G-109:  Position Classifications and Job Descriptions  

Approved by:  Governing Council


Effective Date:  June 13, 2005

Revision Date(s):  



POLICY:
Each position in East Mountain High School shall have a classification and attendant compensation consistent with the type and extent of its duties and responsibilities.  East Mountain High School shall be in compliance with all applicable federal and state legal requirements.  All new and existing positions shall have approved job descriptions.


PROCEDURES:



Position Classifications:

1. Salaried employees are classified as exempt from overtime.

2. Hourly employees are “non-exempt” and are entitled to overtime compensation or compensating time off.  

A.  All overtime must have prior approval of the Principal.

B. Compensating time off must be taken within 30 days of the overtime.

Job Descriptions: 

All school employees will have job descriptions to ensure that each employee, his/her respective supervisor(s) and others are aware of the essential duties and responsibilities of the employee’s position; and to assure that each employee understands the basis, in part, upon which she/he will be evaluated.

1. The HR Manager in coordination with the Principal shall maintain and update all job descriptions.

2. The Principal will give each employee a copy of his/her job description upon employment or at anytime his/her duties are modified.  

3. A copy of the job description related to a position being advertised will be given to any applicant upon request.  
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