BERGAILA AND ASSOCIATES, INC.
Payroll & Sick leave policy

Exempt Employees

It is the policy of Bergaila & Associates to establish the time and duration of working hours as required by work load and production flow, customer service needs, the efficient management of human resources, and any applicable law.  Employee work hours will be established by their immediate supervisor.  

Certain personnel employed in executive, administrative, professional, outside sales, and computer-related capacities, and certain highly compensated employees generally are exempt from the provisions of the Fair Labor Standards Act.  These employees are not required to fill out hourly time records but must account for daily attendance for the prupose of allocation of employee time for client billing purposes.  In addition, exempt employees are not required to receive overtime compensation, but may be paid for additional hours.  Further, those exempt employees paid on a salary basis will not have deductions made from their salary except as allowed by law.  Concerns about payroll deductions may be discussed with Liz Gray at 281-496-0803.

Exempt salaried employees who complete a six month waiting period (the “Waiting period”) will begin to accrue sick leave at a rate of .77 hours of paid sick leave (equal to 40 hours per year) for each workweek that the exempt salaried employee works. Bergaila and Associates, Inc. will deduct from an employee’s salary for each full day of absence caused by sickness where the employee’ s absence occurs during the Waiting Period or after the employee has exhausted his paid sick leave.

In order to qualify for sick leave pay, an employee must notify his supervisor before commencement of his work day, or as soon thereafter as possible, that he will be unable to work because of sickness. In addition, for accounting purposes all exempt employees shall report the hours taken off for sickness on their time slips submitted to Bergaila and Associates, Inc. A doctor’s slip stating the nature of the illness, the treatment, and the feasibility of the employee’s return to work may be required at Bergaila and Associates, Inc.’s discretion.
Your employment as a salaried exempt employee will be consistent with the Fair Labor Standards Act and other federal and state laws and regulations


Sick leave is a time off policy and cannot be converted to cash. Exempt salaried employees cannot accrue sick leave from year to year and are not entitled to payment for unused sick leave. Unused sick leave will be forfeited at the end of each Employment year and upon the employee’s termination from employment.
