
Week 4 Document 

 
Exempt vs Non-Exempt Employee Classification Form 

 

Purpose: This form is designed to help employees understand the difference between 

exempt and non-exempt employment classifications under the Fair Labor Standards Act 
(FLSA). 

Understanding Employee Classifications: 

Exempt Employees: 

• Definition: Employees who are not entitled to overtime pay, regardless of hours 

worked beyond 40 hours in a workweek. 
• Common Criteria: 

o Paid on a salary basis, meeting the minimum salary threshold set by federal 
and state laws. 

o Perform specific job duties classified under exempt categories (executive, 

administrative, professional, outside sales, or certain computer 
professionals). 

• Example Roles: Managers, senior administrators, professional specialists (e.g., 
lawyers, engineers). 

Non-Exempt Employees: 

• Definition: Employees who are entitled to overtime pay for any hours worked 

beyond 40 in a workweek. 
• Overtime Pay: Must be paid at 1.5 times the regular hourly rate for any overtime 

hours. 

• Common Criteria: 
o Paid hourly or on a salary basis that does not meet the minimum exempt 

salary threshold. 
o Job duties do not qualify under any exempt categories. 

• Example Roles: Customer service representatives, administrative assistants, 

hourly technicians. 

Employee Acknowledgment: I acknowledge that I have received, read, and understand 
the information in this form explaining exempt and non-exempt employee classifications. I 

understand how my classification affects my pay and eligibility for overtime. 

 

Employee Name: ____________________ Job Title: _______________________  

 

Employee Signature: _________________ Date: _________________________ 

 


