Human Resources

PoLICY 3.1.3 - EMPLOYEE CLASSIFICATION

PURPOSE

The purpose of this policy is to establish definitions for each employment category at Haywood
Community College.

SCOPE

This policy applies to all employees who perform work or provide services to the College.

DEFINITIONS

College Employee Classifications

College employees are individuals directly hired, managed, and compensated by the College.

Workload Classification

A. Full-Time Employee - An individual employed 40 hours per week.
B. Part-Time Employee - An individual employed for 29 hours or fewer per week or 129 hours
per month.

Status Classification

A. Regular Employee - An individual hired on an ongoing basis.

B. Temporary Employee - An individual hired for a short-term assignment or project-based
role with a specific end date (usually for less than 6 months except in extraordinary
circumstances).

Pay Classification

A. Exempt Employee - An individual exempt from the overtime provisions of the Fair Labor
Standards Act (FLSA), generally in executive, administrative, professional, or instructional
roles.

B. Non-Exempt Employee - An individual subject to the overtime provisions of Fair Labor
Standards Act (FLSA), generally these are employees engaged in technical,
paraprofessional, secretarial and clerical roles.
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Neither titles nor positions may be used in determining an employee’s exemption
status. An employee’s exemption status is based on assigned duties, responsibilities,
and, in some instances, the rate of pay.

Employment Classification

A. Staff - Anindividual whose primary role is administrative, operational, technical, or
support-based.

B. Faculty - Anindividual whose primary role is teaching, academic leadership, or
instructional program coordination.

a. Curriculum Faculty - An individual whose primary area is related to providing
instruction in a curriculum—structured program leading to formal credentials
(degrees, diplomas, and certificates) that are typically credit-bearing and are
recognized by institutional and program accreditation bodies.

b. Workforce Continuing Education Faculty- An individual whose primary area is
related to providing instruction in Continuing Education, Career and College
Readiness, Public Safety, Human Resources Development, and Community
Service. Programs are often focused on workforce training, professional
development, personal enrichment, or lifelong learning which may result in
certificates or industry-recognized credentials.

C. Student Worker - A Student enrolled at the College who is employed in a part-time,
temporary role through a work-study program or institutional employment opportunity.

Other Classifications

A. Teaching- A designation for a staff or faculty member currently assigned instructional
responsibilities for one or more courses.

B. Adjunct- A part-time, temporary instructor hired to teach courses on a semester-by-
semester basis.

C. Supervisor-Any College Employee responsible for overseeing, directing, or evaluating the
work of one or more employees.

Employee Type Definitions

Full-time Regular Employee

An individual who holds a college-designated full-time regular position with benefits. All full-time
regular positions are classified as either exempt or non-exempt.
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Part-time Regular Employee

An individual who holds a college-designated part-time regular position. Part-time regular
employees should not exceed 129 hours per month unless specifically approved by their
supervisor. Part-time regular employees who exceed certain thresholds of hours per month may
become subject to ACA measurement period for purposes of health insurance (certain conditions
may apply). All part-time regular positions are classified as either exempt or non-exempt.

Full-time Temporary Employee

An individual who holds a college-designated full-time temporary position. Employees in this
category are eligible for the State Health Plan’s High-Deductible Health Plan on a fully contributory
basis. These employees are not eligible for retirement benefits or longevity. All full-time temporary
positions are classified as exempt or non-exempt.

Part-time Temporary Employee

An individual who holds a college-designated part-time temporary position. Part-time temporary
employees should not exceed 129 hours per month unless specifically approved by their
supervisor. Part-time temporary employees who exceed certain thresholds of hours per month may
become subject to ACA measurement period for purposes of health insurance (certain conditions
may apply). All part-time temporary positions are classified as either exempt or non-exempt.

RESPONSIBILITIES

A. Human Resources: Responsible for classifying employees according to this policy,
ensuring compliance with federal and state labor laws, and maintaining accurate records.

B. Employees: Responsible for understanding their employment classification and adhering
to applicable policies and procedures.

POLICY LIFECYCLE AND REFERENCES

Adopted: 2017-02-06
Revised: 2025-10-02
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