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Note: the policy on mileage reimbursement, compensation 
for the use of your vehicle, is found in the Employee 
Handbook (Feb. 2009.) This policy concerns payment for 
your time while traveling, attending conferences, meetings, 
etc. which you are required to attend as a part of your job. 
 
Policy: from time to time employees may be required to 
attend meetings, training sessions, or other activities which 
extend their hours of work beyond their normal workday. 
Exempt employees (See the FLSA overtime compensation 
policy for definitions) are not compensated for this extra 
time, as their pay anticipates that they will do this 
frequently.  
 
Non-exempt employees will be compensated as follows: 

• If the event is in the City travel time to and from it 
shall be regarded as the normal travel time to and 
from work daily and will not be compensated.  

• If time at the event extends beyond the normal 
workday such time should be reported by you as 
additional time worked and you will be compensated 
according to the FLSA Overtime Compensation Policy. 

• If the event is outside of the City, travel time, by car, 
directly to or from the event site is counted as time 
worked, less any time spent on rest breaks, or meals. 
Time at he event is also time worked, again less meal 
and break periods. Time during multi-day events will 
be assumed to be normal workdays unless evidence is 
provided of longer time worked. Time spent as a 
passenger on an airplane, bus or train does not count 
as time worked, however you may count the time to 
and from the airport, bus terminal or train station. 
Time at the destination counts as time worked only 



when at the event itself. Time from airports, to hotels, 
at hotels, touring, etc., is not time worked.  Employees 
should report their time and will be compensated per 
the FLSA Overtime Compensation Policy. If their are 
special circumstance where the applications of these 
rules is unclear the employee should discuss the 
proper time card reporting procedure with the Payroll 
Specialist or Finance Director.  
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