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Subject:  Abusing 10 Minute Breaks   
Copies to:  Sarah Roberts, CEO 
 Ken Hardgrove, Head of HR  
 
This notice serves as a follow-up to the announcement made at the sales representative meeting on 
February 1st, 2012. During this meeting in addition to the sales figures overview, the subject of morning 
and afternoon break lengths was discussed. As you will recall, management requested that these breaks be 
limited to a total of ten minutes. 
 
MISUSE OF BREAKTIME. After the sale representative meeting, a video camera was installed outside 
the break room to observe the backdoor area. Upon close examination the surveillance revealed that several 
sales representatives utilized their morning and afternoon breaks to smoke outside. 
 
Please be advised that on four separate occasions you were observed taking a smoke break that exceeded 
the allotted time: 
 
Afternoon 2/2: six minutes over 
Morning 2/6: three minutes over 
Afternoon 2/8: five minutes over  
Afternoon 2/9: seven minutes over   
 
IMPACT. Utilizing the company's time for smoking has negatively affected the sales team's ability to 
achieve optimal performance. If you are outside, you are not at your desk to answer calls. Per the sales 
representative training manual, incoming calls must be picked up before the fifth ring. With our recent call 
volume increase, it is important that all representatives maintain their desk presence to assist with sales and 
customer support.  
 
CHANGE OF ACTION. In an effort to curb this misuse of company time, we are offering the option to 
take part in a 90-day smoking cessation therapy program. As a combination of weekend group meetings 
and nicotine gum, this company-approved program is available to you at no cost.  
 
Should you decline to enroll, Paws Organic International reserves the right to dock pay equivalent to each 
minute exceeding the designated 10-minute breaks.  
 
Furthermore, if the amount of time beyond the approved break reaches 45 minutes (or above) in any given 
month, you will be given a two-week probation and must schedule a meeting with the head of Human 
Resources to discuss your role within the company.  
 
FUTURE BEHAVIOR. Breaks are offered to help employees stretch their legs, take personal phone calls, 
boost camaraderie and offer a brief respite from the demanding nature of phone-based sales and customer 
service. We hope that you will adjust your current behavior to fall in line with the established time 
allotment for morning and afternoon breaks. It is essential that your fellow sales representatives are not 
burdened with more work due to the extended smoke breaks.   
 
If you have any questions regarding this notice and/or would like to enroll in the smoking cessation 
program, please don't hesitate to email me at c.williams@pawsorganic.com.   


