Travel Time / Training Time Guidelines


Under ordinary circumstances, time spent traveling to and from work is not compensable.  However, travel time related to assignments which take the employee away from the regular workplace or which require an overnight stay is generally considered hours worked, must be paid and must be included when calculating overtime.

Commutes

· Time spent traveling to and from work is considered an employee’s commute. Commutes are generally not required to be paid, even if an employee is traveling to a different worksite than their normal workstation.

· If an employee travels to a worksite on a day outside their normal work schedule, commutes are not paid. For example, if an employee normally works Monday through Friday and travels to their workstation on a Saturday, their travel from home to work and back is not compensable.

Travel Between Worksites

· Where an employee is required to report to a particular location to pick up tools or co-workers, time spent traveling from that location to the job site is considered hours worked. 

· When an employee travels between multiple worksites in a day, time spent traveling between the worksites is considered hours worked. Travel from the employee’s home to the first worksite is generally considered a commute and is not compensable.

Special One-Day Assignments

· When an employee has a fixed official workstation and is sent to work on a special one-day assignment in another city, outside a 30-mile radius of the workstation. In this circumstance, the employee must be paid for travel time from the official workstation to the job site.  

· If an employee does not have a fixed work location, such as if they often work at different locations, they do not have to be paid for time spent traveling on a one-day assignment in another city.

Overnight Travel

· Whether a non-exempt employee is compensated for time away from home while on an overnight business trip or assignment is dependent upon the time of day the travel occurs and what activities take place during that travel.  

· Generally, if travel occurs during an employee’s normal work hours, then it must be paid, even if the travel occurs on a day outside the employee’s normal schedule.  
· An employee must be compensated for any work performed for the employer while traveling, even outside of normal working hours.  

· Not all time spent on a business trip is compensable.  For instance, any non-business meal period or times when an employee is allowed to sleep would not be considered hours worked and therefore not compensable.

· Any time the employee is required to drive is required to be paid, even if it is outside their normal work hours. If an employee is offered other transportation, such as traveling by bus or train, and the employee chooses to drive, only the time that would have been compensable had the employee accepted the other transportation must be paid.
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Time spent in meetings and training activities is generally considered hours worked and is compensable.

Such activities will not be considered hours worked if all four of the following criteria are met:

1. Attendance is outside the employee’s regular working hours;
2. Attendance is voluntary;
3. The course, lecture, or meeting is not directly related to the employee’s job;
4. The employee does not perform any productive work during attendance.

· Attendance is not voluntary if it is required or if the employee is led to believe that non-attendance would adversely affect job opportunities.

· Training is directly related to the employee’s job if it is designed to improve performance at the employee’s current job.  Training for a new job or an additional skill is not directly-related.

Time spent seeking legally-mandated licensure or certification is not considered hours worked, if it occurs outside normal working hours.
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