Meal and Rest Periods for Non-Exempt Employees 

Meal Periods: If you are scheduled to work more than five hours in any given day, then you must take a minimum 30-minute, duty-free meal period (unless  for each such occasion, the sixth hour would complete your workday, and you and your manager agree, in writing, to waive the meal period). “Duty-free” means that you are neither required nor expected to work during your meal period. You also must take a second 30-minute duty-free meal period if you work more than ten hours (unless, for each such occasion,  the 12th hour would complete your workday, you have not waived your first meal period for the day, and you and your manager have agreed to waive the second meal period for each occasion).  

Daily meal periods are scheduled according to the needs of each position.  Your manager will schedule your meal periods. Duty-free meal periods are unpaid. You may leave the premises during your unpaid meal period.  Non-exempt employees are required to record the beginning and ending of their meal periods on their time records.

Rest Periods: You must take a 10-minute rest period for every four hours of work or major portion thereof (defined as two hours).  Your manager will schedule your rest periods.    Rest periods are paid.  Below is a chart illustrating the number of paid rest periods to which an employee is entitled based on the number of hours worked in a workday:

	Hours Worked
	Rest Periods

	0 – 3.5
	0

	More than 3.5 – 6.0
	1

	More than 6.0 – 10.0
	2

	More than 10.0 – 14.0
	3

	More than 14.0 – 18.0
	4


Paid rest periods are authorized and permitted and employees are expected to take them as required by law.  Failure to do so may result in disciplinary action, up to and including termination.
