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Pondera Medical Center 
Administrative Policy/Procedure      
 
POLICY NUMBER:   84.04.2013.OP.47 
 
TITLE:     Break and Meal Periods 
  
AREAS AFFECTED:   All Departments 
 
PURPOSE:   
To provide rest periods to allow employees time to reflect, become physically and mentally restored and 
balance work with non-work related obligations, while meeting the needs of the hospital. 
 
DEFINITIONS: 
   Rest period:   A pause for relaxation, a period or interval of inactivity.   
 
           Break:   A rest period of 15 minutes or less. 
 
 Meal period:  A rest period of at least 30 minutes. 
 
       Campus: Grounds and buildings of the hospital, and those considered part of the hospital. 
 
POLICY:  
Pondera Medical Center (PMC) provides employees with break and meal periods that comply with all state 
and federal labor laws.  Break and meal periods will be based on facility staffing and operational needs.   
 
Breaks 
All non-exempt employees may be permitted a rest period of 15-minutes for each four hours worked when 
the break does not interfere with the accomplishment of assigned duties.  The rest period shall include any 
time taken in preparation for the break and in going to and from a specific rest area.   
 
Breaks should be taken near the middle of the first and/or second half of the work day.  Employees cannot 
combine two break periods or utilize a break period to extend the length of a meal period, nor can break 
periods be used to offset arrival and departure times at the beginning or end of the work day.  If for any 
reason the employee does not receive a break, the time does not accrue to be taken at some other time or 
date.   
 
Rest periods of short duration, running from 5 to 15 minutes, must be counted as hours worked.  Since this 
time is counted as paid time worked, employees must remain clocked in and on campus while taking a 
break.  Employees must not be absent from their work station beyond the allotted rest time. 
 
Meal Periods 
All non-exempt employees who work more than a six hour shift are permitted one unpaid rest period of 30 
minutes.  Employees that are working a given shift should rotate meal periods among themselves.  The meal 
period shall include any time taken in preparation for the meal period and in going to and from a specific 
rest area. 
 
Meal periods should be taken near the middle of the work day and should not be used to offset arrival and 
departure times at the beginning or end of the work day on a regular basis.  If for any reason the employee 
does not receive a meal period, the time does not accrue to be taken at some other time or date.   
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Employees are to be completely relieved from duty during their meal break and are highly encouraged to 
leave their work station.  If for any reason the employee is required to perform work duties while on his/her 
meal break, the employee must clock in and be compensated for the time spent performing work duties. 
 
Most employees are permitted a 30-minute meal period at minimum.  Employees will be told by their 
supervisor if their meal period is different.  It should be rare that an employee cannot take or make minor 
adjustments to take a meal period.   
 
Breaks and meal periods are not an entitlement; department managers may suspend the privilege of either. 
Failure to follow this policy will be subject to disciplinary action up to and including termination. 
 
 
Date of Origin:   06/97  
Date of Last Review: 02/02; 04/03; 06/04; 05/06; 05/07; 06/08; 07/09; 07/10; 07/11, 07/12; 05/13; 05/14; 
  05/15; 02/16 
Date(s) of Revision: 07/07; 04/13; 10/15 
Effective Date:   05/13 
  
References: ARM 24.16.1006 (MT Admin Rules Sec 24.16.1006) 
 
Contact Person(s): Director of Finance, Human Resources, Chief Executive Officer 
 
 
Executive Approval:           
 
    
Date of Board of Director’s Review:   04/13   
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