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Recommended posting by time clock:

Non-exempt/hourly employees are authorized and permitted to take their meal and rest breaks each day. If you believe you will not be able to take an authorized rest or meal break, you must notify your supervisor prior to the break time to determine the schedule.

Recommended statement on each time record for employee’s initials each pay period:

I have been authorized and permitted to take my meal and rest breaks as allowed by Company policy on each day worked. No one interfered with, discouraged, or stopped me from taking my breaks.  I also agree that all reported hours worked are accurate and I did not work “off the clock.” Any exceptions I’ve noted below. 
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