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While in some cases the matter of compensat-
ing employees for time spent in training courses,
seminars or other off-hours, off-premises pro-
grams is arbitrary, there are other instances
where regulatory guidelines apply.  For instance,
under the Fair Labor Standards Act (FLSA),
employees attending training programs outside of
the workplace, during hours other than normal
working hours, do not have to be compensated
providing the following criteria are met:

1. The employee’s participation in the
training is voluntary.

2. The training is not directly related to the
employee’s job.

3. The training is held at a time other than
the employee’s normal work hours.

4. While attending the training sessions, the
employee will not be performing any work-relat-
ed duties for the employer.

In addition to the FLSA guidelines, the
Department of Labor has ruled that even when
the off-hours and/or off-premises training is relat-
ed to an employee’s job, if the employee elects to
attend the training session(s) voluntarily, the
employer is not obligated to pay for the employ-
ee’s time.

While any course of instruction that is intend-
ed to enable an employee to secure work with
any company in a related business is considered a
career-benefit for the employee, it may not

FLSA Guidelines For Off-Hour Training Compensation

1. Thou shalt include a clear and specific subject line.
2. Thou shalt edit your text down to the minimum needed.
3. Thou shalt read and reread your message before sending it.
4. Thou shalt check and double-check your spelling and grammar.
5. Thou shalt not curse, flame, spam or USE ALL CAPS.
6. Thou shalt not forward any chain letter.
7. Thou shalt not use e-mail for any illegal or unethical purpose.
8. Thou shalt not rely on the privacy of e-mail.
9. Thou shalt save all agitated messages overnight and reread them in the light of

day.
10. Thou shalt remember The Golden Rule of e-mail: That which you find hateful

to receive, thou shalt not send unto others!

The Ten Commandments of E-Mail

always be with the employee’s cur-
rent employer.  Consequently, the
employee need not be compensated
for attending the training.

In those instances where a feder-
al, state or municipal agency has
imposed a training requirement on
an individual—not on the employ-
er—and the training is general in
nature and not specifically tailored to
the employer’s requirements, then
the employee need not be compen-
sated for attending the training pro-
gram(s).

I f ,  on the other hand, the
employer mandates specific training,
educational requirements or testing as
a condition of employment—or con-
tinued employment—then that time is
considered to be hours worked and
the employee must be paid.  This
includes activities such as drug testing
or other imposed requirements.
Similarly, company sponsored super-
visory training, sensitivity training,
violence or substance abuse interven-
tion training sessions held during off-
hours and/or off-premises would be
considered hours worked for non-
exempt employees. �
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The reaction to a tightening economy is predictable.
Downsizing, mandatory overtime and cross-training core
employees are some of the most common ways compa-
nies cope with the need to meet productivity require-
ments with fewer employees.  Everything usually goes
well for awhile, then the intangible signs of employee
stress and frustration begin to show—and your employ-
ees’ level of morale plummets, productivity suffers and
suddenly your company begins to show the unmistakable
signs of long-term wear and tear.

The truth is, as grateful as many employees are to
still have a job after downsizing, they are eventually going
to begin to feel the burden of double-duty and may also
simply reach a point of exhaustion—even to the point
where “burnout” sets-in.  In turn, production decreases
and before you recognize the problems and try to insti-
tute changes, some of your key core employees have
given notice.  The difficulty of finding qualified workers is
probably one of the biggest concerns in business and
industry today.  Keeping them during tough times should
be an even more crucial concern.

Using temporary workers to help minimize the
effects of attrition and burnout can significantly reduce
the likelihood of rampant discontent and turnover among
your core workers and key management personnel.
Employing temporary workers cannot only help even-out
the burden on your permanent staff, but they can also
help you meet the requirements for increased production
schedules on an as-needed basis.

From the core employee’s point of view, it’s a
proven fact that he or she is far more likely to feel that
company management recognizes and understands the
extra demands being placed on him or her when temps
are used to even-out the workload.

Our temporary staffing group is service-
driven.  We can provide skilled workers

as well as workforce management,
thereby alleviating payroll and

administrative expenses from
your department’s bottom
line.  Whether your need is
for clerical, administrative,
technical or production
line personnel, we can
help you overcome labor
shortages in a highly cost-
effective, professional man-

ner. �

There is one thing that’s
certain in all aspects of life,
and that is change.  There is
another thing that’s equally
certain: most people react
poorly to the notion of
change.  They tend to react
with apprehension, fear, nega-
tivity and/or outright hostility.
But, believe it or not, change
can be perceived as “fun”—
creating an atmosphere
charged with enthusiasm
rather than dread.  Here are a
few steps that can help gener-
ate an enthusiastic response to
change:

• Set the stage.  It’s
critical that all employees understand why there is a
need for change—that it is not just a whim or
change for the sake of change—but that the com-
pany and every employee will benefit and therefore
has a stake in making the transition as painless as
possible.

• Vision makes the difference.  Your com-
pany’s management has to believe in the program
so they can focus on the strategic advantages for
everyone involved.  Every employee will want to
know, “What’s in it for me?”  Make certain that
every manager knows the answer to this question.

• Actions set the pace.  Change flows down
from the top, so it’s critical to the success of any
new program that company officers, directors,
managers, supervisors and employees set personal
examples that conform to the new order of things.

• Establish tangible benchmarks.  Empower
people to make changes themselves.  Remind
them frequently that they can.  At the same time,
remember that people are motivated by what they
can see, touch and measure.  Whenever
possible, set numerical outcomes so
they know what is expected and
whether they are meeting goals.

• Praise, praise, praise.
Employees should be reminded
of the “new vision” frequently
to keep dedication high.  For
those who stay motivated and
demonstrate the ability to help
keep others focused and on-
track, public praise should be

generously used to sustain
positive momentum. �
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Our Qualified Temps Can Help You
Weather The Storm
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With over 40 years in the staffing business, Crown Services understands the unique needs
of staffing.  Northeast Ohio is the proud home to four Crown Services locations.  We know the
local market and will put our expertise to work for you.  Whether your needs are large or small,
we can offer the best staffing solution designed to meet your needs—not everyone else’s.   

We offer many flexible staffing alternatives including temporary personnel placement—long
and/or short term, temporary to permanent placements, payroll servicing, contract
employment, customized recruiting and more.  We are pleased to make available affordable
health and life insurance to our employees assigned to your company.  

We enjoy taking the time to listen.  The more we learn about your company, the better
prepared we are to help you get your jobs done.  Share your needs, and we will find the right
people.  All job applicants are tested, interviewed and carefully screened by talented staffing
professionals.  Not everyone is placed.    

Placing the first person is only the beginning of our partnership.  You will be able to count
on our day to day follow up, problem solving and personal attention.  Let us worry about the
administrative side of employment while you focus on the heart of your own business.  You will
truly have a staffing partner!

Let’s work together to keep Northeastern Ohio prosperous!
Simply call us!  You’ll be glad you did!

Cleveland East – Lyndhurst Branch 216-691-0707
Cleveland West – Parma Heights Branch 440-884-0202
Akron/Canton 330-644-5328
Ashtabula 440-275-1807
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