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I. Departmental Office Hours
Except as authorized by a Division Executive, University offices should generally
maintain on-site staff coverage from 8:30 a.m. to 4:30 p.m., Monday through Friday.
Supervisors are responsible for ensuring adherence to these minimum hours and
maintaining adequate staffing.

II. Work Week
Work-week hours for Classified positions are set by the Civil Service Commission.

III. Lunch Periods
Lunch periods may not exceed one hour. Supervisors may stagger lunch schedules
to ensure office and telephone coverage.

IV. Breaks
Under applicable collective bargaining agreements, employees are entitled to two 15-
minute breaks per day: one in the morning, and one in the afternoon. Supervisors will
assign break times to ensure sufficient coverage. Breaks may not be combined or
used to extend the start or end of the workday or lunch period.
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