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	Policy:
	

	
	There will be three types of employees. These employment types include:
· Non-exempt: These are employees paid an hourly rate. This includes an overtime rate which is defined as 1.5 times the employee’s hourly rate. This will pay after an employee reaches 40 hours in one week. 
· Exempt: These employees are not an hourly paid employee. These are considered administrative positions and paid on a salary basis. 
· 1099: These employees are contractors and only some company policies apply.
All overtime is paid based on local and national laws. The company will work to have minimal overtime requirements. 
All employees will have an introductory period of 90 days. During this time, managers and employees should be working through the orientation phase and becoming familiar with coworkers. The employee should feel free to ask questions and managers may feel it necessary to provide a 90-day evaluation. 
ACH will perform annual performance reviews for all employees. During the reviews the manager or designee will fill out the performance report and arrange a meeting with the employee. These performance reviews will be used to recognize employee accomplishments and identify areas of improvement. An annual increase in wages may not occur but at one year an increase in wages will be evaluated. All merit increases will be based on performance. The performance evaluations should never be a surprise, and managers should be consistently providing feedback and setting objectives.
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