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1. POLICY PURPOSE:
The purpose of this policy is to provide guidance on the categorization of UW System employees as
exempt or nonexempt under the Fair Labor Standards Act (FLSA).
2. POLICY BACKGROUND:
Employees covered by the FLSA may be categorized as exempt from the overtime provisions of the
laws if certain requirements are met. Exemptions are narrowly interpreted by the U.S. Department of
Labor (DOL) and should be granted only when an employee clearly meets the requirement of the
exemption. Nonexempt UW System employees must be paid at a premium rate or receive
compensatory time for overtime hours worked.
Although the FLSA generally requires employers to pay overtime to employees working over 40
hours per week, employees holding executive, administrative, professional, or certain computerrelated positions are exempt from the overtime requirements. To qualify as exempt under any
exemption, an employee must satisfy the following three tests:




Have a salary above a certain dollar threshold;
Be paid on a “salary basis;” and
Perform duties that qualify for an exemption.

A summary and explanation of wage and hour laws and of the requirements of the FLSA exemptions
may be found on the DOL website. Particularly useful is DOL’s elaws Advisor, an interactive tool
that asks questions and provides answers based on the responses given. Another source of information
on the FLSA exemptions may be found in Chapter 520 of the Wisconsin Human Resources
Handbook.
A determination of an employee’s FLSA status requires consideration of the employee’s actual job
duties. In order to qualify for the executive exemption, the employee’s primary duty must be
managing an enterprise or a recognized department or subdivision; customarily and regularly
directing the work of at least two FTEs; and having the authority to hire or fire, or to make
suggestions or recommendations as to hiring or firing that are given “particular weight.” In order to
qualify for the administrative exemption the employee's primary duty must consist of the performance
of work directly related to management policies or general business operations, which includes work
requiring the exercise of discretion and independent judgment. In order to qualify for the professional
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exemption, the employee’s primary duty must be to perform work requiring knowledge of an
advanced type in a field of science or learning customarily acquired by a prolonged course of
specialized instruction and study; to do original and creative work in an artistic field; or to teach,
tutor, instruct or lecture at an educational establishment. In order to qualify for the computer
employee exemption, the employee must be employed as a computer systems analyst, computer
programmer, software engineer, or other similarly skilled worker in the computer field.
Beginning July 1, 2015, the positions of exempt and nonexempt UW System employees are to be
placed in different employee categories unless an incumbent FLSA exempt employee chooses to have
his or her position temporarily designated as a university staff position. Under the new university
personnel systems, FLSA status is used as a criterion when positions are designated as either
university staff or academic staff positions. This practice removes the subjectivity that existed prior
to July 1, 2015, when similar jobs were sometimes placed in different employee categories.
3. POLICY DEFINITIONS:
Please see UPS Operational Policy GEN 0: General Terms and Definitions for a list of general terms
and definitions.
Definitions specific to this policy:
“Academic staff” means professional and administrative personnel with duties, and subject to types of
appointments, that are primarily associated with higher education institutions or their administration
but does not include faculty and university staff.
“Compensatory time” means paid time off the job which is earned and accrued by an employee in lieu
of immediate cash payment for employment in excess of the statutory hours for which overtime
compensation is required by Section 7 of the FLSA.
“Fair Labor Standards Act of 1938 (FLSA)” is a Federal law, 28 U.S.C. 201 et seq. Among other
things, it requires premium payment, or overtime, to employees of an organization who work in
excess of forty hours in a week. The FLSA provides the necessary characteristics of a position
exempted from overtime requirements.
“Incumbent employee,” as referred to in this policy, means any employee holding a classified FLSA
exempt position on June 30, 2015.
“Position” means a group of duties and responsibilities which require the services of an employee on
a part-time or full-time basis.
“Premium rate” means the straight rate plus .5 times the regular rate paid the employee.
“University staff” means the university workforce who contribute in a broad array of positions in
support of the university’s mission and are not exempt (hourly) from the overtime provisions of the
Fair Labor Standards Act.
[Note: All FLSA exempt employees holding positions in the State of Wisconsin “classified” service
as of June 30, 2013 are given the choice to remain in the university staff for as long as they retain
their existing positions, or to voluntarily be reassigned to a position that the institution has designated
as either an academic staff or limited appointment position – see UPS Operational Policy TR 3:
Voluntary Reassignment].
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4. POLICY:
It is the policy of the University of Wisconsin System to appropriately designate employees as FLSA
exempt or nonexempt. Compliance with the FLSA requires periodic review of whether employees
have been correctly designated as exempt or nonexempt. Attachment 5 is a worksheet that should be
used when such reviews are conducted.
5. RELATED DOCUMENTS:
Chapter 520 of the Wisconsin Human Resources Handbook
U.S. Department of Labor’s FLSA Advisor and Fact Sheets (Attachments 1 through 4 are the DOL
fact sheets that provide information on the exemptions for executive, administrative, professional, and
computer employees.)
UW System FLSA Worksheet (Attachment 5)
6. POLICY HISTORY:
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U.S. Department of Labor
Wage and Hour Division
Fact Sheet #17B: Exemption for Executive Employees Under the Fair Labor
Standards Act (FLSA)
This fact sheet provides general information on the exemption from minimum wage and
overtime pay provided by Section 13(a)(1) of the Fair Labor Standards Act as defined by
Regulations, 29 CFR Part 541.
The FLSA requires that most employees in the United States be paid at least the federal
minimum wage for all hours worked and overtime pay at time and one-half the regular rate of
pay for all hours worked over 40 hours in a workweek.
However, Section 13(a)(1) of the FLSA provides an exemption from both minimum wage and
overtime pay for employees employed as bona fide executive, administrative, professional and
outside sales employees. Section 13(a)(1) and Section 13(a)(17) also exempt certain computer
employees. To qualify for exemption, employees generally must meet certain tests regarding
their job duties and be paid on a salary basis at not less than $455 per week. Job titles do not
determine exempt status. In order for an exemption to apply, an employee’s specific job duties
and salary must meet all the requirements of the Department’s regulations.
See other fact sheets in this series for more information on the exemptions for administrative,
professional, computer and outside sales employees, and for more information on the salary basis
requirement.
Executive Exemption
To qualify for the executive employee exemption, all of the following tests must be met:





The employee must be compensated on a salary basis (as defined in the regulations) at a
rate not less than $455 per week;
The employee’s primary duty must be managing the enterprise, or managing a
customarily recognized department or subdivision of the enterprise;
The employee must customarily and regularly direct the work of at least two or more
other full-time employees or their equivalent; and
The employee must have the authority to hire or fire other employees, or the employee’s
suggestions and recommendations as to the hiring, firing, advancement, promotion or any
other change of status of other employees must be given particular weight.

Primary Duty
“Primary duty” means the principal, main, major or most important duty that the employee
performs. Determination of an employee’s primary duty must be based on all the facts in a
particular case, with the major emphasis on the character of the employee’s job as a whole.
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Management
Generally, “management” includes, but is not limited to, activities such as interviewing,
selecting, and training of employees; setting and adjusting their rates of pay and hours of work;
directing the work of employees; maintaining production or sales records for use in supervision
or control; appraising employees’ productivity and efficiency for the purpose of recommending
promotions or other changes in status; handling employee complaints and grievances;
disciplining employees; planning the work; determining the techniques to be used; apportioning
the work among the employees; determining the type of materials, supplies, machinery,
equipment or tools to be used or merchandise to be bought, stocked and sold; controlling the
flow and distribution of materials or merchandise and supplies; providing for the safety and
security of the employees or the property; planning and controlling the budget; and monitoring or
implementing legal compliance measures.
Department or Subdivision
The phrase “a customarily recognized department or subdivision” is intended to distinguish
between a mere collection of employees assigned from time to time to a specific job or series of
jobs and a unit with permanent status and function.
Customarily and Regularly
The phrase “customarily and regularly” means greater than occasional but less than constant; it
includes work normally done every workweek, but does not include isolated or one-time tasks.
Two or More
The phrase “two or more other employees” means two full-time employees or their
equivalent. For example, one full-time and two half-time employees are equivalent to two fulltime employees. The supervision can be distributed among two, three or more employees, but
each such employee must customarily and regularly direct the work of two or more other fulltime employees or the equivalent. For example, a department with five full-time nonexempt
workers may have up to two exempt supervisors if each supervisor directs the work of two of
those workers.
Particular Weight
Factors to be considered in determining whether an employee’s recommendations as to hiring,
firing, advancement, promotion or any other change of status are given “particular weight”
include, but are not limited to, whether it is part of the employee’s job duties to make such
recommendations, and the frequency with which such recommendations are made, requested,
and relied upon. Generally, an executive’s recommendations must pertain to employees whom
the executive customarily and regularly directs. It does not include occasional suggestions. An
employee’s recommendations may still be deemed to have “particular weight” even if a higher
level manager’s recommendation has more importance and even if the employee does not have
authority to make the ultimate decision as to the employee’s change in status.
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Exemption of Business Owners
Under a special rule for business owners, an employee who owns at least a bona fide 20-percent
equity interest in the enterprise in which employed, regardless of the type of business
organization (e.g., corporation, partnership, or other), and who is actively engaged in its
management, is considered a bona fide exempt executive.
Highly Compensated Employees
Highly compensated employees performing office or non-manual work and paid total annual
compensation of $100,000 or more (which must include at least $455 per week paid on a salary
or fee basis) are exempt from the FLSA if they customarily and regularly perform at least one of
the duties of an exempt executive, administrative or professional employee identified in the
standard tests for exemption.
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U.S. Department of Labor
Wage and Hour Division
Fact Sheet #17C: Exemption for Administrative Employees Under the Fair
Labor Standards Act (FLSA)
This fact sheet provides general information on the exemption from minimum wage and
overtime pay provided by Section 13(a)(1) of the Fair Labor Standards Act as defined by
Regulations, 29 CFR Part 541.
The FLSA requires that most employees in the United States be paid at least the federal
minimum wage for all hours worked and overtime pay at time and one-half the regular rate of
pay for all hours worked over 40 hours in a workweek.
However, Section 13(a)(1) of the FLSA provides an exemption from both minimum wage and
overtime pay for employees employed as bona fide executive, administrative, professional and
outside sales employees. Section 13(a)(1) and Section 13(a)(17) also exempt certain computer
employees. To qualify for exemption, employees generally must meet certain tests regarding
their job duties and be paid on a salary basis at not less than $455 per week. Job titles do not
determine exempt status. In order for an exemption to apply, an employee’s specific job duties
and salary must meet all the requirements of the Department’s regulations.
See other fact sheets in this series for more information on the exemptions for executive,
professional, computer and outside sales employees, and for more information on the salary basis
requirement.
Administrative Exemption
To qualify for the administrative employee exemption, all of the following tests must be met:





The employee must be compensated on a salary or fee basis (as defined in the
regulations) at a rate not less than $455 per week;
The employee’s primary duty must be the performance of office or non-manual work
directly related to the management or general business operations of the employer or the
employer’s customers; and
The employee’s primary duty includes the exercise of discretion and independent
judgment with respect to matters of significance.

Primary Duty
“Primary duty” means the principal, main, major or most important duty that the employee
performs. Determination of an employee’s primary duty must be based on all the facts in a
particular case, with the major emphasis on the character of the employee’s job as a whole.
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Directly Related to Management or General Business Operations
To meet the “directly related to management or general business operations” requirement, an
employee must perform work directly related to assisting with the running or servicing of the
business, as distinguished, for example from working on a manufacturing production line or
selling a product in a retail or service establishment. Work “directly related to management or
general business operations” includes, but is not limited to, work in functional areas such as tax;
finance; accounting; budgeting; auditing; insurance; quality control; purchasing; procurement;
advertising; marketing; research; safety and health; personnel management; human resources;
employee benefits; labor relations; public relations; government relations; computer network,
Internet and database administration; legal and regulatory compliance; and similar activities.
Employer’s Customers
An employee may qualify for the administrative exemption if the employee’s primary duty is the
performance of work directly related to the management or general business operations of the
employer’s customers. Thus, employees acting as advisors or consultants to their employer’s
clients or customers — as tax experts or financial consultants, for example — may be exempt.
Discretion and Independent Judgment
In general, the exercise of discretion and independent judgment involves the comparison and the
evaluation of possible courses of conduct and acting or making a decision after the various
possibilities have been considered. The term must be applied in the light of all the facts involved
in the employee’s particular employment situation, and implies that the employee has authority
to make an independent choice, free from immediate direction or supervision. Factors to
consider include, but are not limited to: whether the employee has authority to formulate, affect,
interpret, or implement management policies or operating practices; whether the employee
carries out major assignments in conducting the operations of the business; whether the
employee performs work that affects business operations to a substantial degree; whether the
employee has authority to commit the employer in matters that have significant financial impact;
whether the employee has authority to waive or deviate from established policies and procedures
without prior approval, and other factors set forth in the regulation. The fact that an employee’s
decisions are revised or reversed after review does not mean that the employee is not exercising
discretion and independent judgment. The exercise of discretion and independent judgment must
be more than the use of skill in applying well-established techniques, procedures or specific
standards described in manuals or other sources.
Matters of Significance
The term “matters of significance” refers to the level of importance or consequence of the work
performed. An employee does not exercise discretion and independent judgment with respect to
matters of significance merely because the employer will experience financial losses if the
employee fails to perform the job properly. Similarly, an employee who operates very expensive
equipment does not exercise discretion and independent judgment with respect to matters of
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significance merely because improper performance of the employee’s duties may cause serious
financial loss to the employer.
Educational Establishments and Administrative Functions
The administrative exemption is also available to employees compensated on a salary or fee
basis at a rate not less than $455 a week, or on a salary basis which is at least equal to the
entrance salary for teachers in the same educational establishment, and whose primary duty is
performing administrative functions directly related to academic instruction or training in an
educational establishment. Academic administrative functions include operations directly in the
field of education, and do not include jobs relating to areas outside the educational
field. Employees engaged in academic administrative functions include: the superintendent or
other head of an elementary or secondary school system, and any assistants responsible for
administration of such matters as curriculum, quality and methods of instructing, measuring and
testing the learning potential and achievement of students, establishing and maintaining
academic and grading standards, and other aspects of the teaching program; the principal and any
vice-principals responsible for the operation of an elementary or secondary school; department
heads in institutions of higher education responsible for the various subject matter departments;
academic counselors and other employees with similar responsibilities. Having a primary duty of
performing administrative functions directly related to academic instruction or training in an
educational establishment includes, by its very nature, exercising discretion and independent
judgment with respect to matters of significance.
Highly Compensated Employees
Highly compensated employees performing office or non-manual work and paid total annual
compensation of $100,000 or more (which must include at least $455 per week paid on a salary
or fee basis) are exempt from the FLSA if they customarily and regularly perform at least one of
the duties of an exempt executive, administrative or professional employee identified in the
standard tests for exemption.
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U.S. Department of Labor
Wage and Hour Division
Fact Sheet #17D: Exemption for Professional Employees Under the Fair
Labor Standards Act (FLSA)
This fact sheet provides general information on the exemption from minimum wage and
overtime pay provided by Section 13(a)(1) of the Fair Labor Standards Act as defined by
Regulations, 29 CFR Part 541.
The FLSA requires that most employees in the United States be paid at least the federal
minimum wage for all hours worked and overtime pay at time and one-half the regular rate of
pay for all hours worked over 40 hours in a workweek.
However, Section 13(a)(1) of the FLSA provides an exemption from both minimum wage and
overtime pay for employees employed as bona fide executive, administrative, professional and
outside sales employees. Section 13(a)(1) and Section 13(a)(17) also exempt certain computer
employees. To qualify for exemption, employees generally must meet certain tests regarding
their job duties and be paid on a salary basis at not less than $455 per week. Job titles do not
determine exempt status. In order for an exemption to apply, an employee’s specific job duties
and salary must meet all the requirements of the Department’s regulations.
The specific requirements for exemption as a bona fide professional employee are summarized
below. There are two general types of exempt professional employees: learned professionals
and creative professionals.
See other fact sheets in this series for more information on the exemptions for executive,
administrative, computer and outside sales employees, and for more information on the salary
basis requirement.
Learned Professional Exemption
To qualify for the learned professional employee exemption, all of the following tests must be
met:






The employee must be compensated on a salary or fee basis (as defined in the
regulations) at a rate not less than $455 per week;
The employee’s primary duty must be the performance of work requiring advanced
knowledge, defined as work which is predominantly intellectual in character and which
includes work requiring the consistent exercise of discretion and judgment;
The advanced knowledge must be in a field of science or learning; and
The advanced knowledge must be customarily acquired by a prolonged course of
specialized intellectual instruction.
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Primary Duty
“Primary duty” means the principal, main, major or most important duty that the employee
performs. Determination of an employee’s primary duty must be based on all the facts in a
particular case, with the major emphasis on the character of the employee’s job as a whole.
Work Requiring Advanced Knowledge
“Work requiring advanced knowledge” means work which is predominantly intellectual in
character, and which includes work requiring the consistent exercise of discretion and
judgment. Professional work is therefore distinguished from work involving routine mental,
manual, mechanical or physical work. A professional employee generally uses the advanced
knowledge to analyze, interpret or make deductions from varying facts or
circumstances. Advanced knowledge cannot be attained at the high school level.
Field of Science or Learning
Fields of science or learning include law, medicine, theology, accounting, actuarial computation,
engineering, architecture, teaching, various types of physical, chemical and biological sciences,
pharmacy and other occupations that have a recognized professional status and are
distinguishable from the mechanical arts or skilled trades where the knowledge could be of a
fairly advanced type, but is not in a field of science or learning.
Customarily Acquired by a Prolonged Course of Specialized Intellectual Instruction
The learned professional exemption is restricted to professions where specialized academic
training is a standard prerequisite for entrance into the profession. The best evidence of meeting
this requirement is having the appropriate academic degree. However, the word “customarily”
means the exemption may be available to employees in such professions who have substantially
the same knowledge level and perform substantially the same work as the degreed employees,
but who attained the advanced knowledge through a combination of work experience and
intellectual instruction. This exemption does not apply to occupations in which most employees
acquire their skill by experience rather than by advanced specialized intellectual instruction.
Creative Professional Exemption
To qualify for the creative professional employee exemption, all of the following tests must be
met:



The employee must be compensated on a salary or fee basis (as defined in the
regulations) at a rate not less than $455 per week;
The employee’s primary duty must be the performance of work requiring invention,
imagination, originality or talent in a recognized field of artistic or creative endeavor.
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Invention, Imagination, Originality or Talent
This requirement distinguishes the creative professions from work that primarily depends on
intelligence, diligence and accuracy. Exemption as a creative professional depends on the extent
of the invention, imagination, originality or talent exercised by the employee. Whether the
exemption applies, therefore, must be determined on a case-by-case basis. The requirements are
generally met by actors, musicians, composers, soloists, certain painters, writers, cartoonists,
essayists, novelists, and others as set forth in the regulations. Journalists may satisfy the duties
requirements for the creative professional exemption if their primary duty is work requiring
invention, imagination, originality or talent. Journalists are not exempt creative professionals if
they only collect, organize and record information that is routine or already public, or if they do
not contribute a unique interpretation or analysis to a news product.
Recognized Field of Artistic or Creative Endeavor
This includes such fields as, for example, music, writing, acting and the graphic arts.
Teachers
Teachers are exempt if their primary duty is teaching, tutoring, instructing or lecturing in the
activity of imparting knowledge, and if they are employed and engaged in this activity as a
teacher in an educational establishment. Exempt teachers include, but are not limited to, regular
academic teachers; kindergarten or nursery school teachers; teachers of gifted or disabled
children; teachers of skilled and semi-skilled trades and occupations; teachers engaged in
automobile driving instruction; aircraft flight instructors; home economics teachers; and vocal or
instrument music teachers. The salary and salary basis requirements do not apply to bona fide
teachers. Having a primary duty of teaching, tutoring, instructing or lecturing in the activity of
imparting knowledge includes, by its very nature, exercising discretion and judgment.
Practice of Law or Medicine
An employee holding a valid license or certificate permitting the practice of law or medicine is
exempt if the employee is actually engaged in such a practice. An employee who holds the
requisite academic degree for the general practice of medicine is also exempt if he or she is
engaged in an internship or resident program for the profession. The salary and salary basis
requirements do not apply to bona fide practitioners of law or medicine.
Highly Compensated Employees
Highly compensated employees performing office or non-manual work and paid total annual
compensation of $100,000 or more (which must include at least $455 per week paid on a salary
or fee basis) are exempt from the FLSA if they customarily and regularly perform at least one of
the duties of an exempt executive, administrative or professional employee identified in the
standard tests for exemption.
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U.S. Department of Labor
Wage and Hour Division
Fact Sheet #17E: Exemption for Employees in Computer-Related
Occupations Under the Fair Labor Standards Act (FLSA)
This fact sheet provides general information on the exemption from minimum wage and
overtime pay for employees in the computer field under Sections 13(a)(1) and 13(a)(17) of the
FLSA and Regulations 29 CFR Part 541.
The FLSA requires that most employees in the United States be paid at least the Federal
minimum wage for all hours worked and overtime pay at time and one-half the regular rate of
pay for all hours worked over 40 hours in a workweek.
However, Section 13(a)(1) and Section 13(a)(17) of the FLSA provide an exemption from both
minimum wage and overtime pay for computer systems analysts, computer programmers,
software engineers, and other similarly skilled workers in the computer field who meet certain
tests regarding their job duties and who are paid at least $455 per week on a salary basis or paid
on an hourly basis, at a rate not less than $27.63 an hour.
Job titles do not determine exempt status. In order for this exemption to apply, an employee’s
specific job duties and compensation must meet all the requirements of the Department’s
regulations. The specific requirements for the computer employee exemption are summarized
below.
See other fact sheets in this series for more information on the exemptions for executive,
administrative, professional, and outside sales employees, and for more information on the salary
basis requirement.
Computer Employee Exemption
To qualify for the computer employee exemption, the following tests must be met:






The employee must be compensated either on a salary or fee basis at a rate not less than
$455 per week or, if compensated on an hourly basis, at a rate not less than $27.63 an
hour;
The employee must be employed as a computer systems analyst, computer programmer,
software engineer or other similarly skilled worker in the computer field performing the
duties described below;
The employee’s primary duty must consist of:
1. The application of systems analysis techniques and procedures, including
consulting with users, to determine hardware, software or system functional
specifications;
2. The design, development, documentation, analysis, creation, testing or
modification of computer systems or programs, including prototypes, based on
and related to user or system design specifications;
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3. The design, documentation, testing, creation or modification of computer
programs related to machine operating systems; or
4. A combination of the aforementioned duties, the performance of which requires
the same level of skills.
The computer employee exemption does not include employees engaged in the manufacture or
repair of computer hardware and related equipment. Employees whose work is highly dependent
upon, or facilitated by, the use of computers and computer software programs (e.g., engineers,
drafters and others skilled in computer-aided design software), but who are not primarily
engaged in computer systems analysis and programming or other similarly skilled computerrelated occupations identified in the primary duties test described above, are also not exempt
under the computer employee exemption.
Primary Duty
“Primary duty” means the principal, main, major or most important duty that the employee
performs. Determination of an employee’s primary duty must be based on all the facts in a
particular case, with the major emphasis on the character of the employee’s job as a whole.
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UW SYSTEM FLSA WORKSHEET
EMPLOYEE:

Click here to enter text.

JOB TITLE:

Click here to enter text.

Date of the FLSA Review:

Click here to enter text.

Answer yes or no to the questions below. Any no answer to the Test 1 or Test 2 questions makes the
position nonexempt.
TEST 1: SALARY LEVEL
Is the employee’s salary greater than $455 per week (or $23,660 annually)?
☐Yes ☐No

Comments: Click here to enter text.

TEST 2: SALARY BASIS
Does the employee receive a predetermined, fixed salary that is not subject to reduction due to variations
in hours of work?
☐Yes ☐No

Comments: Click here to enter text.

TEST 3: JOB DUTIES
In order to be exempt, the employee must meet all of the criteria in at least one of the below-listed
exemption categories. Any no answer makes the position nonexempt.
Exemption for Executive Employees
Is the employee’s primary duty managing the UW System institution or a subdivision of the institution?
☐Yes ☐No

Comments: Click here to enter text.

If the employee’s primary duty is performing exempt work, does the employee devote no more than 20
percent of work time to activities that are not directly and closely related to exempt work?
☐Yes ☐No

Comments: Click here to enter text.

Does the employee customarily and regularly direct the work of at least two full-time employees or the
equivalent (i.e., two FTEs)?
☐Yes ☐No

Comments: Click here to enter text.

Does the employee have the authority to hire or fire other employees, or are the employee’s
recommendations as to the hiring, firing, promotion or any other change in status given particular weight?
☐Yes ☐No

Comments: Click here to enter text.

Exemption for Administrative Employees
Is the employee’s primary duty the performance of office or non-manual work directly related to the
management or general business operations of the institution?
☐Yes ☐No
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If the employee’s primary duty is performing exempt work, does the employee devote no more than 20
percent of work time to activities that are not directly and closely related to exempt work?
☐Yes ☐No

Comments: Click here to enter text.

Does the employee’s primary duty include the exercise of discretion and independent judgment with
respect to matters of significance?
☐Yes ☐No

Comments: Click here to enter text.

Exemption for Professional Employees
Is the employee’s primary duty the performance of work requiring advanced knowledge OR the
performance of work requiring invention, imagination, originality or talent in a recognized field of artistic or
creative endeavor?
☐Yes ☐No

Comments: Click here to enter text.

If the employee’s primary duty is performing exempt work, does the employee devote no more than 20
percent of work time to activities that are not directly and closely related to exempt work?
☐Yes ☐No

Comments: Click here to enter text.

Is the employee’s advanced knowledge in a field of science or learning?
☐Yes ☐No

Comments: Click here to enter text.

Is the employee’s advanced knowledge customarily acquired by a prolonged course of specialized
intellectual instruction?
☐Yes ☐No

Comments: Click here to enter text.

Exemption for Computer-Related Employees
If the employee is compensated on a salary basis, is he or she compensated at a rate not less than $455
per week? Or if compensated on an hourly basis, is he or she compensated at a rate not less than less
than $27.63 an hour?
☐Yes ☐No

Comments: Click here to enter text.

Is the employee employed as a computer systems analyst, computer programmer, software engineer, or
other similarly skilled worker in the computer field performing the duties described below as his or her
primary duties?
 The application of systems analysis techniques and procedures, including consulting with users,
to determine hardware, software or system functional specifications;
 The design, development, documentation, analysis, creation, testing or modification of computer
systems or programs, including prototypes, based on and related to user or system design
specifications;
 The design, documentation, testing, creation or modification of computer programs related to
machine operating systems; or
 A combination of aforementioned duties, the performance of which requires the same level of
skills.
☐Yes ☐No

UPS OP: HR 4

Comments: Click here to enter text.

Page 16 of 16

