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	Purpose:
	To outline the guidelines for employee workday schedules and breaks.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) employees.

	Definitions:
	·  “(ORGANIZATION) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.
· “(ORGANIZATION)’s workweek” is defined as 12:00 am Sunday to 11:59 pm Sunday.

	For more information:
	See information below


Text of Policy:

The (ORGANIZATION) office is open from 8:00 a.m. to 6:00 p.m. Central time, Monday through Friday (except holidays).  At least two employees must have a schedule starting at 8:00 am (in order to open the office) and at least two must have a schedule ending at 6:00 pm (to close the office).

Full-time hourly employees are expected to hold a regular schedule of 8:00 am to 5:00 pm, 8:30 am to 5:30 pm or 9:00 am to 6:00 pm, as arranged with their supervisors.  This 9 hour schedule includes 1 hour of unpaid lunch break time (see 002.06.02, “Breaks”, below).  Alternate schedules may be arranged with approval from a supervisor when it can be shown that it would benefit (ORGANIZATION) or one of its programs.

Part-time employees will arrange their schedules with their supervisors.

All hourly employees must clock in and out using the TA Navigator database.  This will record the time worked each day.  Employees should clock in when arriving at the office, clock out when taking any unpaid breaks (i.e. lunch), clock back in when returning from these breaks, and clock out at the end of the day.  Employees should clock themselves in and out whenever possible instead of asking a co-worker to do it for them.
002.06.01.01 Breaks
(ORGANIZATION) allows for reasonable breaks during an employee’s paid workday for personal tasks such as using the restroom, getting a drink of water, stretching, etc.  These breaks should generally last 5-10 minutes and not occur more frequently than every couple of hours.  If a supervisor or other member of the management team determines that an employee’s breaks are too frequent and are impacting the employee’s productivity, the supervisor will discuss this with the employee and take disciplinary action as necessary.
Employees with a workday of five hours or longer are entitled to a 1 hour lunch break.  The lunch break is unpaid time.  Lunch breaks should generally fall between 11:00 a.m. and 2:00 p.m. unless circumstances otherwise dictate.  For the most part employees are free to take their lunch breaks at their convenience.

Reference: U.S.  Department of Labor 2006:

http://www.dol.gov/dol/topic/workhours/breaks.htm 
Federal law does not require lunch or coffee breaks. However, when employers do offer short breaks (usually lasting about 5 to 20 minutes), federal law considers the breaks work-time that must be paid. . . . Bona fide meal periods (typically lasting at least 30 minutes), serve a different purpose than coffee or snack breaks and, thus, are not work time and are not compensable.
Reference: Texas Workforce Commission handbook 2006:

http://www.twc.state.tx.us/news/efte/d_breaks.html 
Breaks are a common source of confusion for employers. As noted toward the beginning of this paper, the FLSA does not require employers to give breaks during the workday, but if breaks are given, certain rules apply. Rest or coffee breaks, defined as 20 minutes or less, are compensable hours worked under 29 C.F.R. 785.18, since they are regarded as being for the benefit of both the employer and the employee. Meal breaks, on the other hand, are not compensable, as long as they are at least 30 minutes in length and the employee is "completely relieved from duty for the purpose of eating a regular meal" (see 29 C.F.R. 785.19). Shorter meal breaks may be considered valid under special circumstances. The most frequent pitfall for employers is thinking that employees have true meal breaks if they are allowed to eat at their desks while answering phones, opening mail, sorting files, and so on. Such duties performed while trying to eat will render the time spent during the meal break compensable. Employers may control unauthorized work during meal breaks by the disciplinary process.

Reference: California Law (from Division of CA Labor Standards and Enforcement):

http://www.dir.ca.gov/dlse/faq_mealperiods.htm  
No employer shall employ any person for a work period of more than five (5) hours without a meal period of not less than 30 minutes, except that when a work period of not more than six (6) hours will complete the day’s work the meal period may be waived by mutual consent of the employer and the employee. Unless the employee is relieved of all duty during a 30 minute meal period, the meal period shall be considered an “on duty” meal period and counted as time worked. An “on duty” meal period shall be permitted only when the nature of the work prevents an employee from being relieved of all duty and when by written agreement between the parties an on-the-job paid meal period is agreed to. The written agreement shall state that the employee may, in writing, revoke the agreement at any time. California Code of Regulations, Title 8, §11040. 

Reference: Maryland Law (DLLR's Division of Labor and Industry):
There is no law requiring an employer to provide breaks, including lunch breaks, for workers 18 years old or older. An employer who chooses to provide a break, however, does not have to pay wages for lunch periods or other breaks in excess of 20 minutes where the employee is free to leave the worksite (or workstation if leaving the workplace is physically impractical), in fact takes their lunch or break (whether freely choosing to leave or remain at the worksite), and the employee does not actually perform work. If employees are told their pay will be reduced each day by one-half hour for lunch, and they are not free to take this lunch period without an expectation or reasonable understanding that they must work or be on hand to work, they must be paid for the time. A "reasonable understanding" that they must work or be on hand to work is a condition in which it is generally known, or the employee reasonably believes, that failure to perform work (or be available "on hand" to perform work) during their break, will result in some negative effect on employment.

Reference: Pennsylvania Law not found 
Reference: Washington Law: http://www.lni.wa.gov/WorkplaceRights/files/policies/esc6.pdf 
Meal periods are not considered hours of work and may always be unpaid as long as employees are completely relieved from duty and receive 30 minutes of uninterrupted mealtime.

Reference: U.S.  Department of Labor 2007:

http://www.dol.gov/dol/topic/workhours/breaks.htm 
Rest and Meal Periods: Rest periods of short duration, usually 20 minutes or less, are common in industry (and promote the efficiency of the employee) and are customarily paid for as working time. These short periods must be counted as hours worked. Unauthorized extensions of authorized work breaks need not be counted as hours worked when the employer has expressly and unambiguously communicated to the employee that the authorized break may only last for a specific length of time, that any extension of the break is contrary to the employer's rules, and any extension of the break will be punished. Bona fide meal periods (typically 30 minutes or more) generally need not be compensated as work time. The employee must be completely relieved from duty for the purpose of eating regular meals. The employee is not relieved if he/she is required to perform any duties, whether active or inactive, while eating.
002.06.01.02 Flex-Time
(ORGANIZATION) has a flex-time protocol which allows for occasional shifts in an employee’s usual schedule for events or appointments which must be scheduled during the employee’s normal workday.  With approval from a supervisor or the CEO, an employee may shift up to 4 hours of work time within a given week (starting on Sunday, ending on Saturday).  The actual hours worked should be reported on the employee’s timesheet (not the regularly scheduled hours).
