
 

 

 

 

WORKING TIME REGULATIONS – STAFF GUIDE 

 

 

All Business Services Organisation (BSO) employees have a responsibility to ensure 

they comply with the European Working Time Directive (EWTD) legislation 

particularly in relation to rest breaks (i.e. time free from any paid employment) 

and overall average hours.  

 

Employees should be aware that; 

 

1. If an employee chooses to work in excess of an average of 48 hours per week 

working time including overtime, over a 17-week reference period they must sign 

an opt out form indicating they wish to do so.    It is not possible for staff to opt 

out of taking rest periods. 

 

2. An individual must not work in excess of 60 hours on average per week in a 

17 week reference period. 

 

3. All employees are entitled to and should ensure they take 11 consecutive hours 

uninterrupted rest in each 24 hour period. Young workers (less than 18 years old) 

have a right to 12 hours consecutive uninterrupted rest in a 24 hour period.  

There may be occasions when this is not possible, for example if changing from 

an early to a late shift.   

 

4. All employees are entitled to and should ensure they take an uninterrupted rest 

period of not less than 24 consecutive hours in each 7 day period.  This can be 

taken as 48 hours in a 14 day period.  Young workers entitled to an uninterrupted 

rest period of not less than 48 hours in each 7 day period. 

 

5. All employees are entitled to and should ensure they take a rest break of at least 

20 minutes if the working period is longer than 6 hours. Young workers are 

entitled to a rest break of at least 30 minutes if the working period is longer than 

4.5 hours. The BSO requires staff to take an unpaid break every 6 hours, the 

length of the unpaid break will be built into the working pattern determined by 

management. 

 

 

 

 
 

 



 

 

 

All BSO Employees are responsible for: 

 Ensuring that they are fully acquainted with this Guidance and that they 

adhere to it; 

 Ensuring that they take appropriate breaks in agreement with their Line 

Managers and in line with this Guidance; 

 Advising their Line Manager, at the earliest opportunity, of any change in 

circumstances affecting their ability to comply with the Regulations e.g. 

undertaking additional employment; 

 Declaring additional employment, at the earliest opportunity, by filling in the 

Additional Employment Form (Appendix 1). 

 Ensuring that if they choose to opt out of the maximum weekly working time, 

they have completed an Opt Out Form (Appendix 2) and comply with the 

provisions therein.  

 

 


