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OP 07-43 – WORKSITE WELLNESS PROGRAM

1.	Purpose.  Establish a Worksite Wellness Program to foster the adoption of a wellness culture in order to promote the benefits of improved health, reduced medical expenses, heightened personal performance, reduced absenteeism, and improved employee satisfaction in accordance with the provisions of the Texas Government Code, Section 664.061.
2.	Scope.  This procedure applies to all employees of TEA.
3.	Responsibility.  The Division of Human Resources is the office of primary responsibility (OPR) for this procedure.
4.	Nondiscrimination.  TEA shall comply fully with the nondiscrimination provisions of all federal and state laws and regulations by assuring that no person shall be excluded from consideration for selection, appointment, training, promotion, retention, or any other covered personnel action, nor be denied any benefits or participation in any educational programs or activities which it operates, on the grounds of race, religion, color, national origin, sex, disability, age, or veteran status (except where age or sex constitutes a bona fide occupational qualification necessary for proper and efficient administration).
5.	General.  Pursuant to Tex. Gov’t. Code section 664.061, a worksite wellness program is hereby established, which, subject to the operational needs of the employee’s division, provides the following:
a.	allows employees 30 minutes during normal working hours for exercise three times each week; 
b.	allows employees to attend on-site wellness seminars when offered; and 
c.	awards eight hours of additional leave time each year to employees who receive a physical examination and complete an online health risk assessment (HRA) tool.
6.	Eligibility.  TEA employees are eligible for voluntary participation in the Wellness Program.    All persons who intend to participate in an agency-sponsored Wellness Program activity involving physical exertion or exercise are encouraged to complete a Physical Fitness Readiness Questionnaire provided by the Department of State Health Services (DSHS) and consult with a physician before beginning physical activity as needed.  

The Questionnaire is retained by the employee, and will not be reviewed or retained by TEA.  

All persons who participate in any Wellness Program activity or service must complete a Release of Liability provided by DSHS before participating.  Releases will be kept in a file maintained by the Wellness Committee Chairperson.
7.	Program Content.  The Wellness Program may consist of, but is not limited to, activities that raise awareness, promote lifestyle changes and provide assistance and support for employees participating in the program.  Generally, wellness programs target major risk factors for chronic disease and factors that contribute to diminished quality of life.  Wellness activities may include:
a.	encouraging nutritious eating;
b.	increasing physical activity;
c.	encouraging preventative screenings; 
d.	tobacco cessation; 
e.	stress reduction; and,
f.	supporting healthy choices such as the prevention/reduction of substance dependency.
8.	Exercise During Working Hours.  Pursuant to Texas Government Code §664.061(1), and subject to the needs of the employee’s division, the agency may grant employees 30 minutes to exercise - three times a week - during normal working hours.  Employees are not required to make up this time or use leave.  Exercise time may be used in 30-minute increments only.  

Exercise time does not accumulate and may not be carried forward for use at another time.  Exercise time may be used at any time during the work day, or combined with lunch to give the employee more time for wellness activities.  
	Employees must enter the time reporting code for exercise taken (EXERT) on their employee timesheet in the agency’s Centralized Accounting and Payroll/Personnel System (CAPPS) to document their use of exercise time. 

Exercise time during work hours is a privilege extended to employees as voluntary options with the clear understanding that every position may not be adaptable to meeting the schedule requested by an employee.
a.	Supervisors and managers will be responsible for determining whether the requested schedule can be accommodated without any adverse effect on the agency's service to the public, work productivity, or work environment.
b.	Certain conditions may require a temporary return to normal working hours, such as meeting schedules, training, court leave, travel, State Board of Education meetings, staffing shortages during the holidays, and other conditions.
c.	The division director may elect to terminate or modify or temporarily suspend an individual's exercise schedule based on agency operational needs and efficiency.
d.	Exercise schedules are requested through the immediate supervisor in writing and are left to the discretion and approval of the division director.
e.	Once approval of the exercise schedule is given by the division director, this schedule will remain in effect until it is terminated by the immediate supervisor or higher-level manager or until the employee requests in writing, and is granted a schedule change (to return to a traditional schedule or another exercise schedule).  Emergency variations to the established schedule are permissible upon approval by the immediate supervisor.  It is strongly recommended that variances from the approved work schedule be authorized for operational or work-related reasons only.  Personal events are to be handled through appropriate leave time usage.
	f.	Responsibilities Concerning Exercise Schedules.
	(1)  	Division Director Responsibilities.  Review, approve, and provide oversight.
	(2)  	Supervisory/Managerial Responsibilities.  An exercise schedule may be approved only if the employee’s supervisor and division director determine that the employee’s quality of work, turnaround time for key processes, performance measure targets, and the successful completion of project goals, objectives, and other commitments for which the employee is responsible will not be hindered.
	Supervisors are responsible for ensuring that employees on exercise work schedules observe assigned work hours and proper timekeeping procedures for entering their use of exercise time on their employee timesheet in CAPPS.
	Supervisors are responsible for ensuring that exercise schedules of the unit’s employees are equitably distributed among employees; for example, all requesting employees have an opportunity to participate in beginning or end of the day exercise schedules once a week. 
(3)  	Employee Responsibilities.  Employees who request exercise schedules must consult with their immediate supervisors to design schedules according to job duties and supervisory requirements.  Schedules are then implemented only after approval by the immediate supervisor and division director.
	Employees are responsible for adhering to the approved exercise schedule, recording exercise time accurately, and communicating any problems to their immediate supervisor.
	Employees who commit to participate in the program and who modify their exercise schedule without the permission of their immediate supervisor may lose the privilege of having an exercise schedule.
	Employees authorized to participate in this program will be required to work a set schedule and will sign an agreement committing to the schedule.
               9. 	Fitness Leave. The agency may grant employees leave as an incentive or award for fulfilling the requirements of an agency-wide wellness activity or contest.  Fitness Leave must be approved by the Deputy Commissioner of Operations prior to the beginning of the activity or contest.  Employees are permitted to earn up to 16 hours of Fitness Leave per calendar year.  Fitness Leave must be scheduled in advance with the approval of the employee’s supervisor.  Fitness Leave expires if it is not used within 12 months from the date it is earned, and will not be paid to the employee at separation of employment.
 10.	Wellness Leave.  Pursuant to Texas Government Code §664.061(3), the agency may award eight hours of additional leave time each 12-month period to employees who receive a physical examination and complete the Health Risk Assessment (HRA) designated by the agency.  Supporting documentation must be submitted to the Human Resources Wellness Specialist, and includes:
		a.	an affidavit of HRA completion, and
		b.	a physician’s note certifying physical examination completion.  
[bookmark: _GoBack]	Wellness Leave must be scheduled in advance with the approval of the employee’s supervisor. 

Wellness Leave expires if not used within 12 months from the date it is earned, and will not be paid to the employee upon separation from employment.
11.	Injury.  Time spent on exercise leave is not within the course and scope of employment. Employees injured by participating in the wellness program are not eligible for workers' compensation benefits.  
12.	Funds and Facilities for Wellness Programs.  The agency may provide funds each fiscal year to supplement health fitness education and activities for employees, or for other costs related to the Wellness Program.  Available facilities may be used for the Wellness Program, including available conference or meeting rooms, auditoriums and outdoor areas suitable for instruction or fitness activities.
13. 	Providers of Instruction.  Providers of instruction or services for the Wellness Program may include local, state, or federal agencies; hospital or medical care professionals; health educators; nutritionists; dietitians; physiologists; community organizations; consultants; or other individuals or groups with expertise in the particular health or fitness area.  Only persons with accepted degrees or certification, or recognized training will be selected as providers of instruction or services. The agency may contract with qualified providers of instruction and services related to the program.



	    Megan Aghazadian                           	 		August 4, 2017                 
    Deputy Commissioner of Operations			Effective Date
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