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Kronos Basics- Understanding 
Meal Breaks



NY State Law Regarding Meal Breaks

The Basics of the Law as they apply to CCE:

 According to NY State Law, any employee who works a shift 
of more than 6 hours that begins at or before 11am and goes 
past 2:00 pm must be given a ½ hour lunch break between 
11am and 2pm. This break may be unpaid.

 In addition, if the same hourly employee works past 7:00pm, 
he/she must also be given a 20 minute meal break between 
5pm and 7pm.

 If an hourly employee begins a shift after 1pm and works 6 or 
more hours, he/she must be given a 45 minute meal 
break. This break should be mid-way through the shift if it is 
the only break he/she gets.



Points to Ponder Regarding These Rules

 The Meal Break must be undisturbed.  No work 
should be done during the period.

 Short meal breaks (less than 30 minutes except for 
the second dinner meal break in the same shift) are 
paid.

 Mid-shift breaks other than meal breaks are not 
required by NYS or Federal law.  Should be less than 
15 minutes.



Meal Break Violations- Missing Meal Break

Shift is longer than 6 hours, no 
meal break is recorded



Meal Break Violations- Short Meal Break

Meal Break is shorter than 
30 minutes.



Meal Break Violation: Late Meal Break

Meal Break was taken after the period 
between 11:00 am and 2:00 pm.



I Have Red Boxes!  What do I do?

 Do not modify your punches unless you need to 
correct your actual hours worked!

 Make a comment explaining why you have a 
violation (i.e.- took a short lunch because program 
participants arrived early)

 Discuss the issue with your supervisor to determine a 
way to avoid the issue in the future.

 Make an effort to avoid future issues with breaks 
(sometimes this is unavoidable due to programming-
just make sure you explain the reason on the card).



How to make a comment in your card- Java 
Version

Hover over and right click on 
the punch you want to 
comment on.  Click on “Add 
Comment”



How to make a comment in your card- Java 
Version

Select “Meal Violation” 
and explain incident, 
professionally, in note.  
Click “OK” and save.



How to Make a Comment in your Timecard-
HTML Version

Click into the punch you want 
to comment on



How to Make a Comment in Your Timecard-
HTML Version

1. Click on 
Comments

2. Select Meal 
Violation

3. Click the right 
arrow to bring over

4. Click OK



Some Comments about Comments

 HTML users cannot enter notes.  Therefore 
supervisors or pay reps will need to enter this 
information on their behalf.  

 All information that is saved in Kronos is part of the 
permanent record in payroll, including comments.

 This means that these can be seen by auditors, 
supervisors, pay reps, Cornell Payroll, etc.

 Comments should be professional, accurate, factual, 
and to the point.



What’s Wrong with this Timecard?



What’s Wrong with this Timecard?

Answer: Punches are exactly the 
same!!
 In/out punches should reflect actual hours worked.
 CCE is not unique to the rest of employers- we don’t have 

employees all arriving exactly on time or leaving exactly 
on time!

 Lunch breaks are not an exact science either!  There 
should be fluctuations based on actual schedules.

 Timecards should be done daily and reflect actual hours.  
Do not complete them ahead of time except on the last 
day of the pay cycle.



Additional Notes about Timecards

 These are legal documents!  When you approve, you 
are stating that the information is accurate.

 Kronos tracks data entry as it is entered.  If you 
complete your timecard ahead of time, this is 
recorded, as are any changes made after this.

 Kronos tracks who enters what data, in real time, 
including employee, supervisor, and Pay Rep.



Earnings Codes for Use in Kronos 
by Hourly Employees

These are the codes that employees can use for time 
other than regular hours.  Do not use ANY other codes, 
even if you can see them!
 VAC = Vacation
 SIC = Sick
 PER = Personal
 HSP = Holiday
 PDL = Paid Leave
 VBB = Vacation Pay Out 



Codes that may be added by 
Supervisors or Pay Reps

 VBB- Vacation Buyout (if you have resigned or are 
leaving a regular position for a casual one)

 PSB- Reimbursement for a short lunch break or 
dinner break (under 30 minutes for lunch, or 20 for 
dinner must be paid)



Can I be disciplined for not taking a break?

 The short answer is – YES.
 If a supervisor is providing guidance and you are 

choosing not to take a break, to take it late, or to take 
a shorter than required break, it is supervisor 
discretion as to whether disciplinary action should 
result.

 Your employer is required to provide these breaks per 
the guidance of the law.  If there is not a good 
business reason that you do not do so, it is our 
obligation to follow up and ensure you do!



Questions?

 Please feel free to contact me for further information 
about Kronos and timekeeping issues:

 Renee Smith, Human Resources Lead, 
rls476@cornell.edu

mailto:rls476@cornell.edu
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