Frequently Asked
Compensation Questions
Pay (e.g. On-Call, Overtime)
Q: Is on-call considered working time?
A:

The issue of pay for on-call time depends largely upon the employee's freedom while on-call, including how
quickly s/he is required to respond to the call. If an employee can come and go freely while on-call, that time is
not compensable. If the employee must remain on or close to the employer's premises and cannot use the time
freely, the time may be considered working time and could be compensable. For example, an employee who is
required to leave a telephone number where s/he can be reached or carry a beeper would not normally be
compensated for that on-call time, unless a very short response time (e.g. within a few minutes) is required and
such a response time is unreasonable.

Q: Can a supervisor require a non-exempt employee to work overtime?
A:

Non-exempt employees can be required to work overtime if there is a business need. If this is the case, the
employee would be paid one and a half times their regular rate of pay for the overtime hours.

Q: What happens if an employee responds to an e-mail after regular working hours?
A:

Any time that a non-exempt employee performs work for the benefit of the employer, s/he must be
compensated at the appropriate rate (regular or overtime depending on situation). Time worked includes, but is
not limited to: reading or answering e-mails from home, any work for the employer performed offsite, working
over the lunch hour, etc.

Q: Must employees who come in early to work be paid for that time?
A:

The conditions under which the employee comes into work early would determine whether or not the time
would be considered working time. If, for example, an employee comes in early and reads a book until the time
the workday begins, this time would not be considered working time and thus not compensable. On the other
hand, if the employee comes in early and begins working, the time would be considered working time and thus
compensable. However, non-exempt employees who work overtime without prior authorization are subject to
disciplinary action, up to and including termination.

Positions
Q: Where can I obtain a copy of my position description?
A:

Employees should contact their immediate supervisor to request a copy of their position description.

Q: How often should a position description be updated?
A:

Good practice is to review positions internally at least every 2-3 years.

Q: Where can I find information on a staff jobs family, sub family, career stream and employee
class?
A:

Purdue has an online Career Stream Maker that provides information on all staff jobs at the University.
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Frequently Asked
Compensation Questions
Travel
Q: What is considered compensable while traveling for business?
A:

Time spent traveling is considered “time worked” if you are required to do any of the following:
 Travel during regular working hours
o Time spent by an employee in travel as part of his/her principal activity, such as travel from job site to
job site during the workday or travel to and from a training event.
o When an employee is required to report at a meeting place to receive instructions, perform work
there, pick up tools, or a vehicle, the travel time from the meeting place to the work place is part of
the day's work and must be recorded as time worked.
 Travel as a passenger out of town (same work day)
o An employee who travels out of town for one day must be paid for all hours spent traveling, except for
bona fide meal periods and any travel time from home to the local rail, bus, plane terminal, or meeting
place to join University provided transportation.
 Travel as a passenger out of town (overnight) during regular working hours
o An employee who travels overnight on business (e.g. more than one day) must be paid for time spent
in travel (except bona fide meal periods) during their regular working hours on regular work days as
well as non-work days (e.g. Saturday, Sunday, University holidays).
o If an employee drives a vehicle, the travel time is considered time worked, regardless of whether it
occurs during regular working hours or outside of working hours.
o If an employee performs work while traveling as a passenger, the travel time is considered time
worked, regardless of whether it occurs during regular working hours or outside of working hours. This
work must be approved by the supervisor.

Q: What is not considered compensable while traveling for business?
A:

Time spent traveling is not compensable for the following:
 Travel from home to work or to designated starting location
 Travel from worksite or designated ending location to home
 Travel as a passenger outside of normal working hours when traveling out of town overnight
 Time when you are completely relieved from duty
 Unusually long or extended waiting periods that occur prior to an employee's initial departure time or
between actual periods of travel if the employee is free to rest, sleep, or otherwise use the time for his/her
own purposes

Q: How do you record travel between time zones?
A:

When an employee's travel involves two or more time zones, the time zone from the point of first departure
must be used to determine compensable travel status. For example, if an employee travels from his/her official
duty station in West Lafayette, IN to a temporary duty station in San Diego, CA, the West Lafayette, IN time zone
(eastern) must be used to determine hours in travel status. However, on the return trip home to West Lafayette,
IN, the San Diego, CA time zone (pacific) must be used to determine hours in travel status.
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