
Notice and Acknowledgement of Pay Rate and Payday 
Under Section 195.1 of the New York State Labor Law 

Notice for Hourly Rate Employees 
 

 
3. Employee’s rate of pay: 

$   per hour 
 

4. Allowances taken: 

 None 

 Tips   per hour 

Meals    per meal 

 Lodging   

Other   
 

5. Regular payday:   
 

6. Pay is: 

 Weekly 

 Bi-weekly 

 Other 

7. Overtime Pay Rate: 

$   per hour (This must be at least 

8. Employee Acknowledgement: 
On this day I have been notified of my pay 
rate, overtime rate (if eligible), allowances, 
and designated pay day on the date given 
below. I told my employer what my primary 
language is. 

Check one: 
 I have been given this pay notice in 

English because it is my primary language. 

 My primary language is  . I 
have been given this pay notice in English 
only, because the Department of Labor 
does not yet offer a pay notice form in my 
primary language. 

 

Print Employee Name 
 

 

Employee Signature 

1½ times the worker’s regular rate with   
few exceptions.) Date 

 
 

2. Notice given: 
 At hiring 

 Before a change in pay rate(s), 
allowances claimed or payday 

 
 
 
 
 

 
LS 54 (09/22) 

Preparer’s Name and Title 

The employee must receive a signed 
copy of this form. The employer must 
keep the original for 6 years. 

Please note: It is unlawful for an 
employee to be paid less than an employee 
of the opposite sex for equal 
work. Employers also may not prohibit 
employees from discussing wages with their 
co-workers. 

1. Employer Information 

Name: 
 
 
 
Doing Business As (DBA) Name(s): 

 
 
 
FEIN (optional): 

Physical Address: 

 
Mailing Address: 

 
 
 
 
Phone: 



Notice and Acknowledgement of Pay Rate and Payday
Under Section 195.1 of the New York State Labor Law 

Notice for Exempt Employees
 

LS 59 (12/22)

 
2. Notice given: 

At hiring

Before a change in pay rate(s), 
allowances claimed, or payday  

 
 
 
 

3. Employee’s pay rate(s): State if pay is 
based on an hourly, salary, day rate, 
piece rate, or other basis. 
  

Employers may not pay a non-hourly rate to 
a non-exempt employee in the Hospitality 
Industry, except for commissioned 
salespeople. 
 
4. Allowances taken:

None

 Tips   per hour 

 Meals   per meal 

 Lodging   

 Other   

5. Regular payday:   

6. Pay is:

 Weekly 

Bi-weekly

Other: 

7. Overtime Pay Rate:
Most workers in NYS must receive at least 
1½ times their regular rate of pay for all 
hours worked over 40 in a workweek, with 
few exceptions. A limited number of 
employees must only be paid overtime at 
1½ times the minimum wage rate, or not at 
all.  

This employee is exempt from overtime 
under the following exemption (optional):      
   

8. Employee Acknowledgement:
On this day, I received notice of my pay 
rate, overtime rate (if eligible), allowances, 
and designated payday.  I told my employer 
what my primary language is.  

Check one: 

I have been given this pay notice in 
English because it is my primary language.  

My primary language is  . I 
have been given this pay notice in English 
only, because the Department of Labor 
does not yet offer a pay notice form in my 
primary language.  

 
Print Employee Name 
 
 
Employee Signature 
 
 
Date 
 
 
Preparer Name and Title 
 
The employee must receive a signed 
copy of this form. The employer must 
keep the original for 6 years.  
 
Please note: It is unlawful for an employee 
to be paid less than an employee of the 
opposite sex for equal work. Employers also 
may not prohibit employees from discussing 
wages with their co-workers.   
 

1. Employer Information

Name: 
 
 
 
Doing Business As (DBA) Name(s): 
 
 
 
FEIN (optional): 
 
 
Physical Address: 
 
 
 
 
Mailing Address: 
 
 
 
 
Phone: 



YOU HAVE THE RIGHT TO EXPRESS 
BREAST MILK AT WORK 
New York State Labor Law Section 206-c requires 
your employer to provide you with 30 minutes of paid 
break time when you need to pump breast milk at work. 
For more information on your rights in the workplace, 
please view the New York State Department of Labor’s 
(NYSDOL) policy here on.ny.gov/breastmilkexpression. 
For more information regarding expressing breast 
milk, please view the New York State Department of 
Health’s Breast Feeding Bill of Rights at health.ny.gov/ 
publications/2028/.

DOES THIS LAW COVER MY EMPLOYER? 
This law applies to all public and private employers 
in New York State, regardless of the size or nature of 
their business.

WHAT IF MY EMPLOYER HASN’T TOLD ME I CAN 
PUMP BREAST MILK AT WORK? 
All employers are required to inform employees about their 
right to take 30 minute paid breaks during the work day 
for the purpose of expressing breast milk. Your employer 
must inform you of this right by providing you with New 
York State Department of Labor’s Policy on the Rights of 
Employees to Express Breast Milk in the Workplace. This 
policy can be provided in print or electronically through 
email. All employees must receive this policy when they are 
hired and this notice must be given to every to employee 
returning to work following the birth of a child, as well as 
once a year thereafter.

DO I HAVE TO GIVE MY EMPLOYER ADVANCE NOTICE 
IF I WANT TO PUMP BREAST MILK AT WORK? 
Yes. If you want to pump breast milk at work, you must 
notify your employer in advance in writing – preferably 
before you return to work from maternity leave. Your 
request should be sent to your direct supervisor or staff 
member designated by your employer to handle such 
requests. Your written request can be sent through 
email, text message, written correspondence or any 

chat-based app regularly used by the organization 
for correspondence that allows for the retention of 
messages. Your written notification should include details 
regarding how many breaks you anticipate needing 
during the work day. If you have preferred times to 
express breast milk, please include that in your written 
notification as well.

HOW LONG AFTER MY CHILD IS BORN CAN I PUMP 
BREAST MILK AT WORK? 
You may take break time to pump breast milk at work for 
up to three years following the birth of your child.

HOW MUCH BREAK TIME CAN I TAKE TO PUMP 
BREAST MILK? 
Your employer must give you a 30 minute paid break 
when you need to express breast milk. You can take 
shorter breaks if you choose. The breaks are in addition 
to any meal time or regular paid breaks you might have. 
You are permitted to use existing meal time or paid 
break time if you need additional time for breast milk 
expression beyond the paid 30 minutes.  

HOW OFTEN DURING THE WORKDAY CAN I TAKE 
BREAKS TO PUMP BREAST MILK?

The number of paid breaks an employee will need 
is unique to each employee. Your employer must 
accommodate you whenever you reasonably need to 
take a break to express milk. 

IF I TAKE BREAKS TO PUMP BREAST MILK, CAN MY 
EMPLOYER REDUCE THE AMOUNT OF OTHER BREAK 
TIME I GET? 
No. If you take paid breaks to pump breast milk, your 
employer cannot take time away from your regular paid 
break or meal time. 

YOUR RIGHTS AS AN EMPLOYEE 
To Express Breast Milk At Work

http://ny.gov/breastmilkexpression
http://health.ny.gov/ publications/2028/
http://health.ny.gov/ publications/2028/


IF I TAKE BREAKS TO PUMP BREAST MILK, CAN I 
MAKE UP THAT TIME? 
No. Your employer is prohibited from requiring you to 
work before or after your normal shift to make up for any 
paid break time you take to pump breast milk. You are 
not required to make up this time.

DOES MY EMPLOYER HAVE TO PAY ME FOR BREAK 
TIME I TAKE TO PUMP BREAST MILK? 
Yes. Under New York State Law, all employees are entitled 
30 minutes of paid break time each time they reasonably 
need to express breast milk. You may also use your 
regular paid break or meal time to pump breast milk. You 
are under no obligation to complete work tasks while 
expressing breast milk, and your employer cannot require 
it. You may voluntarily decide to do so if you want to. 

DOES MY EMPLOYER HAVE TO PROVIDE A PLACE 
FOR ME TO PUMP BREAST MILK? 
Yes. Your employer must provide you with a private room 
or other location close to your work area where you 
can pump breast milk. If your employer can’t provide a 
dedicated lactation room, a temporarily vacant room may 
be used instead. As a last resort, a cubicle can be used, 
but it must be fully enclosed with walls at least seven feet 
tall. You should consult the NYSDOL’s Division of Labor 
Standards if your employer tells you they do not have a 
place for you to pump breast milk.

CAN THAT PLACE BE A BATHROOM? 
No. The room or location provided by your employer 
cannot be a restroom or toilet stall.

WHAT DOES MY EMPLOYER HAVE TO PUT IN THE 
ROOM? 
The place where you pump breast milk must contain a 
chair and small table or other flat surface. Additionally, 
the space must have good natural or artificial light, an 
electrical outlet (if the workplace has electricity), and be 
close to accessible, clean water. If the workplace has a 
refrigerator, you must be allowed to use it to store milk if 
you would like. 

DOES THE ROOM HAVE TO BE PRIVATE? 
Yes. The room or place provided by your employer cannot 
be open to other employees, customers, or members of 
the public while you are pumping breast milk. It should 
have a door with a functional lock, or, in the case of a 
cubicle, a sign warning the location is in use and not 
accessible to others. If there are windows in the space, 
they should be covered.

WHAT DO I DO IF MY EMPLOYER ISN’T FOLLOWING 
THIS LAW?  
File a complaint with the NYSDOL’s Division of Labor 
Standards. These complaints are confidential. We 
will not tell your employer a complaint has been 
filed against him or her. You may call NYSDOL at 
1-888-52-LABOR, email to LSAsk@labor.ny.gov, 
or come to the nearest Labor Standards to file a 
complaint. A list of offices is available at labor.ny.gov/
workerprotection/laborstandards/workprot/lsdists.shtm.

WHAT IF MY EMPLOYER PUNISHES ME FOR FILING A 
COMPLAINT? 	
Your employer may not discriminate or retaliate in any 
way against you or any other employee who chooses 
to pump breast milk in the workplace or who files a 
complaint with us. If this happens, contact NYSDOL 
immediately and let us know.

WHERE CAN I FIND ADDITIONAL INFORMATION ON 
THIS TOPIC? 
NYSDOL has issued a policy on the rights of employees 
to express breast milk in the workplace. Employers are 
required to provide you with this policy when you are 
hired, as well as when you return to work after a child 
is born. The policy is available online at on.ny.gov/
breastmilkexpression.

DO ANY OTHER LAWS PROTECT MY RIGHT TO PUMP 
BREAST MILK AT WORK?
Yes. The Fair Labor Standards Act, a federal law covering 
all 50 states, also protects your right to pump breast 
milk at work. For more information, contact the Wage 
and Hour Division of the U.S. Department of Labor at 
1-866-4USWAGE. The federal PUMP Act went into effect 
in 2023, expanding protections for almost all employees 
pumping breast milk at work. Under the PUMP Act, any 
covered workers not provided with breaks and adequate 
space for up to a year after the birth of a child are able to 
file a complaint with USDOL or file a lawsuit against their 
employers. For more information, please visit on.ny.gov/
breastmilkexpression. 
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EMPLOYEES HAVE THE RIGHT TO PUMP 
BREAST MILK AT WORK 
New York State Labor Law Section 206-c guarantees 
employees paid break time to pump breast milk at work.

BUSINESSES COVERED 
This law applies to all public and private employers in New 
York State, regardless of the size or nature of the business.

EMPLOYER NOTICE REQUIREMENT 
All employers are required to inform all employees about 
the right to take paid leave for the purpose of pumping 
breast milk. Employees must be informed when they 
are hired, and once a year thereafter. Employers must 
also remind every employee returning to work following 
the birth of a child of these rights. As an employer, you 
can inform your employees of this right by providing 
them with the New York State Department of Labor’s 
(NYSDOL) policy through email or printed copy. The 
policy is available here on.ny.gov/breastmilkexpression. 
Employers must also notify all employees when a space 
has been designated for breast milk expression.

EMPLOYEE NOTICE REQUIREMENT 
Employees who want to pump breast milk at work must 
notify their employers in advance – preferably before 
they return to work from maternity leave. Employees must 
notify employers in writing. This request can be sent 
through email, text message, written correspondence or 
any chat-based app regularly used by the organization 
for correspondence that allows for the retention of 
messages. Employers should advise employees 
to include the following information in their written 
notification: anticipated return date, details regarding 
how many breaks they anticipate needing during the 
work day, and potential preferred times to express breast 
milk. Upon receiving a request, employers must respond 
in writing within five (5) days to the employee. 

DURATION OF THE RIGHT TO PUMP BREAST MILK 
An employee may take break time to pump breast milk at 
work for up to three years following the birth of a child.

LENGTH OF BREAKS 
Employers must give their employees a 30 minute paid 
break when the employee has a need to express breast 
milk. Employees may take shorter breaks if they choose. 
This paid time is in addition to any regularly scheduled 
break time or meal time. Employees may use their 
regularly scheduled break times or meal time for milk 
expression should they need additional time in excess 
of 30 minutes. 

FREQUENCY AND SCHEDULING OF BREAKS DURING 
THE WORKDAY 
Employers must allow employees to take breaks as often 
as they reasonably need to express breast milk. Each 
employee is different, and employers must accommodate 
employees based on each individual’s needs. 

EFFECT OF BREAKS ON OTHER BREAK TIME
As an employer, you cannot deduct paid break time 
for breast milk expression from the employee’s regular 
paid break or meal time. The paid time for breast milk 
expression is in addition to any regularly paid break or 
meal time. Employees can also choose to take breast 
milk expression breaks right before or after their regularly 
scheduled paid break or meal periods. 

MAKING UP BREAK TIME PROHIBITED
An employee is not required to make up the time spent 
expressing breast milk. You cannot require an employee 
to stay beyond their regularly scheduled work hours 
because they used paid break time to pump at work.

INFORMATION FOR EMPLOYERS 
Rights Of Nursing Employees To Pump Breast Milk At Work 

http://on.ny.gov/breastmilkexpression


BREAKS OF 30 MINUTES OR LESS MUST BE PAID 
Employers must pay employees for up to 30 minutes of 
break time to pump breast milk. Employees also have 
the option of using their regular paid break or meal time 
to pump breast milk, but they are not required to do so. 
Employers must continue to pay any customarily paid 
regular break time for an employee who pumps breast 
milk. Employers cannot require an employee to complete 
work tasks while expressing breast milk, however, an 
employee may voluntarily decide to do so. 

PROVIDING A PLACE TO PUMP BREAST MILK 
Employers are required to provide employees with a 
private room or other location close to the employees’ 
work area where they can pump breast milk. If the 
employer can’t provide a dedicated lactation room, a 
temporarily vacant room may be used instead. As a 
last resort, a cubicle can be used, but it must be fully 
enclosed with walls at least seven feet tall. Please review 
the NYSDOL’s breast milk expression policy for more 
details regarding specific space requirements on.ny.gov/
breastmilkexpression. You should consult with NYSDOL’s 
Division of Labor Standards if you believe you cannot 
provide any place for an employee to pump breast milk.

BATHROOMS PROHIBITED 
The room for location provided by an employer to pump 
breast milk cannot be a restroom or toilet stall.

LACTATION ROOM REQUIREMENTS 
The place where employees pump breast milk must 
contain a chair and small table or other flat surface, an 
electrical outlet (if the workplace has electricity), good 
natural or artificial light, and access to a clean water 
supply. If there is a refrigerator, employees must be 
allowed to use the space to store pumped milk. 

PRIVACY OF THE LACTATION ROOM 
The room or place provided by the employer cannot be 
open to other employees, customers, or members of 
the public while an employee is pumping breast milk. It 
should have a door with a functional lock, or, in the case 
of a cubicle, a sign warning the location is in use and not 
accessible to others. If the space has windows, those 
windows must be covered.

DISCRIMINATION AND RETALIATION PROHIBITED 
Employers may not discriminate or retaliate in any way 
against any employee who chooses to pump breast 
milk in the workplace or who files a complaint with the 
NYSDOL. The Department takes allegations of retaliation 
very seriously and will investigate promptly.

COMPLAINT PROCESS 
Any party may file a confidential complaint with 
NYSDOL’s Division of Labor Standards alleging non-
compliance with this law. 

SIMILAR FEDERAL LAW 
Recent amendments to the Fair Labor Standards Act also 
protect the rights of nursing mothers to pump breast 
milk at work. For more information, contact the Wage 
and Hour Division of the U.S. Department of Labor at 
1-866-4USWAGE. The federal PUMP Act went into effect 
in 2023, expanding protections for almost all employees 
pumping breast milk at work. Under the PUMP Act, any 
covered workers not provided with breaks and adequate 
space for up to a year after the birth of a child are able to 
file a complaint with the U.S. Department of Labor or file 
a lawsuit against their employers. For more information 
please visit dol.gov/agencies/whd/pump-at-work. 

ADDITIONAL INFORMATION 
NYSDOL has issued a policy on the rights of employees 
to express breast milk in the workplace. The policy, 
which employers must provide to all employees, is 
available online at on.ny.gov/breastmilkexpression. In 
addition, you may call NYSDOL at 1-888-52-LABOR, 
email NYSDOL at LSAsk@labor.ny.gov, or come in to 
the nearest Division of Labor Standards office for more 
information. A list of offices is available at labor.ny.gov/
workerprotection/laborstandards/workprot/lsdists.shtm.
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The NYC Human Rights Law
The NYC Human Rights Law, one of the strongest 
anti-discrimination laws in the nation, protects all 
individuals against discrimination based on gender, 
which includes sexual harassment in the workplace, 
in housing, and in public accommodations like stores 
and restaurants. Violators can be held accountable 
with civil penalties of up to $250,000 in the case of 
a willful violation. The Commission can also assess 
emotional distress damages and other remedies 
to the victim, can require the violator to undergo 
training, and can mandate other remedies such as 
community service.

Sexual Harassment Under the Law
Sexual harassment, a form of gender-based 
discrimination, is unwelcome verbal or physical 
behavior based on a person’s gender.

Some Examples of Sexual 
Harassment
•	 unwelcome or inappropriate touching of 

employees or customers
•	 threatening or engaging in adverse action after 

someone refuses a sexual advance
•	 making lewd or sexual comments about an 

individual’s appearance, body, or style of dress
•	 conditioning promotions or other opportunities on 

sexual favors
•	 displaying pornographic images, cartoons, or 

graffiti on computers, emails, cell phones, bulletin 
boards, etc.

•	 making sexist remarks or derogatory comments 
based on gender

Retaliation Is Prohibited Under  
the Law
It is a violation of the law for an employer to take 
action against you because you oppose or speak 
out against sexual harassment in the workplace. 
The NYC Human Rights Law prohibits employers 
from retaliating or discriminating “in any manner 
against any person” because that person opposed 
an unlawful discriminatory practice. Retaliation can 
manifest through direct actions, such as demotions 
or terminations, or more subtle behavior, such as an 
increased work load or being transferred to a less 
desirable location. The NYC Human Rights Law 
protects individuals against retaliation who have 
a good faith belief that their employer’s conduct is 
illegal, even if it turns out that they were mistaken.

Report Sexual Harassment
If you have witnessed or experienced sexual 
harassment inform a manager, the equal employment 
opportunity officer at your workplace, or human 
resources as soon as possible.
Report sexual harassment to the NYC 
Commission on Human Rights. Call  
212-416-0197 or visit NYC.gov/HumanRights to 
learn how to file a complaint or report discrimination. 
You can file a complaint anonymously.

State and Federal Government 
Resources
Sexual harassment is also unlawful under state and 
federal law where statutes of limitations vary.
To file a complaint with the New York State Division 
of Human Rights, please visit the Division’s website 
at www.dhr.ny.gov.
To file a charge with the U.S. Equal Employment 
Opportunity Commission (EEOC), please visit the 
EEOC’s website at www.eeoc.gov.

STOP SEXUAL HARASSMENT ACT FACTSHEET

            @NYCCHR
NYC.gov/HumanRights

Commission on
Human Rights

All employers are required to provide written notice of employees’ rights under the Human Rights Law both 
in the form of a displayed poster and as an information sheet distributed to individual employees at the 
time of hire. This document satisfies the information sheet requirement.



Know your rights at work

Conozca sus derechos en el trabajo
কর্্মক্ষেত্রে আপনার অধিকার সম্পর্্ককে  জাননু

了解您的职场权利
瞭解您的職場權利

العمل اعرف حقوقك في 

Connaître ses droits au travail
Konn dwa w nan travay la

Poznaj swoje prawa pracownicze

Знайте свои трудовые права

کام پر اپنے حقوق کو جانیں
귀하의 직장 권리 알기

nyc.gov/workers | 311




