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Work Rules, Employee 
Handbook, Policies and 

Procedures



LARA Work Rules 

• The purpose of work rules is to set 

standards of behavior that the department 

expects of all employees. 

• Violation of work rules may lead to 

corrective and/or disciplinary action.

• The work rules serves to provide examples 

of situations for which an employee may be 

counseled or disciplined. This list is not 

considered to be all inclusive.

LARA Work Rules Link

https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Documents/LARA-Work-Rules.pdf


LARA Employee Handbook, Policies 
& Procedures

• The LARA Employee Handbook provides employees 

with information about their employment with the 

department as well as the State of Michigan. 

• Links are provided to specific policies, procedures 

and related forms for your use. 

• Topics covered include: pay and fringe benefits, 

attendance and leave usage, conduct and 

responsibilities, personnel practices, employee 

relations and other department policies that may 

impact employee behavior or conduct.

LARA Employee Handbook LinkLARA Policies Link

https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Documents/LARA-Employee-Handbook.pdf
https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Pages/Forms-Policy/General-Policies.aspx


Drug and Alcohol Testing 
Under Civil Service Rule 2-7, LARA Policy G-10

• All newly hired state classified, and unclassified employees are subject to pre-

employment drug testing.

• All classified and unclassified employees are subject to reasonable suspicion 

drug and alcohol testing. 

• In addition, if you occupy a test-designated position, you may be subject to 

random and/or post-accident drug and alcohol testing. 

• Employees testing positive for drugs (including medical and/or adult use 

marijuana) are subject to dismissal. 



Equal Employment Opportunities Policy G-13

It is the policy of the State of Michigan and the department to 

pursue equal employment opportunity regardless of race, religion, 

color, sex, sexual orientation, height, weight, marital status, 

national origin, age, disability, genetic information or partisan 

consideration, as defined by federal and state law in the 

department’s relationship with applicants for employment, 

employees of the department and the public in all aspects of 

employment including recruitment, selection, retention and 

promotion. 



Discriminatory Harassment Policy G-08

• The State of Michigan and the department firmly support the prevention and 

elimination of unlawful harassment in the employment environment. The 

department’s harassment reporting procedures provides notice to our 

employees of the necessary action they must take to address any violation 

of this policy. 

• Discriminatory harassment means unwelcomed advances, requests for 

favors and other verbal or physical conduct or communication based on 

religion, race, color, national origin, age, sex, sexual orientation, 

height, weight, marital status, partisan considerations, disability or 

genetic information. 

• All departmental employees are responsible for conducting themselves in an 

appropriate manner.



Discriminatory Harassment Policy G-08

• As LARA employees, we are expected to promote a respectful workplace by 

exhibiting common courtesy and following the requirements of various 

governmental rules and regulations, including the LARA Discriminatory 

Harassment Policy.

• The new hire discriminatory harassment training you may have already 

completed through the State of Michigan Learning Center, is required to be 

completed by all LARA staff on an annual basis.

• By keeping this topic at the forefront of our minds, we will be able to continue 

to foster a healthy, productive working environment. 



LARA Dress Code Policy G-09

• LARA employees must maintain a neat, well-groomed and professional appearance 
that is appropriate for their job functions. 

• Attire should always be appropriate to the work to reflect a professional image of the 
department. 

• Business casual clothing, including jeans, may be worn on any day of the week if 
the employee does not have any external meetings.

– Examples of acceptable clothing include, but are not limited to:
• Jeans, capris, slack, khakis, corduroys, conservative-length dresses and skirts

• Dress shirts or blouses, sweaters, polo shirts, blazers

• Clothing available for purchase at the LARA online store

• Loafers, boots, flats, heels, dress sandals, casual or leather shoes



Reasonable Accommodations

• Reasonable accommodations are changes to a job, the work 

environment, or the way things are usually done that allows a qualified 

individual with a disability to apply for a job, perform the essential job 

functions, or enjoy equal access to benefits available to others in the 

workplace.

• CS-1668, Disability Accommodation Request and Medical Statement 

form available on the LARA Office of Human Resources website.

• Requests should be submitted to Amanda Satkowski in the LARA 

Office of Human Resources 

– Phone: 517-449-8623

– Fax: 517-284-9953

– Email: satkowskia@Michigan.gov

mailto:satkowskia@Michigan.gov


Probationary and Annual
Performance Reviews



Probationary Performance Reviews
• NEOGOV PE (Perform)

• New hires without status will be evaluated and rated on their performance, 
based on the identified job performance objectives and competencies at the end 
of three (3) calendar months, six (6) calendar months, and twelve (12) calendar 
months.

• Current employees with status promoted to a new position must serve a 
minimum probationary period of twelve (12) calendar months.

• A full-time employee who is promoted is given a probationary service rating at 
the end of six (6) calendar months and twelve (12) calendar months.

NEOGOV Link

https://performance.neogov.com/dashboard


Probationary Performance Reviews (continued)
• Shortly after you begin work, your supervisor will explain and review with you some specific job performance 

objectives and/or competencies.  These performance objectives and competencies will be entered in the 
state’s on-line performance management tool accessible through your MI HR Self-Service account. 

• You will be required to review and certify the performance plan; your certification on the form indicates that 
you were made aware of the job performance objectives and competencies that are significant elements of 
your job. 

• At the end of the review period, your supervisor will rate your performance and discuss the rating with you.  
Probationary reviews are graded as (1) High Performing, (2) Meets Expectations, or (3) Unsatisfactory.



Probationary Performance Reviews



Probationary Performance Reviews
OBJECTIVES



Probationary 
Performance Reviews

COMPETENCIES



Probationary Performance Reviews (continued)

• You must have a “satisfactory” rating upon completing twelve calendar months of 
work in order to satisfactorily complete the probationary period.  

• Your probationary performance reviews become a permanent part of your record and 
are saved as a historical review in the performance management system. 

• Your performance reviews can have an important bearing on your eligibility for salary 
increases and promotional opportunities.

• If you are given a rating of “Unsatisfactory” during your probationary period, you may 
be separated from your job.  In such case, your supervisor and the Office of Human 
Resources may make a determination to separate you before completion of your 
probationary period.



Annual Performance Review

• Once you have completed your probationary period, your performance will be formally 
evaluated at least annually by your supervisor.

• The annual performance review process for employees who have completed their probationary 
period is the same as that described for probationary reviews. Annual ratings are graded as (1) 
High Performing, (2) Meets Expectations, or (3) Needs Improvement.

• Your annual performance reviews become a permanent part of your record and are saved as a 
historical review in the performance management system.  

• If your classification is part of a series (such as a GOA 5-7, Department Analyst 9-11) at the 
completion of each satisfactorily completed 2,080 hours, you may be eligible for a 
reclassification to the next higher level within the series. 



SIGMA Employee Self 
Service (ESS), Time

and
Miscellaneous Information



Pay Periods and Pay Dates

• Pay periods are two weeks long, beginning on Sunday and ending on Saturday.

• Pay dates are the second Thursday of each pay period.  The pay dates are shown on the Michigan State University
Federal Credit Union.

Pay Checks

• New employees receive their first paycheck during their second pay period of employment.  For example, if you
start work on the first Monday of  a pay period, you will work three (3) weeks and four (4) days before you get your
first paycheck for the first two weeks worked.

• Your first paycheck is mailed to your home.

• Pay Earnings Statements can be accessed in your MI HR Self-Service account.  You will normally be able to see your
earnings statement in self-service the Friday before pay day.

https://media.msufcu.org/publicsites/publicsite/documents/668cfnc03a173nrjfgso.pdf
https://media.msufcu.org/publicsites/publicsite/documents/niywqt57ate0qdtwtfv5.pdf


Direct Deposit Required
All employees hired by the state after 10/1/2002 are required to have their paychecks direct deposited in a financial 
institution of their choice.

Human Resources will set up the default account from the information provided by the employee on the 3487 Form.

You can set up additional direct deposits in your MI HR Self-Service account or by contacting the MI HR Service Center 
at 877-766-6447. Your paycheck can be deposited in up to five (5) accounts (including your default account). 



Overtime Pay

• Eligible employees receive overtime pay based on the provisions of the applicable collective 
bargaining agreement or Civil Service Rules and Regulations.

• The overtime pay rate is typically 1½ times your normal hourly rate. 

• Use of annual leave and sick leave are not considered as time worked when determining 
eligibility for overtime pay.

• Overtime hours must be approved prior to being worked. 



Paid Holidays

• Full time classified employees receive eight (8) hours pay for each paid holiday.

• Paid holiday hours are pro-rated for less than full-time employees.

• See Civil Service Regulation 5.08 for information regarding eligibility for holiday pay.

• If a new employee’s first day of work is the day after a paid holiday; the new employee is not 
entitled to pay for that holiday.

• Non-career employees (such as student assistants) are not eligible for holiday pay.

• See next slide for a listing of paid holidays.

http://www.michigan.gov/documents/SPDOC_05-03_Reg_5_120538_7.08.pdf


Eligible state employees receive 13 paid holidays each year:

• New Years Day

• Martin Luther King Day

• Presidents Day

• Memorial Day

• Juneteenth

• Independence Day

• Labor Day

• Veterans Day

• Thanksgiving

• The day after Thanksgiving

• Christmas Eve

• Christmas

• New Years Eve

• General Election day (even numbered years)



SIGMA Employee Self Service 
(ESS) – Timekeeping Portion of 
SIGMA

SIGMA ESS is the State’s timekeeping system.  

LARA’s Timekeeping videos and user guides for 
employees, supervisors, timekeepers, can be 
found on the Office of Human Resources’ website 
at www.michigan.gov/laraohr.  Click on “SIGMA 
Information”. 

This site also includes a training guide for use of 
the Time & Expense System which is utilized by 
employees to obtain reimbursement for travel or 
other work-related expenses.

http://www.michigan.gov/laraohr


SIGMA Employee Self Service (ESS) – Timekeeping Portion of SIGMA

Common SIGMA Event Types:

REG1 – 1st shift regular work hours
ANLV – annual leave (vacation)
SKLV – sick leave (sick related absence for employee or dependent)
HOL1 – 1st shift regular holiday pay



Annual Leave (Vacation Time)
New full-time classified employees accrue four (4) hours of annual leave per pay period.  Accrual amounts increase with years 
of service (chart follows on next page). Annual leave is available for use only in biweekly work periods subsequent to the 
biweekly work period in which it is earned.

Annual leave accruals are pro-rated if the employee is in pay status less than 80.0 hours in the pay period.

Annual leave usage must be pre-approved by the supervisor.

Upon separation, employees are paid for 100% of their annual leave balance up to the maximum hours allowed by Civil 
Service Regulation 5.09.

Non-career employees do not accrue annual leave.

http://www.michigan.gov/documents/SPDOC_05-03_Reg_5_120539_7.09.pdf
http://www.michigan.gov/documents/SPDOC_05-03_Reg_5_120539_7.09.pdf


Years of Service Service Hours

Hours of Annual 

Leave Accrued

(for 80 hours of 

service)

Maximum 

Accumulation (total 

hours of annual and 

personal leave)

Maximum

Accumulation

That May be Paid Off

Less than 1 0 – 2,079 4.0 296 256

1 – 5 2,080 – 10,399 4.7 296 256

5 – 10 10,400 – 20,799 5.3 311 271

10 – 15 20,800 – 31,199 5.9 326 286

15 – 20 31,200 – 41,599 6.5 341 301

20 – 25 41,600 – 51,999 7.1 346 306

25 – 30 52,000 – 62,399 7.7 356 316

30 – 35 62,400 – 72,799 8.4 356 316

35 – 40 72,800 – 83,199 9.0 356 316

40 – 45 83,200 – 93,599 9.6 356 316

45 and above 93,600 + 10.2 356 316



Initial Leave Grant

An initial leave grant of 16 hours is given to new classified career employees. This leave grant may be used any time with prior
supervisor approval. These 16 hours are added to your annual leave balance upon hire.

School/Community Participation Leave
Career employees who have completed 1040 hours of satisfactory service are credited with eight *(8) hours of school/community
participation leave annually on October 1.  These hours do not carry forward beyond the fiscal year.

School/Community Leave must be used in one (1) hour increments.

Employees must obtain prior approval for use from their supervisor.  Use of these hours requires that the employee enter a comment 
in the SIGMA timekeeping system to include:

• School name or community activity sponsor

• Event name/description

• Description of volunteer service provided by the employee

• Time period the employee performed the volunteer service



Funeral Leave

In the event of the death of an employee’s spouse, child, parent, or sibling, the employee will be 
allowed 8 hours of funeral leave on the day of the funeral to attend the service. 

• Any funeral leave use must have management’s prior approval.

• Funeral leave is available only on the date of the funeral or memorial service occurring during the 
employee’s scheduled work hours. 

• Only one funeral or memorial service per spouse, child, parent, or sibling is eligible for funeral leave. 

• Approved funeral leave use is coded as FNLV on the employee’s timesheet. 

• Funeral leave is not carried over, accrued, or paid off. 



Sick Leave
Career employees accrue four (4) hours of sick leave each pay period if they are in full-time pay status (i.e. 80 hrs/pay 
period).  Non-career employees, such as student assistants, are not eligible for sick leave.

• The accrual amount for sick leave does not increase with additional years of service.

• Sick leave accruals are pro-rated for employees who are in less than full-time pay status.

• Sick leave can be used in any pay period subsequent to the pay period in which it is earned.

• A comment is required in the SIGMA timekeeping system for all sick leave usage indicating the reason for the time 
used.

• Use of sick leave for five (5) or more consecutive days requires a doctor’s statement and the employee must 
contact OHR to discuss the need for additional documentation.

• If hired after 10/1/1980, the employee receives no payoff for remaining sick leave balance at the time of 
separation from state employment.



October Leave Grants & Longevity

Leave Grants

On October 1 of each year, eligible career employees are credited with:

• 16 hours of personal leave that is added to their annual leave counter.

• Eight (8) hours of school/community participation leave.

To be eligible for these grants, an employee must have completed at least 1040 hours of 
satisfactory service.



Worker’s Compensation Claims

Worker’s compensation claims for LARA employees are processed by the 
Disability Management Office (DMO) located within the Civil Service 
Commission. You must report any work related injury or illness to the 
DMO.  Additional information is available at the DMO website. 

Leave of Absence Requests

FMLA, medical and parental leave of absence requests are also handled by 
the DMO. If it is necessary for you to be off work for five (5) or more days 
for an FMLA qualifying reason, personal medical issue, or parental leave, 
you must contact the DMO to request an approved leave of absence. 
Information and forms are available at the DMO website, or you can call 
877-766-6447.

To request a military leave, waived rights leave of absence, Plan C leave, or 
for information on other leave types (such as disaster response leave, 
political leave, union leave, unclassified appointment leave, or 
administrative leave) please contact the LARA Office of Human Resources 
at 517-241-1196.  Information is also available on the LARA OHR Leave of 
Absence web page.

https://www.michigan.gov/mdcs/disability-gateway
https://www.michigan.gov/mdcs/disability-gateway
https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Pages/Leave-Departure/Leave-of-Absence.aspx
https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Pages/Leave-Departure/Leave-of-Absence.aspx


Longevity Payments

A career employee who is expected to complete, or has completed, 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 (with payment being on the pay date following the 
first full pay period in October) in the amount provided below:

Years of Full-time 

Service Expected to be 

Completed During the 

Fiscal Year

Annual Longevity 

Payment Due on 

October 1 of the Fiscal 

Year

6 - 9 $260 

10 - 13 $300 

14 - 17 $370 

18 - 21 $480 

22 - 25 $610 

26 - 29 $790 

30 & over $1,040 



Military Service Credit

If you are a career employee and have prior active military service, you may be eligible for full or partial 
credit for the time you served.

Up to five (5) years of active military service can be credited towards annual leave accruals and longevity.  
If you have prior active military service and would like credit for it, you must provide your Human 
Resources Office with a copy of your DD-214 showing your active service time.

This information must be provided prior to reaching 720 hours of continuous service for the credit to be 
effective as of the original hire date.  If the documentation is provided after that time, the appropriate 
service credit will become effective in the pay period in which the Human Resources Office receives the 
information.

Military service time does not count for seniority or retirement purposes.



Supplemental Employment

Before engaging in supplemental employment (another job in addition to your position with the 
Department of Licensing and Regulatory Affairs), you must submit a completed “Supplemental 
Employment Approval Request” form to your supervisor for approval.  The Director of the Office of 
Human Resources has final authority to approve or deny supplemental employment requests.  As a new 
hire to LARA, if you are already engaged in Supplemental Employment at the time of hire, the above 
referenced approval request form should be submitted within the first pay period of work.

Supplemental employment requests will not be approved if there is any conflict of interest between your 
present job and the second job.  In addition, if the activities connected with the second job interfere with 
your attendance or the efficiency of your State of Michigan employment, it will be necessary to 
terminate one of the two positions.

Employees covered by bargaining unit agreements should refer to the provisions of such negotiated 
agreements.

Supplemental Employment Request Form

http://www.michigan.gov/documents/C27_121959_7.doc
http://www.michigan.gov/documents/C27_121959_7.doc
https://www.michigan.gov/documents/cis/C27_180949_7.pdf


Unions Representing LARA Employees

• UAW Local 6000 – The UAW Local 6000 is certified as the exclusive representative for the Human 
Services and Administrative Support Units employed by the State of Michigan.

• SEIU Local 517M – The SEIU Local 517M represents the Scientific and Engineering unit employed 
by the State of Michigan.

• The Michigan State Employees Association (MSEA) –The MSEA represents Safety/Regulatory, and 
Labor/Trades Units employed by the State of Michigan.

Link to Union Contracts

https://stateofmichigan.sharepoint.com/teams/insideose/labor-relations/Pages/Organizations-&-Agreements.aspx


Employee Service Program

The Employee Service Program (ESP) provides 
confidential employee assistance to classified 
state employees and to employees of the 
Michigan Supreme Court and the Michigan Court 
of Appeals.  The program provides expert, 
confidential services to employees and eligible 
family members to help identify strategies for 
resolving concerns that affect personal or work 
life.  ESP services are provided free of charge.

ESP can be contacted toll-free from anywhere in 
Michigan at 800-521-1377, Monday through 
Friday from 8:00 a.m. to 5:00 pm..

For more information on the Employee Service 
Program, go to:  www.michigan.gov/esp

http://www.michigan.gov/esp


Miscellaneous

The State Employees Charitable Campaign (SECC) was created in 1987 to combine all charitable 
appeals and provide a means for state employees to voluntarily contribute to participating charities 
through easy and convenient methods of giving.  If you would like to help those in need, you may 
choose to make a one-time contribution, or make a biweekly pledge that will be automatically 
deducted from your paycheck on a biweekly basis for as long as you choose.  For a listing of 
participating charities or more information, visit the SECC website.  To make a pledge, please call the 
MI HR Service Center at 877-766-6447.

Please be sure to enter emergency contact information via your self-service account so that we know 
who to contact in the event of an emergency.  Information about your self-service account and how 
to access it are included later in this presentation.

http://www.misecc.org/online-donation.html


MI HR Self Service, 

the MI HR Service Center
Link to HR Gateway

https://www.michigan.gov/mdcs/gateway


MI HR Self-Service

MI HR Self-Service is an on-line web-based tool designed to provide you with access to update and view 
your personnel information. It allows you to:

• View and print your pay earnings statements
• View and change personnel information such as your personal profile, home address, and 

emergency contact information due to adoption, birth, marriage, divorce, legal separation, or a 
move

• View your current leave balances
• View your current insurance benefits information
• Sign up for or change your insurance benefits during the annual open enrollment period
• View and manage your direct deposit information
• View and change your federal and state tax withholdings
• Review your state employment history
• Verify if your name is on any Civil Service applicant pools (if you have taken any Civil Service 

exams)



MI HR Self-Service (continued)

Your MI HR Self-Service account will be created the day after LARA HR enters your hire information 
into the system. HRMN Central Security will create an account and mail three separate letters to your 
home address on record.

The first letter notifies you that your MI HR Self-Service account has been created and provides you 
with your MI HR Self-Service username (which is your employee ID number with an “h” in front of it). 



MI HR Self-Service (continued)

You will then receive an e-mail or a second letter that includes a temporary PIN and instructions on how 
to set up your security profile on-line and activate your MI HR Self-Service account. Once you complete 
your security profile and submit the required information on-line, your new password will appear in a 
pop-up window for 93 seconds. Your MI HR Self-Service account will be fully activated and accessible 
within 30 minutes after receipt of your new password. 

You will receive a third letter thanking you for activating your account and giving you the address to the 
self-service log in page.

For password/self-service support contact the MI HR Service Center at
877-766-6447.



MI HR Service Center

The MI HR Service Center can assist you with HR issues and questions like new hire benefit enrollment, 
benefit changes, payroll deductions, personal information changes and more.  The Center also responds 
to all requests for verification of employment for state employees.

They can also provide you with login, password, and navigation support for MI HR Self-Service.

Phone Number: (877) 766-6447 or (517) 335-0529.

TDD:  (517) 241-8046.

Fax:  (517) 241-5892.

Address:  PO Box 30002, Lansing, Michigan 48909.

Hours: 8:00 am to 5:00 pm, Monday through Friday (except state holidays)



LARA Office of Human Resources (OHR) Intranet Website

The Office of Human Resource’s intranet website can be accessed by going to Link to HR Website.  A wide variety of 
information is available from this website including:

• Accessible Meetings

• SIGMA/Timekeeping 

• Equal Opportunity (Includes Discriminatory Harassment, ADA, and Ergonomics issues)

• OHR Forms

• Labor Relations

• Leave of Absence

• Orientation

• Performance Management

• LARA Handbook and Policies & Procedures

• Worker’s Compensation

• OHR Staff Directory

• Bureau Personnel Liaison Directory

https://stateofmichigan.sharepoint.com/teams/insidelara/OHR


Contact Information

Please contact your bureau Personnel Liaison with any HR related questions.  If necessary, they may 
refer you to the appropriate HR staff that can help with your question or concern.

Questions about transaction or SIGMA issues can be directed to your transaction/SIGMA 
representative in the Office of Human Resources. Click here to obtain contact information for your 
assigned representative.

The Office of Human Resources (OHR) is located on the fourth floor of the Ottawa Building in 
downtown Lansing.  Mail to OHR should be sent to:

Address: 611 W. Ottawa, Lansing, MI 48933

Phone: (517) 241-1196

Fax: (517) 284-9953

https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Documents/Contact/OHRStaff.pdf


This has been a LARA 

OHR Presentation

Questions?
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