
Purpose

Scope

Policy Elements

This policy outlines the rights of employees to take breaks at [Company Name]. It is meant to ensure

 that all the employees are provided with adequate time to rest so that they can be productive and 

not stressed, ultimately fostering a healthier and more efficient work environment.

This policy applies to all the employees of [Company Name] including those who are on a full-time, 

part-time, temporary, or contractual basis. 

Our employees are entitled to the following breaks during their workday: 

Employees who work for more than [six hours] are to be provided with a [30-minute] break which 

must be given within the first [two to five hours] of the working shift. Where working hours exceed 

[10 hours], a second meal break is permitted. These breaks are usually considered unpaid for 

non-exempt employees although there are exceptions depending on the local legislation. 

Employees are permitted one paid [10-minute] rest break for every four hours worked. For example, if 

you work ten hours, you are generally entitled to two rest breaks during your shift. 

Employees are allowed to use restrooms as they deem necessary during their working hours. These 

breaks are part of the working hours and are not additional time that is given to an employee.

Meal Breaks 

Rest Breaks

Restroom Breaks  
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Break Scheduling 

Compliance

Review and Amendments 

Acknowledgment of Receipt

The timing of breaks is usually not very rigid, but breaks should be planned in a way that does not 

interfere with the business activities.

Flexibility

This policy meets all federal, state, and local legal requirements for breaks for employees. In case there 

are any contradictions between this policy and the law, the law shall take precedence.

Legal Compliance

This policy will be reviewed periodically and may be amended at the discretion of management. 

Employees will be notified of any changes to this policy. 

I, [Employee Name], understand and have read the content of the employee break time policy. I have 

read the contents of the policy and will follow the policy as stated.

Signature: ___________________________  

Date: _______________________________

Employees should consult their supervisors to agree on the time to take meals and make sure 

they are covered. 

Approval

Any violation of this policy may lead to disciplinary action up to and including termination of 

employment. 

Disciplinary Action
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Disclaimer

The following employee breaks policy is not intended to be legal advice. Please seek advice from your

 legal advisors before the adoption of this policy to determine its compliance with federal, state, and 

local legislation, as well as any union regulations. 
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