Southeastern Louisiana University
Employee Classification/Status Questionnaire
The following definitions are used to classify employees:
A. Employee

· An “employee” is a person who receives wages or salaries from the University for performing services.
B. Regular Full-Time Employees

· Those employees who work a minimum of 40 hours weekly and who maintain continuous regular employment status are regular full-time employees
· Regular full-time employees are eligible for University benefits relevant to their position as a classified or unclassified staff/faculty member
C. Regular Part-Time Employees

· Those employees who work less than 40 hours weekly, but not less than 20 hours, and who maintain continuous regular part-time employee status are regular part-time employees and are eligible for some University benefits of paid prorated holidays and paid prorated leave.
· Those regular part-time employees regularly working 30 or more hours in 1 week are also eligible for enrollment in the healthcare plan in addition to the prorated leave and holidays.
D. Temporary Employees

· Temporary employees work the customary number of full-time hours required but their services are intended to be of limited duration (i.e., filling in for illness, vacations, summer months).  Temporary employees are not eligible for University benefits.  However, if a temporary employee is subsequently hired as a regular or part-time employee with no break in service, his/her length of service will be determined by the most recent hire date as a temporary.
E. Nonexempt Employees

“Nonexempt” employees are not exempt from the provisions of the Fair Labor Standards Act (also known as the FLSA or Wage and Hour Act).  All nonexempt employees are to complete accurate weekly time reports showing all time actually worked and leave taken each day.  These records are required by governmental regulations and are used to calculate paychecks.  At the end of each pay period, the employee and his/her supervisor must certify the timesheet attesting to its correctness before forwarding it to the Payroll Office.

1. Classified Nonexempt Employees.  Nonexempt classified hourly employees perform duties of a manual or clerical nature and are paid at an hourly rate of pay.

2. Unclassified Nonexempt Employees.  Nonexempt unclassified employees are:

a. Unclassified staff who do not meet the salary test of being paid at least $23,660 per year; or

b. Unclassified staff who perform duties that do not meet the FLSA duties test to qualify for one of the FLSA exemptions: professional, administrative, executive, or special computer-related exemptions.

The Human Resources Office designates positions as exempt or nonexempt.  The Human Resources Office can change this designation.

F. Exempt Employees

Exempt employees are those executive, administrative, professional, computer-related, and outside sales employees who do not receive overtime payment provided they meet the Act’s requirements.  These employees meet both the salary test of being paid at lease $23,660 per year and the duties test.
1. Classified Exempt Employees.  Exempt classified employees perform professional, administrative, or executive duties and are paid at an hourly rate of pay.

2. Unclassified Exempt Employees.  Exempt unclassified employees include faculty and professional, administrative, and executive staff who are paid on a salary basis.

The Human Resources Office must approve classifying an employee as exempt.

At least annually, the Human Resources Office will review these definitions to confirm they accurately reflect University practice and applicable law.  It will also, at least annually, review FLSA classifications of employees to confirm they are properly classified.
Exempt Survey
In order to classify any individual as exempt from overtime, the employee is to complete the following survey.  The Budget Unit Head is to review and approve the completed survey to verify accuracy of the responses.  The supervisor is then to send the survey to the Human Resources Office so the employee may be properly classified as exempt or nonexempt.  Any discrepancies are to be referred to Human Resources to resolve.  A copy of the survey will be retained in the employee’s personnel file and the position control file.

	Name:
	     
	Date:
	     

	Job Title:
	     
	Department:
	     


1. How many employees do you supervise?  List job titles of employees you supervise.

     
2. Check each activity in which you engage:

 FORMCHECKBOX 
 Manage a department or facility

 FORMCHECKBOX 
 Interview applicants

 FORMCHECKBOX 
 Recommend which applicants to hire
 FORMCHECKBOX 
 Review employee’s performance

 FORMCHECKBOX 
 Recommend pay increases for employees

 FORMCHECKBOX 
 Recommend promotions

 FORMCHECKBOX 
 Handle complaints from employees

 FORMCHECKBOX 
 Handle complaints from customers

 FORMCHECKBOX 
 Discipline employees

 FORMCHECKBOX 
 Recommend discipline for employees

 FORMCHECKBOX 
 Assign work to employees

 FORMCHECKBOX 
 Order equipment, supplies, or other items

 FORMCHECKBOX 
 Responsible for safety of employees and property

 FORMCHECKBOX 
 Regularly and customarily exercise discretion and independent judgment in making significant business decisions
 FORMCHECKBOX 
 Apply policies

 FORMCHECKBOX 
 Regularly and directly assist an executive or administrator

 FORMCHECKBOX 
 Work only under general supervision

 FORMCHECKBOX 
 Provide professional services

 FORMCHECKBOX 
 Train others

 FORMCHECKBOX 
 Supervise two or more full-time employees or their equivalent

 FORMCHECKBOX 
 Perform work directly related to company policies or general business operations – administrative functions

 FORMCHECKBOX 
 Customarily and regularly exercise creative talent
 FORMCHECKBOX 
 Computer systems analysis

 FORMCHECKBOX 
 Computer programming

 FORMCHECKBOX 
 Software functions

3. Using the checklist as a guide, state the primary duties of your position.  Feel free to add duties not on the list.
     
4. Describe the types of decisions you have the authority to make.  For example, can you authorize a purchase of up to $10,000?  Can you change policies?  Can you hire someone?  Do you enforce policies?  Can you settle disputes?
     
5. List any special projects that you handle in your position.
     
6. How much supervision do you receive (check one)?
 FORMCHECKBOX 
 Nominal Direction – subject only to very broad communications from a supervisor; always exercise independent discretion and judgment in significant matters.

 FORMCHECKBOX 
 General Direction – receive very general guidance with respect to overall objectives; usually exercise independent discretion and judgment regarding significant matters; operate within company guidelines using independent discretion or judgment to achieve assigned objectives.
 FORMCHECKBOX 
 Direction – receive guidance with respect to general objectives; operate within specific policy guidelines; occasionally use independent discretion and judgment.

 FORMCHECKBOX 
 General Supervision – work is reviewed upon completion; routine duties are performed with minimal supervision; proceed alone at routine work using standard practices and procedures; occasional check of work while in progress.

 FORMCHECKBOX 
 Immediate Supervision – receive close supervision related to specific work activities, assignments, and methods; receive detailed instructions; exercise very little discretion or independent judgment.

7. Please describe your planning and scheduling activities and responsibilities.  For example, is your primary job to plan/schedule activities for yourself and/or others or are all your activities planned by others?
     
8. List below examples of decisions you are required to make on a regular and recurring basis.

     
9. For each decision listed, indicate whether the decision is reviewed before being implemented.  If it is reviewed, describe the type of review using the definitions in item 6.

     
10. For what physical or financial sources are you responsible, e.g., preparing budgets, ordering equipment or material, petty cash, and the like?

     
11. What knowledge, skills, and abilities does a person need to perform your job?

     
12. What academic degrees do you hold?

     
13. Describe your regular/normal work hours.
     
14. What is your weekly salary?       
	
	
	

	Employee Signature
	
	Date

	
	
	

	Budget Unit Head Signature
	
	Date

	
	
	

	Human Resource Director Signature
	
	Date


