requirements must be applied whenever the position for which they are established is to be filled.

B. Selective position requirements must be in place for 28 calendar days before the criteria can be applied in a reduction-in-force action affecting the position, the employee, or a person exercising employment preference to the position.

When requesting approval for the establishment of selective position requirements, Bureaus, Offices and Divisions must submit a written request to Human Resources that includes the following information:

A. The HRMN Position Description and Grade for which it is requesting the establishment of selective position requirements.

B. A current position description (CS-214) for the position.

C. Narrative that provides the rationale and linkage between the requested selective position requirements and the CS-214.

D. Any relevant supporting material such as pertinent legislation.

When Human Resources has reviewed the information and determined that the establishment of selective position requirements for the position is appropriate and consistent with the provisions of DCS Regulation 4.01, HR will submit the information and a Position Action Request (CS-129) to the Department of Civil Service.  Upon receipt of a decision from the DCS, Human Resources will notify the requesting Bureau, Office or Division if its request was approved or denied.
11.10 - Working Out Of Class 
(Revised: 05/01/2003)
STATEMENT OF POLICY

An appointing authority or agency management may assign an employee duties and responsibilities of a different classification on a temporary basis, ensuring equal opportunity in such assignments.

Working out of class assignments are to be made only in situations where it is not practical or feasible due to time constraints to establish, recruit and fill temporary positions, or where there exists an urgent and/or critical need to have specific duties and responsibilities performed during the brief absence of another employee.

  For all classified employees, Civil Service Regulation 4.08, Working Out of Class determines compensation, allowable time periods and eligibility.

GENERAL INFORMATION

I. DEFINITION

Working out of class is the temporary assignment to an employee by a manager or supervisor, approved through Human Resources prior to the assignment being made, to perform duties and undertake the responsibilities of a different classification.  An employee is recognized as working out of class when the employee performs all or substantially all of the duties of the new and different classification.

II. ALTERNATIVES

Prior to assigning an employee to work out of class, the Division/Office/Bureau should consider the following options:

A. As soon as a vacancy is anticipated, the employing unit and Human Resources can work cooperatively to initiate the appointment process, thus reducing the time positions remain vacant.

B. Assignments can be delegated temporarily upward or laterally, thus avoiding “down time” and/or working out of class situations.

C. Rotating temporary assignments among appropriate staff for less than 10 days per staff member.

D. Establishing a temporary position and expediting the appointment process using DNR Personnel Procedure 07.03a.   When an employee is appointed to the higher classification and level on a limited term basis, the time worked will be credited to the employee’s Civil Service employment history record.

E. Divide the work function among several employees in the work area.

III. ELIGIBILITY

If assigning an employee to work out of class appears to be the best or only option available, prior approval must be secured from Human Resources.  To be eligible for compensation, all of the following criteria must be met:

A. The employee must be directed by management to perform the duties and assume the responsibilities of a different classification.

B. The employee must actually perform all, or substantially all, of the duties and responsibilities of the different classification that are different from duties that may be assigned in the employee’s current classification.

C. The employee must perform the temporarily assigned duties and responsibilities for the qualifying time period of more than ten (10) consecutive full workdays.  The use of sick or annual leave, or the occurrence of a holiday during the ten (10) day qualifying period does not constitute a break, nor does it count as part of the 10 day period.  The time lost because of leave usage or a holiday, must be made up by an equal number of consecutive work days before the qualifying time period is complete.  Once the 10 consecutive day time period has been satisfied, the employee will be compensated at the working out of class pay rate for all subsequent usage of leave time and for the occurrence of holidays for the duration of the working out of class period.

D. The employee should possess the education and experience (E & E) requirements or be in a classification that would ultimately satisfy the experience requirement for the working out of class assignment.  If the employee selected to work out of class does not possess the required E & E, the Bureau/Division/Office must provide documentation to Human Resources as to the process and rationale for selecting this particular employee.  This documentation will be subject to Civil Service audit.  The employee MUST possess the state or federal licensure, registration, and/or certification requirements, as stated on the job specification, in order to work out of class in a particular classification.

E. Working out of class is authorized only for work that has been properly classified.  Where an employee is going to perform duties and responsibilities of a position that has not been properly classified by Human Resources or Civil Service, a completed position description must be submitted to Human Resources for review and action prior to any compensation being granted.

F. An employee may be assigned to work out of his or her classification for a maximum of 13 pay periods if the assignment is made to provide temporary coverage for a vacant position.  A maximum of 26 pay periods is allowed if the working out of class assignment is made to provide temporary coverage during the absence of an employee who is expected to return to their assignment (i.e. coverage for an employee on a leave or on a special project assignment).  When the department intends or has reason to believe that the working out of class assignment may last more than the 13 or 26 pay periods, the department shall make an appointment to the position in compliance with DNR Personnel Procedure 07.03a.

G. Upon completion of the maximum time allowed for a particular working out of class assignment (either 13 or 26 pay periods), the same employee will not be allowed to be assigned back to that same working out of class situation until a minimum of 13 pay periods has elapsed.

H. When an employee works out of class at a higher level classification, the time worked may be credited to the employee’s Civil Service employment history record for purposes of future qualification.  Credit will only be granted if the employee meets the minimum E & E, licensure, registration and certification requirements for the classification of the working out of class assignment.  Qualification credit will not exceed the maximum amount of time allowed for the working out of class situation.

IV. INELIGIBILITY

Working out of class is not available to:

A. Employees claiming to be working at a higher level within a recognized pre-authorized class series or pattern position, nor to employees occupying positions downgraded for training.

B. Overall assistants required to frequently substitute for their supervisors and having direct-line authority and responsibility over the organizational entity.  The classification concept of the assistant takes into consideration the fact that the assistant may be required to act as the chief supervisor in the absence of the supervisor.  Claims for working out of class, involving positions established to function as overall assistants, will be closely reviewed and only in unusual circumstances, and after at least six pay periods, will additional compensation be considered.  Any working out of class compensation as a result of such a situation, will not include the qualifying time of the first six pay periods.

C. Employees claiming to be working out of class while performing their permanently assigned duties and occupying positions that could potentially be reclassified to the classification of the working out of class position (i.e. in a situation where their position could be reclassified to the working out of class position).  For example, an experienced level professional employee claiming to be working out of class at the advanced level, because movement from the experienced level to the advanced level can be accomplished through a reclassification.

V. COMPENSATION

A. An employee, who with Departmental approval, has been working out of class and is eligible for compensation, shall be paid by a pay adjustment for the full period of the temporary assignment commencing with the first full day of work, subject to the limits imposed by Civil Service regulation.  This adjustment may be made bi-weekly, monthly, quarterly or at the conclusion of the assignment.  Human Resources recommends that requests for pay adjustments be submitted on a monthly basis.

B. An employee is entitled to compensation for working out of class assignments totaling more than ten consecutive, full work days of actual work, commencing with the first day of the employee’s assignment.  For the purpose of calculation, any temporary assignment of less than one full workday shall not be considered as an assignment to another classification.  An employee shall not be assigned to temporarily work out of class for more than one consecutive ten day period, in a consecutive 12 month period, without being compensated at the appropriate higher rate for the full extent of any subsequent assignment(s) to the same working out of class position.

C. For compensation purposes, claims of working out of class will not be accepted or processed later than twenty-eight calendar days from the discontinuation of the work that caused the claim to be generated.
FORMS USED

· R7122e "Working Out of Class" Request/Approval
· R 7301e Payroll Change Notice

PROCEDURE

I. HIRING UNIT

A. Submits a completed “Working Out of Class” Request/Approval  form R7122E to the appropriate Classification and Selection staff member prior to making the working out of class assignment. The original working out of class request can be up to 7 pay periods if the working out of class is due to a vacancy or up to 13 pay periods if it is due to a leave or a special assignment.  Such requests shall be submitted at least one week prior (position already established) or four weeks prior (position NOT established) to the requested start date of the working out of class assignment.

NOTE – Failure to provide timely notice to the Office of Human Resources may result in delayed and/or modified requests.

B. The request must contain a detailed plan of how the Bureau/Office/Division intends to ensure the assignment will not go beyond the maximum allowable time.  If the assignment is due to a vacant position, a request to fill the working out of class position should be submitted and approved prior to the requested start date.  

NOTE – Any request due to a vacant position that has not been approved to fill, may be denied.

C. If necessary, an additional R7122E to request an extension of the working out of class assignment will need to be submitted at least one pay period prior to the expiration of the original request to continue the assignment.  Any extension request must be accompanied by an explanation of why the original plan was not adhered to, as well as a new plan that outlines the revised actions to fill the position.

NOTE – Requests for working out of class assignments beyond 13 pay periods must be submitted at least two pay periods prior to the expiration of the original request as such actions require the review and approval of Civil Service.

D. If there is not a properly classified position for the working out of class assignment, a completed position description and any other information deemed necessary to render a proper classification decision, should be submitted to Human Resources for review and processing.

II. HUMAN RESOURCES

A. Human Resources will review and approve or deny the working out of class request.  If additional information is necessary for a proper review, such a request will be made.  Alternatives for the working out of class assignment will be reviewed and discussed with the Bureau/Office/Division if necessary.

III. HIRING UNIT

A. Will submit a completed Employee Action Record, R 7115, for payment of working out of class compensation.  The Employee Action Record should give the dates of the assignment that the employee is being compensated for and the number of hours involved.  The compensation is computed as if the employee had received a promotion.

B. Will submit a copy of a DCDS hours report for the initial qualifying period verifying that the employee satisfied the 10 workday minimum, not including any holiday, annual leave or sick leave time.  Subsequent requests for the same assignment do not require this documentation.

IV. HUMAN RESOURCES

A. The Employee Action Record will be reviewed for completeness and accuracy, and then will be processed.

UNION REFERENCES

See Civil Service Commission 4-5 Working out of Class, Section b2

Relation to collective bargaining. Working out of class is a prohibited subject of bargaining. The exclusive procedure for any employee, including an exclusively represented employee, to bring a claim for working-out-of-class pay or benefits is to file a request for a technical working-out-of-class determination.

CHAPTER 12 – RECOGNITION PROGRAMS

12.01 - Awards/Gifts
(Revised: 01/08/2002)
STATEMENT OF POLICY
The Department encourages supervisors/managers to recognize outstanding employee performance in the form of Certificates and/or Symbolic Gifts. These Awards/Gifts can be pictures, pins and mugs or similar awards.

FORMS USED
None

PROCEDURE

Monetary Awards (cash) may not be given to an employee since it would be considered as income. Changes in income are subject to review and approval of the Coordinated Compensation Board or may be subject to the negotiation process involving unions.

The supervisor/manager may select the gift, or consult the employee about the gift. The gift shall then be bought according to Department purchasing procedure. Since gifts are purchased with state funds, discretion is advised.
12.02 - Recognition Awards
(Issued: 04/22/2003)
STATEMENT OF POLICY
Effective January 1, 2001, the Department of Natural Resources has adopted the following award programs policy.  The awards are given as a means to improve morale by giving formal recognition to employees' years of State service on a regularly scheduled basis. 

· The Special 25-Year luncheon and recognition ceremony will continue, based upon 25 years of DNR experience.  (See Policy 12.07). 

· Each Bureau/Division/Office may continue individual recognition programs. 

· A DNR lapel pin will be provided at the point of hire into the DNR. 

· An Outstanding Award of Merit system will be designed and implemented to recognize unique employee accomplishments.  There are three awards to be given on an annual basis: 

Directors Award
To be awarded by the Director in recognition of outstanding accomplishments that showcase holistic conservation management and innovative problem-solving techniques, which reflect positively on the Department of Natural Resources and its valued employees.  Award will be given at the discretion of the Director.

Resource Award
To be awarded by the Deputy in recognition of outstanding accomplishments that directly benefit the natural resources, reflect our conservation mission and our public trust responsibilities.  Award will be given at the discretion of the Deputy.

Administrative Award
To be awarded by the Deputy, in recognition of outstanding accomplishments that benefit the financial and human resources vital to preserving the public trust and carrying out our conservation mission.  Award will be given at the discretion of the Deputy.
FORMS USED

None

12.05 - Quality Recognition System 
(Issued: 01/01/2000)
STATEMENT OF POLICY
Effective January 1, 1999, the Quality Recognition System, 1998 PA 119, replaced the Suggestion Awards Program, 1978 PA 325.

The Quality Recognition System encourages and recognizes teamwork, continues process improvement, strategic problem solving, and process performance measures.  The QRS allows every member of a process improvement team to share in the recognition of a team's achievement of implementing a process improvement.

INFORMATION

To receive QRS recognition, a department team has to demonstrate the use of a continuous improvement problem-solving model to identify and recommend improvements.   These improvements must be implemented and mechanisms must be in place to provide data on the process's quality performance measures results.

Quality performance measures are indicators to show the degree to which a product or service meets customer/stakeholder requirements and expectations.  Measurement data must show that the implemented improvement resulted in one or more of the following: 

· Enhanced value to customers through new and improved products and services 

· Improved accuracy 

· Improved timeliness 

· Reduced number of complaints 

· Reduction in amount of re-work 

· Streamlined organizational processes 

· Cost savings 

FORMS USED

R7030 QRS Process Improvement Proposal Form

PROCEDURE

IDEA ORIGINATOR 

· Complete and sign QRS Process Improvement Proposal Form (R-7030) 

· Submit "Proposal" form (R-7030) to QRS Coordinator 

QRS COORDINATOR 

· Reviews the completed and signed "Proposal" form (R-7030) 

· Contact Process Owner 

· Notify Process Owner's Division 

· Approve or deny the proposed improvement 

IDEA ORGINATOR 

· Contacts the process Owner(s) and Stakeholders to form the "process improvement team" 

PROCESS IMPROVEMENT TEAM 

· Follow guidelines set by the Office of Performance Excellence to document the team's process improvement.  The QRS guidelines are found at:  http://www.state.mi.us/mdcs/ope/opehome.htm 

· Implement process improvement and document performance measures 

· Submit completed process improvement and performance measures documentation to the QRS Coordinator 

· Submit the team's recommendation of the type of recognition desired, within the QRS parameters, to the QRS Coordinator 

QRS COORDINATOR 

· Review documentation 

· Make recommendation for approval and recognition 

· Submit recommendation and documentation to the Office of Performance Excellence 

OFFICE OF PERFORMANCE EXCELLENCE, DCS 

Reviews and endorses recognition amount.  If the award is above $500, the QRS Recognition Board must approve the award
12.06 - Retirement Plaques
(Revised: 01/08/2002)
STATEMENT OF POLICY
It is the policy of the Department to present retirement plaques to retirees in recognition of their years of service. Retirement plaques will be presented to individuals retiring with ten (10) or more years of State service.

INFORMATION

The Bureau/Division/Office (B/D/O) Personnel Liaison is responsible for ordering the plaque for timely presentation to the retiree. The cost of the plaque will be paid for by the retiree's b/d/o . Many of the divisions use Stamp-Rite, Inc., Lansing, MI, for ordering their plaques; however, divisions may order plaques from the company of their choice.

FORMS USED

None

PROCEDURE

I. Employee notifies bureau/division/office that he/she is retiring.

II. B/D/O Liaison verifies information for plaque: spelling of employee's name, years of service, effective date of retirement, date plaque would be needed, is plaque to be mailed or picked up.

Liaison orders plaque. If Stamp-Rite, Inc. is used, see below:

Stamp-Rite, Inc.
154 S. Larch Street
P.O. Box 17087
Lansing, MI 48901-7087
PH: 517-487-5071 FAX#: 517-487-6211

Stamp-Rite plaque information:

cost - $47.00

time required - 7-10 working days

Stamp-Rite will mail plaques to address requested, or they may be picked up.
12.07 - 25-Year Award
(Revised: 10/29/2001)
STATEMENT OF POLICY
All employees who complete 25 years of service with the Department of Natural Resources are presented with a certificate of service. This award is made at an annual award ceremony.

INFORMATION

Any employee who has worked for the Department for a total of 25 years, whether it be a full year or portions thereof, is eligible.  Other factors that are considered: 

I. Time covered by a military leave is recognized as department service, provided the employee entered military service while an employee of the Department.

II. Employees who leave the Department and subsequently return will receive credit for their prior DNR service.

III. EXCEPTION: Educational leave time is not recognized as Department service.

FORMS USED

None

PROCEDURE

Length of service will be computed by Human Resources.  A list with the name and length of service for each potential recipient will be sent to the bureaus/divisions/offices.

Each bureau/division/office is responsible to see that the list is reviewed, notifying Human Resources of any adds or deletions by memorandum.

Human Resources will then review and prepare the final lists and certificates to be awarded.

Bureaus/divisions/offices will make the following provisions for their employees who attend the awards ceremony:

I. Grant reimbursement for travel expenses, where appropriate

Report travel and ceremony as hours worked.
CHAPTER 13 -- SEPARATIONS

13.01 - Death of Employee 
(Revised: 07/08/2004)

SUPERSEDES
· DNR Personnel Manual 13.01 dated 03/18/2001
STATEMENT OF POLICY

In the event of the death of an employee, the Bureau/Division/Office (B/D/O) must immediately notify Human Resources (HR).

FORMS USED:
CS 301 Employee Departure Report

INFORMATION

A. Work Related Deaths:

1. The B/D/O shall:

(a) Take care of ALL the employee(s)

(b) Notify all appropriate law enforcement/medical personnel

(c) Name an On-Site Coordinator

(d) Preserve the accident site

(e) Take pictures of everything

(f) Contact HR-Chief as soon as possible

(g) Call the DNR Press Office - Name a Press Contact

(h) Call the DNR Liability Management

(i) Determine who and when family will be contacted

(j) Coordinate internal Department communication

PROCEDURE
The B/D/O will prepare an Employee Departure Report form (CS 301), and forward it to HR for processing.

HR will review all insurance forms, notify the appropriate beneficiaries of benefits available, and process all required insurance documents with the insurance companies. HR will also, upon receipt, process the Employee Departure Report form (CS 301), which will generate all appropriate payoffs on the last paycheck.
13.03 - Departure Payoffs Chart
(Revised: 07/08/2004)
SUPERSEDES
· DNR Personnel Manual 13.01 dated 03/18/2001
STATEMENT OF POLICY
DEPARTURE PAYOFF CHART Per Civil Service Guidelines

	DEPARTURE REASON
	DEPARTURE CODE
	ANNUAL
	SICK
	PARTIAL LONGEVITY
	1981 DEF TIME
	1982 & LATER DEF TIME
	COMP

	DISMISSED

	Misconduct, Unsatisfactory Service Rating, Violation of Rules, Terminated by Certification, Vacated Position without Notice and Other
	DEP DISMISS
	100%
	YES**
	NO
	100%
	100%
	100%***

	INVOLUNTARY SEPARATION

	Death
	DEP DEATH
	100%
	50%#
	YES
	100%
	100%
	100%***

	Expired Appointment
	DEP EXPAPP
	100%
	YES**
	NO
	100%
	100%
	100%***

	Lo/Loa Rights Expired or Leave of absence denied
	DEP LO/LOA
	100%
	Yes
	NO
	100^
	100^
	100%***

	RESIGNED

	Resigned Employment, Layoff, or Leave of Absence 
	DEP RESGN
	100%
	YES**
	No
	100%
	100%
	100%***

	Waived Rights Leave
	DEP WAIVED
	100%
	NO
	NO
	100%
	100%
	100%***

	RETIRED

	Retirement (regular and early)
	DEP RETIRE
	100%
	50%#
	YES
	100%
	100%
	100%***

	Disability Retirement
	DEP RT DIS
	100%
	50%#
	YES
	100%
	100%
	100%***

	Deferred Retirement
	DEP RT DEF
	100%
	50%#
	YES
	100%
	100%
	100%***


	DEPARTURE REASON
	DEPARTURE CODE
	ANNUAL
	SICK
	PARTIAL LONGEVITY
	1981 DEF TIME
	1982 & LATER DEF TIME
	COMP

	LAYOFF

	Seasonal
	LO SEASNAL
	100%*
	NO
	NO
	NO
	NO
	NO

	Reduction in force
	LO RIF
	100%*
	NO
	NO
	NO
	NO
	NO

	Medical
	LO MEDICAL
	100%*
	NO
	NO
	NO
	NO
	NO

	JOB CHANGE

	RIF/ transfer
	JCHG RIF
	100%*
	NO
	NO
	NO
	NO
	NO

	Demotion/
promotion

Involuntary, Voluntary or administrative
	JCHG DEMO
	100%*
	NO
	NO
	NO
	NO
	NO

	LEAVE OF ABSENCE

	Unclassified Position
	LOA UNCLSF
	100%*
	NO
	NO
	NO
	NO
	NO

	Military Leave
	LOA MILITARY
	100%*
	NO
	NO
	NO
	NO
	NO

	Compensatory Leave
	LOA COMP
	NO
	NO
	NO
	NO
	NO
	NO

	Educational Leave
	LOA EDUCTN
	100%*
	NO
	NO
	NO
	NO
	NO

	Illness leave
	LOA MED
	100%*
	NO
	NO
	NO
	NO
	NO

	Maternity/Paternity leave
	LOA PARENT
	100%*
	NO
	NO
	NO
	NO
	NO

	Plan C leave
	LOA PLANC
	100%*
	NO
	NO
	NO
	NO
	NO

	Family Medical leave
	LOA FAMILY
	100%*
	NO
	NO
	NO
	NO
	NO

	Other
	LOA OTHER
	100%*
	NO
	NO
	NO
	NO
	NO


* Minus leave retained

** Employees with a Hire Date prior to 10-1-80 are paid according to the following table:

Hours


Percent
Less than 104
  0%

104 to 208

10%

209 to 416

20%

417 to 624

30%

625 to 832

40%

833 & greater
50%

*** Paid only when the Fair Labor Standard Act (FLSA) code is a 'N '

# Employees with a Hire Date prior to 10-1-80

13.04 - Employee Departure Report-Separations
(Revised: 07/08/2004)
SUPERSEDES
· DNR Personnel Manual 13.04 dated 03/18/2001
STATEMENT OF POLICY
There are two types of employee departure reports used for employee separations: 

The Employee Departure Report CS-301 is used to process resignations, retirements, leaves of absence, disciplinary suspensions/separations, layoffs, transfers and demotions for career appointment and unclassified employees.

The R7599E Employee Departure Report is used to process resignations, end of work projects, and disciplinary separations for State Worker employees. 

Completed and properly signed departure reports are normally submitted to Human Resources (HR) no later than five workdays before the effective date of an employee’s departure.  Questions concerning the completion or processing of employee departure reports should be directed to the Payroll and Benefits Unit of HR.

FORMS USED


CS-301 Employee Departure Report
R 7599E Action Record for State Worker

INFORMATION

I. CS-301 EMPLOYEE DEPARTURE REPORT

A. EMPLOYEE’S NAME:  As it appears on employee’s social security card; e.g., Doe, John E.

B. DEPARTMENT:  (Process Level): 7501 Natural Resources

C. BUREAU/DIVISION:  Employee’s Bureau/Division/Office; e.g., Parks and Recreation Bureau

D. DEPARTURE REASONS:  Check Appropriate Code Box

E. ACTION:  Check Appropriate Code Box

F. EMPLOYEE IDENTIFICATION:  Enter employee’s identification; e.g., ID#1234567 

G. COMMENTS:  Check “Yes” if comments are entered in comment box, otherwise check “No”

H. DEPARTURE CODE:  Enter same code checked in D above

I. DEPARTURE DATE:  Last day employee will be on payroll, not the last day of the pay period

J. LEAVE EXP DATE:  Not applicable – Leave Blank

K. A/L RETAINED:  Not applicable – Leave Blank

L. EMPLOYEE’S MAILING ADDRESS W/CITY, STATE, & ZIP CODE:  Address where all monies and department information is to be sent.  NOTE:  If this is a change, it must be so indicated in comments.

M. CLASS TITLE:  Core position title; i.e., employee’s position title and grade number in the HRMN

N. INITIAL DATE OF HIRE:  Employee’s initial date of hire, generally first day of a pay period

O. CLASSIFIED/UNCLASSIFIED:  Check whether employee is a classified or unclassified employee

P. POSITION LOCATION:  County, City, etc., where employee works

Q. POSITION CODE:  Code for employee’s position; i.e. position code and department code in the HRMN

R. SICK LEAVE HOURS:  Balance as of prior pay period

S. DEFERRED LEAVE HOURS:  Balance as of prior pay period

T. ANNUAL LEAVE HOURS:  Balance as of prior pay period

U. COMP TIME HOURS:  Balance as of prior pay period

V. BENEFICIARY INFORMATION:  Name, social security number and mailing address of beneficiary

W. EMPLOYEE’S SIGNATURE AND DATE:  Employee should sign the Departure Report, but in cases where that is not possible indicate “not available for signature”

X. COMMENTS:  Enter as needed

II. R7599E EMPLOYEE DEPARTURE REPORT

A. DIVISION:  Employee’s Bureau/Division/Office; e.g. Parks and Recreation Bureau
B. TKU:  Time keeping unit number
C. EFFECTIVE DATE OF ACTION:  Last date of the pay period worked in—note last actual date worked in the comment box

D. DEPARTURE:  Check appropriate box, enter reason in comment box
E. EMPLOYEE’S NAME:  As it appears on employee’s social security care; e.g., Doe, John E.
F. EMPLOYEE IDENTIFICATION:  Enter employee’s identification; e.g., ID#1234567 

G. SOCIAL SECURITY NUMBER:  Enter employee’s social security number
H. EMPLOYEE’S MAILING ADDRESS W/CITY, STATE, & ZIP CODE:  Address where all monies and department information is to be sent – if this is a change it must be so indicated in the comments.
I. COMMENTS:  Give brief description of why employee is being separated
J. PREPARER’S signature and date prepared
K. APPROVAL SIGNATURE:  Usually Personnel Liaison
13.05 - Exit Interview
(Revised: 07/08/2004)

SUPERSEDES
· DNR Personnel Manual 13.05 dated 01/01/2000
STATEMENT OF POLICY

The Department encourages employers who are voluntarily leaving, regardless of the reason, to utilize the exit interview process. 

FORMS USED

R 7005e Exit Interview 
PROCEDURE

A. All permanent full-time employees shall be informed of this opportunity by their immediate supervisor. 

B. The exit interviewer may be any manager within the line authority or staff from the Human Resources Division.  All information gathered from that interview shall be sent confidentially to the Human Resources Director by the interviewer.

C. Exit Interviews will be conducted with all permanent employees under normal circumstances, but not for employees terminating due to massive lay-offs.

D. After the exit interview is completed, the information received from the interview will be reviewed by the Human Resources Director and shared with appropriate Division personnel.

13.06 - Layoff - Reductions in Force 
(Revised: 07/08/2004)
SUPERSEDES
· DNR Personnel Manual 13.06 dated 03/18/2001
STATEMENT OF POLICY
Within the Department of Natural Resources (DNR), Human Resources (HR) is responsible for effecting reduction-in-force layoffs in accordance with Michigan Civil Service Commission (CSC) Rule 2-4 and Rule 2.5, DNR Personnel Policy 01.08, and any applicable collective bargaining agreement.

FORMS USED


CS-301 Employee Departure Report

INFORMATION
Employees who are laid off and have at least 1040 hours of continuous service:

· Must be provided with Application for Continuation of Insurance Benefits and State Health Plan conversion form from Blue Cross. Employees covered by HMO's can contact their specific HMO for conversion option information. 

· Have the option of being paid off or freezing any amount of annual, or deferred hours; payment is not automatic and must be requested in writing. 

· Receive compensatory time compensation to the extent provided for in Department of Civil Service Regulations, DNR Personnel Policy 02.03 and Policy 02.04 or an applicable collective bargaining agreement. 

· Have their sick leave balance frozen.  If they were hired before 10/01/80, they are eligible for payment of their unused sick leave in accordance with the provisions of Personnel Policy 03.05 at such time as they are separated from state service. 

Employees who are laid off and have less than 1040 hours of continuous service:

· Have the same insurance coverage options as employees with 1040 or more hours. 

· May have their unused annual leave frozen or paid off if they have completed 720 hours of paid service in their initial appointment.  Payment is not automatic and must be requested in writing. 

· Have deferred hours automatically paid off. 

· Have compensatory hours automatically paid off to the extent provided for in Department of Civil Service Regulations, DNR Personnel Policy 02.03 and Policy 02.04 or an applicable collective bargaining agreement. 

PROCEDURE
An employee’s Bureau, Division or Office (B/D/O) must have a CS-301 – Employee Departure Report prepared and signed by the B/D/O designee and the employee for submission to HR.  In the comment section of the CS-301, it must be indicated that the employee is being processed as a reduction-in-force layoff.  If requested and eligible for payoff of annual leave, the B/D/O must include a copy of the employee’s written request with the CS-301.

HR will review and process layoff and provide employee with appropriate forms to continue his or her insurances.

If a B/D/O, or an employee has any questions regarding the layoff process, contact HR.
13.07 - Layoff - Seasonal 
(Revised: 07/13/2004)
SUPERSEDES
· DNR Personnel Manual 13.07 dated 03/18/2001
STATEMENT OF POLICY
A seasonal employee shall be laid off at least one pay period per year.

FORMS USED


· R7598E Seasonal Employee Action Record

INFORMATION
Within a unit, the supervisor is responsible for making sure the order of seasonal layoff is in accordance with an employment preference schedule. If necessary, the supervisor should request assistance from Human Resources (HR) in establishing this schedule.

Neither annual leave and/or compensatory time may be used to extend the employee on the payroll after their last day of work.

In the Parks and Recreation Bureau, upon written request from the employee and with approval of the Bureau Personnel Liaison, at the time of seasonal layoff, the employee may request payoff of accrued annual leave and/or compensatory time in a lump sum.

Employees who are on seasonal layoff during annual insurance open enrollment are eligible to make changes upon return to active status. Employees must be on the payroll on the effective date of an open enrollment change or the change will not take effect until their return to active status. 

Employees who are placed on seasonal layoff are eligible for continuation of insurance benefits provided through the Department of Civil Service.

PROCEDURE
A Bureau, Division or Office (B/D/O) representative must submit a completed R7598E Seasonal Employee Action Record to HR with the following information completed:

1. Bureau, Division or Office

2. Time keeping unit (TKU)

3. Layoff box checked

4. Effective date of action (last day of pay period)

5. Employees name, ID number, and address if changed

6. Annual/Compensation number of hours for payoff (in comment section must enter “payoff approved by ‘Supervisor’ name and date approved”)

7. Cobra Options: check  yes or no to continue during layoff  

Forward completed form to HR for processing.

13.08 - Resignation 
(Revised: 07/13/2004)
SUPERSEDES
· DNR Personnel Manual 13.08 dated 01/01/1999
STATEMENT OF POLICY
When the Bureau, Division, Office (B/D/O) is notified by the employee that they wish to voluntarily separate, a CS-301, or R7599E, will be prepared by the Division and forwarded to the Human Resources (HR) for processing.

FORMS USED

· CS 301 Employee Departure Report

· R7599E Action Record for State Worker

INFORMATION
Career Employees:

Annual leave, deferred hours, or compensatory time may not be used to extend employment on the payroll beyond the employee's last day of work.

The balance of annual leave, deferred hours, and compensatory time for employees at position equivalency level of 1-10, shall be paid off at the employee's current rate of pay on the last regular paycheck.

Employees with a position equivalency level of 11 and above are not eligible for comp time pay off. The balance of annual leave and deferred hours shall be paid off at the employee's current rate of pay on the last regular paycheck.

The balance of sick leave, for all employees will be paid under appropriate procedures based on date of hire. Refer to DNR Personnel Manual Section 03.05.

Employees are eligible to continue their insurance benefits under the Civil Service Continuation of Benefits - COBRA plan. The employee will be sent a copy of the application and price chart upon receipt of the CS-301.

PROCEDURE
The employee must notify their supervisor in writing that they will be resigning and indicate their last day worked.

The B/D/O upon receipt of this notification will prepare a CS-301 or R7599E indicating all pertinent information: ex. voluntary resignation due to accepting a job with XXX, last actual day of work will be XXX, and have the employee sign the 301. (Note: the word voluntary is very important when later dealing with unemployment, workers comp, grievances, etc.) The Division must submit a completed CS-301 or R7599E, signed by the B/D/O designee HR (plus a written notification for career employees).

HR will process the CS-301 or R7599E based on effective date.
13.09 - Retirement - Defined Benefit Retirement Plan 
(Revised: 07/13/2004)
SUPERSEDES
· DNR Personnel Manual 13.09 dated 03/01/1998
STATEMENT OF POLICY
The Defined Benefit Plan will operate as the primary pension plan for all employees hired prior to March 30, 1997.

The State Employees Retirement System was created by Act No. 240 on July 1, 1943. Membership in the State Employees Retirement System (SERS) is required by law and includes all classified and unclassified employees of the State of Michigan. Prior to July 1, 1974, all members contributed to the Retirement System as well as the state. After July 1, 1974, the Retirement System became fully state funded.

FORMS USED

Defined Benefit Plan
CS 301 Employee Departure Report

INFORMATION

Please refer to Defined Benefit Plan for process, forms, current information and requirements.

13.10 - State Owned Funds, Property And Equipment, Return of
(Revised: 07/13/2004)

SUPERSEDES
· DNR Personnel Manual 13.10 dated 05/01/1998
STATEMENT OF POLICY
All state-owned funds, property and equipment must be returned to the appropriate supervisor prior to the separation of any Department employee.

PROCEDURE
Bureau, Division or Offices (B/D/O) may supplement this procedure with a unit-specific check-off list or modify this procedure to fit their particular organizational structure. More specifically in some instances, it may be more practical to have the Personnel Liaison perform some or all of the duties listed for the Supervisor.

DEPARTING EMPLOYEE
Notifies immediate supervisor, in writing, at least two (2) weeks prior to departure. The notice should include the date of separation, reason, and if it involves a transfer to another state agency, the employee should identify which agency.

SUPERVISOR
Promptly notifies the Personnel Liaison of the employee's departure.

Advises employee of Exit Interview procedure.

Makes arrangements with appropriate staff for employees to repay the Department for any out-standing travel advances.

Completes necessary departure forms, (CS-301) for employee's signature. Routes signed form to the Human Resources (HR).

When appropriate, provides information on insurance conversions, Civil Service rules on reinstatement (if separating from state government), unemployment benefits, etc. Consults with HR as necessary.

No later than the last day worked obtains all state-owned funds, property and equipment including such items as:

1. Automobile and keys

2. State identification card

3. All credit cards

4. Office keys

5. Department-owned equipment

Verifies with the appropriate staff that employee has repaid any outstanding travel advances, if applicable. When the departing employee is a supervisor, the accountability for funds must be assumed by his replacement.
13.11 - Unemployment Compensation 
(Revised: 07/13/2004)

SUPERSEDES
· DNR Personnel Manual 13.11 dated 01/01/1999
STATEMENT OF POLICY
The Department of Natural Resources will provide unemployment compensation coverage to all eligible department employees per the Michigan Employment Security Act (MESA)

Michigan Civilian Cooperative Co-ops (MCCC) render services that are excluded from receiving unemployment benefits based on Section 421.43 of MESA.

REFERENCES

Unemployment Insurance Agency
INFORMATION

Refer to the Department of Labor and Economic, Unemployment Insurance Agency
13.12 - Retirement - Defined Contribution Retirement Plan 
(Issued: 07/13/2004)
SUPERSEDES
· DNR Personnel Manual 13.12 dated 03/01/1998
STATEMENT OF POLICY
The Defined Contribution Retirement Plan created under P.A. 487 of 1996, is an extension of the existing Deferred Compensation Plan II 401(k) Plan. It will operate as the primary pension plan for all new employees hired after March 30, 1997, and for other groups of employees who are eligible to voluntarily switch from the State Employees Retirement System's Defined Benefit Retirement Plan.

REFERENCES
Defined Contribution Retirement Plan
FORMS USED

N/A

INFORMATION 

The Defined Contribution Retirement Plan was developed with a design that offers its participants a broad selection of investment options, faster vesting than is currently available and easier portability of their basic pension plan.

The plan is administered by State Street Global Advisors (SSgA). SSgA is responsible for plan administration, record keeping, customer service, education and communication. 

Refer to Defined Contribution Retirement Plan link for specifics and forms

CHAPTER 14 – SERVICE RATINGS

14.01 - Interim Employee Rating
(Revised: 09/30/2004)
SUPERSEDES

· DNR Personnel Manual 14.01 dated 03/31/2003.  

STATEMENT OF POLICY
Once employees of the Department of Natural Resources (DNR) have satisfactorily completed their probationary period and been granted status, they are evaluated in accordance with the DNR annual performance appraisal process. An Interim Employee Rating form (CS-375) may, however, be prepared and submitted at any time to document an employee’s unsatisfactory performance or behavior.

AUTHORITY/REFERENCES
· DNR Personnel Manual 
14.03 - Probationary Rating - Initial Appointments (Revised: 03/31/2003)
14.04 - Probationary Rating - Promotions and Subsequent Appointments (Revised: 03/31/2003)

· Civil Service Rules
2-3 Performance Ratings 
3-6 Probation and Status and 3-6.3, Unsatisfactory Service 

FORMS USED:

CS-375 Interim Employee Rating 

PROCEDURE
I. Interim ratings may be used to rate an employee whose performance or behavior is unsatisfactory.

II. The Interim Employee Rating form (CS-375) does not contain “performance factors” on which employees are evaluated.  Instead, the rater prepares a detailed written statement explaining an employee’s specific performance or behavior problem(s).  The rater also identifies his or her specific expectations for improvement and establishes a time frame for improvement, generally 3 months, during a follow-up rating period.

III. After completing the initial rating: 

A. The supervisor reviews the rating with the employee. The issuance of an interim rating for less than satisfactory performance or behavior problems is considered discipline and the employee is entitled to representation.

The supervisor and the employee sign the Interim Rating. The employee's signature does not mean that he or she agrees with the evaluation or the rating assigned.

The supervisor gives a copy of the rating to the employee and retains a copy.

The supervisor submits completed original of the CS-375 to Human Resources.

IV. The Interim Employee Rating is reviewed and signed by the Human Resources Chief.  An unsatisfactory rating is sent to the Department of Civil Service. Initial Interim Employee Ratings and any subsequent follow-up ratings are filed in an employee's personnel file.  If an employee disagrees with an initial or follow-up rating, the employee may file a grievance.

V. At the end of the follow-up rating period, the supervisor evaluates the employee’s performance or behavior and assigns a follow-up rating of either “satisfactory” or “unsatisfactory” on a CS-375.

VI. The supervisor reviews the follow-up evaluation with the employee.  Again, an unsatisfactory rating is considered discipline and the employee is entitled to representation.

VII. The supervisor and the employee sign the follow-up rating.  Again, the employee’s signature does not mean that he or she agrees with the evaluation or the rating assigned.  After the rating is signed:

A. The supervisor gives a copy of the CS-375 to the employee and retains a copy.

B. The supervisor submits completed original of the rating to Human Resources.

VIII. The follow-up rating is reviewed and signed by the Human Resources Chief.  An unsatisfactory rating is sent to the Department of Civil Service.

An employee who receives an interim employee rating that is unsatisfactory is not eligible to receive a performance pay award, a step increase or a position reclassification.
14.03 - Probationary Rating - Initial Appointments
(Revised: 09/30/2004)
SUPERSEDES

· DNR Personnel Manual 14.03 dated 03/31/2003. 

STATEMENT OF POLICY
Michigan Civil Service Commission (CSC) Rule 3-6 requires a newly appointed full-time classified employee who does not have status in the classified service to complete a 12-month probationary period and receive a final satisfactory service rating as provided for in CSC Rule 2-3.  Ratings for full-time probationary employees shall be submitted at the end of 3, 6 and 12 months of service.  For less than full-time employees, CSC Rule 3-6.2 requires an 18-month probationary period.  Ratings for less than full-time probationary employees shall be completed at the end of 3, 9 and 18 months of service.

INFORMATION

The Department of Natural Resources (DNR) considers use of the Employee Rating Process to be one of the most important responsibilities of the supervisor of a new employee.

When rating an employee for the probationary period, a supervisor should explain how the employee performed with respect to work quality, work quantity, and work habits.

AUTHORITY/REFERENCES
· DNR Personnel Manual 
14.01 - Interim Employee Rating (Revised: 03/31/2003)
14.04 - Probationary Rating - Promotions and Subsequent Appointments (Revised: 03/31/2003)

· Civil Service Rules
2-3 Performance Ratings 
3-6 Probation and Status and 3-6.3, Unsatisfactory Service 

FORMS USED

The Human Resource Management Network (HRMN) Performance Management electronic process is the required method for use by supervisors and managers in DNR.  The Civil Service forms CS-1750, CS-1751 or CS-1752 – Performance Management and Competency Evaluation (ECP Groups One, Two and Three) can be used to maintain a “back-up” file of information.  
PROCEDURE

I. STEPS TO FOLLOW IN PROCESSING A PROBATIONARY RATING

A. As soon as possible after an employee’s appointment, the supervisor shall establish and review the job factors and competencies in HRMN Self Service with the employee.

B. After the factors have been reviewed with the employee, the employee shall “certify” the form in HRMN and may print a copy.

C. After 3 months, the supervisor shall complete an electronic evaluation of all the factors and review the evaluations with the employee.

D. The employee and the supervisor shall certify the form in HRMN.  The employee's certification does not mean that they agree with the evaluation or rating assigned. 
E. The same process is to be repeated for the 6-month and 12-month ratings.  Or in the case of a less than full-time employee, the 9-month and 18-month ratings.  Once employees satisfactorily complete their probationary period, they should be placed on the Annual Performance Appraisal System in HRMN.

II. EXTENSION

If it appears that an employee's performance will be rated less than satisfactory, an extension may be requested as follows:

A. Complete the rating in HRMN and submit a separate memorandum, through the Personnel Liaison, to Human Resources asking for an extension of the probationary period.

B. Human Resources will review and, if warranted, grant an extension.  Human Resources will notify the supervisor of the extended due date.

C. A service rating must be issued at the end of the extension.  Failure to issue a rating and take any appropriate disciplinary action will result in an automatic satisfactory rating and status for the employee.

III. SEPARATION

With approval of Employee Relations, an initial probationary employee may be separated at anytime during the rating period.

It is a supervisor's responsibility to initiate the action to separate an employee whose work performance and/or fitness for the job is less than satisfactory.  See:  CSC Rule 3-6.3.

After evaluating the employee's performance and determining that his or her services are not satisfactory, the supervisor should contact Employee Relations and explain in detail the reasons for the less than satisfactory rating.

A charge of unsatisfactory performance, if substantiated, is grounds for disciplinary action and an employee is entitled to an investigative interview and union representation, if desired.  Upon substantiation of the charge, a disciplinary conference is held and the employee is separated from state service.
14.04 - Probationary Rating – Promotions and Subsequent Appointments
(Revised: 09/30/2004)
SUPERSEDES

· DNR Personnel Manual 14.01 dated 03/31/2003. 

STATEMENT OF POLICY
When an employee is promoted to a new position, or appointed to another classification at the same level, he or she is required to serve a probationary period.  This probationary period does not affect the employee's status gained by previously completing an initial appointment probationary period.

AUTHORITY/REFERENCES
· DNR Personnel Manual 
14.01 - Interim Employee Rating (Revised: 03/31/2003)
14.03 - Probationary Rating - Initial Appointments (Revised: 03/31/2003)

· Civil Service Rules
2-3 Performance Ratings 
3-6 Probation and Status and 3-6.3, Unsatisfactory Service 

FORMS USED

The Human Resource Management Network (HRMN) Performance Management electronic process is the required method for use by supervisors and managers in DNR.  The Civil Service forms CS-1750, CS-1751 or CS-1752 – Performance Management and Competency Evaluation (ECP Groups One, Two and Three) can be used to maintain a “back-up” file of information.  
PROCEDURE

The objectives and competencies should be set up and the employee and supervisor shall review them and “certify” them in HRMN.  Ratings should take place upon completion of 6 and 12 months of service in the new position or classification.

The same procedures for the initial appointment probationary period should be followed.  SEE:  DNR Personnel Policy 14.03.
If it appears that an employee is not performing satisfactorily following promotion or appointment to a new class, contact the Employee Relations immediately. After evaluating the employee's performance and determining that his or her services are not satisfactory, the supervisor should contact Employee Relations and explain in detail the reasons for the less than satisfactory rating.  See:  CSC Rule 3-6.3.
A charge of unsatisfactory performance, if substantiated, is grounds for disciplinary action and an employee is entitled to an investigative interview and union representation, if desired.  Upon substantiation of the charge, a disciplinary conference is held and the employee may be demoted to their previous classification or separated from state service.
Once an employee satisfactorily completes a probationary period required by this policy, the employee should be placed in the HRMN Annual Performance Appraisal System.
CHAPTER 15 – TIME & ATTENDANCE

15.02 - Procedures For Completing Time And Attendance Forms R-1216 E
(Revised: 08/31/2004)
SUPERSEDES
· DNR Personnel Manual 15.02 dated 04/22/2003 and 06/22/2004
· DNR Department Procedure 6106.6, dated 1/1/1977
STATEMENT OF POLICY

The DNR uses the Individual Bi-Weekly Time and Attendance Report and Leave Request form to record employee’s time.

All time is expected to be reported in a punctual manner. Disciplinary action may occur for late submittals by employees or supervisors.

FORMS USED

R 1216 E Individual Bi-Weekly Time and Attendance Report and Leave Request

INFORMATION

I. The Employee Time and Attendance Report - is completed daily by each classified and unclassified State employee.  It provides a record of hours earned and/or used within a two week (14 day) pay period.  It is also used as an input document for DCDS (Data Collection and Distribution System), which is used as input to the Payroll Calculation (Pay Calc) process.  The Human Resources Management Network (HRMN) or Data Collection and Distribution System (DCDS) procedures are derived from the policies of the Civil Service Commission Compensation Plan, the Department of Management and Budget Administrative Procedures Manual and The Fair Labor Standards Act.  These policies form the basis for reporting Time and Attendance for all departments/agencies.

Timely reporting of time and attendance allows each employee to receive an accurate pay warrant.  When time and attendance is not reported timely, employees may be over paid, under paid, or not paid at all; in addition, untimely reporting requires many corrections to employee’s hours/benefits.

Employees or supervisors who do not timely report their time and attendance to timekeepers may be subjected to disciplinary action.

Any questions the employee has regarding completion of the time and attendance form or Employee Data Collection Screen should be routed to their supervisor.

Time and Attendance report forms must be completed in ink. The form must be signed by the employee and have supervisor approval before the Timekeeper can process.

The instructions apply to the Time and Attendance report form portion only. For information on the cost accounting portion of the form, please see your supervisor.

EMPLOYEES ARE RESPONSIBLE FOR THE FOLLOWING

A. Entering the following information accurately:

· Department/Agency

· Timekeeping Unit

· Pay Period Dates

· Social Security Number

· Name

Entering the hours worked and used in the appropriate column.

Totaling and balancing 'Hours Worked' and 'Leave Hours' accurately for each pay period.

B. Calculating the appropriate hours for Compensatory (Comp) Time. When time and a half applies, the employee must calculate the total hours to be paid and enter in the appropriate column. For example: when an employee earns time and a half, for comp time, and works one hour, enter 1.5. Employees should check with their supervisor if they have any questions.

Provide a 'Reason' for the following:

· Sick Leave used;

· A/L used in lieu of S/L

· Administrative Leave used

· Overtime earned

· Compensatory time earned

Obtaining appropriate approvals.

Entering signature and date.

Submitting the report to their supervisor in a timely manner. Inaccurate or incomplete time and attendance forms will result in inaccurate pay checks.

II. TIME AND ATTENDANCE IS REPORTED IN FOUR MAJOR CATEGORIES

· Hours Worked

· Leave Hours

· Hours Required for Reporting

· Other Hours

The following definitions apply statewide:

A. HOURS WORKED - Indicate corresponding number of leave slip.

1. REGULAR HOURS -hours worked in which 50 percent or more fall between 5:00 a.m. and 4:00 p.m., including holidays.

2. REGULAR OVERTIME --hours worked in excess of 8 hours in a day or 40 hours in a weekly pay period.

3. 2ND AND/OR 3RD SHIFT REGULAR HOURS -hours worked in which 50% or more of those hours fall between 4:00 p.m. and 5:00 a.m., including holidays.

4. 2ND AND/OR 3RD SHIFT OVERTIME HOURS --hours worked in excess of the 2nd and 3rd shift regular hours.

B. LEAVE HOURS

1. ANNUAL LEAVE USED --hours of absence charged against the accrued annual leave balance, must have prior approval, available for use only in pay period subsequent to which it was earned.

2. SICK LEAVE USED--hours of absence charged against the accrued sick leave balance for use in pay period subsequent in which it was earned.

3. DEFERRED HOURS USED --hours of absence charged against the hours accrued in 1981-82 as Deferred Leave Hours. These hours are used the same as Annual Leave Hours.

4. COMPENSATORY TIME USED/COMPENSATORY TIME EARNED --overtime credit used/earned as annual leave in lieu of cash payment. It must be used prior to annual leave except where the maximum annual leave cap has been reached. Comp time may be used within same pay period earned.

5. SCHOOL LEAVE USED --hours of absence charged against hours available to employees, per fiscal year, must have prior approval.

C. HOURS REQUIRED FOR REPORTING

1. UNION ACTIVITY -hours granted for purposes of representing a fellow employee at a grievance, attending labor/management meetings or conducting other recognized employee organization business as allowable under applicable Employee Relations Policy. This is now a pay column, hours no longer need to be recorded under regular hours to generate pay.

2. ADMINISTRATIVE LEAVE --hours of leave with pay for necessary absence from work for which annual, sick or other leave pay is not applicable (leave for attending an annual general assembly or convention must be approved by the Office of Labor Relations). This is now a pay column, hours no longer need to be recorded under regular hours to generate pay.

3. FAMILY MEDICAL LEAVE ACT (FMLA) --hours of absence, up to 12 work weeks of unpaid leave during any 12 month period, for reasons of parental, family illness, or employee medical illness leave

4. NON-PAY--the one (1) hour difference when the State switches to daylight savings time or approved time off without pay that will not affect accruals. This is a non-pay column and does not generate any monies paid.

OTHER HOURS

1. ON-CALL HOURS --hours in which an employee is 'On-Call' and qualifies for on-call pay.  One hour of pay for each five hours on call.

III. OVERTIME - an employee may be paid overtime depending on classification and union contracts. The Department of Civil Service assigns a code (Fair Labor Standards Act (FLSA) Code) to each employee indicating overtime pay eligibility.  The code is used by Timekeepers when recording an employee's time and attendance to verify eligibility.  When an employee is assigned a code of 'N' in the FLSA exempt column, overtime hours may be recorded.  When an employee is assigned a code of 'Y' in the FLSA exempt column, no overtime hours may be recorded.  An employee should check with their Human Resources Office regarding how overtime pay is calculated.

IV. The Timekeeping Unit Number (TKU) is a 3-digit code assigned to a specific group of employees. The TKU is used in the State's reporting and pay warrant distribution processes.

V. Holiday hours are reported as Regular Hours. However, an employee must qualify as follows to receive holiday pay:

· a permanent employee must be in full pay status on the last scheduled workday immediately before and after a holiday; 

· a separating employee must be in full pay status on the last scheduled workday immediately before and after a holiday; 

· a new employee whose first scheduled workday is a holiday will not receive holiday pay;

· a retiring employee is paid for the holiday if they are in work status the last scheduled workday immediately proceeding the holiday.  When the holiday occurs or is observed on the last day of the month in which the employee is retiring.

· an employee returning from a leave of absence or layoff on the day after a holiday will receive holiday pay, if it falls in the same pay period; 

· a permanent part-time employee will receive holiday pay equal to the percentage of time worked, i.e. an employee working half time (50%) would receive holiday pay for 4 hours. 

· a permanent intermittent employee will receive holiday pay based on the number of average hours worked over the last 6 pay periods. 

· State Workers, Temporary (non-career) employees and student assistants are not eligible for holiday pay.

VII. All hours recorded must be in whole numbers and tenths. When no tenths, enter a zero (i.e. 4.5, 4.0). When minutes need to be entered, determine the appropriate tenth(s), for example:

	Number of Minutes
	Use
	Number of Minutes
	Use

	1-3
	.0
	34-39
	.6

	4-9
	.1
	40-45
	.7

	10-15
	.2
	46-51
	.8

	16-21
	.3
	52-57
	.9

	22-27
	.4
	58-60
	1.0

	28-33
	.5
	
	


Any leave requests entered into DCDS, in excess of the employee’s current balance, will generate an ERROR and must be corrected before time can be submitted.
15.04 - Time And Attendance Process
(Revised 08/31/2004)
SUPERSEDES
· DNR Personnel Manual 15.04 dated 03/14/2003 and 06/22/2004
· DNR Department Procedure 6106.6, dated 1/1/1977
STATEMENT OF POLICY

The state payroll system operates on a two-week, 14-day, pay period.  Pay days are the second Thursday of the pay period.

FORMS USED

R 1216E Individual Bi-Weekly Accounting & Time Report DCDS Screens

INFORMATION

The payroll system for the State of Michigan is called HRMN, Human Resources Management Network.  The HRMN procedures are derived from the policies of the Civil Service Commission Compensation Plan, the Department of Management and Budget Administrative Procedures Manual and the Fair Labor Standards Act. Phase I of the HRMN System went into effect March 18,, 2001.

The State of Michigan started using DCDS (Data Collection and Distribution System) in October of 1996.  DNR Connected to DCDS in July of 1997.  All time entry is now done on-line, in DCDS.

For those doing on-line entry, various form numbers listed in this manual should be thought of as a guide as to which DCDS screen should be used.

I. INDIVIDUAL RESPONSIBILITIES

Individual responsibilities for processing time and attendance are as follows:

A. Employees are responsible for:

· completing R-1216 E or Employee Data Collection screen. (Form must be completed in ink.) 

· completing accurately all personal data; 

· entering hours worked and used accurately; 

· totaling and balancing all columns for hours worked a used accurately; 

· calculating the appropriate hours for Compensatory (Comp) Time earned if overtime is appropriate; 

· providing "reason" for time off, as required; 

· entering signature and date; 

· obtaining appropriate supervisor approvals; 

· submitting to supervisor for approval in a timely manner; 

· employees who do not timely report their time & attendance to timekeepers will be subjected to disciplinary action after THREE late submittals; 

· discussing any questions/concerns on timekeeping policies/procedures with supervisor. 

B. Supervisors are responsible for:

· orienting new hires/transfers to timekeeping policies/ procedures; 

· requesting leave slips timely from employees; 

· general auditing of leave slip including appropriate leave usage reasons given overtime approvals comp time used before annual columns add up; 

· approving leave usage; 

· signing leave slip in ink or approving on line;

· timely forwarding leave slip to timekeeper 

· discussing employee's questions/concerns on leave usage/ balances 

· processing discipline for employee late submittal of time & attendance 

C. Timekeepers are responsible for:

· general auditing of leave slips, bringing any errors to supervisors attention; 

· recording all information from leave slip to the Data Collection screen; 

· verifying pay period totals; 

· Forwarding to certifying signature in a timely manner; 

· sending to Human Resources Division, in timely manner, by the first Tuesday of pay period week by 8:00 a.m.; 

· treating employees payroll information in a confidential manner; 

· contacting Human Resources, Payroll and Benefits, if questions on procedures; 

· making corrections, as required, and submitting electronic written corrections (Data Collection Adjustments) to Human Resources Division for processing; 

· reviewing employee's time with employee, as submitted/ recorded when questions come up; also discussing employee's time usage with supervisor and Human Resources, as needed. 

D. Certifying Signatures are responsible for:

· review of Timekeeping Unit processing screens for accuracy, based on available information and returning to timekeeper or sending to Human Resources in a timely manner; 

· the Certifying on-line approval should be someone different than the Timekeeper. 

E. Human Resources, Payroll and Benefits Unit, is responsible for:

· timely and accurately processing all Timekeeping Units; 

· contacting Timekeeper if questions, or when Timekeeping Units have not been audited/certified in a timely manner. 

F. Timeliness--it is the employees' and supervisors' responsibilities to have the time and attendance report form completed and forwarded to the timekeeper timely and accurately to insure proper processing.  Inaccurate or incomplete time and attendance report forms will result in inaccurate pay checks.

Disciplinary action may occur for late submittals by employees or supervisors.

CHAPTER 18 – WORKER’S COMPENSATION

18.01 - Worker's Disability Compensation - Overview
(Revised: 10/27/2004)

SUPERSEDES

DNR Personnel Manual 18.01 dated 09/16/2004

STATEMENT OF POLICY
Employees of the Department of Natural Resources (DNR) are covered by the Michigan Workers’ Disability Compensation Act 317 of 1969, and the benefits thereof, unless they are designated as independent contractors. DNR Human Resources files claims with Citizens Management on behalf of eligible employees.

The Workers’ Compensation Disability Act stipulates that compensation shall be paid promptly and directly to the person entitled thereto and shall become due and payable on the 14th day after the employer has notice and knowledge of a disability or death.
REFERENCES

· DNR Personnel Manual 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


FORMS USED

· R 7200e Employee Accident Report

· PR 7401e Physician's Statement

· R 7201e Supervisor's Investigatory Report

· R 7202e Survival Tactics Investigatory Report

· R 7400e Leave of Absence Application

· R-7420E  Report of Claim

INFORMATION
I. The Bureau of Workers’ Disability Compensation, Department of Consumer & Industry Services, is responsible for the administration of workers disability compensation in Michigan. Citizens Management is the State of Michigan’s insurance carrier for purposes of workers’ disability compensation.  The Citizens Management administers the fund from which compensation is paid to the eligible employees.

II. Workers' Disability Compensation Act 317 (Section 801) of 1969, provides in part that:

A. An employer who has notice or knowledge of the disability or death of an employee and who fails to give notice to the insurance carrier within 30 days, shall pay a penalty of $50.00 per day commencing on the 31st day.  The penalty shall not exceed $1500.

B. If weekly compensation benefits, accrued weekly benefits, medical bills or travel expense are not paid within 30 days after becoming due, and a complaint is filed, $50.00 per day shall be added and paid to the worker for each day over 30 days of non-payment by the insurance carrier.  The payment shall not exceed $1500.

PROCEDURE
Effective 10/1/92, all Workers’ Disability Compensation charges and any assessed penalties are the responsibility of an injured employee’s Bureau/Office/Division. Workers’ disability compensation charges are received by the DNR quarterly from Citizens Management via the Department of Management and Budget.  Copies of the charges are forwarded to the Bureaus/Offices/Divisions by the Human Resources Employee Health Management Unit.  The charges are processed against Bureau/Office/Division accounts by the Financial Services Division.
18.02 - Worker's Disability Compensation - Appeal Process
(Revised: 10/27/2004)
SUPERSEDES
· DNR Personnel Manual 18.02 dated 09/16/2004
REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


FORMS USED

R7420E Report of Claim

PROCEDURE

I. INITITAL FILING OF CLAIM – The Department of Natural Resources (DNR) submits R7420E claim form to Citizens Management (CMI).  CMI approves or denies the claim.
A. If the claim is approved, the Department and employee are so notified, the claim is processed, and the employee receives compensation.
B. If the claim is denied, the Department and employee are notified why it was denied.
C. CMI may request additional information prior to approving or denying a claim.
II. PETITION FOR HEARING – If an employee wishes to appeal a denial, the employee must file a Petition for Hearing with the Department of Labor and Economic Growth (LEG) – Workers’ Disability Compensation Bureau (WDCB).  A petition may be filed at any time, whether the employee is still employed or has left employment.
III. MEDIATION – CMI and the DNR are notified by the WDCB of the Petition for Hearing; i.e., a Petition for Mediation, and given a date, time and place for the Mediation.
A. The purpose of mediation is to allow the parties to exchange information and attempt to settle a claim without a formal trial.
B. Human Resources will notify the Bureau/Division/Office (BDO) that an employee has filed for a hearing and provides it with information regarding the mediation process.  At the time of this notification, if there is anything outstanding, unusual or pertinent about the employee’s claim, Human Resources should be notified immediately.
C. At the Mediation, the following are normally present:  the Mediator, the CMI claims adjuster or attorney, the employee, and the employee’s attorney.  Human Resources and/or BDO personnel normally do not attend mediations, but they may do so.
IV. PRE-TRIAL – If there is no resolution of the claim at the Mediation, a pre-trial may be scheduled.
A. CMI and the Department are notified and given a date, time and place for the pre-trial.
B. The pre-trial is the last attempt to compromise before going to trial.  If no settlement is reached, a trial is scheduled.
C. Human Resources will notify the BDO of the date, time and place for the pre-trial.
D. At the pre-trial, the following are normally present:  the Magistrate, the CMI attorney (representing the DNR), the employee and the employee’s attorney.  Again, Human Resources and/or BDO personnel do not normally attend pre-trials, but they may do so.
V. TRIAL – Citizens Management and the Department are notified of the trial date, time and place.
A. Human Resources will notify the BDO of the trial date, time and place.
B. At this point, if not previously, the CMI attorney, representing DNR, will probably meet with appropriate Human Resources staff to review any and all materials relating to the claim.  The attorney also makes arrangements for witnesses and depositions, and request documents as needed.
C. Normally present at the trial are:  the Magistrate, the CMI attorney representing the DNR, the employee, the employee’s attorney, Human Resources staff, and employer witnesses as requested.
D. From the date of the trial, decisions are normally released within 60 days.  Human Resources then receives a copy of the decision and forwards a copy to the BDO.
E. If the Department or the employee disagrees with the Workers’ Disability Compensation Bureau decision, there is an appeal process through the WDCB.
F. Civil action is possible following the outcome of the appeal process by either party.
VI. TIMEFRAMES – From the time that a comp claim is filed, through the trial, it may take as long as two years.  For this reason, it is very important that all information be in written form containing all necessary data such as names, dates, times, impressions, procedures, events, etc.
VII. COMPROMISE/VOLUNTARY PAY AGREEMENTS – At any time in the process, a compromise or settlement offer may be presented by the employee’s attorney to the CMI attorney.  The attorney will, in turn, discuss the offer with Human Resources, and they will  in turn discuss it with the BDO.  The BDO must sign off on any offer before it is finalized.
VIII. REDEMPTIONS – Once a claim has gone through the trial process and a determination is in favor of an employee, the Department is liable for that employee’s claim until the employee is either no longer disabled, or for the employee’s lifetime.
A. In the case of ongoing payments, the employee/employer may present a request for redemption.  Redemption means that the employee will take a lump sum payment, rather than on-going weekly payments and medical expense coverage.  The employee gives up all recourse against the Department regarding further disability claims and the right to re-employment
If redemption is proposed, CMI will discuss it with Human Resources, and they will discuss it with the BDO.  The BDO must sign off on any redemption before it is finalized.
18.03 – Workers’ Disability Compensation Bureau/Office/Division Codes (Revised: 10/27/2004)

SUPERSEDES
· DNR Personnel Manual 18.03 dated 09/16/2004
STATEMENT OF POLICY

When a Bureau/Division/Office (BDO) completes an R7420e, it must indicate the correct Workers’ Disability Compensation Code in the upper right hand corner of either form in order to ensure that the proper BDO is charged.

REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


FORMS USED

R7420e Report of Claim

R7202e Survival Tactics Investigatory Report

INFORMATION

	BUREAU/OFFICE DIVISION
	CODE

	Budget and Support Services
	01

	Financial Services
	03

	Administrative/Executive
	05

	Fisheries
	06

	Forestry, Mineral, Fire and Management
	07

	Program Assistance and Review
	09

	Law Enforcement
	11

	Grants, Contracts and Customer Systems
	28

	Parks and Recreation
	15

	Human Resources
	16

	Wildlife
	23

	Land and Facilities
	27

	Education and Outreach
	29


The federal identification number should be included on either form.  The federal I.D. number is
 38-6000134-013

18.04 – Workers’ Disability Compensation - Employee Benefits for Compensable Injuries 
(Revised: 10/27/2004)

SUPERSEDES
· DNR Personnel Manual 18.04 dated 09/16/2004
INFORMATION

Employee Benefit Provisions
	Benefits
	Workers’ Comp Only
	Workers’ Comp Supplemented to 2/3 Pay
	Workers’ Comp Supplemented  to 2/3 Pay and 1/3 Leave (Full Pay)

	1. Regular Accrual of Annual Leave
	No
	No
	Yes

	2. Regular Accrual of Sick Leave
	No
	No
	Yes

	3. Credit for Step Increases
	No
	No
	Yes

	4. Credit for Employment Preference Purposes
	Full
	Full
	Full

	5. Credit for Longevity
	Full
	Full
	Full

	6. Credit for Additional Leave
	Full
	Full
	Full

	7. Credit for Holiday Pay
	No
	No
	1/3 credit

	8. Credit for State Contribution for Insurances
	Yes
	Yes
	Yes

	9. Credit for State Contribution for Retirement
	Yes
	Yes
	Yes

	10. Credit Toward Gaining Status
	No
	No
	No


	FORMS NEEDED FOR PROCESSING WORKERS’ COMPENSATION CLAIMS

	FORM
	INJURY 
NOT OVER 7 DAYS
W/O DOCTOR
	INJURY
NOT OVER 7 DAYS
W/DOCTOR
	INJURY
OVER 7 DAYS W/DOCTOR

	R7420E
REPORT OF CLAIM
	YES
	YES
	YES

	Completed by employee’s supervisor immediately following accident

Send through Bureau/Division/Office (BDO) supervisory chain to Human Resources, OR

Call Citizens Management if employee is off more than 7 days at 1-800-324-9901

	R7200
EMPLOYEE ACCIDENT
REPORT
	YES
	YES
	YES

	Completed by employee immediately following accident

Send through Bureau/Division/Office (BDO) supervisory chain to Human Resources

	PR7401
PHYSICIAN’S STATEMENT
	NO
	YES
	YES

	Completed by employee and physician

Send through Bureau/Division/Office (BDO) supervisory chain to Human Resources

	R7201
SUPERVISOR’S INVESTIGATORY REPORT
	YES
	YES
	YES

	Completed by employee’s supervisor immediately following accident

Send through Bureau/Division/Office (BDO) supervisory chain to Human Resources

	R7202e
SURVIVAL TACTICS INVESTIGATORY REPORT
	YES
	YES
	YES

	Completed by employee’s instructor immediately following the accident
Send through Bureau/Division/Office (BDO) supervisory chain to Human Resources

	R7400
LEAVE OF
ABSENCE
APPLICATION
	NO
	NO
	YES

	Completed by employee

Send through Bureau/Division/Office (BDO) supervisory chain to Human Resources


PERSONAL INJURY ACCIDENTS
Checklist for Sending Forms
EMPLOYEE ACCIDENT REPORT - Completed by Employee immediately following accident and submitted to immediate supervisor. Immediate Supervisor sends through BDO Supervisory Chain to Human Resources Employee Health Management Unit.

PHYSICIAN'S STATEMENT - Completed by Employee and Physician, then submitted to Immediate Supervisor. Immediate Supervisor sends through BDO Supervisory Chain to Human Resources Employee Health Management Unit, with appropriate signatures.

SUPERVISOR'S INVESTIGATORY REPORT - Completed by Immediate Supervisor immediately following accident and submitted through BDO Supervisory Chain, who forwards to Human Resources Employee Health Management Unit, with appropriate signatures.

SURVIVAL TACTICS INVESTIGATORY REPORT - Completed by Instructor immediately following accident and submitted through BDO Supervisory Chain, who forwards to Human Resources Employee Health Management Unit, with appropriate signatures.

REPORT OF CLAIM - Completed by Immediate Supervisor immediately following accident and submitted through BDO Supervisory Chain, who forwards to Human Resources Employee Health Management Unit.  Calls claim into Citizens Management if employee is off more than 7 days.

If on day 7 following the accident, the employee has not returned to work as anticipated, call Human Resources Employee Health Management Unit and advise.

Report of claim medical only - Completed by Immediate Supervisor and submitted through Division Supervisory Chain, who forwards to Human Resources Employee Health Management Unit.

NOTE: Regular work hours should be recorded for the day of injury. 

To determine the number of days away from work, do not count the day of injury. Count the number of consecutive days the employee was off and stop counting on the day the employee returns to work.  Refer to DNR Policies 18.01-18.03 and 18.05 -18.10 of this manual for additional instructions, or contact:

CAUSAL FACTORS FOR COMPLETING
SUPERVISOR'S INVESTIGATORY REPORT

1. Hazardous Apparel - Loose clothes or heels, worn or improper style of footwear or lack of protection, jewelry.

2. Assaulted By - Unanticipated, unforeseen, belligerent behavior by disturbed person or animal upon DNR employee.

3. Environmental Hazard - Poison Ivy. Hidden, i.e., by snow. Improper ventilation, inadequate traffic control.

4. Failed to Secure - Failed to tie down object(s) to secure movement; failed to shut off electrical power; failed to lockout or tag-out equipment before servicing, etc.

5. Failed to Wear Personal Protective Equipment (PPE) – Lack of proper protection e.g. hard hat, goggles, gloves, respirator, chain saw chaps, hearing protection, seat belts, etc.

6. Hazardous Arrangement - Improper placement or storage. Object(s) left in walkway, congestion or protruding objects.

7. Hazardous Procedure - Unsatisfactory maintenance, no lock-out procedure.

8. Horseplay - Distracted, startling, or showing off.

9. Hazardous Housekeeping - Substandard cleanliness, orderliness or sanitation.

10. Human Factor - Improper attitude, disregard of instructions, fatigue, impaired due to medication, judgment.

11. Inadequately Guarded - Lack of or inadequate design of safeguard or device, lack of label.

12. Operated at Unsafe Speed - Operating equipment too fast/slow, beyond design limits.

13. Pursuit Activity - Authorized apprehension, chase or control of situation.

14. Hazardous Position – Improper standing, sitting, lifting, overreaching, standing on unstable load, working below a moving load or standing too close to a worker swinging an axe.

15. Defective Tool/Equipment - Worn, cracked, broken, or obviously defective, improperly constructed or assembled or overdue maintenance.

16. Other - Describe.
REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
DEPARTMENT OF NATURAL RESOURCES
PO BOX 30028
LANSING MI 48909
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
DEPARTMENT OF NATURAL RESOURCES
PO BOX 30028
LANSING MI 48909


18.06 – Workers’ Disability Compensation Form R7420e – Completion Procedure 
(Revised: 10/27/2004)

SUPERSEDES
· DNR Personnel Manual 18.06 dated 09/16/2004
REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


FORMS USED

R7420e Report of Claim

PROCEDURE
I. The purpose of submitting a Report of Claim form – R7420e is to notify the Department of Natural Resources (DNR) and the Bureau of Worker’s Disability Compensation (BWDC) of an alleged injury.

II. A Report of Claim form must be completed and filed promptly with Human Resources in the event of:

A. An injury;

B. An employee’s death;

C. A specific loss, or

D. The filing of a Notice of Dispute

III. The Report of Claim form is to be completed by an employee’s supervisor (or the supervisor’s designee).  Copies are to be distributed as outlined on the R7420e.  The following list should be used as a means of checking the accuracy of the information.

1) CLAIMANT INFORMATION:  Complete all

2) INCIDENT INFORMATION:  Complete all (under body parts, please be specific i.e. right hand, left knee)

3) FRIEND OF COURT:  Complete if appropriate

4) MEDICAL INFORMATION:  Name and address of the TREATING physician for this incident

5) OTHER EMPLOYEMENT:  yes or no (complete if yes)

6) OTHER INCOME:  yes or no (complete if yes)

A R7420e Report of claim may be submitted by using traditional paper format, the DNR’S electronic form, or Citizens Management’s express claim phone service at 1-800-324-9901.

If using paper format, information should be typed or printed. Make sure the DNR’S federal identification number is included and that all copies of the form are forwarded to Human Resources.
18.07 - Worker's Compensation - Medical And Hospital Treatment
(Revised: 10/27/2004)

SUPERSEDES
· DNR Personnel Manual 18.07 dated 09/16/2004
STATEMENT OF POLICY

Under the State of Michigan’s Workers’ Disability Compensation Act of 1969, an employee who receives either a compensable or non-compensable injury is entitled to reasonable medical and hospital care. The employee should not pay the doctor or hospital bill for duty incurred injuries. The employee must indicate to the medical provider that this is a Workers’ compensation injury and that his or her insurance company is Citizens Management, Inc. (CMI). The medical provider may send bills directly to Citizens Management.

REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


INFORMATION

EMPLOYERS RESPONSIBILITY
A. It is the right of the employer to determine where medical treatment is received for the first 10 days after an injury. After the 10th day, or if the supervisor has not chosen a physician, an employee may choose his or her own physician.

B. It is the employee's responsibility to see that his or her supervisor is kept updated on the employee’s medical status by providing a Physician's Statement (PR7401e) that includes a diagnosis, a prognosis and an estimated date of return.

C. If there is a reason to question an employee's medical progress, please call Human Resources for further information. Human Resources can request a second opinion through CMI.  The cost for this opinion is covered by the employee's Bureau/Division/Office (BDO)

D. Medical authorization is given by a CMI claims examiner. Authorization for medical treatment is NOT given by Human Resources or a supervisor.

E. Other than emergencies, medical authorization is usually required PRIOR to treatment. Depending on the time frame, either the employee or his or her doctor may contact a CMI claims examiner for authorization.

F. Authorization may be faxed, mailed or, in some cases, given over the phone.

EMPLOYEE'S RESPONSIBILITY

A. It is an employee's responsibility to provide his or her supervisor and CMI claims examiner with timely information regarding the employee’s prognosis, progress toward returning to productive work, and possible need for reasonable accommodations.

B. If an employee fails to keep his or her supervisor and claims examiner advised of the employee’s medical status, fails to keep medical appointments, or rejects a bona fide offer of employment or accommodation by the employer, workers’ compensation benefits may be denied.

FORMS USED

· R 7200e Employee Accident Report

· PR 7401e Physician's Statement

· PR 7402e Employee Physical Demands Report (For Physician's Statement)

· R 7201e Supervisor's Investigatory Report

· R 7202e Survival Tactics Investigatory Report

· R 7400e Leave of Absence Application

· R7420E Report of Claim

PROCEDURE

A. When an injury occurs, the employee should be sent or taken to a doctor or hospital for examination and/or treatment.

B. The employee, or supervisor if necessary, must advise the health care provider that the examination and/or treatment is related to a workers' compensation claim and that the insurance carrier is Citizens Management. The health care provider may submit bills directly to Citizens Management.

The employee must keep the supervisor updated on his or her medical condition by providing a timely and complete Physician's Statement (PR7401e).
18.08 – Workers’ Disability Compensation – Medical and Wage Loss Injury
(Revised: 10/27/2004)
SUPERSEDES
· DNR Personnel Manual 18.08 dated 09/16/2004
STATEMENT OF POLICY

Under the State of Michigan’s Workers’ Disability Compensation Act of 1969, an employee who receives a medical and wage loss injury is entitled to reasonable medical and hospital care and is eligible for weekly compensation benefits based on established rates.

The Department of Natural Resources (DNR) will file and process all claims in a timely manner as approved claims are due and payable on the 14th day after the DNR has notice and knowledge of the disability.

REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment 
18.09 - Workers' Disability Compensation - Medical Only Injury
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


INFORMATION

A medical and wage loss injury is defined as an injury (including disease) received by an employee, arising out of and during the course of their employment, or on which a claim is made and result in any of the following:

A. Disability extending beyond 7 consecutive days, not including the date of injury.

Death

C. Specific Loss

FORMS USED

· R 7200e Employee Accident Report

· PR 7401e Physician's Statement

· PR 7402e Employee Physical Demands Report (For Physician's Statement)

· R 7201e Supervisor's Investigatory Report

· R7202e Survival Tactics Investigatory Report

· R 7400e Leave of Absence Application

· R7420e Report of Claim

PROCEDURE

I. EMPLOYEE
A. When an employee is injured, the first thing the employee must do is notify his or her immediate supervisor of the injury.

B. The employee must complete an Employee Accident Report (R7200e), and have a Physician’s Statement (PR7401e) completed and forwarded to his or her immediate supervisor.

C. While some injuries or illnesses are not readily apparent, an employee must notify his or her supervisor as soon as the employee becomes aware that he or she has an injury or illness that is work-related. 

D. It is an employee's responsibility to provide his or her supervisor and Citizens Management (CMI) claims examiner with timely information regarding the employee’s prognosis, progress toward returning to productive work, and possible need for reasonable accommodations.

E. If an employee fails to keep his or her supervisor and claims examiner advised of the employee’s medical status, fails to keep medical appointments, or rejects a bona fide offer of employment or accommodation by the employer, workers’ compensation benefits may be denied.

II. SUPERVISOR
A. Upon notification/awareness of disability/death/specific loss, the supervisor must immediately complete a Supervisor’s Investigatory Report (R7201e) and a Report of Claim (R7420E).  These documents, along with the Employee’s Accident Report (R7200e) and any other document that may be subsequently needed must be sent to Human Resources.

B. If the claim being submitted to the supervisor is questionable as to whether or not it is work-related, or if the supervisor has any additional, pertinent information, that information should be submitted in a separate memo attached to the Report of Claim. 

C. It is a good idea to make complete supervisory notes regarding injuries, because disputed Workers’ Compensation claims normally do not go before a magistrate for at least 6 months to one year.

D. If a supervisor is aware of a disability that is work-related, but the employee has not reported it, it is the supervisor's responsibility to follow up with the employee and request that he or she complete an Employee Accident Report (R7200e).  The supervisor should then complete a Supervisor’s Investigatory Report (R7201e) and an R7420e (Report of Claim), as appropriate.

E. A Supervisor should contact the Employee Health Management Unit in Human Resources if he or she has any questions.

III. INSTRUCTOR
A. Upon notification/awareness of disability/death/specific loss, the instructor must immediately complete a Survival Tactics Investigatory Report (R7202e) and a Report of Claim (R7420e).  These documents, along with the Employee’s Accident Report (R7200e) and any other document that may be subsequently needed must be sent to Human Resources.

B.  If the claim being submitted by the instructor is questionable as to whether or not it is work-related, or if the instructor has any additional, pertinent information, that information should be submitted in a separate memo attached to the Report of Claim. 

C. It is a good idea to make complete instructor notes regarding injuries, because disputed Workers’ Compensation claims normally do not go before a magistrate for at least 6 months to one year.

D. If the instructor is aware of a disability that is work-related, but the employee has not reported it, it is the instructor's responsibility to follow up with the employee and request that he or she complete an Employee Accident Report (R7200e).  The instructor should then complete Survival Tactics Investigatory Report (R7202e) and a Report of Claim (R7420e), as appropriate.

E. The Instructor should contact the Employee Health Management Section in Human Resources if they have any questions.

IV. HUMAN RESOURCES

A. Human Resources will review and follow up with supervisor as appropriate. Upon completing its review, Human Resources will forward claim to CMI.

V. CITIZENS MANAGEMENT, INC.
A. The claim is either: denied, more information is requested, or it is approved for payment.

B. If claim is denied or more information needed, the employee is notified directly by Citizens Management.

C. If the claim is approved:

1. The first check is sent to Human Resources for any necessary hours recrediting, buybacks or tax adjustments. 

2. If an injury or illness lasts seven days or more, an employee will not only be compensated for his or her medical expenses, but also for lost wages, beginning on the eighth day. 

3. If the injury or illness lasts longer than 14 days, the employee will receive medical and wage loss benefits, dating from the initial injury or onset of the illness. 

4. From this point CMI will mail the Worker's compensation checks to the employee's home every week they are unable to work. 

VI. SUPERVISOR
A. It is a supervisor's responsibility to monitor the status/progress of his or her employee and request additional medical documentation if required and respond to accommodation requests if presented. Questions on accommodations should be forwarded to Human Resources.

B. It is a supervisor's responsibility to call Human Resources in a timely manner when an employee returns to work.

Once an employee has returned to work, Human Resources will make the final adjustments on the employee’s hours and pay, and the employee will go back to receiving paychecks on the regular paydays.

18.09 – Workers’ Disability Compensation – Medical Only Injury
(Revised: 10/27/2004)
SUPERSEDES
DNR Personnel Manuel 18.09 dated 09/16/2004
STATEMENT OF POLICY
Under the State of Michigan’s Workers’ Disability Compensation Act of 1969, an employee who receives a medical only injury is entitled to reasonable medical and hospital care, but is not eligible for weekly compensation benefits or recrediting of accruals.

The Department of Natural Resources (DNR) will file and process all claims in a timely manner as approved claims are due and payable on the 14th day after the DNR has notice and knowledge of the disability.
REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.10 - Workers' Disability Compensation - Payments 

· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
DNR HUMAN RESOURCES, EMPLOYEE HEALTH MANAGEMENT CONTACTS:

	· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT
	· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
OHR, EMPLOYEE HEALTH MANAGEMENT UNIT


INFORMATION
A medical only injury is defined as an injury (including disease) received by an employee, arising out of and during the course of his or her employment, which results in not more than seven (7) consecutive days of disability not counting the day of injury.

When an employee receives medical care, the employee must indicate it is a Workers’ compensation injury and that the insurance carrier is Citizens Management.

Doctor appointments, hospital visits, and/or recovery time are all covered by the use of an employee's sick or annual leave credits.
FORMS USED

· R 7200 e Employee Accident Report

· PR 7401e Physician's Statement

· PR 7402 e Employee Physical Demands Report (For Physician's Statement)

· R7420 e Report of Claim

· R 7201e Supervisor's Investigatory Report

· R7202e Survival Tactics Investigatory Report

PROCEDURE

I. EMPLOYEE
A. When an employee is injured, the first thing the employee must do is notify his or her immediate supervisor of the injury.

B. The employee must complete an Employee Accident Report (R7200e), and have Physician’s Statement (PR7401e) completed and forwarded to his or her immediate supervisor.

C. While some injuries or illnesses are not readily apparent, an employee must notify his or her supervisor as soon as the employee becomes aware that he or she has an injury or illness that is work-related.

II. SUPERVISOR 
A. Upon notification/awareness of injury, the supervisor must immediately complete a Supervisor’s Investigatory Report (R7201e) and a Report of Claim R7420E.  The documents, along with the Employee Accident Report (R7200e), must be sent to Human Resources.

B. If the claim being submitted to the supervisor is questionable as to whether or not it is work-related, or if the supervisor has any additional, pertinent information, that information should be included on a separate memo and attached to the Report of Claim (R7420E). 

C. It is a good idea to make complete supervisory notes regarding injuries, because disputed workers’ compensation claims normally do not go before a magistrate for at least 6 months to one year.

D. If a supervisor is aware of a disability that is work-related, but the employee has not reported it, it is the supervisor's responsibility to follow up with the employee and request that he or she complete an Employee Accident Report (R7200e).  The supervisor should then complete a Supervisor’s Investigatory Report (R7201e) and a Report of Claim (R7420E).

E. A supervisor should contact the Employee Health Management Unit in Human Resources if he or she has any questions.
III. INSTRUCTOR

A. Upon notification or awareness of injury, the instructor must immediately complete an Instructor’s Investigatory Report (R7202e) and a Report of Claim (R7420e).  The documents, along with the Employee Accident Report (R7200e), must be sent to Human Resources.

B. If the claim being submitted to the instructor is questionable as to whether or not it is work-related, or if the instructor has any additional, pertinent information, that information should be included on a separate memo and attached to the Report of Claim (R7420e). 

C. It is a good idea to make complete instructor notes regarding injuries, because disputed workers’ compensation claims normally do not go before a magistrate for at least 6 months to one year.

D. If an instructor is aware of a disability that is work-related, but the employee has not reported it, it is the instructor's responsibility to follow up with the employee and request that he or she complete an Employee Accident Report (R7200e).  The instructor should then complete a Survival Tactics Investigatory Report (R7202e) and a Report of Claim (R7420E).

E. An instructor should contact the Employee Health Management Unit in Human Resources if he or she has any questions.

IV. Human Resources
A. Claims are reviewed and submitted to Citizens Management for processing.

18.10 – Workers’ Disability Compensation – Payments
(Revised:  10/27/2004)

SUPERSEDES

DNR Personnel Manuel 18.10 dated 09/16/2004
STATEMENT OF POLICY

I. Under the provisions of the Workers’ Disability Compensation Act of 1969, in ordinary cases a disabled employee receives 80 percent of the after-tax value of his or her average weekly wage. It does not matter whether the employee is totally or partially disabled. Benefits are based on the wage loss and set at 80 percent of the after tax value of the wage loss.

II. The Act sets forth strict limits on the benefits a disabled employee can receive as the result of a work-related injury. A disabled employee can only receive:

A. Wage loss benefits

B. Medical benefits and/or

C. Rehabilitation benefits

III. The Department of Natural Resources (DNR) will initially keep an employee involved in a Workers’ compensation injury on the payroll for up to 50 weeks. Requests for extending an employee on the payroll beyond 50 weeks (for employees who will be able to return to work within 10-15 additional weeks, as supported by medical documentation) may be granted an extension by the Human Resources Chief. The approval of any extension is limited to a combined total of 100 weeks.

IV. When an employee's compensation claim is approved as permanently disabled, the employee will be advised to pursue a disability retirement. The employee will be carried on payroll until the retirement request is finalized or up to a maximum of 6 months.
REFERENCES

· DNR Personnel Manual 
18.01 - Worker's Disability Compensation - Overview 
18.02 - Worker's Disability Compensation - Appeal Process 
18.03 - Workers' Disability Compensation Bureau/Office/Division Codes - Form R7420e 
18.04 - Workers' Disability Compensation - Employee Benefits for Compensable Injuries
18.06 - Workers' Disability Compensation Form R7420E - Completion Procedure  
18.07 - Worker's Compensation - Medical And Hospital Treatment
18.08 - Workers' Disability Compensation - Medical And Wage Loss Injury 
18.09 - Workers' Disability Compensation - Medical Only Injury
· Workers Compensation Information and Q & A 
· Workers' Disability Compensation Act 317 of 1969
· Disability Benefits and the State Employee--What You Should Know if You're Injured or Ill
· Civil Service Rule 5-9 Supplement to Workers' Disability Compensation
· Civil Service Regulation 5.13
INFORMATION
I. The first check to the employee is issued when Citizens Management, Inc. (CMI) verifies the claim is compensable.

II. The first check Citizens Management issues is sent to Human Resources so that adjustments may be made due to leave credits used.  All subsequent checks are sent on a weekly basis directly to an employee’s home.

III. Employees are eligible to receive mileage for approved medical appointments. Employee should contact Citizen Management Inc. for a Travel Reimbursement form. Mileage for Workers’ Compensation-Related appointments is not paid on department travel vouchers.

IV. If an employee has received Long Term Disability (LTD) payments prior to the approval of a Workers’ Compensation claim, the employee must repay any LTD benefits he or she received. If repayment is not made, the outstanding amount will be pursued like any other overdue bill.

V. Workers’ Compensation checks are payable until the employee returns to work or the disability ceases.

VII. If an employee fails to keep Citizens Management advised of the employee’s medical status, fails to keep medical appointments, or rejects a bon a fide offer of employment or accommodation by the DNR, Workers’ Compensation benefits will be terminated.

VII. If an employee has any questions regarding the amount of his or her compensation benefits check, he or she should contact:

· Citizens Management Claims Office at  (1-800-324-9901), 
OR

· DNR Human Resources, Health Management Unit:  
· Law, FMFM, Administrative contact:

LaVonne Thomas (517) 373-9222
(GroupWise – thomaslv)
EMPLOYEE HEALTH MANAGEMENT UNIT
HUMAN RESOURCES 
DEPARTMENT OF NATURAL RESOURCES 
PO BOX 30028
LANSING MI 48909

· Parks & Recreation, Fisheries, Wildlife contact: 
Cindy Glenn (517) 241-3990
(GroupWise – glennc)    
EMPLOYEE HEALTH MANAGEMENT UNIT
HUMAN RESOURCES 
DEPARTMENT OF NATURAL RESOURCES 
PO BOX 30028
LANSING MI 48909
CHAPTER 19 – SAFETY PROGRAM

19.02 - Safety Program
(Revised: 09/01/2004)
SUPERSEDES

· DNR Personnel Manual 19.02 dated 01/01/1999
· DNR Department Procedure 6110.10, dated 6/2/1989

STATEMENT OF POLICY

The Safety of employees performing Department responsibilities and prevention of accidental loss of property should be a major concern of the Department.

The Department shall provide the safest possible work place, equipment, and proper materials. Its agents shall further establish and insist upon safe job methods and practices at all times. An active safety program shall be developed, which shall be an integral part of regular operations.
REFERENCES

· Michigan Occupational Safety and Health Administration (MIOSHA)
· U.S. Department of Labor Occupational Safety & Health Administration (OSHA) 
INFORMATION

The Director shall insure a viable safety and health program for all employees.

The safety of employees shall be given the highest operating objective and priority.

The overall responsibility for the program is delegated to the Human Resources (HR) Chief. The appointment of a Safety Compliance Officer, shall be the responsibility of the Human Resources Chief.

The program will be evaluated by the Human Resources Chief and objectives revised, as appropriate.

PURPOSE

I. SAFETY PROGRAM
The purpose of the Department's Safety Program is to secure a safe operation for employees and public alike, through effective management control.

II. SAFETY ORGANIZATION  

A. The responsibility for occupational safety follows the existing Line of Service concept of the Department organization from the Director to the employee. Under the structure and operation of the safety organization, safety is the responsibility of every person within the Department. Each manager, from the Director to first line supervisors, must promote the acceptance of that responsibility by the employees under his or her supervision. 

B. The general administration of the Department's Occupational Safety & Health Program is delegated to the Human Resources Division.

III. DUTIES AND RESPONSIBILITIES

A. Program Deputy:
1. Are responsible for employee safety in programs administered by them and must maintain a safe environment for the public, as related to services within their jurisdiction.

2. Approve the safety programs for divisions or offices under their jurisdiction. They may form committees, as needed.

3. Monitor the implementation and effectiveness of Safety Programs. At every appropriate opportunity, promote positive attitude for safe operations.

B. Field Deputy:
1. Is responsible for the occupational safety of all employees and facilities under his or her direct jurisdiction.

2. Implements a safety program to meet this responsibility. The Field Deputy may designate a safety coordinator to assist in the function.

3. Provides review and evaluation of all accidents in the Field.

4. Has the authority to terminate any project or activity that is being conducted in an unsafe manner.

5. Includes safety as a subject at staff meetings.

6. Will establish, maintain and serve as, or appoint a Chairperson of the Field Unit's Safety Committee. The Deputy or representative will serve on the Department Safety Committee.

7. Shall make, or cause to be made, annual reviews of all facilities within their jurisdiction to determine compliance with safety policies, procedures, statutes and regulations. Non-compliance items shall be brought to the attention of appropriate division management and corrected promptly.

C. Bureau, Division or Office Chief:
1. Is responsible for the occupational safety of all employees and for the public's safety when using the land and facilities under his or her jurisdiction. The chief shall designate a safety coordinator on his or her staff to assist in this function.

2. Prepares procedures and implements an occupational safety program covering all employees, land and facilities in coordination with the Program Deputy and Field Deputy. The program must include hazard awareness and control, self-inspection, preventive maintenance and job training. This program must include measures to provide for the safety of the public using those lands and facilities.

3. Shall form committees, as needed, and designated coordinator will serve on Department committee chaired by Safety Compliance Officer.

4. Monitors the effectiveness of Division safety performance and adequacy of job procedures, and reports findings to the appropriate Deputy, at minimum annually. Requires supervisors to make safety an operational priority. Include safety items on supervisor’s performance appraisals.

5. Reviews all accidents within the Bureau, Division or Office.

6. Will make field personnel available for the Safety Committee, and other committees which may be formed, as needed, by the Field Deputy, Program Deputy, Director, Human Resources Chief or Safety Compliance Officer.

7. Insure necessary first aid, CPR, Right-To-Know, fleet safety, water safety, and other safety training is received by employees. Such training may be provided by the Deputies in agreement with Division and Office Chiefs.

D. Human Resources Division Chief:
The Human Resources Division shall enhance employee safety through maintenance of this safety procedure, in accordance with governing statutes, and provide leadership for and coordination of the Department's overall safety objectives and accident prevention programs through the appointment of a Safety Compliance Officer. The Safety Compliance Officer shall:

1. Advise and assist management and supervisors in fulfilling their responsibility for effective safety and health controls.

2. Evaluate Department safety operations and procedures, and recommend actions to improve those operations and procedures as appropriate.

3. Promote employee acceptance of their responsibility towards accident prevention.

4. Update objectives and activities, as needed, to insure a continuing viable safety management program.

5. Maintain an accident recording and safety management information system, making investigations and inspections, as necessary.

6. Prepare annual safety reports, as required by law, and act as the Department's office of record for certified reports (e.g. MIOSHA).

7. Establish, maintain and serve as Chairperson for the Department Safety Committee.

E. Supervisors:
The supervisor is a key person in maintaining job safety.

Each Supervisor shall:

1. Assure that a safe work place, as well as safe procedures, are provided for each employee and assure that the employee has been properly trained to perform safely. If voluntary cooperation fails, supervisors will initiate progressive discipline to insure positive safety compliance.

2. Monitor working conditions and the work environment to insure compliance with safety standards by employees.

3. Assure that employees are provided with required personal protective equipment and insure its proper use, training in its use, and medical certification, if necessary.

4. Investigate every accident or hazard promptly, in coordination with the appropriate Deputies, and follow through to abate the causes.

5. Report:

(a) An employee MIOSHA injury or illness, using the Supervisor's Investigatory Report-R7201.

(b) A vehicle accident, complying with DNR Administrative Procedure 11.03-01 - Motor Vehicles, Accident Reporting. 

(c) A public incident, complying with DNR Administrative Procedure 06.08-01 - Reporting Incidents Involving the Public on DNR Property.

(d) Submit a copy of all reports to the Department Safety Compliance Officer.

6. Analyze the cause(s) of unsafe conditions or procedures from all sources, and take appropriate preventive action.

7. Conduct safety briefings.

8. Insure appropriate availability of first-aid treatment and medical services.

9. Maintain safety and training records, inspections and investigation reports, as required by law or Department procedure.

10. Coordinate, upon receipt of a MIOSHA citation or a DNR review indicating non-compliance, with his/her supervisor, as appropriate. Send a copy of all MIOSHA citations to the Department Safety Compliance Officer, and his or her divisional supervisor. Appealing or closing out all citations satisfactorily. Acting promptly to avoid repeat injury, property loss, costly penalties or embarrassment to the DNR.

F. Employees:
1. Shall accept safety as a personal responsibility and respect the safety of other employees and the public.

2. Shall report new hazards, unsafe conditions and procedures to the immediate supervisor promptly using Near - Miss Safety Hazard Report - PR7203E.

3. Shall report all job related accidents and injuries, including illnesses or diseases, to the immediate supervisor promptly using the Employee Accident Report R7200. Any non-job related conditions that may impact the employee's ability to perform their job shall also be reported.

4. Are encouraged to forward safety recommendations to the appropriate supervisor, division or field safety coordinator, and/or the Department Safety Compliance Officer, as appropriate.

5. Shall coordinate with their immediate supervisor before starting or continuing a job which an employee is uncertain how to complete safely. Employees are expected to comply with their responsibilities and rights under the MIOSHA and applicable DNR procedures.

IV. COUNCIL AND COMMITTEES:

· Department Safety Council

· Department Safety Committee

· Field Safety Committee

A. Department Safety Council:
The Department Safety Council shall consist of the Deputy for Administration (Chair), the Field Deputies, the Program Deputies, and the Department Safety Compliance Officer.

The council will meet, as needed, to review, discuss, evaluate, and make recommendations to improve the Department's safety program.

B. Department Safety Committee:
The Department Safety Committee shall consist of the Department Safety Compliance Officer (Chair), and one representative from each Division, Office and Field Headquarters. Representatives of labor unions may request to have representation. The committee shall meet as needed.

1. Review and discuss implementation of applicable safety standards, divisional procedures, laws, codes, etc.

2. Determine safety and health issues that should be addressed and/or coordinated on a Department-wide basis.

3. Discuss ideas for accident prevention or hazard abatement for possible inclusion in Division Safety Procedures.

4. Review Department Safety Council minutes, taking action as appropriate.

5. Make recommendations to the Department Safety Council.

6. Keep and maintain minutes of meetings to insure proper follow-up on committee activities.

C. Field Unit Safety Committee:
The Field Safety Committee, consists of the Field Deputy, or their representative as Chair and Supervisors from each program represented in the Field Headquarters.

Each committee will meet at least four times annually and shall be responsible to:

1. Review and discuss implementation of applicable safety standards, divisional procedures to insure consistent implementation, laws, codes, etc.

2. Review accident causes to evaluate the adequacy of supervisor's/management's recommended corrective actions to prevent reoccurrence and to insure they have been carried out.

3. Review citation and inspection reports, vehicle accidents, Court of Claims allegations and public incidents to insure that steps are taken to prevent recurrence.

4. Discuss ideas for accident prevention or hazard abatement for possible inclusion in Division Safety Procedures.

5. Review Department Safety Council minutes, taking action as appropriate.

6. Make recommendations to the Department Safety Council.

7. Analyze adequacy of job training and preventive maintenance, and make recommendations as appropriate.

8. Review facility inspection reports and insure that necessary corrective action is taken.

9. Keep and maintain minutes of meetings to insure proper follow-up in committee activities.

10. Submit a copy of meeting minutes to the Department Safety Compliance Officer.
19.03 - Safety Program - Lead Safety Policy
(Issued: 09/01/2004)
SUPERSEDES

· DNR Personnel Manual 19.03 dated 7/01/1996
· DNR Department Procedure 6110.10, dated 6/2/1989
STATEMENT OF POLICY

To protect the health and safety of Department members and to comply with the provisions of the Michigan Occupational and Safety Health Act (MIOSHA) Standard R325.51992, the Department of Natural Resources (DNR) will:  

A. Provide respiratory protection for employees (employees include contractors and volunteers) as required by the Standard.

B. Require employees who are or may be exposed to lead at or above the action level specified in the Standard to participate in the DNR's Health Monitoring Program.

C. Provide hygiene facilities where the Permissible Exposure Limits (PEL) may be exceeded.

D. Provide clean, full-body protective clothing on a daily basis to those employees required to have such clothing by the Standard. The DNR may elect to issue disposable clothing for this purpose.

REFERENCES

· Michigan Occupational Safety and Health Administration (MIOSHA)
· U.S. Department of Labor Occupational Safety & Health Administration (OSHA)
INFORMATION

Lead is absorbed into the body through the lungs, digestive system and skin. It is stored in a person's bones and vital organs. A reduction of lead levels in one's body occurs with the passage of time when exposure is reduced or eliminated. It cannot be reduced in any other manner.

Employees who perform work which will likely involve exposure to lead are covered under the provisions of MIOSHA Standard R325.51992. The Standard requires, in part, that employers must have a full medical surveillance program in place for all workers who are or who may be overexposed to lead at or above the action level of 30 micrograms per cubic meter in any consecutive 12-month period. Examples of work which may result in such overexposure include, but are not limited to:

· the cleanup of hazardous waste sites; 

· welding; 

· painting (when utilizing lead bearing paints); 

· maintenance or cleaning of furnaces or boilers; 

· operation of "shooting ranges".
19.04 - Commercial Driver's License (CDL) - Drug and Alcohol Testing Program
(Revised: 08/31/2004)
SUPERSEDES
· DNR Personnel Manual 19.04 dated 12/05/2003

· DNR Director’s Letter 029 dated 08/20/1979

STATEMENT OF POLICY
The State of Michigan is mandated by the U.S. Department of Transportation OMNIBUS Transportation Employee Testing Act (OTETA) of 1991, to institute a drug and alcohol testing program for employees who are required to carry a Commercial Drivers License (CDL).

The Department of Natural Resources, Drug and Alcohol Testing Program is effective January 1, 1995 and incorporates, by reference, the State of Michigan Drug and Alcohol Testing Policy and Procedures, as required by the U.S. Department of Transportation Omnibus Transportation Employee Testing Act of 1991, and its implementing rules and regulations, including the State of Michigan Work Rules for Employees subject to the Omnibus Transportation Employee Testing Act of 1991 and its Implementing Rules and Regulations, and the Disciplinary Table for Violations of Work Rule for Employees Subject to the Omnibus Transportation Employee Testing Act of 1991 and its Implementing Rules and Regulations. 

The Drug and Alcohol Testing Coordinator (DATC) of the program is the Department Safety Compliance Officer.
REFERENCE

· DNR Personnel Manual Procedure 19.06 - Commercial Driver's License (CDL) - Operator’s License Requirements  

· DMB Administrative Guide to State Government Policy 0410 (Motor Vehicles) and Procedures 0410.04 (Motor vehicle use - general provisions) and 0410.08 (Physical examination requirements)

· Secretary of State: http://www.michigan.gov/sos/0,1607,7-127-1627_8666---,00.html
· Who Needs a Commercial Driver License (CDL)  http://www.michigan.gov/sos/0,1607,7-127-1627_8666_9060-21609--,00.html
· CDL Manual  http://www.michigan.gov/documents/cdlmanul_16090_7.pdf
· Commercial Record Request http://www.michigan.gov/documents/cdlmanul_16090_7.pdf
· Michigan State Police - Motor Carrier Division  http://www.michigan.gov/msp/0,1607,7-123-1591_2312_4637---,00.html
· CDL Questions and Answers http://www.msp.state.mi.us/mcd/qa.htm
· Related Siteshttp://www.msp.state.mi.us/mcd/links.htm
· Motor Carrier Safety Act Overview
http://www.michigan.gov/msp/0,1607,7-123-1593_3536_6251-17161--,00.html 

· Federal Motor Carrier Safety Administration - Home
· State of Michigan Drug and Alcohol Testing Policy and Procedures, as required by the U.S. Department of Transportation Omnibus Transportation Employee Testing Act of 1991, and its implementing Rules and Regulations

FORMS USED
· PR 7212e Authorization for Release of Information

· PR 7213 Verification of Participation in a Bona Fide Alcohol/Controlled Substance Testing Program

· Federal Drug Testing Custody and Control

· Department of Transportation Breath Alcohol Testing

· R 7209 Alcohol/Drug Testing Employee Information Data

· R 7214e Acknowledgment for Receipt

· C 0730 Physical Examination

· PR 7211 Medical Examiner's Certificate

· MC-24 Application for Medical Waiver - Grandfather Rights

· R 7216e Supervisor's Report of Reasonable Suspicion Form

· PR 7217 Physician Statement

PROCEDURES
A. New Positions: 

All positions requiring a CDL must be advertised in the Vacancy Announcement as such. A statement must be included in the employee's Position Description indicating the position requires a current/valid Commercial Drivers License issued by the Secretary of State, as required by Public Act 346 of 1988, and participation in a drug and alcohol testing pool.

B. Pre-Employment Testing: 

A new hire with no previous record of holding a CDL can be offered a conditional offer of employment, dependent upon passing a drug test. The hiring supervisor must contact the DATC and make arrangements for testing. Hiring supervisor will contact the test site for an appointment; complete Step 1 of the Federal Drug Testing Custody and Control Form, by filling in: (C) Employee's Social Security Number, (D) Reason for Test: Pre-Employment, and (E) Tests to be Performed: THC, Cocaine, PCP, Opiates and Amphetamines; then provide new hire with the form, and the time and place of scheduled appointment. 

The DATC will notify the hiring supervisor with the reported test results, as soon as they are received. The employee cannot perform any safety sensitive functions until the DATC has notified the supervisor that a negative test result was received.

The Department is not required to administer a pre-employment drug test if the new hire has: 

(a) participated in a drug testing program within the past 30 days, and 

(b) been tested for controlled substances within the last six months, OR 

(c) participated in a random drug testing program for the previous 12 months, and 

(d) has no record of violations of any controlled substance within the last six months.

For verification, the hiring supervisor must have the new hire complete the appropriate portion of the Authorization for Release of Information (PR 7212e) and Verification of Participation in a Bona Fide Alcohol/ Controlled Substance Testing Program (PR 7213) forms for each previous employer within the last two years. These forms must be mailed to the former employers, via Certified Mail, with a self-addressed envelope addressed to: Department of Natural Resources, Human Resources Division, ATTENTION: DATC, Box 30028, Lansing, MI 48909, marked Personal and Confidential. 
The completed forms must be mailed from the previous employer directly to the DATC. The DATC will review the information provided and notify the hiring supervisor of the applicant's status. If no response is received from the previous employers within 14 days, the DATC will instruct the supervisor to proceed with scheduling the applicant for pre-employment drug testing.

C. Adding New CDL Drivers: 

Once a new CDL driver has been hired, the supervisor should notify the DATC, complete an Employee Information Data Sheet (R7209), and submit it to the DATC, for inclusion in the CDL drug and alcohol testing program. 

DATC will provide the employee with a CDL Information Packet and training video. Upon receipt and review, the employee must sign the Acknowledgment for Receipt (R 7214e) and Certification of Training forms, and return them to the DATC.

D. Medical Requirements: 

All CDL drivers are required to pass a physical, in accordance with the Federal Motor Carrier Safety Regulations, every two years. Supervisor will provide the CDL driver with the appropriate Medical  Examination Report and Medical Examiner's Certificate (PR 7211), to be completed by the attending physician. The Medical Examiner's Certificate must be carried by the driver at all times, when performing safety sensitive duties. Medical certifications expire two years from the date of examination.

E. Medical Waiver:

CDL drivers can apply for a Grandfather Rights Medical Waiver if they have been regularly a regularly employed driver of the DNR for a continuous period which began on or before June 10, 1984, and have continued to be a regularly employed driver for the DNR. Employee must submit an Application for Medical Waiver Grandfather Rights (MC 24) to their supervisor for approval and signature. Supervisor must verify employee has met the above qualifications, then will sign and send application to the Motor Carrier Safety Appeal Board, Michigan Department of State Police, Motor Carrier Division, P O Box 30632, Lansing, MI 48909-8132 for a determination. If employee is issued a Grandfather Rights Medical Waiver from the Motor Carrier Safety Appeal Board, this waiver must be carried by the CDL driver at all times, when operating a motor vehicle. If denied, employee will be required to pass a CDL physical examination every two years.

Effective January 8, 1996, if a driver develops any new medical conditions that would normally disqualify the driver to drive under the medical requirements, this will invalidate the driver’s Grandfather Rights Medical Waiver.  Should this occur, the driver’s Grandfather Rights Medical Waiver must be returned to the Michigan Department of State Police, Motor Carrier Division, P O Box 30632, Lansing, MI 48909-8132 and notification of such must be made to their supervisor.

F. Random Testing:

DATC will contact supervisor and advise which driver was selected for random drug and/or alcohol testing. Supervisor will require driver, at their first available time in the worksite, to submit to testing. A driver can only be tested for alcohol: immediately before, during, or immediately after performing a safety sensitive function. Supervisor will: notify test site that employee is being sent for random drug and/or alcohol testing; complete Step 1 of the Federal Drug Testing Custody and Control Form), filling in: (C) Employee's Social Security Number, (D) Reason for Test: Random, and (E) Tests to be Performed: THC, Cocaine, PCP, Opiates and Amphetamines; complete Step 1 of the U.S. Department of Transportation - Breath Alcohol Testing Form, filling in: (A) Employee's Name, (B) Employee's Social Security Number, (C) Employer Name: Department of Natural Resources, Human Resources Division, Box 30028, Lansing, MI 48909, Phone 517-241-0672, and (D) Reason for Test: Random; advise employee to immediately proceed to the test site with provided forms and picture identification; and verify employee was tested and has returned to work. 

G. Reasonable Suspicion Testing:

The supervisor will observe and complete the Supervisor's Report of Reasonable Suspicion (R 7216e, then contact the DATC for authorization to send employee for testing. 
If the DATC determines testing should be done, the supervisor will: notify the test site that employee is being sent for drug and/or alcohol testing; complete Step 1 of the Federal Drug Testing Custody and Control Form, filling in: (C) Employee's Social Security Number, (D) Reason for Test: Reasonable Suspicion/Cause, and (E) Tests to be Performed: THC, Cocaine, PCP, Opiates and Amphetamines; complete Step 1 of the U.S. Department of Transportation - Breath Alcohol Testing Form, filling in: (A) Employee's Name, (B) Employee's Social Security Number, (C) Employer Name: Department of Natural Resources, Human Resources Division, Box 30028, Lansing, MI 48909, Phone 517-241-0672, and (D) Reason for Test: Reasonable Suspicion/Cause; and drives employee to test site with appropriate forms and picture identification. If the employee is being tested for a controlled substance, they will be placed on leave until the drug test results are received.  Drug test results are normally received within 24 hours.

Supervisor must not let suspected employee drive and must indicate test is being conducted under OTETA requirements.

H. Return to Duty and Follow-up Testing:

If a CDL driver is permitted to return to duty after violating one of the work rules (in accordance with the disciplinary table), the CDL driver must be tested and verified with a negative test result before returning to a safety sensitive job. The CDL driver cannot perform any safety sensitive function until the DATC has notified the supervisor that a negative test result was received.

If a CDL driver has undergone treatment for drug and/or alcohol possession, unannounced follow-up alcohol and/or drug testing will be required at least six times in the first twelve months following the employee’s return to duty.  The follow-up testing period will not exceed sixty months from the date of the employee’s return to duty. 

I. Post Accident Testing:

CDL drivers are required to undergo drug and alcohol testing if they are involved in an accident, where:

1. there is a fatality; or 

2. a citation is issued to the CDL driver for a moving traffic violation, and either 

(a) someone immediately receives medical treatment away from the scene or, 

(b) a vehicle is towed from the scene.

The CDL driver immediately notifies their supervisor of the accident, after seeking medical attention or rendering assistance to others at the scene. The CDL driver must be available for immediate drug and alcohol testing, either performed by the attending law enforcement officer or a local clinic. Alcohol testing must be completed no later than eight hours following the accident and drug testing must be completed no later than 32 hours following the accident.  

The supervisor will inform the driver of the appropriate test site to proceed to. If tested by law enforcement officials, the supervisor will immediately request that a copy of the test results be sent to the DATC. The Supervisor will contact the DATC immediately after being notified of an accident.

For purposes of this section, the term CDL driver shall include all CDL holders in the cab of the vehicle at the time of the accident.

J. Drivers Readiness to Perform Safety Sensitive Duties:

A safety sensitive function is: "all time from the time a driver begins work or is required to be in a state of readiness to work, until the time he/she is relieved from work and all responsibility for performing work."

K. Doctor/Medical Statements for Prescriptions:

The employee or the physician must FAX the Physician's Statement (PR 7217) to the DATC concerning any prescription medication that the employee is taking that contains a controlled substance, and advise whether or not it will adversely affect the employee's ability to safely operate a commercial motor vehicle or perform other safety sensitive functions.

II. MDNR DRUG AND ALCOHOL TESTING CONTACTS

	DRUG AND ALCOHOL TESTING COORDINATOR (DATC)
Sherri Peffley

Human Resources Division

530 West Allegan Street

P.O. Box 30028

Lansing, MI  48909-7528

Phone - 517-241-0672
Pager - 517-232-0585
Home - 517-321-3827
Fax - 517-241-4695 (Secured)/517-373-8063 (Unsecured)
	

	ASSISTANT DATC
Jeanine Masumura 
Human Resources Division
Phone - 517-241-1631
	LABOR RELATIONS MANAGER

Ken Wright

Human Resources Division

Phone – 517-373-8112
Cell – 517-290-5438
Home – 517-886-9208


19.05 - Safety Program - Personal Protective Equipment Policy 
(Revised: 09/13/2004)
SUPERSEDES

· DNR Personnel Manual 19.05 dated 06/10/2003
· DNR Department Procedure 6110.10, dated 6/2/1989
· Director’s letter 16, dated 10-5-87
STATEMENT OF POLICY

The State of Michigan is mandated by the Michigan Occupational Safety and Health Act, Act 154, Public Acts of 1974; Department of Consumer and Industry Services, General Industry Safety Standards, Part 33, Personal Protective Equipment, as amended May 14, 1997, to provide to an employee, at no expense to the employee, the initial issue of personal protective equipment (PPE), which is suitable for the work to be performed. Replacement equipment shall also be provided, if necessary, due to wear and tear on the previous PPE or if the PPE is lost due to the work environment, unless covered by a collective bargaining agreement. An employee shall use all of the PPE provided by the employer, and shall be instructed on the methods for the proper selection and safe use of this equipment.

On December 4, 1973, the Civil Service Commission adopted the following policy: 

"Effective July 1, 1974, it shall be standard policy for all Departments employing state classified personnel to furnish uniforms, identifying apparel, or protective apparel or equipment required by the employing Department, as a condition of employment."
REFERENCES:

· Michigan Occupational Safety and Health Administration (MIOSHA)
· U.S. Department of Labor Occupational Safety & Health Administration (OSHA) 
· Department of Consumer and Industry Services – General Industry Safety Standards, Part 33. Personal Protective Equipment.
FORMS USED

· R 7204e  Personal Protective Equipment Hazard Assessment
· PR 7219e  Prescription Safety Eyewear Authorization

· PR 7221e  VDT/CRT Eyewear Reimbursement Request

PROCEDURE

I. Supervisors will assess each job/task performed at the worksite, using DNR Form R7204 - Personal Protective Equipment Hazard Assessment, to determine if any occupational hazards exist that would require the use of PPE. Assessments will include observation of the following sources of hazards: impact, penetration, compression, chemicals, temperature extremes, harmful dust, noise, light radiation, and electrical. If hazards, or the likelihood of hazards exist, the Supervisor will do the following: 

A. Determine which employees under their supervision, by the nature of their specific work assignment, are required to wear PPE to protect them from occupational hazards that may exist at the worksite.

B. Select the appropriate types of PPE suitable for protection against the identified hazards and see that each affected employee uses it properly.

C. Communicate the selection decisions to each affected employee.

D. Provide PPE that properly fits each affected employee.

II. The Supervisor will document that the required worksite hazard assessment has been completed through a written certification, which must be kept on file at each worksite with the following information:

A. Name and address of the worksite that was evaluated

B. Person's name who certifies the evaluation was completed

C. Date hazard assessment was completed

III. Upon completion of the hazard assessment, employees that are required to use PPE must be trained in the following areas:

A. When the use of PPE is necessary

B. What type of PPE is required and why

C. How to properly select, wear, and adjust the appropriate PPE

D. Limitations and capabilities of the PPE

E. Proper care, maintenance, useful life, and disposal procedures of the PPE used

IV. A written training certification must be kept on file at the worksite, documenting the employee's name, date of training, and type of training received.

V. Employees must be retrained when the following occurs:

A. There are changes at the worksite

B. There are changes in PPE

C. When an employee demonstrates inadequate knowledge or use of PPE
INFORMATION

Bureaus/Divisions/Offices will provide employees, both permanent and temporary, appointed to positions requiring the use of PPE, with protective apparel and/or equipment upon reporting to a work assignment that requires protective measures. This material shall be obtained by Bureaus/Divisions/Offices through regular procurement procedures, and considered as a regular budget item. Supervisors shall arrange work schedules, hiring practices, and safety equipment practices (with particular regard to temporary employees), to stress the vital importance of properly selecting and using the safety apparel and equipment that is provided, to prevent an incident from occurring. 

For those locations where visitors have reason to enter hazardous areas on a short-term basis, a small supply of clear lens glasses and/or goggles, and other PPE as determined by the supervisor in charge, shall be made available.

Personal protective equipment types are categorized as follows: head protection, hearing protection, face and eye protection, respiratory protection, hand and arm protection, leg and foot protection, fall protection, special work clothing for protection against heat, cold, cuts, impact, etc., and electrical protection. The general requirements for this equipment are located in the General Industry Safety Standards, Part 33. Personal Protective Equipment, R 408.13311 - R 408.13398.

Division/Office Safety Coordinators are responsible for coordinating this program and will ensure that hazard assessments are conducted, appropriate PPE is assigned, affected employees receive training, and written documentation is maintained at each worksite.
PRESCRIPTION SAFETY EYEWEAR
The purchase or replacement of prescription safety glasses shall be in accordance with the State Contract for Prescription Safety Eyewear. These glasses are in addition to those provided under the Vision Care Insurance.

An employees whose worksite hazard assessment indicates that safety glasses are required and their vision requires the use of corrective lenses, have the following options for purchase:

State Contract Vendor
Prescription safety glasses may be purchased from the State Contract Vendor, whereas the Department will pay for the following items in accordance with the contract:    

· Basic Lenses (Single Vision, Bifocals, Trifocals, Occupational), 

· Basic Frames (Titmus - Standard & Fashiongarde Collections, Aearo/AO Safety - Basic A, B, and C Groups 

· Tint (Solid) 

· UV (Ultraviolet) Coating 

· Scratch Resistant Coating (Plastic & Polycarbonate) 

· Progressive Lenses 

· Side Shields 

Photochromic/Transitional Lenses may be approved by management for those employees whose work is primarily outside.

Ordering Procedures
Employee takes DNR Prescription Safety Eyewear Authorization Form (PR7219-available on the computer network), with Part 1 completed and approved by their immediate supervisor, to a participating eyeglass provider (listed in the State Contract).

Employees who do not have access to a participating eyeglass provider, or who wish to go to their own eye doctor, will have their selected doctor complete Part 2.

Physician completes Part 2 and returns form to the employee.  The "Ship To" portion of the form should be completed with the Physician's address, so eyeglasses can be fitted to the employee upon receipt.

Employee submits completed order form to the Department Safety Compliance Officer, Human Resources, Box 30028, Lansing, Michigan 48909, along with a check made payable to the State of Michigan for any frame  upgrade, lens option(s) not included in the contract, or lens option(s) not approved by management.

	FRAME UPGRADES
	MANUFACTURER AND STYLE

	$22.50
	AO Safety - Group D
Titmus - PC:  1, 10, 102, 105, 201, 203, 205, 206, 253
BC:  101, 103, 105, 106, 107

	$28.80
	AO Safety - Group D+ and E
Titmus - PC:  8, 202, 207

	$36.00
	AO Safety - Group F
Titmus - PC:  250, 251, and Exclusive Collection

	$58.50
	AO Safety - Group G


Human Resources submits order to the State Contract Vendor for manufacturing of the glasses, and forwards a copy of the order form and reimbursement check (if applicable) to the appropriate Bureau/Division/Office for processing of field requisition.

Payment Process
The State Contract Vendor submits invoices to Human Resources, with a copy of the completed and approved order form.  Upon receipt of invoice, the Safety Compliance Officer will verify charges and forward the billing information to the appropriate Bureau/Office/Division for payment of authorized purchases.

Replacement glasses will be purchased in a like manner, on a need basis, and in accordance with bargaining unit contracts (if applicable), either due to a change in prescription needs, or due to normal pitting or other normal damage.  Eyeglasses damaged or destroyed through the employee's own carelessness or neglect must be replaced by the employee.

Outside Supplier
Employees who elect not to utilize the State Contract may purchase from an outside supplier and present the receipt to their supervisor. The employee will only be reimbursed for the following amounts:

	· Single Vision
	$19.00
	· Bifocal
	25.00
	· Trifocal
	31.00
	


If the employee has special needs that cannot be supplied by the State Contract Vendor, please contact the Department Safety Compliance Officer in Human Resources Division for further assistance.

Employees who work under conditions requiring safety goggles or glasses on an occasional basis, will not be provided with prescription lenses. Those who normally wear glasses with corrective lenses will be provided with approved goggles that can be worn over their glasses. Either clear lens glasses or approved goggles will be provided to those not wearing corrective lenses.

SPECIAL GLASSES FOR VDT/CRT USERS 

In a memo of April 4, 2003, from the Office of the State Employer, VDT/CRT operators who require a second pair of glasses, which are a different prescription than those normally used, are eligible for reimbursement by the Department on an annual basis. Contact the Department Safety Compliance Officer in Human Resources Division, prior to ordering glasses, for verification of reimbursement rates.

An employee obtaining glasses for working on the VDT/CRT equipment that does not wear glasses, would not be covered by this provision.

Maximum reimbursement amounts are as follows:
	Blue Cross/ Blue Shield Participating Providers
	
	Non-Participating Providers

	
	Single Vision Lens
	$ 108.00
	
	
	Single Lens
	$13.00

	
	Bifocal Lens 
	140.75
	
	
	Bifocal Lens 
	20.00

	
	Trifocal Lens 
	198.00
	
	
	Trifocal Lens 
	24.00

	
	Progressive Lens
	140.75
	
	
	Frames   
	14.00

	
	Frames 
	53.00
	
	
	Plastic Lenses 
	  3.00

	
	
	
	
	
	Tint – Up to 2
	  3.00

	
	
	
	
	
	Prism Lens  
	  2.00


The State Vision Plan has limitations for a maximum of 71mm and a tint of 2. Any size larger than 71 mm or any tint higher than 2 will be paid by the employee.

Employees requesting reimbursement must submit a completed VDT/CRT Eyewear Reimbursement Request Form (#PR7221e), accompanied by a copy of the provider's bill and proof of payment (receipt or canceled check), to the Department Safety Compliance Officer in Human Resources Division for authorization.

Another option available for VDT/CRT operators is to purchase a second pair of glasses from the State Contract Vendor. Employees shall follow the same procedures as outlined above for obtaining prescription safety eyewear.

PROTECTIVE FOOTWEAR
Employees may purchase protective footwear ( if their supervisor has advised them that their job requires them to wear protective footwear), from Michigan State Industries (MSI), or from a vendor of their choice and receive reimbursement. Protective footwear purchased under the MSI contract must be ordered through the State Electronic Purchasing System.

Employees requesting reimbursement must attach the sales receipt to the Payment Voucher or Travel Expense Voucher (if there are travel expenses also being claimed).

Members of the following bargaining units and non-represented employees are entitled to receive actual reimbursement for required protective footwear and subsequent replacements purchased up to the maximum listed below.

	Union/Association
	Current Rate
	Effective Date
	Replacement Frequency

	AFSCME
	$100.00, OR $200.00
	01/01/02–12/31/04
	Once per fiscal year, OR  Once per two fiscal years

	MPE
	$160.00
	01/01/02-12/31/04
	Once every 24 months from date of reimbursement

	MSEA
	$100.00 OR $200.00
	01/01/02-12/31/04
	Once per year

Once per two years

	NERES (Non-Represented)
	$ 80.00 OR 
$160.00
	10/1/01-Present
	Once per year
Once per two years

	UAW
	$ 100.00
	01/01/02-12/31/04
	Once per year

	UTEA
	$125.00
	01/01/02-12/31/04
	Once per year


The supervisor will verify the employee is a member of one of the bargaining units which entitles them to receive reimbursement up to a maximum listed above, and will provide this certification on the Payment Voucher. This authorization applies to both initial and replacement protective footwear purchases.

RESPIRATORS
For those employees who are provided with a respirator or self-contained breathing apparatus, it is required by MIOSHA that these employees be given initial and periodic physical examinations to determine their ability to wear a respirator while performing their required duties.

19.06 - Commercial Motor Vehicle (CMV) Operator’s License Requirements 
(Revised: 09/01/2004)
SUPERSEDES
· DNR Personnel Manual 19.06 dated 03/18/2001

· DNR Director’s Letter 029 dated 08/20/1979

· DNR Administrative Services Bulletin No. 96, dated 1-10-90,
· DNR Administrative Services Procedure 10.10-01, dated 11/08/88.
STATEMENT OF POLICY

In October of 1988, the Michigan Legislature enacted Public Act 346, which brought Michigan's testing and licensing requirements for commercial motor vehicle operators into compliance with the uniform standards established for all states by the Federal Commercial Motor Vehicle Safety Act.  The Federal statute also established a national computerized clearinghouse for all commercial vehicle operator license data accessible to all State licensing agencies and employers for information and enforcement purposes.

REFERENCE

· DNR Personnel Manual Procedure 19.04 - Commercial Driver's License (CDL) - Drug and Alcohol Testing Program 

· DMB Administrative Guide to State Government Policy 0410 (Motor Vehicles) and Procedures 0410.04 (Motor vehicle use - general provisions) and 0410.08 (Physical examination requirements)

· Secretary of State: http://www.michigan.gov/sos/0,1607,7-127-1627_8666---,00.html
· Who Needs a Commercial Driver License (CDL)  http://www.michigan.gov/sos/0,1607,7-127-1627_8666_9060-21609--,00.html
· CDL Manual  http://www.michigan.gov/documents/cdlmanul_16090_7.pdf
· Commercial Record Request http://www.michigan.gov/documents/cdlmanul_16090_7.pdf
· Michigan State Police - Motor Carrier Division  http://www.michigan.gov/msp/0,1607,7-123-1591_2312_4637---,00.html
· CDL Questions and Answers http://www.msp.state.mi.us/mcd/qa.htm
· Related Siteshttp://www.msp.state.mi.us/mcd/links.htm
· Motor Carrier Safety Act Overview
http://www.michigan.gov/msp/0,1607,7-123-1593_3536_6251-17161--,00.html 

· Federal Motor Carrier Safety Administration - Home
FORMS USED
· R 7210e Commercial Motor Vehicle Driver Certification
· PR7212e Authorization For Release of Information
· PR7213e Verification of Participation in a Bona Fide Alcohol/Controlled Substance Testing Program
REQUIREMENTS

Federal law requires that drivers of certain commercial vehicles owned and/or operated by the Department:

1. May not possess more than one commercial driver’s license.  (State of residency);

2. Must advise the Employer (Department of Natural Resources) within one business day of notification of license suspension, revocation, cancellation, lost privilege, or disqualification;

3. Must notify the Department within 30 days of conviction for any moving traffic violation (other than a parking ticket) obtained while operating any motor vehicle.

The Department of Natural Resources, as the employer of individuals with commercial vehicle licenses as well as owners and/or operators of commercial vehicles, must:

1. Notify its commercial vehicle operators of their obligations under the law as indicated above;

2. Not knowingly allow any employee to operate a commercial motor vehicle if she/he is not complying with these regulations or does not hold a valid drivers license;

3. Require all new applicants for positions requiring a commercial license to provide a history of the last ten years of commercial driving experience and verification of participation in a bona fide alcohol/controlled substance testing program, if applicable.  If new applicant has no previous record of holding a CDL, refer to Policy 19.04 - Section B. Pre-Employment Testing, for procedure. 
Each unit supervisor must identify the vehicles owned or operated which fit the definition of commercial vehicle below and notify drivers of these vehicles in writing of their reporting requirements.  It will also be necessary to establish a record for each driver to serve as historical driving record and to meet reporting requirements in this procedure.

On January 1, 1990, the Secretary of State began implementation of the new commercial driver's license (CDL) law in accordance with Public Act 346 of 1988.   This law impacts those employees whose assigned job duties require them to operate designated commercial motor vehicles.

Commercial motor vehicles are defined in the Secretary of State website at:  http://www.sos.state.mi.us/drlic/cdl_req.html
You must be 21 years old to drive a commercial motor vehicle across state lines (interstate).  You may drive a commercial motor vehicle in Michigan (intrastate) at age 18, unless transporting hazardous materials in marked or placarded cargo tanks with a gross vehicle weight of more than 40,000 pounds, in which case you must be 21 years old.

All drivers applying for their first commercial driver's license are required to pass the CDL knowledge test(s), which will be one or more, depending on the type of vehicle to be driven and the type of cargo that will be transported.  All knowledge tests are administered in written form.  If you pass the required knowledge test(s), you can take the CDL skills test.

A skills test is also required and includes the following three parts:

1. Pre-Trip Vehicle Inspection Test

2. Basic Vehicle Control Test

3. On-Road Driving Test

All three tests are conducted during the same session, in the order listed above.  Each test must be passed before continuing onto the next test.  A failure of any one of the skills tests terminates testing.  On subsequent attempts, you must start over from the beginning of the vehicle inspection test, regardless of which tests you previously failed.  You will be allowed one attempt per day.  The skills test must be taken through an approved third party tester.  Third party testers are public and private agencies authorized by the State to conduct CDL skills tests.  http://www.sos.state.mi.us/bbos/3rdpt/index.html
Additionally, drivers must sign a statement certifying that they have met the medical/physical requirements and the driving record eligibility requirements.  Drivers will also be required to pass a vision test.  Before taking any skills tests, you must provide a valid medical examiner's certificate or medical waiver to the test examiner, which allows you to operate your commercial motor vehicle.

Michigan commercial driver's license holders convicted of certain traffic violations while operating a commercial motor vehicle may be subject to suspension or revocation of your CDL. Your operator/chauffeur license may also be affected, depending on the severity of the violation.

Any traffic violation in a non-commercial motor vehicle resulting in a suspension or revocation of your operator/chauffeur license will also result in a suspension or revocation of your CDL.

Your CDL is a special privilege attached to your operator or chauffeur license.  If, while operating any kind of motor vehicle, including your personal car or pickup truck, you commit a violation that results in the suspension or revocation of your operator or chauffeur license, your CDL will be suspended for the same period.

You must notify your supervisor, in writing, of traffic violations (other than a parking ticket) committed in any motor vehicle, within 30 days of conviction.  The notification must include:

· Your full name and signature

· Driver license number

· Date of conviction

· Specific violation(s) committed

· Whether the violation was in a commercial motor vehicle

· The location of the violation

You must also notify your supervisor, in writing, of:

· Any driver license suspension, revocation, cancellation, lost privilege, or disqualification by the end of the business day following the day you receive notice of the action.  Driver may also be subject to corrective and/or disciplinary action in accordance with the work rules.

· Any out-of-service order within 24-hours.

Supervisors must insure that all commercial motor vehicle operators are properly licensed and license records maintained in accordance with State and Federal Statutes.  

II. Supervisor
1. When hiring employees who will be driving commercial vehicles, ensures that each applicant has a valid State of Michigan license of appropriate classification and obtain:

· Driving history covering the last 10 years of commercial driving experience, if applicable.

· Driver's signature on R7201e, Commercial Motor Vehicle Driver Certification.

· Verification of participation in a bona fide alcohol/controlled substance testing program by requesting employee's completion of PR7212e, Authorization For Release of Information, and PR7213e, Verification of Participation in a Bona Fide Alcohol/Controlled Substance Testing Program, if applicable.  If new applicant has no previous record of holding a CDL, refer to Policy 19.04 - Section B. Pre-Employment Testing, for procedure.

2. Determines which vehicles owned or operated by DNR employees fall under the requirements of the PL99-570.

3. Establish the driver's record file, for recording purposes, with the following documentation:

· 10-Year Commercial Driving History (if applicable)

· PR1092, Medical Certification or Waiver

· R7210e, Commercial Motor Vehicle Driver Certification

· PR7217, Physician Statement (if applicable)

· PR7212e, Authorization For Release of Information (if applicable)

· PR7213e, Verification of Participation in a Bona Fide Alcohol/Controlled Substance Testing Program (if applicable)

· Photocopy of current Driver's License

Driver
4. Upon receiving a moving traffic violation, or notice of license suspension or revocation, notifies immediate supervisor within the time limits prescribed above in the "Requirements" section and provides:

· two copies of the notice/citation, and

· two copies of documents verifying payment of fines or disposition of case

Immediate Supervisor
5. Reviews all documentation.

(a) If driver's license is suspended or revoked, immediately removes employee's driving duties.

(b) If a traffic violation has occurred, reviews nature of this case to determine if further disciplinary action is warranted.

6. Initiates consultation with Human Resources regarding further disciplinary action.

7. Proceeds in accordance with established disciplinary procedures.

8. Retains one copy of all documents in driver's file.

Employee/Driver

9. Notifies immediate supervisor of license reinstatement (if suspended or revoked).

19.07 - DNR Health Monitoring Program, Overview 
(Revised: 09/01/2004)
SUPERSEDES

· DNR Personnel Manual 19.07 dated 03/18/2001 
· DNR Department Procedure 6110.10, dated 6/2/1989
STATEMENT OF POLICY

The Department Health Monitoring Program focuses on the total health of Department employees who are assigned to positions that demand physical agility and fitness.  The program exists to provide long-term protection to employees who may be exposed to unusual health hazards, and to determine whether employees are physically capable of performing certain job duties.

The program also fulfills the medical requirements for certification of Boat Captains, Commercial Drivers Licensing (CDL), Fire Fighters, and Respirator and Self-Contained Breathing Apparatus (SCBA) use.  Personal protection and testing for employees with potential exposure to blood borne pathogens, lyme disease, bovine tuberculosis, and rabies are also covered under the program.

Through regularly scheduled, periodic health examinations and tests, the Department assures itself and participating employees that they are physically able to perform required work tasks, and that there is no work-related degradation of an employee's health.

Staff responsibility for Department compliance is placed within the office of Human Resources, Safety and Health Section.

REFERENCES

· Michigan Occupational Safety and Health Administration (MIOSHA)
· U.S. Department of Labor Occupational Safety & Health Administration (OSHA)
19.08 - DNR Emergency Management Response Plan Policy
(Revised 09/01/2004)
SUPERSEDES

· DNR Personnel Manual 19.08 dated 09/30/2003 
STATEMENT OF POLICY

The Department of Natural Resources has established the DNR Emergency Management Response Team.  The Team is responsible for coordinating the Department’s response during emergency situations, through development of a Site Emergency Plan, and in accordance with the provisions of the collective bargaining agreements.

The intent of the Site Emergency Plan is to establish procedures to provide for the safe and prompt evacuation of all employees in DNR facilities to secure areas, in the event of an emergency that may endanger the safety of employees and/or visitors.  
INFORMATION

The DNR Director and the Deputy Directors, Law Enforcement Chief, Human Resources Chief, Land and Facilities Chief, and Public Information Officer are designated as the Primary Responders of the DNR Emergency Management Response Team.

The Human Resources (HR) Chief is responsible for assuring that all locations, where Department employees are housed, have a written Site Emergency Plan.  

The program will be evaluated by the Human Resources Chief and objectives revised, as appropriate.

Each location/worksite will have an individual assigned whose responsibility will be to develop and maintain a Site Emergency Plan. This individual can be the Facility Manager or designee.  

A Site Emergency Plan Template will be accessible on the DNR Network for development of facility plans.  Each Facility Manager/Designee will be responsible for gathering and inserting the appropriate information into the template for their Site Emergency Plan, and keeping the information updated as changes occur and accessible on the DNR Network.  Each plan will be reviewed, at least annually, by the Facility Manager/Designee.  

The Facility Manager/Designee is responsible for communicating the emergency plan to all employees housed in that facility.

Each Site Emergency Plan will cover the following potential emergencies:
	1. Fire/Explosion
	2. Tornado
	3. Severe Weather
	4. Bomb Threat

	5. Hazardous Materials Incident
	6. Violent Incident
	7. Others hazards, as appropriate


The plan must be kept up to date, reflecting both:

	1. Changes in the physical layout
	2. Changes in personnel 


Proper evacuation routes and safe assembly areas will be identified and posted.  Proper emergency lighting and exit signs will be posted.  All emergency exit routes should be clear and free of obstructions.  Emergency contacts and phone numbers will be identified and posted.  Handicapped individuals will be identified and a person assigned to assist them during emergency evacuations.

Each employee is responsible for following the procedures and the directions of the Facility Manager/Designee.
19.09 - SAFETY IN THE WORKPLACE 
(Revised: 09/27/2002)
STATEMENT OF POLICY

The Department of Natural Resources (DNR) requires that all actual or threatened incidents of violence in the workplace, explicit or implied, be immediately reported, investigated, and resolved.  This includes actions made by an employee against a co-worker or member of the public, or made by a member of the public towards an employee in the employee’s workplace, or by a member of the public toward other members of the public in a DNR facility.  It is the responsibility of each employee to report any occurrence of violence or threatening behavior to their supervisor or another member of management.  This report shall be forwarded through the employee’s chain of command or to the Human Resources Chief or designee.  It is the duty of management to quickly respond to these situations, take prompt and reasonable actions, and expedite resolution in order to provide a safe and healthy work environment.

Employees of the Department of Natural Resources are accountable for their actions and behavior, and are expected to interact responsibly with others in the workplace.   Employees are expected to notify management when issues normally outside of the workplace may have a negative impact on the workplace, (e.g. threats of domestic or family violence).

Members of the general public, volunteers, and contractors are accountable for their actions and behavior, and are expected to interact responsibly with others in the DNR workplace.

Any threat relayed, whether verbal, written, visual, or by gesture, will be presumed to be an expression of intent to do harm to another. 

An employee engaged in State business or work-related activities, whether on duty or off duty, who commits or incites another to commit any of the following acts, other than in the lawful performance of their duties, shall be subject to discipline up to and including dismissal from employment:

1. Making explicit or implied threats to cause the death or physical injury of another individual, or the damage or destruction of property; 

2. Intentionally having physical contact with another individual, including, but not limited to, hitting, striking, pushing, or shoving, that causes or has the potential to cause physical injury; 

3. Attempting to cause or deliberately causing the destruction of the property or resources of the State of Michigan, another employee, or the  public;

4. Possessing a non-work-related firearm, explosive, or dangerous weapon in a DNR workplace, without complying with this policy or specific DNR authorization, as outlined in the Exception Section of this item.

5. Engaging in any form of behavior that creates a threatening environment. 

6. Verbal, physical, or visual harassment of any form that would cause a reasonable person to feel frightened or threatened. 

7. Failure to report any form of violence or threatening behavior, explicit or implied, in the workplace.

This policy prohibits any retaliation against an employee who, in good faith, reports a violation of the policy.  Every effort will be made to protect the safety and anonymity of anyone who comes forward with concerns about a threat or act of violence.

NOTE: The listed prohibitions are not intended to apply to commissioned members of the DNR who may be called upon, in performance of their legal law enforcement duties, to use a level of force necessary and appropriate to complete a lawful arrest.
REFERENCES
· Civil Service Rule 2-20.5 Departmental Work Rules
· Michigan Occupational Safety and Health Administration (MIOSHA)
· U.S. Department of Labor Occupational Safety & Health Administration (OSHA)
DEFINITIONS

DNR Workplace – The workplace is anywhere a DNR employee is while conducting official state business.  This includes (but is not limited to): in any DNR owned or managed facility; on any DNR owned or managed lands; in any State owned vehicle; in any personal vehicle; on any other governmental or public property; on any private property; or in any other setting where their official purpose is to conduct state business.

Response Team (RT) – Group of individuals empowered with the responsibility for developing and implementing the response plans.  The central response team will normally consist of the Human Resource Chief, or designee; the involved B/D/O Chief, or designee(s); and local workplace supervisors and managers as required.  Local response teams should be developed and would normally consist of the facility manager, lead resource staff, and a conservation officer or ranger. 

Dangerous Weapons – Any instrument used to threaten or cause harm to another.  This would not include legal items carried by an individual, providing they do not display or use the item in a threatening or intimidating manner.

Intimidation – Engaging in actions that include, but are not limited to, stalking or behavior intended to frighten, coerce, or induce stress.

Threat of Violence – Means any intentional communication or other act that threatens an act of violence and would cause a reasonable person to feel terrorized, threatened, or fear physical injury or death to oneself or another person.

Act of Violence – Means any intentional, reckless, or grossly negligent act that would reasonably be expected to cause physical injury or death to another person.

FORMS USED
· R7222 – Exception Request

PROCEDURE

These procedures outline an orderly process for addressing acts of violence or threatening behavior.  Each DNR workplace must conform to the policy and develop a local procedural plan that allows for the successful implementation of the policy.

EMERGENCY PERSONAL INJURY OR IMMEDIATE THREAT TO PERSONAL SAFETY – SITUATIONS THAT PRESENT AN EMERGENCY, OR A CLEAR AND IMMEDIATE THREAT OF VIOLENCE: 

1. Employees shall make every reasonable attempt to remove themselves from the situation.

2. Employees shall immediately notify their supervisor; or another supervisor on the premises; or a manager in the employee’s chain of command; or, the Human Resource Chief or designee.
3. In order to protect the chain of evidence, employees shall not disturb the site.

4. If determined appropriate, an employee or a supervisor shall immediately notify the appropriate local law enforcement and/or medical personnel. 

5. Supervisor (or other member of management receiving the original report) shall immediately contact the LED RAP Line at 800-292-7800 to report the situation.  If determined appropriate, the supervisor shall notify and provide assistance to the family of any injured employee.

6. The RAP dispatcher shall immediately notify the Human Resources Chief, or designee; and, the appropriate B/D/O Chief, or designee, of the status of the reported situation.  

7. The Human Resources Chief, or designee, and the appropriate B/D/O Chief, or designee shall develop and implement the appropriate response actions. 

8. The Human Resources Chief, or designee, will inform the DNR Public Information Officer, any impacted union(s), the MSP Office of Behavioral Science, and OSE as warranted.
9. The appropriate B/D/O Chief, or designee, will inform the Executive Office including the appropriate Deputy.

10. Human Resources will retain final disposition of the action taken.

NON-EMERGENCY PERSONAL INJURY OR NON IMMEDIATE THREAT TO PERSONAL SAFETY:

1. Employees shall notify their supervisor; or another supervisor on the premise; or a manager in the employee’s chain of command; or, the Human Resource Chief or designee.

2. Employees shall not disturb the site of the injury, in order to protect the chain of evidence. 

3. If determined appropriate, the supervisor shall immediately notify the appropriate local law enforcement and/or medical personnel. 

4. Supervisor shall notify the Human Resources Chief, or designee, and, the appropriate B/D/O Chief, or designee, of the status of the reported situation.  

5. If determined appropriate, the supervisor shall notify and provide assistance to the family of an injured employee.

6. The Human Resources Chief, or designee, and the appropriate B/D/O Chief, or designee, shall develop and implement the appropriate response actions. 

7. The Human Resources Chief, or designee, will inform the DNR Public Information Officer, any impacted union(s), the MSP Office of Behavioral Science (OBS), and OSE as warranted.

8. The appropriate B/D/O Chief, or designee, will inform the Executive Office, including the appropriate Deputy.

9. Human Resources will retain final disposition of the actions taken.

ACTUAL OR THREATENED ACTS OF PROPERTY DAMAGE - SITUATIONS OF ACTUAL OR THREATENED ACTS OF DAMAGE TO PROPERTY RELATED TO THE INTENT OF THIS POLICY:

1. Employee shall notify their supervisor; or another supervisor on the premise; or a manager in the employee’s chain of command; or the Human Resource Chief or designee.

2. In order to protect the chain of evidence, employees shall not disturb the site of the incident.

3. If determined appropriate, supervisor shall notify the appropriate law enforcement personnel. 

4. Supervisor shall notify the Human Resources Chief, or designee; and, the appropriate B/D/O Chief, or designee, of the status of the situation.  

5. The Human Resources Chief, or designee, and the appropriate B/D/O Chief, or designee shall develop and implement the appropriate response actions. 

6. The Human Resources Chief, or designee, will inform the DNR Public Information Officer, any impacted union(s), the MSP Office of Behavioral Science, and OSE as warranted.

7. The appropriate B/D/O Chief, or designee, will inform the Executive Office, including the appropriate Deputy.

8. Human Resources will retain final disposal of the actions taken.

EXCEPTIONS

Civil Service Rule 2-20 recognizes certain circumstances that allow each Department to implement exceptions to the workplace requirements within acceptable standards.  Those standards include the following excerpt under 2-20.2 (Firearms and Explosives):

A. Carrying and Possession Prohibited; Exceptions.  An employee shall not carry or possess 

a firearm or explosive at a state workplace or during actual-duty time, except as authorized below:

1.  Firearm.  An employee may carry or possess a firearm at a state workplace or during actual-duty time only under one of the following circumstances:

A
The employee is 

i. employed in a law enforcement, correctional, investigative, security, or military capacity and 

ii. permitted or required by departmental work rules to carry or possess a firearm in a state workplace or during actual-duty time.

B
The appointing authority has specifically authorized the employee in writing to carry or possess a firearm at a state workplace or during actual-duty time.

C
Except when prohibited by law or a departmental work rule, the employee carries or possesses a firearm inside a personal vehicle while the firearm is completely unloaded, and enclosed in a case in a vehicle or carried in the trunk of the vehicle.

2. 
Explosives.  An employee may carry or possess an explosive at a State workplace or during actual-duty time if the employee is authorized by the appointing authority to carry or possess the explosive as part of the employee’s official duties.

3. 
Requirements.  An employee authorized to carry or possess a firearm or explosive under subsection (A)(1) or (A)(2) must carry or possess the firearm or explosive in a reasonable manner and in compliance with (1) all applicable laws, including the Civil Service Rules and Regulations, (2) all Department work rules, and (3) any instructions or limitations imposed by the Appointing Authority.

Civil Service Rule 2-20.5 states: An appointing authority may issue departmental work rules related to firearms, explosives, and workplace safety that are not inconsistent with this rule.

The current Natural Resources departmental work rules include that all DNR employees shall REFRAIN from the following:

· Engaging in any form of violence or threatening behavior, either explicit or implicit, in the workplace.

· Possession of firearms or explosives on property owned or leased by the State of Michigan or while on State business, except in compliance with all applicable laws and Civil Service and Department rules and policy.

DNR will consider exceptions under the Civil Service Rule 2-20.2 (a) (1) (B) and (C) criteria within the following guidelines: 

1. Firearms and explosives will not be allowed in any vehicle parked within the underground parking in the Mason Building nor in any of the underground parking areas connected to the Mason Building.  This is done to maintain the same area of restriction as the other State Buildings connected to the Mason Building underground parking.*

2. When an exception authorization is granted to an employee to carry or possess a firearm, the employee must carry or possess the firearm in a reasonable manner in compliance with all applicable laws, civil service rules and regulations, departmental policies and work rules, and all limitations imposed by the appointing authority.  

3. Exception Requests to possess a firearm or explosive should be submitted using R 7222, which is available in Word.

4. Only the Director or their designee(s) shall have the authority to grant an exception.

* NOTE: The listed prohibitions are not intended to apply to commissioned members of the DNR who may be called upon, in performance of their legal law enforcement duties, to use a level of force necessary and appropriate to complete a lawful arrest.

STRATEGIES

Prevention Strategies:
Available strategies that may assist B/D/O’s to address prevention of a possible personal injury or threat to personal safety situation.

Security – Review workplace to determine appropriate security measures.  This should include direct contact with the local law enforcement, fire, emergency medical response officials and DNR Law Enforcement personnel. Non DNR employee’s access should be limited to a single entry point.  Advise and train staff, and implement strategies.

Training – Develop or secure training that focuses on the identification and prevention of physical violence or threats that are likely to occur in the workplace.  Use training to be certain that staff is prepared to recognize and respond should a situation arise.

Emergency Contacts – Emergency contact number for DNR personnel, as well as all local response units should be maintained in an easily available place.

Response Strategies: Below are available response strategies that may assist B/D/O’s to address situations when a personal injury or threat to personal safety has been alleged.

Civil Actions – An aggrieved employee may bring a civil action.  A privately retained attorney handles this type of action.  The Attorney General cannot represent an employee in this type of action. 

Criminal Prosecution – A complaint can be filed with the local prosecutor or an Agency request may be made to the Attorney General Criminal Division for a review of the complaint.  

Stalking or Threatened Harm  – In serious cases, injunctive relief may be sought through the Attorney General to enjoin the individual perceived to be the threat. 

Personal Protection Order (PPO)- An aggrieved employee, not the Department, may request that a PPO be issued by the local court.  Departmental support for the employee in this process will increase the overall safety and success of this response. 

Prohibited Entry – The Department may issue a letter to the threatening individual denying that person personal entry into areas the Department deems appropriate.

Security – Review situation and determine if special or additional security measures are needed in response to the situation.  Usually done in consultation with B/D/O’s.
Traumatic Incident Stress Management (TISM) response - Usually coordinated through Human Resources.  There are a variety of services covered that are usually made available after an incident has occurred that may have a lasting negative impact on the employees in a workplace.  Currently the Michigan State Police Office of Behavioral Science (MSP OBS) staff serve as the official DNR liaison to the Employee Services Program (ESP) in the Office of the State Employer (OSE).
19.10 - Using Automated External Defibrillators (AED) in the DNR
(Issued: 04/26/2004)

STATEMENT OF POLICY

The Michigan Department of Natural Resources (MDNR) will utilize best practices in the possession and use of Automated External Defibrillators (AEDs) on DNR properties.  The MDNR will rely upon the protections provided by Public Act No. 173 of 1999 as AEDs are deployed and used.  

FORMS USED

· PR7225, AED Standing Order Prescription For Use In The MDNR

· R7224, AED Use In The MDNR

· R7223, Reporting the Use of Automatic External Defibrillators (AED)

· R1004, Public Incident Report

· R7200, Employee Accident Report

· R7201, Supervisor’s Investigatory Report
REFERENCE 

Addendum: Good Samaritan Protections

Act No. 173 of 1999
(HB 4420)
AN ACT to amend 1963 PA 17, entitled “An act to relieve certain persons from civil liability when rendering emergency care, when rendering care to persons involved in competitive sports under certain circumstances, or when participating in a mass immunization program approved by the department of public health,” by amending section 4 (MCL 691.1504), as added by 1986 PA 21.

The People of the State of Michigan enact:  691.1504 Rendering of cardiopulmonary resuscitation; applicability of subsection (1) to civil actions; use of automated external defibrillator; applicability of subsections (3) and (4).  [M.S.A. 14.563(14)]

Sec. 4. (1) Subject to subsection (2), an individual who having no duty to do so in good faith voluntarily renders cardiopulmonary resuscitation to another individual is not liable in a civil action for damages resulting from an act or omission in rendering the cardio-pulmonary resuscitation, except an act or omission that constitutes gross negligence or willful and wanton misconduct.

(2) Subsection (1) applies only to a civil action that is filed or pending on or after May 1, 1986.

(3) Subject to subsection (5), an individual who having no duty to do so in good faith voluntarily renders emergency services to another individual using an automated external defibrillator is not liable in a civil action for damages resulting from an act or omission in rendering the emergency services using the automated external defibrillator, except an act or omission that constitutes gross negligence or willful and wanton misconduct.

(4) Subject to subsection (5), the following persons are not liable in a civil action for damages resulting from an act or omission of an individual rendering emergency services using an automated external defibrillator as described in subsection (3), except if the person’s actions constitute gross negligence or willful and wanton misconduct:

(a) A physician who provides medical authorization for use of an automated external defibrillator.

(b) An individual who instructs others in the use of an automated external defibrillator.

(c) An individual or entity that owns, occupies, or manages the premises where an automated external defibrillator is located or used.

(5) Subsections (3) and (4) apply only to a civil action that is filed or pending on or after the effective date of the amendatory act that added this subsection.

This act is ordered to take immediate effect.

Approved November 15, 1999.

Filed with Secretary of State November 16, 1999.  1999 PUBLIC AND LOCAL ACTS

PURPOSE 

This document establishes procedures for the possession and safe use of Automated External Defibrillators (AED) in DNR owned or occupied facilities.  The AED may be used in cardiac related life saving emergencies involving the public and DNR employees.

INFORMATION

Written Program for Automated External Defibrillators (AED)

Good Samaritan Protections: 

This program has been implemented under the protections provided by Public Act 173 of 1999 which amends Public Act 17 of 1963.  These acts provide "relief to certain persons from civil liability when rendering emergency care….in using an AED."  (Refer to the complete language of Act 173 of 1999 above).  
All DNR employees and any member of the public using the AED or assisting in an emergency medical response are considered to be Good Samaritans and are covered by this Act.    

Use of AEDs by the general Public:  

Visitors to DNR properties may also use the AED or assist DNR employees in a life saving situation.  Participation and use by the general public of the AED is permitted under this policy and users are to be covered by the same Good Samaritan Protections stated above.  The DNR does not assume any responsibility for the training of these individuals unless they are Authorized Users (e.g. Campground Host).

Training: 

All authorized users of the AED will maintain CPR/First Aid certification.  Authorized Users will be trained in the use of the AED through training materials provided by the manufacturer/seller of the AED.  Each authorized user shall participate in at least one practice session each year.  Training shall also include legal protections involved in the use of the AED. 

Emergency Response Training: 

All DNR employees at the facility shall be trained in notifying Authorized Users in the event of an emergency.  There shall be arrangements in place to have the AED at accessible locations at the DNR facility.  

Maintenance of the AED: 

Each AED shall be maintained according to the manufacturer's recommendations.  A specific person at each facility will be responsible for the AED maintenance. 
At each practice session the AED shall be checked for battery life and shall be operated in order to activate the on-board diagnostic checks internal to the device.  Service and parts shall be obtained through the AED vendor.

Relationship with Local Emergency Response: 

Each DNR facility using an AED shall have a relationship with a local hospital, ambulance service or other emergency medical response organization and shall work with them to establish a response protocol.
When the Emergency Medical Service (EMS) arrives, the EMS will take charge of the situation.  
In addition the facility and EMS staff shall make arrangements for the service to replace any "one-time-use" AED materials (electrodes/pads) and for the disposal of medical waste generated by the response.  

Coordination with Bloodborne Pathogens Program: 

Emergency responses, pre and post exposure Hepatitis B vaccinations and medical treatment and cleanup involving employees at this facility are performed in accordance with the Bloodborne Pathogens program in place at the facility.  Use of personal protective equipment, hand washing, disposal of contaminated materials and training of employees in the hazards posed by human blood and contaminated sharps are performed under this program.

Recordkeeping:  

Each DNR facility possessing and using an AED, must retain completed copies of the following documents at the facility:

PR7225, AED Standing Order Prescription For Use In The MDNR

R7224, AED Use In The MDNR

When the AED is used in a medical emergency response involving a DNR employee, the DNR R7200, Employee Accident Report and the R7201, Supervisor’s Investigatory Report must be completed along with the R7223, Reporting the Use of Automatic External Defibrillators (AED).  
In addition, the DNR worker’s compensation Third Party Administrator must be informed.

If the AED use involved a member of the general public, the R1004, Public Incident Report must be completed, along with the R7223, Reporting the Use of Automatic External Defibrillators (AED).  

All records of maintenance and repairs of the AED and records on the training of personnel in the use of the AED are to be completed and kept at the site holding the AED.  These records would include: date, place, activity conducted, and responsible party.  

Contact Bureau/Division/Office (B/D/O) - Section

Human Resources (HR) – Safety Compliance Officer

Telephone No. 

(517) 241-0672 or (517) 241-3326

Fax No. 

(517) 373-8063
CHAPTER 20 - ACCOMMODATIONS

20.01 - Reasonable Accommodation for Disabled Employees 
(Rescinded:  09/23/2004) see 
22.01-02 – Reasonable Accommodation for Disabled Employees
CHAPTER 21 - DNR Employee Handbook

Chapter 21 - DNR Employee Handbook 
(Revised: 04/26/2004)
Supersedes all previous versions of the DNR Employee Handbook
To view & print this handbook in its entirety (all pages) Click on this "book 

"
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