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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Employee Classification Policy

For purposes of benefit eligibility, each employee is classified in one of the following categories:

Introductory Employees:  Generally, employees in the first 90 calendar days of employment, or employees who have not successfully completed the Introductory Period.

[bookmark: _GoBack]Regular, Part-Time Employees:  Employees who have successfully completed the Introductory period and are regularly scheduled to work less than 40 hours per week. Part-time employees are generally eligible for some of the benefits offered by the Company, dependent on the average number of hours worked each week. 

Regular, Full-Time Employees:  Employees who have successfully completed the Introductory period and are regularly scheduled to work at least 40 hours per week. Full-time employees are generally eligible for the full benefits package.

Temporary Employees:  Employees hired to work for a limited duration of time or on a project basis.

For wage and hour purposes, each employee is classified as either exempt or non-exempt, depending on their job responsibilities:

Exempt Employees:  Salaried employees performing professional, administrative or managerial duties and who are exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act (FLSA).

Non-Exempt Employees:  Employees, salaried or hourly, performing clerical or production duties. Non-exempt employees are not exempt from the law’s requirements concerning minimum wage and overtime.

All employees, regardless of status or duration of employment, are expected to meet and maintain Company standards for job performance and behavior.
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