
Title

FLSA Status of a Temporary Employee

I.

II.

Purpose

The following procedures are to be
used in establishing the FLSA status
of employees who are granted tempo-
rary appointments to positions in
the EAS salary schedule.

Specifying the FLSA Status

Normally, a temporary employee’s
FLSA status is the same as that of
the establish position listed in
the current Occupation Code Master
List. However, with the approval
of the RPMG or responsible Head-
quarters department head, unusual
conditions may warrant treating
the employee as nonexempt while
assigned to an exempt position.
In such cases, the employee may be
hired in accordance with IV.B.2,
below, and be paid at an hourly
rate for all hours actually worked,
including overtime for those hours
worked in excess of 40 hours in a
workweek. Authorizing officials
should contact the regional
Compensation Division or Head-
quarters Personnel Division, as
appropriate, for an explanation
of the advantages and disadvan-
tages of this change in FLSA
classification.

A temporary employee assigned to
a position listed as FLSA non-
exempt in the Occupation Code
Master List must be classified
nonexempt and cannot be treated
as exempt.
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III.

A.

B.

IV.

A.

Requirements for FLSA Exemption

Criteria. To qualify for exemp-
tion from the overtime provisions
of the FLSA, a temporary employee:

1. Must be assigned to, and per-
form the duties of, a position
listed as FLSA exempt in the cur-
rent Occupation Code Master List;

2. Must be paid a fixed weekly sal-
ary of at least $155 for the entire
period of employment, regardless of
the hours worked in each workweek.

Allowable Salary Deductions. Deduc-
tions from the fixed weekly salary
of an exempt employee may be made
only when the employee is absent
from duty for a full day or more for
personal reasons or because of ill-
ness or disability. Deductions may
not be made for unworked holidays or
for time when there is no work
available.

Exempt Employee. The payroll system
is designed to treat all temporary
employees on an hourly rate basis.
However, in order to meet the fixed
salary provisions of the FLSA, the
employment Form 50 and time cards of
temporary employees assigned to an
exempt position must be prepared in
the following manner:

1. Form 50. On the employment
Form 50 show the Occupation Code,

Distrbution
Headquarters, administrative support
facilities, regions, and Inspection Service.

Special Instructions

Organizations listed under Distribution may
order additional copies. Use Form 7380,
Requisition for Supplies; specify filing
number; and submit to the Eastern Area Supply
center.

You may photocopy, but do not paraphrase or
rewrite any of this Instruction.



B.

Position Title, Level and Step of
the established exempt position to
be occupied. Show the Current
Salary as the hourly rate for the
appropriate grade from the Tem-
porary/Casual Salary Schedule, as
published in Management Instruction
EL 410-80-1 (01-18-80) . Enter a
statement under Remarks to indicate
the employee’s exempt status. Also.      
state the amount of the employee’s
fixed weekly salary which is based
on the hours per day and days per
week that the employee is expected
to work times the hourly rate shown
in the Current Salary block. For
example, “Employed as FLSA exempt at
a fixed weekly salary of $180.00,
equivalent to 3 six-hour days at
$10.00 per hour.”

2. Time Recording. Complete each
weekly time card to cross-foot to
the total hours indicated in Remarks
on the Form 50 regardless of the
hours actually worked. Nonscheduled
cross-foot hours are shown when the
employee is absent from duty for a
full day or more for personal rea-
sons or because of illness or dis-
ability.

Nonexempt Employee

1. Assigned to a Nonexempt
Position. When a temporary employee
is assigned to a position which is
listed as FLSA nonexempt in the cur-
rent Occupation Cede Master List,
the employment Form 50 and the time
cards must be prepared in the
following manner:

a. Form 50. On the employrnent
Form 50 show the Occupation

Code,  Position  Title, Level and
Step of the established non-
exempt position to be occupied.      
Show the Current Salary as the
hourly rate for the appropriate
grade from the Temporary/Casual
Salary Schedule, as published
in Management Instruction
EL 410-80-1 (01-18-80).

b. Time Recordinq. Complete
each weekly time card to show
all daily in and out times,
total hours worked for the week,
and overtime hours in excess of
40 hours for the week.

2. Assigned to an Exempt Position.
When it has been determined, in
accordance with Section II, above,
that a temporary employee will be
treated as nonexempt while assigned
to a position that is listed as FLSA
exempt in the current Occupation Code
Master List, the employmnt Form 50
and time cards must be prepared in
the following manner:

a. Form 50. on the employment
Form 50, show the Occupation
Code, Position Title, Level and
Step as: 0301-1013, TEMPORARY,
EAS-XX. Show the Current Salary         
as the hourly rate for the appro-
priate grade from the Temporary/
Casual Salary Schedule, as pub-
lished in Management Instruction
EL 410-80-1 (01-18-80).

b. Tim Recording. Complete
each weekly time card to show
all daily in and out times,
total hours worked for the week,
and overtime hours in excess of
40 hours for the week.
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