TRAVEL AND MEETING OVERTIME POLICY
 
Background

· Travel time is compensated as “time off in lieu” and must be tracked and submitted on your monthly timesheets.
Definitions

· N/A 

References

· ORGANIZATION’S NAME Personnel Policy Manual.

Policy

· Travel time is compensated when it is acquired outside your normal working hours of 7.5 hours per day.  Therefore travel time is noted as overtime when it is acquired during evenings, weekends or statutory holidays, or in addition to your regular 7.5 hour work day.

· Track all time spent from departure from your house to arrival at your destination accommodation.  This includes waiting time at airports or with other means of transportation.
 
· When attending ORGANIZATION’S NAME meetings outside of CITY you are compensated for time spent outside of the normal working hours of 7.5 hours.  If you attend an event and work 8:00 AM to 6:00 PM and do not take a lunch or dinner break (as is often the case) you have worked 10 hours, or 2.5 overtime hours that should be tracked.
Employee Rights & Responsibilities

· Ensure that you track time using either your departure time zone or destination time zone, not a combination of both.  Example:  you depart on Saturday at 8:00 AM Mountain Time and arrive at 3:00 PM Eastern Time / 1:00 PM Mountain Time.  You have therefore accumulated 5 hours of overtime.
Executive Director, Manager & Supervisor Rights & Responsibilities

· Pre-authorize overtime.

Complaint Process

· N/A

Resolution Process

· N/A
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