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There are two types of employees under FLSA guidelines:
•

Non-exempt employees, who are covered by the FLSA’s minimum wage and overtime
provisions.

•

Exempt employees, who aren’t covered by the FLSA because they meet three
exemption criteria: (a) they are paid at least [$23,600] per year ([$455] per week), (b)
they are paid on a salary basis, and (c) they perform exempt job duties (“executive,”
“professional” and “administrative.”) Most employees must meet all three criteria to be
exempt.

If you are unsure as to whether you should be exempt or not, please ask HR to clarify your
status.
The FLSA excludes some types of jobs (e.g. railroad workers, truck drivers) because they are
covered by other federal laws. Some other workers, like outside salespeople, are excluded by
definition. Feel free to ask HR for clarifications any time.
Overtime
Occasionally, we may need you to work more than your regular working hours. We will pay
for overtime work according to local and national laws.
If you are a non-exempt employee, you are entitled to overtime pay of one and a half times
your wage. Please record your overtime hours accurately, so we can calculate your pay
correctly. We also ask you to work overtime ONLY after it’s authorized by your supervisor
to make our record-keeping easier.
Payroll
We pay your salary or wage on the 6th and 21st day of the month by direct deposit. If you are
an hourly employee, you should be diligent in clocking in and out/using our timesheet
software, so we can accurately calculate your pay.
Performance Management
We have built our performance management practices to:
•

Ensure you understand your job responsibilities and have specific goals to meet.

•

Provide you with actionable and timely feedback on your work.

•

Invest in development opportunities that help you grow professionally.

•

Recognize and reward your work in financial or non-financial ways (e.g. employee
awards.)

To meet these objectives, we have:
Established annual performance reviews. During these reviews, your manager will fill out
your performance evaluation report and arrange a meeting with you to discuss it. Through
these discussions, managers aim to recognize employees who are good at their jobs, identify

areas of improvement and talk about career moves. Pay increases or bonuses are not
guaranteed. But, we encourage managers to recommend rewards for their team members
when they deserve them. There won’t be any forced ranking or other comparison between
employees, as our goal is to help all employees improve and develop their careers.
Instructed all managers to meet with their team members once per week to provide
feedback and talk about their work and motivations. This way, you can receive feedback in a
timely manner and avoid surprises during your annual performance review.
How we expect managers to lead employees
If you manage a team, you are responsible for your team members’ performance. To conduct
effective regular meetings and performance evaluations, we expect you to:
•

Set clear objectives. Your team members should know what you expect of them. When
you first hire someone to your team, ensure they understand their job duties. Set specific
goals for each team member (and team-wide if applicable.) Revisit those goals during
annual performance reviews.

•

Provide useful feedback. During scheduled meetings with your team members, give
them both guidance and praise, as appropriate. Be fair and specific to help them
understand and implement your feedback.

•

Keep your team members involved. There should be two-way communication between
you and your team. Make your expectations clear, but always take your team members’
motivations and aspirations into account. Discuss training and development
opportunities that may interest your team members.

•

Keep logs with important incidents about each one of your team members. These logs
help you evaluate your team, but may also prove useful when rewarding, promoting or
terminating your team members.

Employee Training and Development
We owe our success to our employees. To show our gratitude, we will invest in
our employee’s professional development. We want employees to feel confident about
improving their efficiency and productivity. We also want to help our employees achieve
personal growth and success.

Educational Training (In-House)
Monarchs offers continuous professional training to all regular part-time and full-time
employees at NO additional cost to the employee and at an hourly compensation rate of
the State set minimum wage.

(see your Program Director for additional information, dates, times, and topics)
Apart from online courses, we offer these training opportunities:
•

Formal training sessions (individual or corporate.)

•

Employee coaching and mentoring.

•

Seats at industry conferences.

•

On-the-job training.

•

Job shadowing.

•

Job rotation.

Professional Training
Monarchs offers continuous professional training to all regular part-time and full-time
employees at NO additional cost to the employee and without the loss of compensation
for regularly scheduled hours.

Congress, courses, clinics, seminars:
• Have to be approved by the employer.
• 100% of the tuition cost is covered for part-time and full-time employees who have
completed the trial period (90 days).
• Directors shall provide a training clinic within a maximum four-week period after
congress with eligible employees at Monarchs.
• Note: Courses shall be completed outside of scheduled work hours. See your

supervisor for additional details.

Development is a collective process. Team members and managers should regularly discuss
learning needs and opportunities. And it’s HR’s responsibility to facilitate any development
activities and processes.

FURTHER READING
Explore the rest of our employee handbook template:
•

Employment Basics

•

Workplace Policies

•

Code of Conduct

•

Compensation and development

•

Benefits and Perks

•

Working Hours, PTO and Vacation

•

Employee Resignation and Termination

