Rest Breaks and Meal Periods

Every non-exempt employee is provided with mandatory paid rest breaks at the rate of ten (10) “net” minutes every four (4) hours, or major fraction thereof. Anything more than two (2) hours is considered to be a “major fraction” of four (4) hours. 

When necessary the supervisor will determine when the break will be taken so that adequate coverage can be maintained; however, it is the responsibility of the employee to ensure that he/she takes his/her breaks within the requirements of this policy.  Failure to take rest breaks, extensions or abuse of rest breaks may be cause for disciplinary action up to and including termination. 

Every non-exempt employee who works more than a five-hour shift is also provided with a mandatory thirty (30) minute unpaid meal period each workday (NOTE: Most employees are scheduled for one-hour meal periods).  The first meal period must be taken no later than the end of the employee’s fifth (5th) hour of work. If applicable, a second meal period must be taken no later than the end of the employee’s tenth (10th) hour of work. Employees will be relieved of all duties during the thirty (30) minute meal period (and may leave the premises during this time). Taking a full thirty (30) minute duty-free meal period is mandatory, except for employees who work six hours or less in a day may voluntarily agree to waive their meal period for that day if their supervisor agrees to permit such a waiver (see the policy and procedure for waiving a meal period below). It is the responsibility of the employee to ensure that he/she takes his/her meal periods within the requirements of this policy. Non-exempt employees must accurately record the time they leave for and return from the meal period in the College’s time recording system. 
 It is the responsibility of a non-exempt employee to manage his/her work schedule to include mandatory meal periods within these requirements. Employees who fail to comply with this policy will be subject to disciplinary action up to and including termination. 

Waiving the Meal Period 

[bookmark: _GoBack] An employee scheduled to work only six [6] hours per day may waive the meal period.  However, an employee scheduled to work more than six [6] hours per day must take a meal period within the fifth continuous hour of work.  An employee who has previously waived his/her meal period for days scheduled for no more than six [6] hours of continuous work may revoke the waiver [in writing] at any time and begin taking a meal period within the fifth [5th] continuous hour of work.  An employee scheduled to work more than ten [10] hours per day may waive the second meal period but must take the first meal period by the end of the fifth [5th] hour of work. An employee who works twelve [12] or more hours cannot waive the first or second meal period and must take both the first and second meal periods within the fifth [5th] and tenth [10th] hours of work. The employee must complete and sign the required meal period waiver with supervisor approval to waive an eligible meal period. The waiver can be obtained from the Administrative Assistant or Human Resources. 

Non-Compliant Rest or Meal Periods 

The College expects all non-exempt employees to take their rest and meal periods within these requirements. Non-exempt employees are required to notify his or her supervisor, or any other member of management, of any incident when he or she was denied the opportunity to take a rest period or meal period within the requirements above. If an employee records a non-compliant meal period on his or her timecard and does not report a business-related reason, the College will assume the employee was provided the opportunity to take his or her meal period as required by law and voluntarily missed or took his or her meal period late. Late and or missed meal periods are violations of policy and procedure and are subject to disciplinary action up to and including termination.

