
SEARK Wellness Release Time  

Policy: 

Employees may make use of 30 minutes per day, 3 days per week, as a Wellness Release Time 
benefit for physical fitness purposes. This program is a year-round benefit and is available to all 
fulltime employees. This benefit may not be used in conjunction with any other benefit release 
time. Employees who wish to make use of this benefit must get the approval of their supervisor. 

By utilizing the Wellness Release Time Benefit, SEARK College employees agree to the 
following: 

1. Supervisors work with employees and set a time for their fitness activities that is 
beneficial to both the employee and the office. Employees and supervisors must have an 
understanding that fitness release time is limited to active participation at the 
SEARK@Seabrook facility, is a physical fitness activity, and is not to be used for any 
other purpose. 
 

2. Participation in the SEARK Wellness Release Time program requires registration in the 
campus program.  Program registration is handled through the Workforce Development 
Center (WDC) office, Tech-1033. 
 

3. Monitoring of release time will be at the discretion of the supervisor.  A monthly report 
of program attendance and participation of all participants will be shared with the 
appropriate supervisors.   
 

4. Any concerns about appropriate use of time should be reported to Human Resources 
(HR) for additional review.  If a determination is made that an employee is abusing this 
benefit, the employee benefit can be terminated for a set amount of time.  
 

5. Any injury that may occur during an employee’s release time, because of participation in 
activities, or in transit to and from the activities is considered outside the scope of 
employment and is therefore not covered by workers’ compensation. By participating in 
the release time benefit, an employee personally accepts the responsibility of personal 
injury and/or property damage.  
 

6. At the completion of each term, a composite attendance log will be submitted to HR and 
the WDC office.  Based on the amount of participation, the appropriate non-credit grades 
will be applied.  The number of days of activity will be used as a core component of the 
College’s incentive program (if any is available). 

 

Note that the Wellness Release Time is not permitted during recognized blackout periods such as 
the start of major semesters.  

Process: 



Step 1:   Employee obtains approval from his/her supervisor by completing the WDC Release 
Time Approval form.  This approval should be completed each semester. 

Step 2:  Once the supervisor has approved and signed the request, the Release Time Approval 
Form is submitted to WDC.  

Step 3:  WDC registers the participant for the program and sends email confirmation to both 
Seabrook administrative staff and the appropriate supervisor.  

Step 4:  Employee must check-in and check-out each day the release time is used.  Check-in and 
check-out at the front desk of the Seabrook facility is required for activity to be counted.  Check-
in/Check-out will utilize the colleges event check-in system available through the SEARK App. 
An employee must engage in a minimum of 45 minutes of activity per day when release is used.     
This requires 15 minutes of the employee’s time to be added to the release time provided by the 
College.   

Example 1:  If an employee opts to take the release time at lunch, they will have a total of 
1½ hours that day in which 45 minutes of that time must have been logged at Seabrook as 
monitored by the check-in and check-out times.  

Example 2:  If an employee leaves campus at 4:30pm on a regularly scheduled 5pm work 
day, they will be required to have logged 45 minutes at the Seabrook Facility.  

 

Step 5:  Monthly reports are generated and shared with WDC who will then share this 
information with the appropriate supervisors. 

Step 6: At the end of a term, a composite report is generated that shows a total number of visits 
made by the employee.  The report is shared with WDC, HR and the appropriate supervisors. 

 

 

 


