cssssnNEXIEP.

Your Human Resources Partner.

APRIL 2006

HR TRENDS, NEWS AND INFORMATION

SALARY VS. HOURLY EMPLOYEES

Can my blue-collar workers be
exempt?

No, not even blue-collar supervisors
who work alongside the employees
under them. No matter how highly
paid they are, NO blue-collar workers
engaged in manual work can be
classified as exempt under the Fair
Labor Standards Act (FLSA)

How does Paid Time Off (PTO) work
with my exempt employees?

Even if the exempt employee is at the
office for five minutes, s/he must be
paid for the entire day. PTO cannot
be given to exempt employee in less

than eight-hour increments.

Do | have to pay overtime on
training?

If it is job-related and required, yes,
you must pay overtime for training to
your nonexempt employees. The
same holds true for job-required

counseling.

Do | have to pay my exempt
employees overtime?

Hours worked doing exempt-level
activities are not subject to overtime.
However, the salaried employee must
receive overtime if performing
nonexempt duties. One thing to be
aware of is that a title alone does not
create an exemption. If an employee
is called a manager, but still performs
the same work as the employees
s/he’s supervising, that employee is
NOT exempt.
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Many employers have difficulty labeling their employees correctly as exempt (salary)
or nonexempt (hourly, receives overtime). As a result, many employers misclassify

employees and receive hefty fines from the Department of Labor. The following table breaks down the requirements to classify

an employee as exempt. If your employee does not fall in these categories, s/he must be nonexempt.

Executive
Minimum Pay
$455 per week
Required Job Duties
¢ Managing an enterprise, dept, or subdivision
e Directing work of two or more full-time employ-
ees
e Authority to hire, fire, and promote employees
Does Include
Senior Officers such as CEO, Vice President
Does NOT Include
Nonexempt employees who occasionally take
over for the executive during breaks or vacations.

Administrative
Minimum Pay
$455 per week
Required Job Duties
e Primary duty includes exercise of discretion
and independent judgment in matters of signif-
icance.
e Must perform managerial or operational non-
manual work
Does Include
HR Managers, Teachers, Financial Analysts, Team
Leaders
Does NOT Include
Receptionists, secretaries

Outside Sales
Minimum Pay
None
Required Job Duties
Must be making sales or obtaining orders or
contracts for a business, away from the place of
business.
Does Include
Outside sales people
Does NOT Include
Internal or inside sales

Professional
Minimum Pay
$455 per week
Required Job Duties
e |earned: Work requiring advanced knowledge
in a field of science or learning, usually acquired
through extended course work
e Creative: Work requires invention, imagination,
originality, or talent in a recognized artistic or
creative field.
Does Include
Registered Nurses, Dental Hygienists, Accountants,
Chefs, Funeral Directors
Does NOT Include
Licensed Practical Nurses, Bookkeepers, Cooks

Computer Employee

Minimum Pay
$455 weekly or $27.63 hourly

Required Job Duties
Designs, develops, analysis, or testing of computer
software or operating systems. Uses independent
judgment.

Does Include
Computer developers

Does NOT Include
Computer repair workers

Highly Compensated
Minimum Pay
$100,000 annually
Required Job Duties
Nonmanual work (only occasional typing or lifting)
that falls under one of the other exemptions
Does Include
Highly-paid office employees
Does NOT Include
Highly-paid Construction workers
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SUPPLEMENTAL BENEFITS

What th Ities f

at are the penatties for Nextep is currently holding open enrollment for our supple-  certain participation goals in order to be eligible for these
misclassifying employees?

They can be severe. Under the FLSA,

the employer can be liable for back

mental benefits through Unum, including Short-term disability, benefits. Please contact your HR Specialist if you have any
long-term disability, accidental death and dismemberment,  questions on the open enroliment process. All enrollment

and life insurance. As a reminder, your group must reach forms must be faxed to Nextep at 888-811-5161 by April 14.
overtime pay of up to two years for

any employee who is misclassified as

exempt. In addition, a single

o ey CUSTOMER SERVICE PHONE SKILLS

exemption for a whole group of

employees if the rest of the group has Since many of us deal with clients through phone conversations, it is very important to have good customer service skills

been treated similarly under the and manners when talking to them. In our ongoing focus on customer service, here are some tips to make the most of

organization’s policies and your conversation.

practices. Especially lately, a high

T T e |dentify yourself at the beginning of every conversation e Unless the client has asked you to look up informa-

T e Don't speak too loudly or softly tion, avoid multitasking while in a conversation

s Fra E SR e ¢ Smile while you're talking—it makes a difference in @ If the client is upset, try using “I” phrases to keep

your tone of voice them from getting defensive and more angry
We would be happy to help you make

informed decisions about your

: We would love to hear from . Pl hart r own ti nd i with n ful telephon mmunication.
employees’ status. e would love to hear from you. Please share your o ps and ideas us on successful telephone communicatiol

For questions, please contact your
HR or payroll representative at 888-
811-5150.

For more information, visit

coLoV/iairay “I long to accomplish a great and noble tasks, but it is my
chief duty to accomplish humble tasks as though they were
great and noble. The world is moved along, not only by the
mighty shoves of its heroes, but also by the aggregate of

the tiny pushes of each honest worker.”

Helen Keller
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