[image: image1.jpg]


HIGHLANDS FIRE DISTRICT
HUMAN RESOURCE POLICY GUIDELINES

CODE/TITLE:

30.04 Employment Categories

SECTION:
 
30.00 Compensation Administration

APPROVED:

04/19/05


I.
PURPOSE

To help provide guidelines for uniformity and equity in applying personnel policies and benefits.

II.
SCOPE

These categories and definitions apply to all employees of the District.

III.
POLICY

The District shall maintain standard definitions of employment status and shall classify employees for purposes of personnel administration and related payroll transactions according to the following definitions.

IV.
DEFINITIONS

A.
Exempt – Employees whose positions meet specific tests established by the Fair Labor Standards Act (FLSA) and are exempt from overtime pay requirements.

B.
Non-exempt – Employees whose positions do not meet FLSA exemption tests and are paid a multiple of their hourly wage for overtime hours worked (Note:  Non-exempt operations personnel receive overtime compensation for hours in excess of 182 hours per 24-day work period; non-exempt support personnel receive overtime for hours in excess of 40 hours per seven-day period).

C.
Operations personnel – Employees whose primary function is emergency incident response.

D.
Support personnel – All other employees, including Fire Officers assigned to a 40 hour workweek.

E.
Full-Time – Employees who, on a regular, continuous basis, may be scheduled to work 40 hours per seven-day period as support personnel or 192 hours per 24-day work period as operations personnel.

F.
Part-Time – Employees scheduled to work less than 40 hours per seven-day pay period on a regular, continuous basis.

G.
Volunteer Firefighter – Unpaid operations personnel who are used on an as needed basis to fill operations openings or to respond to incidents as required by call demand.

H.
Citizen Support – A person from the community who performs work for the district without monetary compensation. The primary duty is to provide non-operational services to support the mission of the district.
I. Seasonal or Temporary – Employees who are hired or appointed for a specific project or for a specific, limited time period.
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