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PURPOSE: To set policy determining the definition and granting of meal periods and 
breaks for non-exempt and exempt staff members.  

RESPONSIBILITY: The Vice President for Human Resources is to ensure compliance 
with this policy.  

APPLICABILITY:  This policy applies to University staff employees only (non-faculty 
and housestaff).  

DEFINITIONS: 

Meal Period: An undisturbed period of time that is thirty (30) minutes or longer in 
duration where staff are relieved of all duties and are free to use the time for a meal. 

Break: A designated period of time (usually required pursuant to union contract) where 
staff are allowed a rest break. Such time shall be counted as hours worked and shall be 
compensated. 

POLICY:  

All University managers/supervisors shall schedule work hours appropriately so that full-
time staff have time allotted for a meal period. It is expected that management and staff 
shall be flexible in such scheduling.  



 

Under New Jersey law, employees under the age of eighteen (18) years shall be entitled 
to an unpaid thirty (30) minute meal period every five (5) consecutive hours of work. 
Durations of less than thirty (30) minutes must be counted as paid work time. 

Staff shall not have the option of foregoing a meal period and altering their scheduled 
work hours. Changes in work hours require management approval. 

Managers/supervisors shall not prohibit or prevent a staff member from leaving the 
University premises during a meal period unless there is an emergency. However, staff 
may be required to either sign out or punch a time card.  

For non-exempt staff who are denied their meal period for an emergency or who are not 
provided an uninterrupted meal period of at least 30 minutes, such time must be counted 
as hours worked and staff shall be paid for such time  If the hours worked are greater than 
40 hours for the week, pursuant to the Fair Labor Standards Act (F.L.S.A.), the staff 
member must be compensated at time and one-half  in cash or compensatory time for all 
time in excess of the 40 hours.  

Exempt employees are not paid on an hour for hour basis and are expected to work a 
minimum of 37.50 hours per week by nature of their positions. 

Breaks – The duration and scheduling of breaks are subject to language in University 
bargaining agreements. 

The exceptions to this policy are non-exempt staff who work for Public Safety, 
Emergency Medical Services and the Power Plant who do not have a "duty free" meal 
period and are therefore paid accordingly. 
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Vice President for Human Resources  


