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	Introduction
	The Employee Wellness Program is a voluntary program of formal and informal activities designed to result in an increase in the health, fitness and productivity of CPA employees. 


	Eligibility Requirements
	All CPA employees are eligible for voluntary participation in the Employee Wellness Program. As determined by the Comptroller, spouses and other immediate family members may participate in selected activities provided through the program as long as their participation does not preclude participation by an agency employee, and they pay directly to a service provider any individual costs charged for such participation. 

All persons who intend to participate in a Wellness Program activity involving physical exertion or exercise are encouraged to complete a self-help Physical Fitness Readiness Questionnaire provided by the agency and consult with a physician before beginning physical activity as needed. The Physical Fitness Readiness Questionnaire is available on the CPA Wellness Program website. The Questionnaire is retained by the employee, and will not be reviewed or retained by the Agency. 

All persons who participate in any Wellness Program activity or service must complete a Release of Liability provided by the agency before participating. The Release of Liability is available on the CPA Wellness Program website. Releases will be kept in a file maintained by the agency Wellness Coordinator in the Human Resources Division. 

In the event the agency should grant an incentive or reward to groups or individuals for participation in any Wellness Program activity, the agency will make reasonable accommodations for individuals who require them in order to allow them to participate. 


	Program Content
	The Wellness Program may consist of, but not be limited to, activities that raise awareness, promote lifestyle changes and provide assistance and support for employees participating in the program. 


	Program Scheduling
	Agency-wide program activities may be scheduled before, during, between, or after normal working hours as deemed appropriate and authorized by Executive Administration. Scheduling will be done in a manner to avoid interference with the normal work of the agency or with public access to services and facilities of the agency.


	Exercise During 
Working Hours
	Pursuant to Texas Government Code §664.061(1), the Comptroller’s Office grants each employee 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 a block of time or in 15 minute increments. 

· Exercise time is not cumulative and may not be carried forward or saved for use the next week. 

· Exercise time may be used at any time during the work day, or combined with breaks/lunch to give the employee more time for wellness activities. 

Employees must seek approval from their supervisor prior to using time for exercise. Supervisors are encouraged to grant an employee this time each week as workload and coverage responsibilities permit.

Both the supervisor and employee are responsible for documenting when the time is used by the employee and for what purpose. Employees are required to use the online time log. Employees must obtain a Lotus notes user id and password from the Help Desk to use the time log.


	Fitness Leave
	The Comptroller’s Office 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 Executive Administration 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 earned does not expire, but will not be paid to an employee at separation from employment.

Fitness Leave earned should be coded EFA on the employee’s time sheet and verification of the time awarded should be attached. Fitness Leave taken should be coded EF.


	Wellness Leave
	Pursuant to Texas Government Code §664.061(3), the Comptroller’s Office provides eight hours of additional leave time each 12 month period to employees who receive a physical examination and complete the health risk assessment designated by the agency.

Employees must complete a Request for Employee Wellness Leave form, located on the Wellness website, to receive Wellness Leave. 

Once the leave is granted, Wellness Leave earned should be coded EWA on the employee’s time sheet. Wellness Leave taken should be coded EW.

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.


	Funds and Facilities for Wellness Programs
	The Comptroller’s Office 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. No new building or rooms may be built or altered so as to make them suitable solely for use in the agency’s wellness programs unless such facilities were originally needed by the organization to carry out its planned objectives. 

	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. CPA may contract with qualified providers of instruction and services related to the program.


	Program Administration
	The Wellness Coordinator is an employee in Human Resources who organizes and implements wellness activities suggested by employees and the Wellness Committee. In addition, the Coordinator:
1. Monitors and evaluates program participation. 

2. Collects and retains quarterly reports. 

3. Develops, implements and summarizes employee evaluation surveys of the program. 

4. Prepares annual report for dissemination to employees and management. 

5. Schedules Wellness Committee meetings. 

6. Reviews other state agency wellness plans and maintain communication with other agencies – public and private – to promote collaborative efforts in worksite wellness activities. This will include, but not be limited to, attendance at related workshops and conferences. 

7. Provides technical assistance and advice to agency Wellness Planners on wellness policies and program administration. 

8. Develops program materials, training, and guidance for use by Wellness Planners. 

9. Electronically promotes the Wellness Program, wellness activities and healthy lifestyle choices agency-wide. 

10. Suggests appropriate updates to Wellness Program policies and wellness plan for approval by the Wellness Committee. 


The Wellness Committee will be comprised of the Wellness Coordinator and appointed Wellness Planners from each division and field office within the Comptroller’s office. The Wellness Committee:
1. Meets at least once a year to determine activities for the upcoming year, and identifies resources that will support the overall Wellness Program. 

2. Develops, promotes and implements wellness activities. 

3. Ensures that the Wellness Program does not conflict with other agency policies or programs. 

4. Makes program recommendations to executive management for approval. 



	Website
	For more information about the Wellness Program, visit the CPA Wellness Program website on @CPA.


	Authority
	Texas Government Code §661.902(b)
Texas Government Code §§664.001-.061 
25 Texas Administrative Code §§1.61-.62
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