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Employee Classification 
Company Policy
1. Introduction
This comprehensive policy outlines the various employee classifications within our 
organization. It is designed to ensure clarity, fairness, and compliance with 
relevant labor laws and regulations. All employees, managers, and HR personnel 
should familiarize themselves with these classifications to understand their rights, 
benefits, and responsibilities.

1.1 Purpose
The purpose of this policy is to:

Define and explain different employee classifications

Clarify eligibility for benefits based on classification

Ensure compliance with labor laws and regulations

Promote transparency and fairness in employment practices

1.2 Scope
This policy applies to all employees of the company, regardless of their position, 
department, or location.

2. Employee Classifications
Our company recognizes the following employee classifications:

2.1 Full-Time Employees
Definition: Employees who are regularly scheduled to work 40 hours or more per 
week.

Characteristics:
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Eligible for all company benefits, subject to the terms of each benefit plan

May be exempt or non-exempt from overtime pay

Typically have ongoing employment without a predetermined end date

2.2 Part-Time Employees
Definition: Employees who are regularly scheduled to work less than 40 hours per 
week.

Characteristics:

May be eligible for some company benefits, often on a pro-rata basis

Usually non-exempt and eligible for overtime pay

May have ongoing employment or be hired for a specific project or time period

2.3 Temporary Employees
Definition: Employees hired for a specific project or time period, typically less than 
one year.

Characteristics:

Generally not eligible for company benefits

May be full-time or part-time

Usually non-exempt and eligible for overtime pay

Employment has a predetermined end date or project completion date

2.4 Seasonal Employees
Definition: Employees hired to work during peak business periods, typically for a 
duration of six months or less.

Characteristics:

Generally not eligible for company benefits

May be full-time or part-time during the season

Usually non-exempt and eligible for overtime pay
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Employment is cyclical and tied to specific seasons or events

2.5 Exempt Employees
Definition: Employees who are exempt from overtime pay requirements under the 
Fair Labor Standards Act (FLSA) and applicable state laws.

Characteristics:

Typically salaried employees

Often in executive, administrative, professional, or outside sales roles

Must meet specific salary and job duties tests as defined by the FLSA

Not entitled to overtime pay for hours worked beyond 40 in a workweek

2.6 Non-Exempt Employees
Definition: Employees who are entitled to overtime pay under the FLSA and 
applicable state laws.

Characteristics:

May be hourly or salaried employees

Entitled to overtime pay (typically 1.5 times regular rate) for hours worked 
beyond 40 in a workweek

Subject to minimum wage requirements

Required to accurately record and report all hours worked

2.7 Independent Contractors
Definition: Individuals or entities contracted to perform specific services for the 
company but are not considered employees.

Characteristics:

Not eligible for company benefits

Responsible for their own taxes and insurance

Typically have control over how and when they perform their work
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May work for multiple clients simultaneously

3. Benefits Eligibility
Benefit eligibility is determined by employee classification. The following table 
provides an overview of typical benefit eligibility:

Benefit Full-Time Part-Time Temporary Seasonal

Health Insurance Yes Pro-rata No No

Dental Insurance Yes Pro-rata No No

Vision Insurance Yes Pro-rata No No

Life Insurance Yes No No No

401(k) Plan Yes Yes* No No

Paid Time Off Yes Pro-rata No No

Sick Leave Yes Yes** Yes** Yes**

Subject to eligibility requirements (e.g., minimum hours worked)

** As required by applicable state or local laws

4. Changing Classifications
Employee classifications may change due to various factors, including:

Changes in work hours or schedules

Promotions or demotions

Organizational restructuring

Changes in job duties

When an employee's classification changes, the following steps will be taken:

1. HR will notify the employee in writing of the classification change

2. The employee will be informed of any changes to benefits eligibility

3. Payroll will be updated to reflect any changes in pay structure or overtime 
eligibility
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4. The employee's manager will be notified to ensure proper work assignment 
and scheduling

5. Compliance and Monitoring
To ensure compliance with this policy and relevant labor laws:

HR will regularly review and update employee classifications

Managers will monitor employee work hours and duties to ensure proper 
classification

Annual audits will be conducted to verify classification accuracy

Employees are encouraged to discuss any classification concerns with HR

6. Misclassification
Misclassification of employees can lead to legal and financial consequences for 
the company. To prevent misclassification:

HR will thoroughly assess job duties and responsibilities before assigning 
classifications

Regular training will be provided to managers on proper employee 
classification

Any potential misclassification issues will be promptly investigated and 
corrected

7. Policy Review and Updates
This Employee Classification Policy will be reviewed annually and updated as 
necessary to reflect changes in labor laws, company structure, or best practices. 
All employees will be notified of any significant changes to this policy.

8. Questions and Concerns
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If you have any questions or concerns regarding your employee classification or 
this policy, please contact the Human Resources department at 
hr@companyemail.com or extension 1234.

9. Acknowledgment
All employees are required to acknowledge receipt and understanding of this 
Employee Classification Policy. Please sign and date below to indicate your 
acknowledgment.

Employee Name: ________________________

Signature: ________________________

Date: ________________________

This comprehensive Employee Classification Policy ensures clarity, fairness, and 
compliance in our employment practices. By understanding and adhering to these 
classifications, we can maintain a productive and harmonious work environment 
while meeting our legal obligations.
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