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Offices normally operate from eight am. until five p.m. with flexible and extended office hoursin
select offices. Lunch breaks are to be scheduled for one hour each day. All supervisors must provide
the opportunity for their employees to take afifteen-minute break in the morning and in the
afternoon. Break times are not to be added onto the end of the lunch period nor at the end of the day.
If the employee chooses not to take a break, that is his or her decision. Supervisors may choose to be
flexible by permitting lunch periods of less than one hour, however, the employeeis still expected to
work eight hours during the day and the office must be open until five p.m. Shortened lunch breaks
will not be authorized if it hampers the ability of the college to keep the office open until five p.m.
For example, the supervisor authorizes aforty-five minute lunch break. The employee would work
from eight am. until forty-five minutes after four p.m. Some offices operate on unusual schedules.
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