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AHX INDEX 
A

Abolishment/Automatic Position/Position Inac-
tivation  AHP 615:1

absenteeism  AHP 632-9:1
Accident Insurance  AHP 623-6:1
Accident Reporting and Compensation  AHP 

639-6:1
Address Change  AHP 639-4:1
Adjusted Work Schedule/Attendance Policies 

Overtime Work Schedule  AHP 632-4:1
Administrative Leave

Attendance Policies  AHP 632-10:1
Duty Incurred Injury  AHP 639-6:1
Employee Relations Policy  AHP 601-3:1

Affirmative Action Plan
Handicapper Definition  AHJ 1310:1
Handicapper Six Month Trial Appointment  

AHJ 1309:1
Pre-appointment Review  AHJ 1307:1
Pre-Employment Interviews  AHJ 1305:1
Race/Ethnic Identification  AHJ 1303:1
Reasonable Accommodation  AHJ 1312:1

Alien (Employment)  AHP 629-2:1
Annual Leave  AHP 632-7:1
Annual Service Rating - See Performance 

Evaluation  AHP 635-3:1
Appeals - See Civil Service Rules www.michi-

gan.gov/documents/
Rules2002May23_37357_7.pdf#page-
mode=bookmarks (Grievance and Ap-
peals)  AHP 601-3:1

Appointments - To Classified Positions (Also 
see Equal Employment Opportunity)

County FIA Directors  AHP 621-9:1
Demotions  AHP 621-7:1
Dual Employment  AHP 621-10:1
Emergency  AHP 621-8:1
Limited Term  AHP 621-8:1
Non-Career  AHP 621-8:1
Reassignment  AHP 621-3:2
Return from Leave of Absence  AHP 621-

5:1
Selective Position Requirements  AHP 621-

11:1
Testing/Administration of, in the screening/

selection process  AHP 621-12:1
Transfer  AHP 621-3:1

Armed Forces Service Credit  AHP 629-6:1
Assignments - Temporary  AHP 639-9:1
Assistance Payments Supervisor  AHP 693:1

Expectations for  AHP 693:1,  AHP 693-1:1
Performance Evaluation  AHP 694:1

Job Performance Factors  AHP 694-2:1
Levels of Competence  AHP 692-1:1

Assistance Payments Worker
Food Stamp Case Review Requirements  

AHP 692-4:1
Assistance Payments Worker II/06 and III/07

Expectations for  AHP 690:1,  AHP 690-1:1,  
AHP 690-2:1,  AHP 690-3:1

Performance Evaluation  AHP 692-0:1
Job Performance Factors  AHP 692-2:1
Levels of Competence  AHP 692-1:1
Supervisory Case Reviews  AHP 692-

3:1
Attendance Policies  AHP 632:1

Absenteeism and Punctuality  AHP 632-9:1
Administrative Leave  AHP 632-10:1
Daily Work Period  AHP 632-1:1
Emergency Conditions  AHP 632-6:1
Holidays  AHP 632-2:1
Lost Time  AHP 632-8:1
Monitoring  AHP 632-12:1
Shift Premiums  AHP 632-3:1

Awards - Service  AHP 639-1:1

C

Callback  AHP 632-5:1
Central Registry Screening/Children’s Pro-

grams  AHP 629-7:1
Certifying Authority Signatures/Timekeeping 

Biweekly Totals Area  AHP 633-3:3
Children’s Programs Central Registry Screen-

ing  AHP 629-7:1
Civil Service Commission Policies and Proce-

dures  AHP 600-2:1
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AHX INDEX 
Classification  AHP 610:1
Closure/Office  AHI 450:1
Collective Bargaining Agreements  AHP 600-

2:1
Compensatory Time

ON-Call/Callback Pay Status  AHP 632-5:1
Overtime Work Schedule  AHP 632-4:1
Timekeeping Biweekly Totals Area  AHP 

633-3:1
Computer Utilization/Personnel-Authorization 

and Security  AHP 605:1
Conduct and Responsibilities of Employees  

AHP 602:1
immediate family employment  AHP 629-5:1
political activity  AHP 639-8:1
supplemental employment  AHP 639-2:1
wage garnishment  AHP 623-14:1

Conduct and Responsibilities of Supplementa-
ry Staff  AHP 602-1:1

Conferences/Conventions/Meetings-General  
AHP 639-11:1

Confidentiality
Conflict of Interest and Disclosure  AHP 

603:1
Employee Personnel Records  AHP 604:1
Freedom of Information Act Requests/Re-

lease of Information  AHN 1180:1
Conflict of Interest and Disclosure  AHP 603:1

conduct and responsibilities of employees  
AHP 602:1

supplemental employment  AHP 639-2:1
Construction, Renovation and Redesign of Fa-

cilities - Notice To Employees and Ex-
clusive Employee Representatives  
AHK 405-15:1

Contractual Employment/General Information  
AHP 614:1

Procurement - Requesting Contractual 
Services  AHR 421-4:1

Contractual Personnel Services Request
Independent Contractual Service/Special 

Personal Service  AHP 614:9
Contractual Services/Procurement - Request-

ing  AHR 421-4:1
County FIA Directors  AHP 621-9:1
Court Appearances  AHP 639-3:1

legal services/how to obtain  AHN 1100:1
Credit Unions  AHP 623-8:1
Criminal History Record Search by Finger-

print(s)  AHP 629-9:1

D

Death
Dependent  AHP 642-1:1
Employee  AHP 642-2:1

Deductions - See Payroll Information  AHP 
623:1

Deferred Compensation Program  AHP 623-
12:1

Deferred Leave  AHP 632-7:1
Demotions  AHP 621-7:1

payroll calculation  AHP 623-2:1
Dental Insurance  AHP 623-6:1
Disability Insurance  AHP 623-6:1
Disciplinary Conference  AHP 636-1:1
Discipline demotions  AHP 621-7:2

annual service rating  AHP 635-3:1
disciplinary action/general  AHP 642:1
Employee Misconduct  AHP 602-2:1

Discrimination - Allegations of
pre-employment interviews  AHJ 1305:1

Dismissal  AHP 642-3:1
Dual Employment  AHP 621-10:1
Dues Deductions/Employee Organizations  

AHP 623-9:1

E

Educational Leave  AHP 643-1:19
Emergency Conditions  AHP 632-6:1
Emergency/Appointments to Classified Posi-

tions  AHP 621-8:1
Employee Identification Card  AHQ 310:1
Employee Misconduct  AHP 602-2:1
Employee Organizations - Dues  AHP 623-9:1
Employee Personnel Records  AHP 604:1
Employee Political Activities  AHP 639-8:1
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Employee Right to Know Act/Employee Per-
sonnel Records  AHP 604:1

Employment
Employment Eligibility Verification  AHP 

629-2:1
Immediate Family  AHP 629-5:1
Imprest Cash/Payroll  AHP 623-5:1
Non-Citizens  AHP 629-2:1
Race/Ethnic Identification  AHJ 1303:1
Transcripts/License Requirements  AHP 

629-8:1
Employment Preference Plan/Non-Exclusively 

Represented Employee  AHP 639-7:1
Equal Employment Opportunity

Employee Wrongdoing/Reporting Sus-
pected  AHN 1012-5:1

Handicapper - Definitions and Application 
Procedure  AHJ 1310:1

Handicapper - Six Month Trial Appoint-
ment Program  AHJ 1309:1

Personal Property Claims  AHA 901:1
Pre-Employment Interviews  AHJ 1305:1
Race/Ethnic Identification  AHJ 1303:1
Reasonable Accommodations  AHJ 1312:1

Establishment Effective Dates  AHP 611-2:1
Pre-authorized Position  AHP 611-1:1
Procedure  AHP 611-3:1

Establishment/Position  AHP 611:1
classification of  AHP 610:1

Excepted Positions  AHP 643-2:1
Exempted Positions  AHP 643-2:1

F

Family Employment  AHP 629-5:1
Fingerprinting/Criminal History Record Search 

by Fingerprint(s)  AHP 629-9:1
Forms Retention/Timekeeping  AHP 633-6:1
Freedom of Information Act Requests/Re-

lease of Information  AHN 1180:1
Full Time Employment/Employee

Attendance Policy/Work Period  AHP 632-
1:1

Lost time  AHP 632-8:1

G

Garnishment of Wages  AHP 623-14:1
Grievance and Appeals

Administrative Leave/Non-Exclusively 
Represented and Excluded  AHP 
601-3:1

H

Handicappers
Handicapper Definition  AHJ 1310:1
Six Month Trial  AHJ 1309:1

Health Examination  AHP 629-1:1
Health Insurance  AHP 623-6:1
Holidays  AHP 632-2:1

I

Identification Card/Employee  AHQ 310:1
Immediate Family Employment  AHP 629-5:1
Imprest Cash Checks  AHP 623-5:1
Injury - Work-Related  AHP 639-6:1
Insurance  AHP 623-6:1

lost time  AHP 632-8:1
Interim Service Rating  AHP 635-2:1

J

Jury Duty  AHP 639-3:1

L

Labor Union Information - See Union Informa-
tion  AHP 600-2:1

Leave Accrual and Usage  AHP 632-7:1
Leave of Absence  AHP 643:1

appointments to classified positions - non-
career/temporary during  AHP 621-
8:1

Educational  AHP 643-1:19
Excepted or Exempted Positions  AHP 643-

2:1
insurance coverage during  AHP 623-6:1
Military

service credit  AHP 629-6:1
Return From  AHP 621-5:1
separations - general  AHP 640-1:1
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Legal Services/How To Obtain  AHN 1100:1
License/Transcripts  AHP 629-8:1
Life Insurance  AHP 623-6:2
Limited Term/Appointments to Classified Posi-

tions  AHP 621-8:1
Local Office Manager Performance Evaluation 

 AHP 635-4:1
Long Term Disability Insurance  AHP 623-6:1
Longevity - See Human Resources Website 

for Department of Civil Service Website 
 AHP 629-6:1

Lost Time  AHP 632-8:1
insurance/coverage when on  AHP 623-6:3

M

Management - Reallocation  AHP 631:1
Management - Service Rating  AHP 635:1
Maternity Leave/Medical Leave  AHP 643-1:15
Medical Leave

return from  AHP 621-5:1
Merit Pay Increases  AHP 623-3:1
Military Service Credit  AHP 629-6:1
Misconduct/Employee  AHP 602-2:1
Monitoring  AHP 632-12:1
Moving Expenses  AHP 629-3:1

N

Name and Address Changes  AHP 639-4:1
Non-Career/Appointments to Classified Posi-

tions  AHP 621-8:1
holiday pay  AHP 632-2:1
leave accrual  AHP 632-7:1
lost time  AHP 632-8:1

Non-Citizens (Employment)  AHP 629-2:1
Non-Exclusively Represented Employee Em-

ployment Preference Plan  AHP 639-7:1
Non-Preauthorized Position Establishment  

AHP 611:1
Non-Sponsored Insurance  AHP 623-6:1

O

Office Closure  AHI 450:1
On-Call Pay Status  AHP 632-5:1

Overcompensation  AHP 623-4:1
Overtime Work Schedule/Attendance Policies 

 AHP 632-4:1

P

Part-Time Employment/Employee
Attendance Policy/Work Period  AHP 632-

1:1
Holiday Pay  AHP 632-2:1
Lost Time  AHP 632-8:1
Policy/Work Period  AHP 632-1:1

Payroll Calculation
Current Employee  AHP 623-2:1
New Appointee Salary  AHP 623-1:1
Salary Increases  AHP 623-3:1

Payroll Information
Credit Unions  AHP 623-8:1
Deferred Compensation  AHP 623-12:1
Demotion  AHP 623-2:1
Employee Organizations - Dues  AHP 623-

9:1
Garnishment of Wages  AHP 623-14:1
Holidays  AHP 632-2:1
Imprest Cash Checks  AHP 623-5:1
Leave Accrual  AHP 632-7:1
Lost Time  AHP 632-8:1
New Hires  AHP 623-1:1
On-Call/Callback Status  AHP 632-5:1
Overcompensation/Recovery of  AHP 623-

4:1
Overtime  AHP 632-4:1
Pay Adjustment/Working Out of Class/

Temporary Assignments  AHP 639-
9:1

Regular Step Increases  AHP 623-3:1
Savings Bonds  AHP 623-7:1
Shift Premium  AHP 632-3:1
Sponsored/Non-sponsored Insurances  

AHP 623-6:1
Taxes  AHP 623-13:1
Transfer  AHP 623-2:1
United Fund  AHP 623-11:1
Warrant Distribution  AHP 623-10:1
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AHX INDEX 
Working Out of Class Pay Adjustment/
Temporary Assignments  AHP 639-
9:1

Performance Evaluation
Annual Service Rating  AHP 635-3:1
Assistance Payments Supervisor  AHP 

694:1
Assistance Payments Worker  AHP 692-0:1
Interim Service Rating  AHP 635-2:1

employee personnel file/disciplinary  
AHP 604:1

Local Office Manager  AHP 635-4:1
Probationary Service Rating  AHP 635-1:1
Services Supervisor  AHP 683:1
Services Worker  AHP 681:1

Performance Reports (Local Office Managers) 
 AHP 635-4:1

Permanent Intermittent Employment/Employ-
ee

Attendance Policy/Work Period  AHP 632-
1:1

Holiday Pay  AHP 632-2:1
Insurance  AHP 623-6:1
Lost Time  AHP 632-8:1

Personnel - Computer Utilization-Authoriza-
tion and Security  AHP 605:1

Personnel Records  AHP 604:1
Physical Examination/Pre-employment  AHP 

629-1:1
Political Activity  AHP 639-8:1
Position Inactivation/Abolishment  AHP 615:1
Position/Establishment of  AHP 611-3:1
Preauthorized Position Establishment  AHP 

611-1:1
Pre-employment Interviews  AHJ 1305:1
Prevention of Workplace Violence  AHP 639-

5:1
Probationary Service Rating  AHP 635-1:1
Professional Development

Agency Vision For Professional Develop-
ment  AHP 700:1

Distance Learning Network  AHP 724:1
Manager and Supervisor Responsibilities 

for Developing Staff  AHP 704:1
Office of Professional Development Ser-

vices  AHP 702:1
Professional Development Opportunities  

AHP 703:1
Professional Development Organizational 

Structure  AHP 701:1
Trainee Guidelines  AHP 716:1
Training Development  AHP 705:1
Use of OPD Training Centers  AHP 723:1

R

Race/Ethnic Identification  AHJ 1303:1
Rating - Service

Annual  AHP 635-3:1
Interim  AHP 635-2:1
Performance Reports (Local Office Man-

agers)  AHP 635-4:1
Probationary  AHP 635-1:1

Reallocation/Position  AHP 631:1
Payroll Calculations  AHP 623-2:1

Employee Request  AHP 631-2:1
Management Request  AHP 631-1:1

Reassignment/Transfer - Appointments to 
Classified Positions  AHP 621-3:1

payroll calculations  AHP 623-2:1
Transfer Travel Expenses  AHP 629-4:1

Recall/On Call Pay Status  AHP 632-5:1
Records Disposal  AHS 500:1,  AHS 501:1,  AHS 

503:1
Redesign of Facilities/Renovation or Con-

struction - Notice to Employee and Ex-
clusive Employee Representatives  
AHK 405-15:1

Release of Information/Freedom of Informa-
tion Act  AHN 1180:1

Renovation, Construction, or Redesign of Fa-
cilities - Notice to Employee and Exclu-
sive Employee Representatives  AHK 
405-15:1

Resignation  AHP 641-1:1
Rest Periods - Attendance Policy  AHP 632-1:1
Retirement - See Office of Human Resources 
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AHX INDEX 
Intranet website for State Employees 
Retirement Services website  AHP 632-
10:1

S

Salary
New Appointee  AHP 623-1:1
Regular Step Increase  AHP 623-3:1
Special Increases  AHP 623-3:1

Savings Bonds  AHP 623-7:1
Selective Position Requirements  AHP 621-

11:1
Seminars/Conferences/Conventions  AHP 

639-11:1
Separations  AHP 640:1

Interdepartmental Transfers  AHP 621-3:1
Separations - General  AHP 640-1:1

Separations Involuntary
Death Dependent  AHP 642-1:1
Death Employee  AHP 642-2:1
Demotion  AHP 621-7:1
Dismissal  AHP 642-3:1

Separations Voluntary  AHP 641:1
Demotion  AHP 621-7:1
Voluntary Resignation  AHP 641-1:1
Voluntary Transfer  AHP 621-3:1

Service Award  AHP 639-1:1
Service Rating Management  AHP 635:1

Annual  AHP 635-3:1
Interim  AHP 635-2:1

step/salary increases  AHP 623-3:1
Probationary  AHP 635-1:1

Services Supervisor Performance Evaluation  
AHP 683:1

Services Worker Performance Evaluation  
AHP 681:1

Shift Premium Payment Differential  AHP 632-
3:1

Sick Leave  AHP 632-7:1
excepted or exempted, leave of absence  

AHP 643-2:1
Smoking Policy  AHI 452:1
Special Personnel Services/Independent Con-

tractual  AHP 614:1
Contractual Employment - General Infor-

mation  AHP 614:1
Procurement-Requesting Contractual Ser-

vices  AHR 421-4:1
Sponsored Insurance  AHP 623-6:1

Lost Time effect on  AHP 632-8:1
Step/Salary Increases  AHP 623-3:1
Subpoenaed Court Appearance  AHP 639-3:1
Supplemental Employment  AHP 639-2:1

conflict of interest and disclosure  AHP 
603:1

T

Taxes  AHP 623-13:1
Temporary Appointments  AHP 621-8:1
Temporary Assignments  AHP 639-9:1
Testing/in the Screening/Selection Process  

AHP 621-12:1
Timekeeping

Biweekly Time and Attendance Summary  
AHP 633:1

Timekeeping, Biweekly Time and Attendance 
Summary

Biweekly Totals Area  AHP 633-3:1
Corrections  AHP 633-5:1
Employee Information Area  AHP 633-1:1
Forms Retention  AHP 633-6:1
general - accident reporting and compen-

sation for accidental injury  AHP 639-
6:1

general - conventions, conferences and 
meetings  AHP 639-11:1

general - court appearances/jury duty  AHP 
639-3:1

Overflow Page  AHP 633-4:1
Preparation and Mailing  AHP 633-7:1
Split Payroll  AHP 633-8:1

Training
Agency Vision For Professional Develop-

ment  AHP 700:1
Distance Learning Network  AHP 724:1
Manager and Supervisor Responsibilities 
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for Developing Staff  AHP 704:1
Office of Professional Development Ser-

vices  AHP 702:1
Professional Development Opportunities  

AHP 703:1
Professional Development Organizational 

Structure  AHP 701:1
Trainee Guidelines  AHP 716:1
Training Development  AHP 705:1
Use of OPD Training Centers  AHP 723:1

Transcripts and License  AHP 629-8:1
Transfer Travel Expenses  AHP 629-4:1
Transfer/Reassignment-Appointments to 

Classified Positions  AHP 621-3:1
payroll calculations  AHP 623-2:1
Transfer Travel Expenses  AHP 629-4:1

Traumatic Incident Stress Management 
(TISM) Program  AHP 637-1:1

Travel Allowances  AHA 806-2:1
Conventions, conferences and meetings  

AHP 639-11:1
Travel Expenses/Transfer  AHP 629-4:1
Tuition Refund (Partial Tuition Refund Appli-

cation)  AHF 1513:1

U

Unclassified and Armed Service Credit  AHP 
629-6:1

Union Information  AHP 600-2:1
Dues Deductions/Service Fees  AHP 623-

9:1
United States Savings Bonds  AHP 623-7:1
United Way  AHP 623-11:1
Utilization (of the 600 Series)/Personnel Man-

agement  AHP 600-1:1

V

Violence, Prevention of Workplace  AHP 639-
5:1

Vision Insurance  AHP 623-6:1
Volunteers  AHP 602-1:1

W

Waived Rights
return from  AHP 621-5:1

Warrant Distribution/Payroll  AHP 623-10:1
Work Related Injury  AHP 639-6:1
Work Schedule/Overtime  AHP 632-4:1
Workers Compensation  AHP 639-6:1

annual leave accrual  AHP 632-7:4
Working Out of Class Pay Adjustment/Tempo-

rary Assignments  AHP 639-9:1
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