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SUBJECT: TRAVEL TIME COMPENSATION POLICY
PURPOSE:

To provide uniform guidelines for the compensation of travel time for non-exempt
employees in accordance with federal and state law.

DEFINITION:

Compensated Travel Time - Time spent in travel as part of the City’s principal activity
for non-exempt employees that is, under federal or state law and this policy, determined
to be compensable.

POLICY:

Employees shall receive compensation for travel time only as required by federal and
state law and this policy. The following are guidelines for compensable and non-
compensable travel time.

1. Home-to-work travel

Home-to-work travel, as well as work-to-home travel, is not compensable. For
purposes of this policy, an employee is not at work until he/she reaches his/her
work site. If the employee is required to report at a meeting place, to receive
instructions or to pick up tools, employees, or equipment, or for any other business
related matter, before going to his/her work site, his/her compensated time begins
at the meeting place. If an employee, before arriving to his/her regular work site,
stops at another City site for his/her convenience, the time traveling from the other
City site to the work site is not compensable. If a van or carpool is organized for
commuting, the driver shall not be compensated for the time spent driving when the
arrangement is voluntary.

2. Driving City-owned vehicle

An employee who drives a City-owned vehicle is not entitled to compensation for
home-to-work travel and work-to-home travel if: (a) driving the City’s vehicle from
home to work and work to home is strictly voluntary and not a condition of
employment; (b) the vehicle involved is the type of vehicle that would normally be
used for commuting; the employee incurs no costs for driving the City vehicle or
parking it at the employee’s home or elsewhere; and (d) the work sites are within
the normal commuting area of the City. The use of City vehicles must be by mutual
agreement of the City and employee or the employee’s representative.
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