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Detroit Public Schools Reading Corps Initiative Guidelines

1.0
Purpose

The university recognizes the importance of community involvement and encourages employees to participate in volunteer activities.  The university has adopted these guidelines as a pilot program for volunteer participation in the Detroit Public Schools Reading Corps initiative.
2.0
Scope
This opportunity is for full time non-represented employees who choose to volunteer for the Detroit Public Schools Reading Corps (the “Reading Corps”) during their regularly scheduled work hours and who have their supervisor’s approval to do so.  
3.0 Eligibility

· All full time non-represented employees.

· Interested employees must be in good standing, with no documented absenteeism or disciplinary problems and positive performance evaluations. The employee’s most recent Overall Performance Rating must be a fully satisfactory, meets expectations or higher. 
· Interested employees must meet with their supervisor to discuss community service opportunities, or to schedule and receive approval.  
4.0
Guidelines
Wayne State University has elected to sponsor the Reading Corps initiative.  Full time non-represented employees may request time off to participate voluntarily in the Reading Corps initiative for the Detroit Public Schools.
Participation in the Reading Corps is voluntary and not considered work-related or part of an employee’s job duties.  Employees will be paid at their regular rate of pay for approved volunteer time taken during their normally scheduled work hours.  
The following guidelines apply to this pilot program:

A. Employees may be granted up to 48 hours for participation in the Reading Corps per calendar year.  No stipends or other forms of payment beyond the participant’s salary are allowed. Employees will not be paid for hours they were not scheduled to work. 
B. Employees who wish to participate in the Reading Corps shall first obtain authorization from their supervisor.  Once agreement is obtained from the supervisor, the employee may add their name to Wayne State’s list of volunteers for the Reading Corps by enrolling in the program through our Governmental Web site, at http://govaffairs.wayne.edu/cares/readingcorps.php.   
C. No requests under this policy shall be granted to employees who fail to obtain approval from their supervisor in advance. 
D. Prior supervisor approval is required for all authorized time under this policy. 
E. Supervisors may require written verification from an official of the Detroit School District stating that the employee participated in the Reading Corps. 
F. Supervisors may deny requests because of departmental workload, to avoid any disruption in scheduling of employees or for other operational or business needs.
G. Participation in the Reading Corps should not conflict with peak work schedules, create need for overtime or cause conflict with other employees’ schedules (such as creating a need to adjust other employees’ schedules to accommodate time-off requests for the Reading Corps).  While supervisors are encouraged to be flexible, a supervisor may require that an employee cancel or reschedule if necessary to meet work needs. 
H. Employees approved to participate in this initiative are not entitled to overtime compensation or any reimbursement for lodging, meals or other trip-related expenses.  

I. Employees may be approved in advance for up to four hours each month to participate in the Reading Corps. 
The university reserves the right to discontinue this initiative at its discretion.  After suitable experience, the university will consider whether to establish a policy for community service.
