








I. PURPOSE
The purpose of this FSSP is to outline Facilities Services policy regarding break periods.

II. GENERAL

The University’s policy on rest or break periods is available on the web at 

http://www.ecu.edu/business_manual/Human_Resources_Policy8.htm#pol8 in Policy Statement 8: Fair Labor Standards Act (FLSA) in the Human Resources section of the Business Manual.  
The University policy effective 07/01/95 states:  “It is a policy of the University that employees be granted a break period at the convenience of their work. The break period should not exceed fifteen (15) minutes at any one time; and when it is granted, it should be near the middle of the first and/or second half of the workday. The break period shall include any time taken in preparation for the break and in going to and from a specific break area. If for any reason the employee does not receive a rest or break period, it does not accrue to be granted at some later time or date. This means that the employee cannot combine two break periods nor can a break period be used to leave work early or to extend the length of a lunch period or vacation leave. The Department Head may suspend the privilege of a break period when abused by the employee but subject to approval by the respective Vice Chancellor.”

III. PROCEDURES

Facilities Services shall observe University policy regarding break periods.  

In general, Facilities Services personnel shall observe two (2) break periods at the convenience of their work each workday.  Each break period shall not exceed fifteen (15) minutes at any one time.  The morning break period shall be taken near the middle of the first half of the workday.  The afternoon break period shall be taken near the middle of the second half of the workday.   The break period includes any time taken in preparation for the break (wash-up, etc.) and in going to and from a specific break area.  If for any reason an employee does not receive a break period, it does not accrue to be granted at some later time or date. An employee cannot use a break period to leave work early or to extend the length of a lunch period or vacation leave.  An employee cannot combine two break periods or take a break period in shorter increments i.e. three five (5) minute “smoke” breaks.  The employee’s supervisor may suspend the privilege of a break period when abused by the employee with the approval of the appropriate Facilities Services Director.

See FSSP 31-0005, Vehicle, Equipment and Materials Use, regarding the use of University vehicles during morning and afternoon breaks.

Due to the varied types and location of work by Facilities Services personnel, each Facilities Services area may institute specific break period guidelines.  Specific break period guidelines, i.e. target times for morning and afternoon breaks, etc., are outlined below by area.  Exceptions to these guidelines shall be approved in advance by Supervisor.

Building Services:

Buildings Services employees will take their breaks at the jobsite.  Employees will not return to the shop for breaks.  Building Services employees will not leave campus to purchase food at break time. 

Grounds Services:

The target times for breaks by Grounds Services employees in non-emergency situations are 9:30am to 9:45am and 2:30pm to 2:45pm.  In emergency situations, the employee’s immediate supervisor shall advise the time and length of break.  Employees shall only break in the vicinity of their assigned areas of campus.  Immediate supervisor shall give clarification of ‘‘areas,’' if required.

Utilities Services:

The target times for breaks by Utilities Services employees in non-emergency situations are 9:30am to 9:45am and 2:30pm to 2:45pm. In emergency situations, the employee’s immediate supervisor shall dictate time and length of break.  Normally, breaks shall be at the jobsite or immediate vicinity.  

Facilities Maintenance – Health Sciences Campus:    

The target times for breaks by Utilities Services employees in non-emergency situations are 9:30am to 9:45am and 2:30pm to 2:45pm. In emergency situations, the employee’s immediate supervisor shall dictate time and length of break.  Normally, breaks shall be at the jobsite or immediate vicinity.  

Housekeeping Services:

See attachment.
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