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I. Policy Statement 

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

II. Purpose 

The purpose of this OP is to 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 employee personal and 
professional productivity, enhance physical and mental well-being, and support healthy 
lifestyle choices. 

III. Application of Policy 

This OP applies to all benefits eligible employees 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 per 
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 exam. 

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 a.m. Sunday and 
ending at 11 :59 p.m. the following Saturday. 

V. Procedures and Responsibilities 

A. Supervisor Responsibilities 

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 employee'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 requests 
for employee participation in the Worksite Wellness Program. Supervisors have 
the discretion to modify or deny a request if it is determined that the employee's 
absence for participation in the worksite wellness program will negatively impact 
the department's scheduling, workload, or operations. 

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

B. Procedures 

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

l. Worksite Wellness Leave (8-Hours Leave) 

a. Complete the Worksite Wellness Leave Participation Request F onn and 
provide documented proof of a Physical Examination taken within the last 90 
days. (NOTE: Do not provide personal or confidential medical information 
with proof of physical examination.) Send the Fonn 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 (JO-Minutes Leave for Exercise Time) 

a. 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 nonnal 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 participating employee's supervisor through the 
aen11alWorksite Wellness Program Request Fonn process. 

c. 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 earning of 
federal overtime or compensatory time under the Fair Labor Standards Act 
er State C01HfJeHsat0ry Time. 

e. Exercise time cannot be utilized if an employee has worked their full 
shift. Total hours cannot exceed that of a normal work day. (ex: an 
employee cannot clock in to wellness after fulfilling their 8 hour shift 
to accrue comp time). 

f. Exercise time must be used in increments of 30 minutes only. If an employee 
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cannot take the full 30 minutes of leave within their normal working hours, 
exercise time cannot be utilized that day. (Example: an emplovee cannot 
clock in to wellness leave at 4:45 p.m. if their shift ends at 5:00 p.m.) 

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

h. Exercise time may not be used in place of vacation leave or sick 
leave. 

1. E.aeh fiseal year, Prior to beginning the Worksite Wellness Program, 
or when changing departments or supervisors, 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 Request Form 
Employee Wellness Program Waiver and Indemnification 

3. Worksite Wellness On-Site Seminars 

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. 

b. Providers 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; 
physiologists; 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 
Wellness Program. 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. 

D. 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. 

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

Related Statutes/Rules: 
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Texas Government Code, Title 6, Subtitle B, Section 664.06 l (State Employees Health 
Fitness and Education. 

Related Fonns: 
Worksite Wellness Leave Participation Request Fm 
Worksite Wellness Program Request Fonn 
Employee Wellness Program Waiver and Indemnification 

Related Websites: 
Office of Recreational Sports and Wellness Center 

VII. Responsible Offices 

Contact: Executive Director, Student Wellness 
Phone: 940-397-4206 
E-mail: an2ie.reay@msutexas.edu 

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 MSU Board of Regents as Operating 
Policy/Procedure ("OP") 52.63: Worksite Wellness 
Program. 

08 April 2024: 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. 

27 March 2026: Revised to clarify exercise leave time, and adopted and approved by MSU 
President Stacia Haynie. 

Stacia Haynie, President 
Midwestern State University 

Date Signed: 0 · cQ., +:·~ 
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