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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Travel Time Pay Policy

[bookmark: _GoBack]The Company complies with federal law when determining what counts as hours worked when an employee travels.  [optional: Travel time may be paid at a different rate of pay than you are paid for actual work time.]  The following rules apply to travel situations:

Home to Work Travel: An employee who travels from home before the regular workday and returns to their home at the end of the workday is engaged in ordinary home to work travel, which is not work time. 

Home to Work on a Special One Day Assignment in Another City: An employee who regularly works at a fixed location in one city is given a special one day assignment in another city more than 30 miles away and returns home the same day. The time spent in traveling to and returning from the other city is work time, except that the Company may deduct/not count that time the employee would normally spend commuting to the regular work site. 

Travel that is All in a Day's Work: Time spent by an employee in travel as part of their principal activity, such as travel from job site to job site during the workday, is work time and will be counted as hours worked. 

Travel Away from Home Community: Travel that keeps an employee away from home overnight is travel away from home. Travel away from home is clearly work time when it cuts across the employee's workday. The time is not only hours worked on regular working days during normal working hours but also during corresponding hours on nonworking days. Traveling when the employee transports themself – rather than as a passenger – is paid time regardless of whether it cuts across the employee’s workday.  Finally, even if the employee is a passenger, anytime spent actually performing work will be considered work time; otherwise, only the time spent traveling during their normal work hours – even on a non-work day – will be considered work time.
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