Administration Exemption Compliance Checklist


Southern University
Human Resource Services

FLSA Compliance Checklist

Administrative Exemption

	Employee Name:
	
	Dept:
	

	Supervisor Name:
	
	Pos#:
	

	Job Title:
	
	Class. or Uncl?:
	


If the questions 1, 2 & 3 or questions 1 & 4 are answered “yes,” then the employee meets the administrative exemption test.

1. Does the employee receive a salary of at least $455 per week?






□
Yes


□
No

a. Salary means employee regularly receives a predetermined amount each pay period for work he/she performs any week.

b. Salary must be exclusive of board, lodging or other facilities.

c. Salary may not be subject to reductions based on variations in the quality or quantity of work.

2. Does the employee’s primary duty consist of the performance of office or non-manual work directly related to the management policies or general business operations (i.e. administrative work) of the University, as opposed to work primarily involving production or sales of goods or services?






□
Yes


□
No

a. To meet this requirement, a 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.
b. You should first identify the service(s) provided, and then determine whether the employee’s work primarily involved “producing” the product or “delivering” the service.

c. The administrative operations of the business include:





Finance








□
Yes


□
No




Accounting/Tax






□
Yes


□
No




Budgeting







□
Yes


□
No




Auditing







□
Yes


□
No




Purchasing







□
Yes


□
No




Advertising/Marketing




□
Yes


□
No




Research







□
Yes


□
No




Safety & Health






□
Yes


□
No




Human Resources/Benefits



□
Yes


□
No




Public/Government Relations


□
Yes


□
No




Computer Network





□
Yes


□
No




Internet & Database Administration

□
Yes


□
No




Legal & Regulatory Compliance


□
Yes


□
No
d. Administrative duties do not include routine or structured tasks such as bookkeeping, data tabulation, or clerical duties.

e. The administrative work must be of substantial importance to the management or operations of the University, such as work affecting the development of policies or responsibilities to execute or carry out policy.

f. To qualify as a primary duty, the employee’s principal or most important duty must involve performing the high-level administrative functions.

g. When an employee spends less than the majority of his/her time performing high-level administrative functions, the employee may still qualify under the administrative exemption if:

i. the relative importance of the high-level administrative duties if greater than the other duties;

ii. the employee frequently exercises discretionary powers;

iii. the employee is relatively free form supervision;

iv. the employee’s salary is distinguishable from the wages paid to other employee’s who perform the same kind of non-exempt work.
3. Do the employee’s duties include work requiring the exercise of discretion and independent judgment?






□
Yes


□
No
a. The employee must exercise discretion and independent judgment with respect to matters of significance as opposed to daily routine decisions.

b. Independent judgment and discretion involves the comparison and evaluation of possible courses of conduct and having the authority to make an independent choice, free from immediate direction with respect to matters of significance.  It also does not include the use of manuals, guidelines or software packages to make determinations.

c. The exercise of independent judgment and discretion does not include the use of skill in applying techniques, procedures or specific standards.







□
Yes


□
No
i. Does the employee have authority to formulate, affect, interpret, or implement management policies or operating practices?  


□
Yes


□
No
ii. Does the employee carry out major assignments in conducting the operations of the University? 










□
Yes


□
No
iii. Does the employee perform work that affects operations to a substantial degree, even if the employee’s assignments are related to operation of a particular segment of the College? 







□
Yes


□
No
iv. Does the employee have authority to commit the employer in matters that have significant financial impact? 







□
Yes


□
No
v. Does the employee have authority to waive or deviate from established policies and procedures without prior approval? 




□
Yes


□
No
vi. Does the employee have authority to negotiate and bind the company on significant matters?









□
Yes


□
No
vii. Does the employee provide consultation or expert advice to management? 















□
Yes


□
No
viii. Does the employee participate in planning long or short term business objectives? 










□
Yes


□
No
ix. Does the employee investigate and resolve matters of significance on behalf of management? 









□
Yes


□
No
x. Does the employee represent the company in handling complaints, arbitrating disputes, or resolving grievances? 




□
Yes


□
No
xi. Does the employee make recommendations to management on policies and procedures? 









□
Yes


□
No
xii. Does the employee conduct independent investigation and resolution of issues without prior approval? 







□
Yes


□
No
xiii. Does the employee develop guidebooks, manuals, or other policies and procedures for the employer? 





□
Yes


□
No
xiv. Does the employee provide personnel responsibilities, troubleshooting, or problem solving activities on behalf of management?
□
Yes


□
No
xv. Does the employee advertise, do promotional work, or coordinate departments? 













□
Yes


□
No
xvi. Does the employee set requirements or other activities for, or on behalf of, the employer or students? 







□
Yes


□
No
d. Discretion and independent judgment is not:

i. Applying knowledge, following prescribed procedures of determining which procedures to follow;

ii. Determining whether specified standards have been satisfied, even if there is some leeway in reaching a conclusion;

iii. Performing, inspection functions by following established techniques and procedures with skills acquired through special training or experience;

iv. Formulating recommendations based upon the development of facts concerning conformity with a known standard;

v. Comparing items based upon established standards, known through experience or written manuals;

vi. Screening applicants or conducting interviews to determine satisfaction or certain minimum qualifications;

vii. Making decisions that do not commit the employer in substantial respects financially or otherwise;

4. Does the employee’s primary duty consist of the performance of office or non-manual work directly related to the academic instruction or training in an educational institution?







□
Yes


□
No
a. Academic administrative activities mean work directly related to the academic operations and academic functions of the institution, such as administration of curriculum, examination of quality and methods or instruction, measurement of learning potential and achievement, maintenance of academic and grading standards, and other aspects of the teaching program.

b. Academic administrative responsibilities to not include building management and maintenance, supporting the health of students, or activity performed by social workers, psychologists or dieticians.

Employee’s Signature:











 Date:






Supervisor’s Signature:











 Date:
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