Breaks Policy 
Sample Policy #1
Rest and Meal Periods 
If you are a full-time nonexempt employee, you will have 2 rest periods of 15 minutes in length each workday. When possible, rest periods will be scheduled in the middle of work periods. Because rest time is counted and paid as time you worked, you must not be absent from your workstation longer than the rest period allows. 

All full-time employees will have one meal period of 30 minutes in length each workday that they work more than 4 hours.  If an employee is working only 4 hours, they are required to take one 15 minute break during that time. The employees that are working on any given day should rotate a lunch break among themselves. When taking a lunch break or 15 minute break, keep in mind staffing needs at the desk during that time.  During meal periods, you are not subject to any work responsibilities or restrictions. You will not be paid for meal period time.
Sample Policy #2
Rest and Meal Periods XE "Rest periods:Meals" 

 XE "Rest periods:Breaks" 
For each workday that is at least 7.5 hours in length, full-time employees are provided with two rest breaks XE "Breaks" \t "See Rest periods"  of 15 minutes.  Part-time employees are provided with a 15-minute rest break for every 4 hours worked.  They are designed to allow staff to get away from the eye of the public to relax.  To the extent possible, rest breaks will be provided in the middle of work periods.  This 15-minute break must be taken during the 4-hour period or it is forfeited.  These breaks are not to be used to extend the lunch hour, to cover a late arrival or for leaving early, to accrue vacation, or to count as overtime if the break is not taken.  Since this time is counted as paid time worked, employees must not be absent from their work stations beyond the allotted rest break time.  The impact rest breaks will have on the delivery of services will determine when breaks may be taken.  Since both available staff and public use vary from day to day, scheduled rest breaks may also vary.

All full-time employees are provided with one meal period of 60 minutes in length for each workday that is at least 7.5 hours in length.  Part-time employees will be given a lunch or dinner break of 30 or 60 minutes if their scheduled hours are so designated.  The Director will schedule meal periods to accommodate operating requirements.  Employees will be relieved of all active responsibilities during meal periods and will not be compensated for that time.

Sample Policy #3
Lunches & Breaks
At the discretion of the Library Director, lunch hours and break times may be staggered or altered to insure adequate staffing for public service.  A one (1) hour lunch period is provided to each employee working a seven (7) hour work day.  Lunch period may not be taken less than two hours from opening or closing time without special permission.  Breaks are allowed by law and may be taken when the employee is not actively doing a needed task.
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