
 Subject:  Training and Travel Pay

 Ref. Documents: FLSA

Benson Police Department 

Order Date: 1/1/2005

Purpose To standardize the Benson Police Department's handling of Training and Travel pay 
for employees and ensure that the policy is in compliance with the Fair Labor 
Standards Act.

Policy: The Benson Police Department will compensate employees in the following manner 
in regards to Training and Travel time.

1. All employees will be compensated for the actual time spent in training.
2. All employees will be compensated for actual time travelling.  That time shall be
computed in the following manner:

A. The employee will be compensated from the time that they leave the Police
Department until the time that they arrive at the training destination.  On the return 
trip, the employee will be compensated from the time that he/she leaves the training 
destination until the time that he/she arrives at the Police Department.

B. The employee will be responsible for keeping track of the times.

C. All times will be submitted on a training and travel worksheet to be eligible for
compensation.

D. If two or more employees travel together, they will all be compensated for
travel time equally.

E. Travel time will be compensated the same, regardless of whether the travel
was done in a city vehicle or in the employee's private vehicle. 

F. Employees are expected to drive city owned vehicles if there is one available.
If a city vehicle is available and the employee elects to drive a personally owned 
vehicle anyway, the Chief of Police is not required to approve reimbursement for 
mileage.  Exceptions to this must be approved by the Chief of Police prior to travel.

G. Mileage for approved travel in a personal vehicle will be compensated at the
current rate, which is set by the city office.  All travel in a private vehicle must be 
approved in advance by the Chief of Police to be eligible for compensation.

H. If assigned training and travel causes an employee to exceed 80 hours in the
pay period, the excess will be compensated at a rate of 1.5.  Employees may elect 
to place that time into their "comp -time" bank to be used at another time, in 
accordance with the union contract, or paid out as overtime.

I. If, because of assigned training, an employee misses regularly assigned shifts
and subsequently does not work the full 80 hours in a pay period, the employee will 
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be required to do one of the following:

       1.  Use accrued comp-time or vacation to be compensated for the full 80 hour 
pay period.
       2.  Schedule time to make-up the time, with the Chief of Police.

Scope: This policy applies to all employees of the Benson Police Department

Procedure:
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