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RULE IV:

B. EXPLANATION OF TYPES OF CLASSIFICATIONS 

Classifications are divided into two types – Basic Classifications and Standard Exception Classifications.

1. Basic Classifications

Basic classifications describe the business of an employer, such as:

Business Classification

Manufacture of a Product 2883 “Furniture Mfg. NOC – Wood”

A Process 3372 “Electroplating”

Construction or Erection 5057 “Iron or Steel Erection NOC”

A General Type or Character of Business 7998 “Hardware Store – Retail”

A Service 9586 “Barber Shop”

2. Standard Exception Classifications

Standard exception classifications describe those occupations that are common to many businesses.  
Employees within the definition of a standard exception classification are not included in a basic 
classification unless the basic classification wording specifically includes those employees.  The 
standard exception classifications are defined below:

a. “Clerical Office Employees NOC” – Code 8810 – are employees whose duties include 
the creation or maintenance of financial or other records of the employer, the handling of 
correspondence, technical drafting, telephone work which includes sales by phone, and 
any other related duties, provided the employee is not:

i. regularly or frequently exposed to an operative hazard of the business;
ii. a stock or tally clerk whose work is necessary, incidental, or part of any other 

operation of the business other than clerical office;
iii. a cashier in a store whose duties include the handling of merchandise or is 

otherwise exposed to the store operations; or
iv. an executive officer, outside salesperson, or representative.

If the employee performs any of the duties described in (i), (ii), (iii), or (iv) above, then 
the entire payroll of the employee is assigned to the carrier’s highest rated classification 
of work to which the employee is exposed.



A clerical office is a work area separated by floors and walls and is distinguishable from 
all other work areas and hazards of the employer.

b. “Telecommuter Clerical Employees” – Code 8871  are employees whose duties include 
the creation or maintenance of financial or other records of the employer, the handling of 
correspondence, technical drafting, telephone work which includes sales by phone, and 
any other related duties of the employer from their residence office provided the 
employee is not:

i. regularly or frequently exposed to an operative hazard of the business;
ii. a stock or tally clerk whose work is necessary, incidental, or part of any other 

operation of the business other than clerical office;
iii. a cashier in a store whose duties include the handling of merchandise or who is 

otherwise exposed to the store operation; and
iv.

an executive officer, outside salesperson, or representative.
If the employee performs any of the duties described in (i), (ii), (iii), or (iv) above, 
then the entire payroll of the employee is assigned to the carrier’s highest rated 
classification of work to which the employee is exposed.

A residence office is a clerical work area located in the dwelling of the clerical 
telecommuter employee or telecommuter drafting employee.  The dwelling of the 
employee must be separate and distinct form the location of the employer.

Special Conditions

The payroll of clerical office employees on a multiple classification risk, in which one or more 
classifications specifically include “clerical” and others do not, shall be assigned to the predominant 
classification to which their work pertains if such classification includes clerical, otherwise to Code 
8810.

If an employer conducts an operation that includes clerical, such clerical employees would be 
inclusive under that class.  However, if the employer also conducts another business operation, at the 
same or another location, that would otherwise be subject to Code 8810, then Code 8810 applies to the 
additional business.

In the case of a classification which specifically includes clerical office employees, such employees 
shall be included under that classification regardless of whether their work is conducted at the same or 
a separate location.

If a classification includes clerical office employees in its phraseology, Code 8871 “Clerical 
Telecommuter Employees” cannot be assigned to such employees even if such work is performed 
from their residence office.  The payroll of clerical telecommuter employees, on a multiple 
classification risk, in which one or more classifications specifically include “clerical” and others do 
not, shall be assigned to the predominant classification to which their work pertains if such 
classification includes clerical, otherwise to Code 8871.

Clerical telecommuter employees and telecommuter drafting employees must spend more than 50 
percent of their time performing clerical or drafting functions at their residence office to qualify for 
Code 8871.  If more than 50 percent of their time is spent performing clerical or drafting functions at 
the employer’s place of business, then Code 8810 would apply to the work they perform.



a. “Drivers, Chauffeurs and Helpers NOC – Commercial” – Code 7380  are employees 
engaged principally (more than 50% of their time) in such duties on or in connection with a 
vehicle.  This classification also includes garage employees and employees using bicycles in 
their operations.

b. “Salespersons, Collectors or Messengers – Outside” – Code 8742 are employees who 
perform these duties away from the employer’s premises.  It shall not be assigned to employees 
who deliver or pick up goods.  Employees who deliver merchandise by vehicle shall be 
classified as route salespersons or drivers.  If they walk or use public transportation, they shall 
be assigned to the classification to which such delivery of merchandise is incidental.

c. “Route Salespersons and Route Supervisors” – Code 8751 are employees who cover sales 
routes in vehicles, including private passenger automobiles, for soliciting orders and, in addition 
to these sales activities, also deliver all or part of the merchandise they themselves have sold.  
This classification shall also include route supervisors and incidental garage employees.  This 
classification does not apply to any employee who delivers merchandise which has been sold on 
the premises of the employer or by any other employee than the one who makes the delivery.  
This classification shall not be assigned in connection with any manual classification which 
specifically includes salespersons or drivers.

d. “Executive Officers – NOC – Not Foremen, Workers or Outside Salespersons” – Code 
8809 This classification is applicable to executive officers of a corporation, appointed in 
accordance with the charter or bylaws of such corporation, whose duties are of an executive, 
clerical or supervisory character.  This classification shall not apply to any executive officer 
who regularly and frequently performs duties which are ordinarily undertaken by a foreman, 
worker or outside salesperson.

3. Inclusions

a. Some operations appear to be separate businesses, but are included within the scope of 
classifications other than the standard exception classifications.  These operations are called 
general inclusions and are not separately classified unless specifically directed by classification 
wording. They include the following:

i. Cafeterias, restaurants, stores, or day care centers operated by the employer for the 
employees’ use only.  If these operations are conducted in connection with 
construction, erection, lumbering or mining operations they must be separately 
classified.

ii. Manufacturing of containers such as bags, barrels, bottles, boxes, cans, cartons or 
packing cases for sole use in their own operations.

iii. Hospitals or medical facilities operated by the employer for its employees.
iv. Maintenance or repair and/or cleaning of the employer’s buildings, vehicles or 

equipment when performed by employees of an employer.
v. Printing by the employer on its own products.

vi. Stevedoring and tallymen, or checking clerks.
vii. Research laboratories operated by the employer to develop, test and/or improve 

products manufactured by the employer.
viii. Examining and/or inspecting products manufactured by the employer (quality 

control).
ix. Warehousing

A. A warehouse operated by a mercantile risk as a distributing point for 
merchandise which is used principally for its stores located in New York 
State shall be assigned to the governing classification of the stores served.

B. A warehouse used primarily for the distributing point for merchandise to the 
employer’s stores located outside of New York State shall be assigned to the 
appropriate wholesale store classification.



x. Tools, dies, molds or fixtures made and/or repaired by an insured that are used in 
the insured’s product manufacturing operations.

xi. Aircraft travel by employees, other than members of the flying crew, including 
employees whose payroll is assigned to the Standard Exception Classifications.

xii. Security guards protecting their employer’s premises and property.
xiii. Counter personnel, cashiers, and service writers.

b. Some employees may perform general inclusion duties for more than one basic classification. A 
general inclusion operation shall be separately classified only if any one of the following 
conditions apply:

i. The operation is conducted as a separate and distinct business of the employer as provided 
in Section (E)(3) of this Rule; or

ii. The operation is specifically excluded in the classification wording; or
iii. The principal business is described by a standard exception classification.

4. Exclusions

Some operations in a business are so unusual that they are excluded from basic classifications.  They 
are classified separately unless specifically included in the basic classification wording.  These 
operations are called general exclusions and are:

a. Aviation – all operations of the flying and ground crews.
b. Sawmill operations – sawing logs into lumber by equipment such as circular carriage or band 

carriage saws, including operations of the sawmill.
c. New construction work including erection of permanent new buildings or additions to existing 

buildings.
d. Alterations of existing buildings, including structural alterations, erection, removal of interior 

walls, partitions, or store fronts.
e. Extraordinary repairs such as installation or replacement of heating, plumbing or electrical 

wiring systems.
f. Installation of machinery, equipment, or fixtures in premises not previously occupied or 

operated by the employer.
g. Painting in connection with any of the foregoing items.

5. Locations where all business operations are subject to standard exception classifications

If an employer has a separate location at which the only employees engaged in business operations of 
the employer are subject to standard exception classifications, all other business operations being 
performed away from such location, the following operations, which are normally treated as general 
inclusions, shall be separately rated under the appropriate manual classifications describing such 
operations provided such operations are wholly incidental to the work performed at such location:

a. maintenance or ordinary repair of employer’s building or equipment;
b. restaurants; and
c. hospitals or dispensaries.

If any operation specified under 5(a), (b), or (c) above which is performed at such location is 
incidental in whole or part to any other operation of the employer, it shall be treated as a general 
inclusion in the usual way.
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