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BREAK PERIODS FOR EMPLOYEES 
 
Policy I-06 
 
PURPOSE 
 
This policy provides guidance regarding break periods and related issues. 
 
POLICY REQUIREMENTS 
 
It is the policy of the state of South Dakota to allow employees a 15 minute rest period every 
four hours if the work load permits. The break, however, is not guaranteed. Supervisors may 
deny the break on any given day. Since this time is counted and paid as time worked, employees 
must not be absent from their work stations beyond the allotted time. Employees must be 
available and accessible during the rest period to provide for the needs of the department. 
Management retains the right to schedule work, work periods, and break times. 
 
Employees may take one 15 minute break for each four hour block of work time. Breaks may not 
be accumulated and combined to make one long break or be broken into several small segments. 
Breaks may not be taken at the beginning or end of the day, attached to the lunch break or used 
to adjust the work schedule. Leave time may not be supplemented by break times. 
 
Employees must notify the supervisor before leaving the workplace during work hours. This 
includes absences for breaks, if the break takes place outside of the immediate work area. 
Employees may leave the work area for their break, if the absence is for 15 minutes or less. 
 

 
POLICY INDEX 
Scope:   Internal to Bureau of Administration Employees 
Replaces Policy: I-97-3 
Effective Date:    March 2000 
Supersedes Version Written:   May 1997 
Office of Primary Responsibility:   Bureau of Human Resources 
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