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https://stateofmichigan.sharepoint.com/sites/LARA-SPC-Inside-OHR/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLARA%2DSPC%2DInside%2DOHR%2FShared%20Documents%2FLARA%2DWork%2DRules%2Epdf&parent=%2Fsites%2FLARA%2DSPC%2DInside%2DOHR%2FShared%20Documents
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LARA Handbook

LARA Handbook 

https://stateofmichigan.sharepoint.com/sites/LARA-SPC-Inside-OHR/SitePages/LARA-General-Policies.aspx
https://stateofmichigan.sharepoint.com/sites/LARA-SPC-Inside-OHR/Shared%20Documents/LARA-Employee-Handbook.pdf
https://stateofmichigan.sharepoint.com/sites/LARA-SPC-Inside-OHR/Shared%20Documents/LARA-Employee-Handbook.pdf
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LARA Store

https://lara.ideasideas.com/
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NEOGOV

NEOGOV

https://login.neogov.com/Signin?siteCode=IN&
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Probationary Performance Reviews



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. 



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 (MSUFCU) 
calendar.

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.

MSUFCU Calendar

https://media.msufcu.org/publicsites/publicsite/documents/6sfdmsm5m64pil6cl58m.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
• Overtime hours must be approved prior to being worked. 

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

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.

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

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

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




SIGMA 4

SIGMA 4 is the State’s timekeeping system.  

Timekeeping videos and user guides for employees, supervisors, timekeepers, can be found at the link below.

SIGMA 4 TELL Training Resources (sharepoint.com)

https://stateofmichigan.sharepoint.com/teams/insidesbo/insidesigma/Pages/TELL-4.aspx


SIGMA 4

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


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.

• Non-Career Employees 1/30 hour of SKLV for each hour worked

• 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.



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. 



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.

Leave may also be used for an employee’s cultural or religious observance

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

October 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 and 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.



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 

*Amount are doubled EFF 10/1/2025



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.

http://www.michigan.gov/mdcs/0,4614,7-147-60360---,00.html
https://www.michigan.gov/mdcs/disability-gateway/dmo-home
http://www.michigan.gov/lara/0,4601,7-154-10573_35828_59075-265063--,00.html
http://www.michigan.gov/lara/0,4601,7-154-10573_35828_59075-265063--,00.html


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, you must submit a completed “Supplemental 
Employment Approval Request” form for approval.  The Human Resources Director has final authority to 
approve or deny supplemental employment requests.  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 a conflict of interest between your 
present job and the second job.  If the activities connected with the second job interfere with 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 Form

http://www.michigan.gov/documents/C27_121959_7.doc
http://www.michigan.gov/documents/C27_121959_7.doc
https://stateofmichigan.sharepoint.com/sites/LARA-SPC-Inside-OHR/Employee%20%20Forms/Forms/AllItems.aspx?id=%2Fsites%2FLARA%2DSPC%2DInside%2DOHR%2FEmployee%20%20Forms%2FC27%20Supplemental%20Employment%20Request%209%2D1%2D15%20Revised%2Epdf&parent=%2Fsites%2FLARA%2DSPC%2DInside%2DOHR%2FEmployee%20%20Forms


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


MI HR Self Service, 

the MI HR Service Center
Link to HR Gateway

https://www.michigan.gov/mdcs/0,4614,7-147-64549---,00.html


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)
• Update your emergency contact information
• Make a pledge to the State Employees Charitable Campaign (SECC website)

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


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) Internet Website

The Office of Human Resource’s internet website can be accessed by going to Office of Human Resources - Home.  
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

• Link to Union Contracts

https://stateofmichigan.sharepoint.com/sites/LARA-SPC-Inside-OHR
https://stateofmichigan.sharepoint.com/sites/OSE-SPC-Inside-LR/SitePages/Organization-Agreements.aspx


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.

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



This has been a LARA 

OHR Presentation

Questions?
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