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Take-A-Break Work Release Approval Form

This form is to be used to seek supervisory approval for participation in the Take-A-Break program (TaB) by Willamette staff (Administrators and Classified Staff).  TaB is a student-led alternative break program that places small groups of Willamette University students, staff, and faculty in communities across America to engage in community service and experiential learning during scheduled break periods.  

Staff who volunteer to participate serve as advisors and chaperones to the program and are compensated at their regular rate of pay during the hours of their usual work day that occur during the trip.  No overtime is available as hours above and beyond normal work hours will be considered as volunteer activity.  The budgetary cost for compensation paid during this activity is to be borne by the employee’s regular department and the employee should not be required to utilize accrued time off.  Employees are limited to one week of service in this program per year.
EMPLOYEE INFORMATION

Employee Name: ________________________________

Dept.: ____________________

Date of Hire:  ____________________
Position: _____________________________________

(Administrator

(Classified Staff

PROGRAM INFORMATION

Start Date: _______________
End Date: ________________

APPROVAL/DENIAL
Your staff member named above has expressed interest in serving as an advisor for the Take-A-Break  program to take place on the dates identified. Please indicate your approval or denial of this request by your staff member below.  If you need assistance in making this determination, please feel free to contact Human Resources for guidance.


 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Denied


____________________________________________
___________________


Signature of Supervisor




Date


____________________________________________
___________________


Signature of Dean/VP




Date
