
 

 

 

July 13, 2021 

Effective:   Immediate  

Re:  Personal Cell Phone Use, Idle Time, Lunch & Break Policies 

Due to the nature of our business that requires attention to safety, security, detail, and customer service as top 

priorities, the following policies will be in effect and enforced immediately. 

 

Personal Cell Phone Use:  

Personal cell phone use is not permitted during work hours which is anytime while an employee is clocked in.  This 

includes checking social media, Googling the latest, dating sites, games, checking or texting friends, transferring money, 

etc.  Emergency phone calls ONLY are permitted, keep in mind you may be required to provide proof of the emergency if 

it becomes a reoccurring issue.   

Idle Time:  

During idle time and while on the clock &/or company time, all employees are expected to be productive of their time.  

Idle time is considered time between jobs, waiting for paperwork or confirmations, etc.  Examples of productive down 

time is complete paperwork, calling customers, checking the schedule, take pictures of completed work, pick up/empty 

trash, sweep up nails, or other debris on a jobsite, push a broom in the shop, vacuum, clean a bathroom &/or your truck, 

etc, etc, etc.  There is always something to do, if you do not know what to do then you are expected to ask your 

supervisor.  All positions within the company are not limited in any way. 

Lunch Breaks/Breaks:  

All employees are entitled to (1) 45 min lunch break.  Each employee’s pay is deducted 30 mins after 5 hrs worked, no 

exceptions.  All lunch break times are expected to be adhered by respectfully.  An employee’s lunch break begins from 

the time you stop working to the time you start again; lunch breaks include drive time to/from a food establishment.  All 

employees taking longer than the allotted 45 min break will be docked the entire time they were off.  Since our business 

must consider the security and safety of a job site, it may not be possible for an employee to leave a site until 

completed, therefore you are encouraged to bring a lunch/snacks/cooler or make other sensible arrangements.  If an 

employee leaves a job site unsecure or unsafe, it is grounds for immediate termination. 

Breaks:  There are no set “breaks”.  No employee should be taking any more than (2) 15 mins breaks (combination of 

time) per day.  Breaks are considered anytime NOT working, stopping at the store to get a drink, bathroom breaks, 

smoke breaks (see company handbook on this policy), & eating a snack.  If an employee is found abusing this policy, then 

they will not be paid during that time and subject to the following violation guidelines. 

Violations:  

If an employee is found to be in violation of the above policies, they will 1st receive a verbal warning, 2nd a formal write-

up, & 3rd violation will be with HR and subject to disciplinary action &/or termination. 

 

*This policy is subject to change without notice.  Any changes of this policy will be posted in the employee portal and is the employees’ responsibility to understand 

and review any changes. 


