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1. Purpose

This policy is to be accepted and observed by all members, staff and volunteers within Four
Pillars. Breaches of the policy may be regarded as gross misconduct.

2. Ownership

This policy is the Employee Break Entitlement of Four Pillars. The ownership of this policy is
to that of the Four Pillars board of trustees, who discharges its implementation to the
management of Four Pillars. The management may discharge duties to a nominated
member of staff or volunteer.

3. Statement of policy

Our policy is to provide guidance on employment breaks to employees, volunteers and
service users. We also accept responsibility for all other people who may be affected by our
activities.

4. Breaks during a shift

4.1 Employees have the same rights to rest breaks wherever they are working, for example
in the workplace or working from home

4.2 The law states that employees are entitled to:

4.3 An uninterrupted break of at least 20 minutes if they work more than 6 hours in a day.

4.3.1 The employee has the right to take this break:

4.3.1.1 away from their workstation (for example, away from their desk)

4.3.1.2 at a time that’s not the very start or end of the working day

4.4 This break is unpaid unless either:

4.4.1 the employment contract says it's paid

4.4.2 both sides agree it’s paid

4.5 Changes to how this break is taken

4.5.1 In some cases, an employee might have to take this break in different ways. This
could be if something happens at work that's unexpected and outside of the
employer's control, such as an accident. For example, the break could be taken as 2
separate 10-minute breaks

4.6 Extra breaks

4.6.1 It's up to the employer whether they offer longer or extra breaks in the working day,
such as:
4.6.1.1 a lunch hour
4.6.1.2 cigarette breaks for smokers
4.7 Four Pillars Board of Trustees has agreed that:
4.7.1 All employees working up to and including 6 hours are entitled to cigarette breaks
and/or equivalent for non-smokers
4.7.1.1 Discretion should be used and “cigarette” breaks should not last more than 5 minutes
at a time or total more than 15 minutes in a 6 hour shift
4.7.2 All employees working more than 6 hours are entitled to a 20 minute paid break
4.7.3 All employees working 7 hours or more are entitled to a 30 minute paid lunch break &
15 minute break during the working day
4.7.3.1 This can be taken as several shorter breaks or as 1 break, but must contain at least
one uninterrupted 30 minute break throughout the day
4.8 It is advised that the employee discusses their individual needs with their line manager
when signing their contract or during support & supervision sessions throughout their
contract, should things need to change



5. Breaks between shift
5.1 Breaks between working days
5.2 An employee should get at least 11 hours' uninterrupted rest between finishing work and
starting work the next day
5.2.1 If this is not possible (for example, there's an emergency at work), the employer must
take steps to provide enough rest for the employee

6. Breaks during the working week or longer

6.1 An employee is also entitled to one of these:

6.1.1 in a 7-day period, 24 hours of rest

6.1.2 in a 14-day period, 48 hours of rest (this is often taken as one block of time, but can
be 2 separate 24-hour breaks if the employer decides)

7. Responsibilities

Overall and final responsibility for Employee Break Entitlement is shared collectively by the
trustees.

The trustees delegate the responsibility of following this policy to the management team.

The management will:
¢ Arrange for the implementation of this policy in consultation with staff and volunteers
¢ Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this policy
e Arrange for the contents of this policy to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this policy
o Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
e Report potential or actual hazards as soon as possible

8. Risk Assessment

The trustees will ensure that all risk assessments are undertaken for any part of the charity’s
activities to which they are applicable, copies of these risk assessments are available upon
written request.

9. Premises

The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:

Health and safety compliant

A full risk assessment has been completed

Insurances are in place and displayed

Fences are erect and secure at all times, if applicable

Gates are manned at all times, if applicable

Any potential danger is reported to the management

10.Reports

The delegated manager/person in charge at each event shall be responsible for making any
necessary reports relating to this policy or ensuring that others make such reports.



11.Policy Development

The trustees shall endeavour to progressively develop the charity’s policy on Employee
Break Entitlement in response to risks and hazards identified. Specific procedures and
policies so developed shall be appended to this document and form part of the charity’s
statement on reporting employment breaks.

12.Review

The effectiveness of this procedure will be reviewed annually by a member of the Four
Pillars board of trustees. If appropriate, action will be taken as necessary to update our
procedure to ensure effective delivery on the objectives laid out at the start of this document.



