Section 9

Hours of Work & Attendance


A. POLICY STATEMENT:  It is the intended policy of Hubbard County that generally full time employees be regularly scheduled to work 40.0 hours per week.  When possible, a work week shall be five days, measured from Sunday through the following Saturday. When possible, the normal work day shall be 8:00 a.m. to 4:30 p.m. (8.0 hours) Monday through Friday understanding that normal workday and workweek shall necessarily be adjusted to accomplish the manpower needs of the County.

B. ATTENDANCE

1. Assignment of scheduled working hours shall be made by the employee's department head or supervisor.

2. Employees are to be present at work during all regularly scheduled hours, unless arrangements in accordance with the leave policies have been made.

3. Unexcused absence and tardiness shall be subject to disciplinary action up to and including dismissal.

C. LUNCH PERIODS

1. Any employee working a shift of at least six (6) continuous hours shall be entitled to a thirty (30) minute lunch period.

2. Lunch periods are not a compensated part of the work shift.  An employee shall not be compensated in money or time off for refusing to take a scheduled lunch period.

3. Lunch periods shall be scheduled by the department head or supervisor.

4. An employee shall be at the assigned work area at the beginning and end of the lunch period.

D. REST PERIODS

1. An employee is entitled to a fifteen (15) minute rest period during each four (4) hour period of continuous work.

2. Rest periods are part of the paid work shift.  An employee shall not be compensated in additional money or time off for refusing to take a scheduled rest period.

3. Rest periods shall be scheduled by the department head or supervisor.
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