BAY COUNTY LIBRARY SYSTEM

Rest and Meals Policy

All employees working shifts of four hours, but less than seven hours, are entitled to one rest period per shift.  A meal period may be scheduled at the discretion of the employee’s supervisor or person-in-charge. 

All employees working shifts of seven to eleven hours are entitled to two rest periods per shift, excluding a meal period.  These rest periods must be taken one before and one after the meal period.  The rest period will not exceed fifteen minutes.

Employees working a twelve-hour shift are entitled to three rest periods per shift, excluding a meal period.  At least one rest period will be taken before and one after the meal period.  Two rest periods may be combined.

	
	4 hrs or more
	7 hrs or more
	 

	
	less than 7 hrs
	less than 12 hrs
	12 hrs or more

	Rest Period
	1
	2
	3

	Meal Period
	min. 1/2 hr to 1 hr
	min. 1/2 hr to 1 hr
	min. 1/2 hr to 1 hr

	
	
	
	

	*Meal Period is unpaid; Rest Period is paid.

	


A meal period is a minimum ½ hour and will not be counted as part of the total time worked during a shift.

No rest period may be taken to extend any meal period, nor will any rest period be taken at the beginning or end of any shift.

Since rest periods are on paid time, employees are required to stay on library property during rest periods.

Both rest periods and meal periods are scheduled by the employee’s supervisor or person-in-charge.

No rest periods can be taken when an employee is being paid overtime or working to earn compensatory time (including Sunday).

Minors (under 18) – who work 5 hours or more during their daily shift, must take a ½ hour unpaid meal period.
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