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MULTNOMAH COUNTY

DEPARTMENT OF COUNTY MANAGEMENT

 Travel Pay Guidelines for Supervisors 
These guidelines are intended to provide DCM supervisors with a reference tool when handling the travel pay issues that often arise when hourly employees are authorized to attend offsite training, seminars, conferences, or other work related events (hereinafter referred to as “training”).  
1. Prior Approval and Cost Savings
As part of the County’s goal to develop its employees and improve the performance of its workforce, supervisors will authorize, from time to time, their employees to attend offsite training events.  As a first step, the employee must have the appropriate prior written approvals before any funds are committed (per Administrative Procedure FIN-2).  Training and travel requests should be made well in advance to eliminate any confusion between the supervisor and the employee as to what will be considered paid work and travel time and as to which expenses will be considered reimbursable.  Travel and training requests should be submitted 30 days prior to the event.  Again, for complete details, see Administrative Procedure FIN-2.
Be Careful- “Approval” can include open invitations or suggestions for training, and the training time may still be compensable even though attendance is voluntary on the part of the employee.  The U.S. Department of Labor and Oregon’s BOLI apply the following criteria to determine whether an employee is or is not entitled to compensation for time spent training: 
I. Attendance is outside of regular working hours,

II. Attendance is voluntary- note:  FLSA regulation do not consider the attendance to be voluntary if “the employee is given to understand, or led to believe” that failure to attend given training would have a negative impact on his/her present working conditions or continued employment,

III. The Training is not directly related to regular work duties, and

IV. The employee does no productive work.

All four of the above criteria must be met in order for the time to be excluded from compensable hours.
If the department has not done so already, it is recommended they create a “Training Request” form.  This form would be an employee’s first step in seeking approval for offsite training.  A systematic approach will not only force management to communicate its travel conditions early on, it will eliminate the payment of unnecessary travel related expenses as well.  The DCM-HR Department recommends departments use the form below.
Supervisors are encouraged to offer training opportunities to their employees, but they should do so at the least cost to the County.  As long as the training opportunity is compensable, and in accord with the terms of the applicable labor agreement (for represented employees), management has the authority and the obligation to set the conditions of participation.  Management determines the method of travel, whether overnight lodging is permitted, the number of paid training hours, etc.  
Management can mandate training for represented employees, provided such training does not extend their established work schedules.  Remember, mandatory overtime for represented employees is not permitted under the terms of the labor agreement.

Again, it is important for Management to communicate its conditions clearly or else risk making subsequent travel related payments that could have been avoided.  
2. Pay For Time Spent Training
If authorized, attendance at such functions is paid work time but only for those hours the individual actually spends in the approved training.  This applies whether or not the activity occurs during normal work hours, after hours, or on weekends.  Consequently, activities outside the normal schedule could result in the payment of overtime to hourly (FLSA non-exempt) employees, if the total work hours for that week exceed forty, or the total hours for any particular day exceed 10 hours (8 hours for represented employees).  Any paid training time is added to the employee’s overall work time for purposes of calculating overtime for the week or day.

Lunch periods during outside training events are treated in the same manner as lunch periods during the normal work day:  Namely, they are unpaid lunch periods, provided the employee is free to do as s/he wishes.  Please note:  It does not make it a paid lunch period simply because a meal is provided.  The employee is free to take advantage of the meal or not.  On the other hand, if the employee is required to attend the luncheon, such as a working lunch, the meal period is compensable.  

As an aside, if a meal is included in the cost of the event, the employee cannot then claim reimbursement for an outside meal that s/he chose to have (both the time spent on the lunch break and the cost of the meal are not compensable).
Employees are expected to return (if practicable) to their normal work stations should the event not extend over their entire work shift.
FLSA exempt employees are not eligible for training related overtime pay, as they are not paid on an hourly basis.

3. Pay For Time Spent Traveling
The time an employee spends traveling to offsite activities is paid time under these following circumstances:
Special One-Day Assignments:
Travel to one-day assignments that are strictly local will not require the payment of any travel time.  Local travel is defined as travel that does not require the individual to drive more than 30 miles one-way from the traditional work site.  When an employee is authorized to attend an activity that is over 30 miles away from the traditional work site, however, the time spent in traveling to the activity is paid travel time.  For example, the time spent traveling by a Portland based employee to and from Salem would be paid time, while the time spent traveling to and from Beaverton would not.  This rule covers all travel that does not involve an overnight stay.  BOLI Technical Assistance FAQ’s.
Overnight Travel:
The rules for paid travel change when the travel involves an overnight stay.  In these cases, time spent traveling during normal work hours are paid, while time spent traveling outside of normal work hours are not.  The only exception permitting an employee to be compensated for overnight travel outside of normal work hours is when the employee is the actual driver of the vehicle or is actively engaged in doing work tasks.  Passengers, regardless of the mode of travel, are compensated only for travel time during normal work hours.  BOLI Technical Assistance FAQ’s.  Please note:  This particular rule applies seven (7) days a week.  So if your employee is normally scheduled 8:00 am to 5:00 pm, M-F, and she travels between the hours of 12:00 pm and 4:00 pm on a Saturday, then she would be paid for four (4) hours of travel pay, even though she traveled on a Saturday:  Look at the hours of travel, not the day of travel.
Time spent commuting to airports, train and bus stations, etc. or spent in early arrival/check-in is not compensable.
Any paid travel time is added to the employee’s overall work time for purposes of calculating overtime for the week or day.

Again, FLSA exempt employees are not eligible for travel related overtime pay, as they are not paid on an hourly basis.

4. Other Considerations
a. Work Schedule Changes:
Changing or “flexing” an employee’s work schedule in order to avoid overtime is more restrictive for employee’s who are covered by a labor agreement than for those who are not.  The department must be prepared to pay overtime if authorized training occurs outside of the employee’s normal work schedule.  Mandatory flexing of a represented employees schedule is not permitted.  However, the supervisor certainly may withhold authorization of voluntary training (outside of the normal work schedule) and condition it upon the employee’s consent to flex his/her schedule, provided it is a consistent and equitable practice of the department.
As for unrepresented employees, the supervisor has greater authority to require an employee to alter his/her schedule whether or not the training is mandatory or voluntary and falls outside of the regular work schedule.  Still, any changes to an employee’s schedule should be kept to a minimum.
b. Meet and Greet Functions:
There may be times when County employees are attending seminars, conferences, or workshops that feature “meet and greet” functions.  Attendance at such functions is not normally considered compensable time.  However, the supervisor may authorize the time to be compensable if there is a legitimate reason to do so.  Be aware that if you do require attendance at a “meet and greet” you may have to pay a minimum of four (4) hours call-in pay to represented employees (see your HR representative or Labor Relations for details).  It is often wiser to simply state that attendance at these events is strictly voluntary and not compensable.
c. Alcohol:
Any activity in which an employee consumes alcoholic beverages is never considered paid work time.  It is imperative that we make this clear to our employees.

It also should be made clear to our employees that under no circumstances will the County reimburse them for the purchase of alcoholic beverages.  See Administrative Procedure FIN-4.  In fact, employees are required by the County to sign a statement that they did not consume any alcoholic beverages when they seek reimbursement for events where food and alcohol are served together.  
County employees should attend non-alcoholic meet and greet functions if offered by the event organizers.
Any drinking of alcoholic beverages, regardless of the amount, and the operation of a County vehicle constitute a serious violation of our Personnel Rules and may subject the employee to disciplinary action.  
d. Frequent Flyer Miles:
Employees shall not have credited to their personal accounts any frequent flyer miles (FFM) or points earned from County related travel per Administrative Procedure FIN-2.  It is a violation of public-entity ethics codes for any employee, represented or not, to claim such credit.  Management and Executive employees may claim FFM credit as provided in Personnel Rule 4-20-110 and only with a Director’s prior approval.
e. Workers Compensation:
Time spent attending outside training events and spent traveling (whether paid or not) for County purposes is covered by the County’s workers compensation program, provided the employee is engaged in an activity related to the purpose of the travel.  Activities for the sole benefit of the employee are not covered.  
The workers compensation laws, regulations, and rules at the time of injury will determine a claim’s merit and ultimate compensability.
DEPARTMENT OF COUNTY MANAGEMENT

TRAINING REQUEST FORM

Employee
______________________________
Supervisor
______________________________
Job Title
______________________________
Worksite
______________________________

Name of Training Course
___________________________________ 
Course Date(s)
 _______________

Description of Course

_______________________________________________________





_______________________________________________________

Registration Cost?
$______________

# Hours to be Spent in Training?
_______________

Overnight Travel?
_________ (yes or no)

# Hours to be Spent Traveling ?
_______________

Method of Travel?
_______________ (air, County car, personal car, carpool, etc.)

__________________________________________________________________________________________________
Training Approved?  
__________ (yes or no; if not approved, communicate reasons to employee)
___________________________________

__________

Supervisor Signature



Date
Approved Expenses:

Registration

$___________________
# Paid Training Hours
__________

# Paid Travel Hours***
__________ (estimated)
Lodging


__________ (yes or no)

Per Diem

__________ (yes or no)

Method of Travel
____________________ (air, County car, personal car, carpool, etc.)

__________________________________

__________
Supervisor Signature



Date

__________________________________

__________

Employee Signature



Date

Completed Original Stays with Department; Copy to Employee.

***Please remember, for overnight travel, only hours spent traveling during normal work hours are compensable (unless she/he is the driver or is engaged actively in tasks).   

This form is for evaluation of requests only:  The Travel and Training Form, the Per Diem Worksheet, and other miscellaneous forms must still be completed.  See Administrative Procedure FIN-2, Travel and Training Expenses, for details.
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