
Hourly versus Salaried Positions

What Determines if an Employee is Hourly or Salaried?

Hourly vs. Salaried

FLSA Status Nonexempt Exempt

Legal Requirements
Paid for hours worked and must be paid time and one-half 

for all hours worked more than 40 in a workweek.

Paid on a salary basis and are expected to fulfil the duties of 

their position regardless of hours worked.

Work Life Separation When the work day is done, it is done.

Exempt employees are more likely to be in constant contact 

with the office and with their work because of greater 

responsibly and accountability to fulfil the duties of their 

position.

Overtime Pay
Entitled to overtime pay if they work more than 40 hours a 

week.
Not entitled to overtime pay.

Timekeeping Report hours worked. Report hours on an exception basis or in case of absences.

Work Schedule

Work Schedule Flexibility

Employee work schedules are typically less flexible 

because the required work to be done is often based 

on customer demand and requires work to be done 

within normal working hours.

Employees who are in positions which require work to be 

done outside of normal working hours, such as special 

projects, business travel, or out of office meetings are 

sometimes allowed more work schedule flexibility as long as 

it does not negatively affect business operations and is 

approved by the employee's supervisor.

Attendance Management 

Program

Points are given to effectively control the absences of all 

non-exempt employees.  As points are acquired, steps are 

taken to reverse the trend of unsatisfactory attendance.

Attendance and reliability are important factors in 

evaluating individual performance and continued 

employment.

Absence and Tardiness 

Reporting

Due to the nature of our business, work schedules for employees vary throughout our organization. Supervisors will advise 

employees of their individual work schedules. Staffing needs and operational demands may necessitate variations in starting 

and ending times, as well as variations in the total hours that may be scheduled each day and week.

Each department has its own procedures and policies that are specific to the nature of its work – be sure you, 

as an employee, understand your department’s attendance guidelines, expectations, and procedures for calling 

in.

According to the Fair Labor Standards Act (FLSA), employees are generally divided into two categories: nonexempt and exempt. All jobs within our 

organization are governed by the FLSA and are either classified as nonexempt (hourly) or exempt (salaried).

Because of the FLSA, you can't negotiate whether a job is exempt or nonexempt. Regardless of job title, it's the duties you perform that 

determine your job category.


