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The Administrative Council approved the policy below via email and it was signed by President 
Stacia Haynie on April 8, 2024. Approval emails were received from the following members: 
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Mr. Matt Park, and Mr. Kyle Williams. 
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MIDWESTERN STATE UNIVERSITY 

Operating Policies & 
Procedures Manual 

University Operating Policy/Procedure (OP) 
OP 52.63: Worksite Wellness Program 

Approval Authority: President 
Policy Type: University Operating Policy and Procedure 
Policy Owners: Vice President for Enrollment Management and Student 

Affairs 
Vice President for Administration and Finance 

Responsible Offices: Executive Director, Student Wellness 
Director. Human Resources 

Next Scheduled Review: 04/01/2026 

I. Policy Statement 

Midwestern State University ("MSU" or "University"), a component institution of the 
Texas Tech University ("ITU") System. recqgpizes. promotes, and supports the health 
and well-being of its employees. 

II. Purpose 

A: 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. 
Additionally. the Worksite Wellness Program seeks to encourage emJ>lo ee ersonal and 
professional productivity, enhance physical and mental well-being. and support healthy 
lifestyle choices. 

III. Application of Policy 

B. ~ligihility fer Leat,•e Time. 
This operating policy and procedure ("OP") applies to all benefits eligible employees 
who are eligible lo partieipate in a hea)th benei-11s program admiAistered under Cttapler 
155 l, lnst:Jranee Code employed to work at least 20 hours per week for a period of at least 
four and one-half months. 

IV. Definitions (specific to this policy) 

Employee: A benefits eligible employee at MSU employed to work at least 20 hours er 
week for a period of at least four and one-half months. 
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Physical Examination: A physical examination is a routine, often annual test. performed 
by one's primary care provider ("PCP") to check their overall health. The exam can also 
be referred to as a wellness check or well-woman ~ 

Wellness Leave: According to the Texas Government Code§ 664.061(3), a state agency 
may: 
• Allow each employee 30-minutes during normal working hours for exercise time 

three times each workweek; 
• Allow employees to attend on-site wellness seminars, when offered; 
• Provide eight (8) hours of additional leave time each year to an employee who 

o Receives a physical examination; and 
o Completes the Worksite Wellness Leave Form 

Working Hours: Each employee's working hours are set by a supervisor based on the 
employee's job responsibilities or assigned by Human Resources. 

Workweek: A fixed and regularly recurring period beginning at 12:00 am Sunday and 
ending at 11 :59 m the following Saturday. 

Procedures and Responsibilities 

tA. Supervisor Responsibilityies 

The DepartmeAt of Reereatianal. Spm1s/We11ness Ceflter is the office 'Nitlt 
primary responsieility fer the implemematioA of th.is polioy. 
Employee supervisors are responsible for monitoring their employees participating 
in the Worksite Wellness Program and their adherence to the program guidelines. 

• The supervisor (or designee) will review and sign the employee's Worksite 
Wellness Program Request Form. 

• For an employee approved to participate in the Worksite Wellness Program. 
Supervisors will approve the emplo:xee's Worksite Wellness Leave via the 
employee's leave report or through the time clock. 

• Supervisors are expected to make a reasonable effort to accommodate reguests 
for employee participation in the Worksite Wellness Program. Supervisors have 
the discretion to modify or deny a reguest if it is determined that the employee's 
absence for participation in the worksite wellness program will negatively impact 
the degartment's scheduling. workload. or operations. 

• If an employee's Worksite Wellness Program reguest is denied b}'. a supervisor, 
the supervisor must indicate the reason( s) for the denial on the request form1 

sign, and submit the form to Human Resources for review. 

• Abuse of the Worksite Wellness Program leave time by an employee may result 
in revocation of the employee's participation in the program and/or additional 
disciplinary action by the supervisor. 

DB. General Procedures 

Chapter 664 of the Texas Government Code acknowledges the benefit ofworksite 
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wellness programs to effective state administration and provides that public money 
spent for these programs serves important public purposes. 

• The participating MSU employee must complete all requirements for the 
Worksite Wellness Program and receive supervisor approval prior to starting the 
program. 

• The time, location, and wellness activity for an employee participating in the 
Worksite Wellness Program must be approved by the supervisor in advance. In 
addition, supervisors must review and approve Time Clock and leave time away 
from the office in a manner consistent with the employee's approved Worksite 
Wellness Program participation. 

C. Requirements for Worksite Wellness Program 

I. Worksite Wellness Leave (8-Hours Leave) 

a. Complete the Worksite Wellness Leave Participation Request Form and 
provide documented proof of a Physical Examination taken within the last 90 
days. (NOTE: Do not provide personal or confidential medical ieformation 
with proof of physical examination.) Send the Form and proof of physical 
examination to the Executive Director of Student Wellness. 

b. Use of Worksite Wellness Leave must be scheduled in advance with the 
approval of the employee's supervisor. Functions of the University and 
essential responsibilities of the employee's position take priority in 
scheduling wellness leave. 

c. Worksite Wellness Leave must be used as one single 8-hour increment 
within 12 months following approval. It does not accrue or carry over from 
one year to another, and is not paid upon an employee's separation from 
MSU. 

d. Worksite Wellness Leave must be recorded on the employee's time clock or 
leave report. 

2. Worksite Wellness Exercise Program (30-Minutes Leave for Exercise Time) 

~ Eligible employees may be excused from duty for one 30-minute exercise 
session per day, up to three days per workweek. Exercise time may be used 
during normal working hours and may be used in conjunction with lunch 
breaks. 

b. The location and scheduling of exercise time must be documented and 
approved by the particinating employee's sug_ervisor through the annual 
Worksite Wellness Program Reguest Form process. 

~ Functions of the University shall be prioritized over the entitlement to the 
scheduling of exercise time. 

d. Exercise time will not be counted toward hours worked for the earnina of 
overtime or compensatory time under the Fair Labor Standards Act or State 
Compensatory Time. 

e. Exercise time must be used in increments of 30 minutes. 

L. Exercise time may not be accrued or carried over from one workday or 
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workweek to another. 

g,_ Each fiscal year, grior to beginning the Worksite Wellness Program, a 
participating employee must complete the following forms and submit them 
to the Executive Director of Student Wellness. The forms can be found 
online at the Redwine Wellness Center website or picked up at the 
Redwine Wellness Center office. 

Worksite Wellness Leave Participation Request Form 
Worksite Wellness Program Re_guest Form 
Employee Wellness Program Waiver and Indemnification 

3. Worksite Wellness On-Site Seminars 

E. EligihUily fur Partieipatien in Wellness Programs 
AY-M-fflwestemState Uni,•ersHy employees are eligible for voluruary 
~~fl the Wefks-ite 1.VellHess mayProgram. Domesti&JMH1AeFs 
flartieipetein seleeted aetivities pro·Aded throu~ tke pr~hew 
partieiJJationdoes Rotpreclude partieipatienhy an ageRC~ employee> attd they 
pay any-applieahle-weHness fees-assoeiate<I with. iheir partieipatioA.AU f!ersoRs 
who intend lo paR1oil)ete in a Werkshe Welh1ess Program aeth•ity iAY-01viRg 
f'}liysieeleKerdoAor eKereise are encouraged to complete a Physioal Fit-ness 
ReW:liAessQuestionnaireprovided by the Depertmem: ofReereati~ 
Sports/Wellness CeRter and eoem!lt ·.vitha ph~ieian before begirnliRg ~h~ieal 
ae-ti•,ity as Reef10(;j.'fheEtuesl-ionnaiFe is ~atnetl ey wie eml3'layee, anEI will eot 
he r-6\lie•wea er retaifiedby Midwestem s•cHe UAiversity. AU f)ersons mHst 

ee~e a Release ot' bie.bility prior to f)artieipatioA iR an;c Work.site WeUeess 
P:rog:pamactivity. Releases will be kept in a Hie mainkliAed b~ d~e-Coordinator ef 
\Vetlness Programs. 
~~gram Centent 
:rh:eVlorksite-WeHHessProgram may coAsist of, but not be Iimih~e~o.aeti-Yt.+es 
~t raise ll'NareHess, promote lifestylechanges~fta pfovi<le assistan~ 
supportto empleyeespaftieipalittg iRlJJ:ef)rogrem. GenemUy, wellt1ess 
f)rograms iarget fftajar risk f.aetorsfur ehren•~a:nd factors that contribute 
kHHIHit:Hs~lity oflife. 1.Vellness aeti'lities iAclude, but are not I irnit8EI to: 

-h-imtritio us eatiAgseminars; 

2. increasing physieal aetir,ity; 

3. Ofl sit♦t)f&¥fflt6t-iYe Set=eeflitlgst 

4. a tebaeco free cam.p\¼5 (see policy 4J e3 ) ; 

a.stress ,et!Hotiont-nttiatives; and. 

7. supporting healthy ehoiees sueh as the l)Fe'rentieAlt=eauooeA ef subseaAee 
dependency. 

~. 
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Werksit@ WeHR895 Progmm activities may be sohedaled before, during, betweeR, 
er afteF eormal woNtiflg hours as deemed appropriate and oothoriZied by the Deaa 
of Uni•,1eFSit)' WeUnessI DifOOt:erof ReereatioAal Sports. 

H. Enceise During Werking Heun 
Puf5uaftt to TeKas Go¥-effifflent Code§ 664.061(1), ~1-tdwestem 8ta-te Uni•,ersity 
gRt~ ea.eh eltgible emf)foyee who f-lORieipates-in a heahhbenefits f)FOgFam 

admiRtsteredunder Cha1:1ter I SS l (lnsur-aeee Cede) 30 minutes to e*ereise,three 
times per week, duriftg nermal •uorking ko\:l:fS.Employees aFe not-req1-1ired ~o 
make up this time 0r-us&4ea1i1e. E,cereise time may only he used in--30minut.e 
.increments. i;M.ereise time does not aeeumulete an. • 
fer use at another time. EKereisetime HHilYbe used at aa~· time during the werlt 
day, or combined with lunah. fo gi1re th&,@f}lployeemore time for welleess 
aeti•;ities. E.mployees ffH.J.st €06f,fflf'latewhh their supervisor emkel~ 
exereise time so that it does net eoa:Aiet •,•lilh theiFjoh dut-ieB or division 
f>rier-i~ies.~mployees fflHSt s1c1bmita monthl~ r6f)€1rt-twk&ir sur,ervisor to 
~r l¼Seofe:-c.eroisetime. Tke selleoo-l4flg ef e:1tercise time is at the 
ruoor-eaea of-the suf)ervisor aed will ~hat the operatioHs of the e~• 
ar,eROt impaeted. 

I. Wellltff&beave 
Pu.m\Mmtto TeKas Government Gocle § a64.06l(3), the agenoymay .awa:H:t eigh:t, 
hours of additional lea11e tiFReeash--J..2---meff{hperiod to eligible employ~ 
participate in a health OOflefits prograffi administered under Chept,e,-~ 
Insurance Gede en4-who ~eehe a physical e:Kaminatien and eomplete the Health 
Risk /•lssesstl'IMtdesignated by Midwestern State-YniYersity. Supporting 
deeWR-eAtftt4olrreqwred to the Coordieat9f by the ~F1i,1ersitym1::1Sl--b&,oobmitted 
0P>lel1Aess Programs. WeHReSs bea¥&fflU-sHle seheduled in advaRee with the 
0J'l'f0¥al of the e£Rpl.O)'H's supervisor. Wel1ness Leave eM:JtiFes if eot-used 
within 12 rnaflths from the--ea~ it is ea-med,aHd will eot he paid te the empleyee 
upen separation from emplayment. 
a. Employees are encouraged to attend approved wellness educational sessions 

and activities on campus addressing health and well-being topics including, 
but not limited to, stress management nutrition, healthy eating habits, 
substance/chemical dependency reduction. physical exercise activities. 
mental/emotional health. disease prevention and screening. and 
smoking/tobacco cessation. Appro11ttl of weU.ne§ey edlteafiona-1sessioRs or 
aoti·t'ities eeours through the Redwine Wellness Center aed Human 
R:eseurees. 

b. Provi<ters of instruction or services for campus wellness educational sessions 
and activities may include local, state, or federal agencies; hospital or 
medical care professionals: health educators; nutritionists; dietitians; 
ghysiologists; community organizations; consultants; or other individuals or 
groups with expertise in a particular health or fitness area. Only persons with 
accepted degrees. certification or recognized training will be selected as 
providers of instruction or services. 

c. MSU may provide funds each fiscal year to supplement health-fitness 
education and activities for employees or other costs related to the Worksite 
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Wellness Proiuam. Available campus facilities may be used for the Worksite 
Wellness Program, including available conference or meeting rooms, and 
outdoor areas suitable for instruction or fitness activities. 

JD. Injury 

Employees injured by participating in the Worksite Wellness Program are not 
eligible for workers' compensation benefits unless their participation in the Worksite 
Wellness Program event where the injury occurred was in the course and scope of 
their job duties and employment. 

&-t•UfKHr-atfG-ffetlllffllttff-W1efftteS6-t~~ltlll5' 

Midwestern State Uni·,ersity ma, proviee runds-,eaeh fiscal year to supplement 
health fitness edtte9'ion-aud aolh•ilies for employee~ or for od1er easts related te 
tho Worksite WeJlness Program. A'llailable fooilities may be Msed for the 
Warksite \l/eHAess Program~ including a·,ailable ooRferenee or meetiftg rooms, 
~ruHtfld outdoor areas suitable for in.stmeti:0&-6F-Htt1essactivities. 

b. PH't1iders of Instruetien 
Pro•i1iders of instmotion or ser¥4-0es-fer the Werksite \llellness Progm1nmtl3/ 
include loeal, state;-er-.federal ugeneies; hospital or medieal eare pr&ress+eA1W.r, 
~HMiu€~rifienis~s; dietitians; physiologists; 001Hm~ 

0rga11i;zati0ns; eeMllha-tHs; or other individMe!s or grm1ps with e*1=1ertisein a 
l)afflettlar health or fitness area. Oaly persoas wHh aeeef)ted degrees, 
eertification. or reoogeti'!eti-tf-&iaiRg-willbe seleeted as providers of jeslraotioR or 
sen·iees. Mie 1Nes~R-l-Ste-te,l:ln1versity may coAtract with qtmHFlea-pre•."iders of 
iHswction aAd seAMeesrelatedto theprogram. 

VI. Related Statutes, Rules, Policies, Forms, Websites 

Related Statutes/Rules: 

Texas Government Code. Title 6, Subtitle B, Section 664.061 (State Employees Health 
Fitness and Education. 

Related Forms: 
Worksite Wellness Leave Participation Request Form 
Worksite Wellness Program Request Form 
Employee Wellness Program Waiver and Indemnification 

Related Websites: 

Office of Recreational SQorts and Wellness Center 
(Use links under Worksite Wellness in the main menu) 

VII. Responsible Offices 
Contact: Executive Director, Student Wellness 
Phone: 940-397-4206 
E-mail: angie.reay@msutexas.edu 
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Contact: Director, Human Resources 
Phone: (940) 397-4221 
E-mail: human.resources@msutexas.edu 

VIII. History 

15 May 2009: MSU Policy 3.350 - Worksite Wellness Program adopted by the MSU 
Board of Regents. 

05 Aug. 2021 : Renumbered by the MS U Board of Regents as Operating 
Policy/Procedure (OP) 52.63: Worksite Wellness Program. 

08 April2024: Completely revised to clarify employee participation in the University's 
Worksite Wellness Program. update supervisor responsibilities, and add 
definitions. Adopted and approved by MSU President Stacia Haynie. 

d1a 
Stacia Haynie, President 

Midwestern State U~ivers'.ty </: 
Date Signed: L/ f ~ 

Worksite Wellness Program 7 of 10 

https://U~ivers'.ty
mailto:human.resources@msutexas.edu


OP52.63 

3.350Student Affah~s and &n,ellment MaM9emlfft 
WORKSrr& W&lUUiSS PROGRAM 
Dal• Mot1tedlM88I Re&ent Revleien~ QG{15'.2008 

is~ablish a 'Norksite \1Vellno&& Progr3"1 t8 foetor Ille IHOf:)liORof a weRl\886 Glllhire iA OM8Fk) 

Pf8mole the beAefits of impFOI/Eld healt~. r:eduaed !flediaal E»l:penses, heightened person~ 
1K1rformaooe,re<:iused abseAleeism, aAd improV-Oa emptoyee satisfaction, 

~y,fer L.eava Time, 

This poliGy applies14> all empleyees \WIO 3f0 eligible l8 p.artisipate in a heaHh be¥tefite f:lFOQram 
adm iRiSMEI uooerChapter 1661, I FISYranGe Cade. 

C. R86fJ8A&lbiUty 

The Qepar:tmellt of Resreational Sp~llness COAier is the effise with primary respensibi~ 
the iFRplementation of this patisy, 

O. General 

Chapter 664 of tho. Got.temmeAI Code a.OkRO\•Aedges 'Nlll!Aes&J)F&gr8ffls 10the benef.lt of •,•,'Qrks,ite 
eftestwe state aEiministra1k>A aR~l p1.1btismoney spent fer lhe&e PfGQ~S ser¥es 
important pubtis p,u·poMS, 

Eligibitity fer PartlGipatieR In Wellness Programs 

J\JI Miew+f&steFfl Smlo University employees ar-e eligible for >Joluntary parti0ipation in the \IVorksilo 
WollAess PJoQi:am. Oorf!eslis partAers may parUGlpate m selee~ivilies l')faYideEI through lhe 
program a&-loRg as their partiGipation Eloes oot preG11:1de partieipa,ioR by on agency employee, and 
~Y pay anv appUeaole •,wllness roes assosiatod wllf::i their partiGipatioo. Alipereons who inland-ta 
pai:tieipatein a >A'orksite WellRess Program aGtMt.y IR'I-OIIAAQ ph;,siool OMorUon or e1<eroisoare 
011(;8UFaged to eomplote a Physisal Fitness ReadiR866 QuesliOF¼Aaife,PFeVidedby the OepartmoAt 8f 
Recr:eatioAal Spor:tsPNellooss Center and GOAEif;llt a f)f:lysieian befoFo beginning physisal aGINity •Nilf::i 
as Reeded. The questiennair-e is retaifled by the emplayee, and will not be FOYiovJed or retained 
~ Mil1i,tJ8Gh~m must GE'Jmplete a Release of Liability i;,rlor ta p.artiGipaliOA SeateYni)l9F8ily. AU peFSORS 
in any WGr'ksite \'VollAess Program activity. Releases will be kept in a file l'flaintained by the 
Coordioa&or of WoJIRess Programs. 

Tho Worksile lJVellAess i;>~r-am may eoneist ef, but n9t be limited to,aGliY~les 1hat,roise awareness, 
19f8RU!Me~fest!,¢e changes a~ pre•.1ideassi&klnso and sYpport to em p1oyees part:ieipatJAg in lhe 
pregram. Generally, wellAE!S6 progi:am& bF9et majer risk faGtOf8 fer GhFORiG Elisease,aRd faetoRJ tl:ia, 
sentritmte to diminished q~alily of fif6-. W~IAoss eeti¥t1ies inslude, but are R9t limited to: 

1, Rutritious eaUng semiRai:s; 

'62.-.-----1iAGFeasiF19 p~iaal aGti'1ity; 

3. GR site pr,&ventatwe SGFoeAin!JS; 

4. 

5. t8tiaeoo eassatioF1 aseistanGe; 
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7. supperting healthy shoices suGh as tM pro•.teAtion.'fOduoUonof &U9&taAGe 
dependensy. 

G. Program Scheduling 

Wol'k.s4teWellness Pwgr:am astllJWes ff!ay be sel:lOal;lleEi befoFe, duriA91 l=>etween, or aftorllOffAal 
wOfking hours as deemoa app,opriate and atfthofized t}y U:ie Dean of Uni\lersity Wollnees f DireGtor of 
ReoreatioAal Sports. 

M. &<Ker$leeDuriA9 Wofklng MouFS 

Pllfsuam lo TMas G0>18mmont Code § 004.061 (1 ), Mid:.t186tem Stale Umvoreity grants each oliglt,le 
employee wt:io paniaipates in a health benefits pmgi:aFR administeFed under Chapter 1661 (111$1.lFaAGe 
Code) 30 minuh~~s to 8)181'6iso, 1hFOelimes per weak, d1;1ring non:nal \•,fOfking ho1:1rs. Employees are 
AOI FeC:1~11:eEI Ume or l:!88 leave, ~xeF6'68 time may only be used in 30 miAYteto mal<.e up U=iis 
tnorement~i&e lime doee not acc1:tm1.,ila~e at anothef and may net bEraarried forward for 1:1so 
time, ~er4ise time may ee used at any time d~ring tt:ie ·.voFk day, er oombined with 11.lAGh,o.fli\lEl-#te 
employee mor:e time fer 'NOllnoes aGti'.•Uies. &mployees R.u...ist E:oordiAato wilh their supM•isor aM 
scheclulo ~r:Gise time &o lhat it does not oonfliiot •Jil#I th-air job duties or di¥ision 
priorities.-empleyees must sw~mit a monthly i=epei:=t te document ltioir UH of.to tt::ieir s1,1peFYiser 
exer-oise lime, Tl:lo eohowliAg of e1'Eel'Q6e Ume-is at tho disoretion of the e~f)eNisor and will eO&YffJ 
that the oper,ation& of-tho etepartmenl ai=e oot lmpaeled. 

I, WeUness Leave 

Pursuan~~ Go\'ernmenl Cooe § @@4,001 ~3), l~ agency may av.iaFEI eight houritrot additienal 
ieav. tin1e eaoh 12 month peFiod te eligible employoea whoparticipate in a l:lealtl:i benefits pf8§mm 
adffifni610fed 1:1nd8' Chapter 1 e51, h~s1;1ranoe Godo and whe r-eGeive a ~;isiGal ei'l3Fnination aAd 
eomplote the Health RFSk .'\ssossment designated by MicPNestem State UM<er$Jty, St:1pi;;,0AiAg 
doouRlenlaUon required by tho 1:1AiwersHy mu&t be eubmiUed to the Coor<:linator of Wellness 
l4GQFafR6. W8'1noss bea\'e must be sGlleduled ,n adwnee ·.•.~ththe approWJI oft.he-employee's 
supervi&OF. Wellness Lea¥e expires tf not l:fSed 'NAAin 12 menths from v:ie date it is ea,nod, and •♦-1111 
not be paid to the employee upon sepat-ation ft.em employment 

J, Injury 

Employees iAjured by partioif)QtiRg in tho Worksite \~ellne:ss P:rogroffi are nol eligible for ·.~rkor&' 
sompensa&ion benefrts ,,mless lt:leir participation IA the V1Joi:k6ile VVellneee Program el/Ont was in tile 
so1.1FSeaRd soope of tfleir job dYtios and emplo~ent. 

K. FUFld& and FaGUities fer WeHA8&8 P.:ogi:ams 

~~~~~atE~lAA~!W-lm-av-efGl,ilf(H~~Haoh fieoaS yea, k>supplement ~Ith fitness 
ed1;1oationand aetivi1ies for emp1oyeos, er kw other ooste related to tho >A'or'kette Wellness 
Rfo"3m, AYailablo facilities m~• be 1:1sed f,ar tt:ie \•\<Ofksite Wellness Proijr:am, inGluding a•.~ilable 
OOAMteAGe er mooting rooms, alildlteria and outdeer areas suitable for in~G4ieA-«-fitneee activities 

L.. ProYiders of lrMIN~ 

Pfe.i.iirforo of instrnsllon or service& Jar tho 11'.<of!ksito \<\'ellnees Pregram may iRelYde looal, state, er 
federal agencies.: h8spital or Meeieal eare prefessionals; lleaHh edyoatef6; Autritieni&t6; dietitians; 
p~ielegists; Gomm1.,1nHy l;ndiviclool:& in ae,ganfz.alions; eOAswllants; or 0U:1er or gro,yps •.vlth e1'Epertlse 
paAioYlar heattll ar fllness 31'63, Only persens with aooep&ed degrees, eertffioaUon, or rosogni~l:J 
trelining will be seleoted as fJF9¥id0F&of instr1:1etiori or sewioes. Mic:Jwestom State Uni·,er-sity may 
eoA1Faot~itttl qYSUfted pro•,i~er~ o~swotkm and sewfGes r-elate~ IE> ttw PF09f3m. 
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