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The Alaska Region Health and Wellness Program Guidelines have been updated to include a recently agreed upon Region 10 Partnership Council decision for utilization of administrative leave for fitness.  Under the new guidelines, employees with supervisor’s approval may choose reimbursement up to $300 per participating permanent employee and $150 per participating temporary employee or up to four hours per pay period of administrative leave, no more than three hours per week.  If you have received any wellness reimbursement for a fiscal year, you cannot receive any administrative leave for fitness or vise versa.  You can only participate in the Reimbursement for Fitness Program or the Excused Leave for Fitness Program in any one fiscal year.  It is the responsibility of the employee’s supervisor to monitor the use of administrative leave for wellness.

The purpose of this program is to create an environment that encourages all employees to adopt an active lifestyle, which promotes physical well-being and enhances their ability to lead a satisfying and productive life both on and off the job.  The agency will benefit by increased productivity, reduced absenteeism, and lower Office of Worker’s Compensation costs.  A copy of the guidelines follows and are available on the R-10 Safety Website at http://fsweb.r10.fs.fed.us/staffs/hr/safety_health.shtml.
	

	/s/Jacqueline Myers

	JACQUELINE MYERS

	Deputy Regional Forester for Operations


cc:  Barnet M Freedman, Karol Turner  

ALASKA REGION

Health and Wellness Program Guidelines

May22, 2003 Revision

Purpose:

Believing we are all valuable people who want to feel good about ourselves, we encourage the achievement of individual wellness goals that stimulate positive self-images, higher morale, and improve health.  The purpose of this program is to create an environment that encourages all employees to adopt an active lifestyle, which promotes physical well-being and enhances their ability to lead a satisfying and productive life both on and off the job.  The agency will benefit by increased productivity, reduced absenteeism, and lower Office of Worker's Compensation (OWCP) costs.

Objective:

The objective of this Health and Wellness Program is to improve individual employee fitness as appropriate (i.e., weight loss, flexibility, muscle tone, aerobic capacity, stress reduction, etc.) and encourage personal health maintenance including physical exercise.  By providing educational and fitness opportunities which increase knowledge and improve the well being of those in the program, we will bring people together and increase personal effectiveness.  Through increased personal and physical well-being, we will reduce absenteeism and accidents and will increase morale.

Authority:

There are several policies which affect the establishment, implementation and funding of health and wellness program. For reference they are listed below:

1. Title 5, United States Code, section 7901 ( Authorizes the head of each agency to establish a health service program to promote and maintain the physical and mental fitness of employees within the limits of available appropriations. http://www4.law.cornell.edu/uscode/5/7901.html
2. Title 5, Code of Federal Regulations, Part 792 ( Provides Agency requirements for providing Health and Counseling Services.  http://www.access.gpo.gov/nara/cfr/waisidx_02/5cfr792_02.html
3. Departmental Regulation 4400-6 (DR 4400-6) dated December 16, 1996 ( Establishes the USDA smoking policy including smoking cessation programs.  http://www.usda.gov/ocio/directives/DR/DR4400-006.htm
4. Departmental Regulation 4430-2 (DR 4430-2) dated June 14, 1993 ( Provides guidance to agencies in the design and delivery of wellness programs to USDA employees.

5.  Forest Service Manual 6511.13h (FSM 6511.13h), dated 12/21/95 ( Provides direction on the use of appropriated funds to establish and operate health promotion, disease prevention, and physical fitness programs in an effort to promote a healthy workforce.  http://fsweb.wo.fs.fed.us/directives/fsm/6500/6511.13-6512.11.rtf
6.  Forest Service Manual 6145 (FSM 6145), dated 5/17/96 ( Encourages Forest Service units to establish employee wellness programs which promote active lifestyles to maintain mental and physical well-being, enhance an individual's ability to lead a satisfying and productive life both on and off the job, and reduce Forest Service costs by increasing productivity and reducing illness and injuries.  http://fsweb.wo.fs.fed.us/directives/fsm/6100/6140.rtf
7.  Forest Service Manual 6412 and 6413.2 (FSM 6412 and FSM 6413.2) dated 6/12/92 ( Provides direction for use and disposal of Government personal property. http://fsweb.wo.fs.fed.us/directives/fsm/6400/6410.rtf 

8.  Master Agreement Between the Forest Service and the National Federation of Federal Employees, Federal District # 1 of the International Association of Machinists and Aerospace Workers (NFFE). 

Program Components:

The Alaska Region's Health and Wellness Program is designed to promote a healthy workforce. This program consists of the following five major components and is intended to benefit every employee.

1.  Health Assessments

2.  Fitness Programs

3.  Health Enhancement

4.  Employee Wellness Centers

5.  Employee Assistance Program

Questions pertaining to Alaska Region Health and Wellness Program should be directed to your local Safety and Occupational Health Specialist or the Regional Safety and Occupational Health Manager.  Questions pertaining to reimbursement of costs should be directed to the Regional Director of Financial Management.  Questions pertaining to management of government property should be directed to the Regional Property Manager.

1.  Health Assessments

An assessment to identify health problems is encouraged before employees initially enter into the fitness portion of this program. 

Forest Service units are encouraged to sponsor health assessments for employees who wish to participate in the Fitness Programs. Assessments can be provided at Government expense for employees as approved by the Line Officer.

2.  Fitness Programs

a. Health and Fitness Activities – Forest Service employees are encouraged to participate in health and fitness activities.  To participate in the Alaska Region fitness program, permanent and temporary employees are encouraged to present notice that a health-assessment was conducted (see section 1 above), and required to gain the approval of their work supervisor.  A sample personal wellness contract is presented in Appendix 1.
 
The personal wellness contract is developed and signed by the participating employee and their supervisor.  It documents the employee’s fitness goals, the benefits to the Forest Service, the sanctioned fitness activities and how the benefits will be determined.  When determining the fitness activities supervisors and employees should consider the activity’s potential for injury and the image such activities present to the public.  Benefits may be either quantitative, such as lowering cholesterol count or blood pressure, losing pounds of weight, or qualitative, such as, improving stamina and balance, gaining a greater sense of self worth and an improved ability to cope with life stresses.    


When the fitness program includes cost of health and fitness activities, the Forest Service will reimburse some costs of enrollment and/or monthly fees for health and fitness activities and for the purchase of physical fitness and exercise equipment for employee’s personal use.  Fitness facilities include commercial facilities and employee wellness centers with at least lockers, showers and exercise equipment.  The Forest Service Manual 6511.13h (2) b prohibits reimbursement of costs of purchasing fitness and exercise equipment when fitness facilities are reasonably available.  A list of Alaska Region duty locations where fitness facilities are available is included in Appendix 3.  Supervisors at duty locations where facilities are not available can authorize purchase of wellness equipment.  Supervisors at duty locations where facilities are available will document an employee’s reasons and circumstances for believing that these facilities are not reasonably available to the employee and forward the request to the Line Officer for determination.  The Line Officer’s determination that facilities are or are not reasonably available will allow the supervisor to complete the employee’s personal wellness contract.  

The amount of the reimbursement and the process for receiving the reimbursement follow:


1) Up to $300 per participating, permanent employee and $150 per participating, temporary employee each fiscal year for the enrollment and/or monthly fee for health and fitness activities, including individual employee memberships at a health facility of the employee’s choice.  Arrangement for couple or family enrollment is 

not reimbursable per FSM 6511.13h (4).  Fees are reimbursable one time per year, rather than upon receipt of each monthly bill.  Accumulate the receipts and request reimbursement when all costs for the year have been paid, when the paid receipts equal $300 or $150 (whichever amount applies) or the end of the fiscal year.

2) Up to $300 per permanent employee and $150 per temporary employee each fiscal year for one-time purchase of physical fitness and exercise equipment for use at their personal residence, when physical fitness and exercise facilities or employee wellness center is not reasonably available. 


The fee is reimbursable through unit financial management staff upon presentation of a completed SF 1164, a copy of the employee’s approved personal wellness contract and a paid bill for services, program costs or equipment.  Instructions for completing the SF 1164 are included in Appendix 2. 


The reimbursement for the fitness program will come out of the staff budget of each participating employee.

The equipment acquired under the Wellness Program is Government property even when original purchase price exceeds the amount of the reimbursement.  Only the employee can use government property even when the equipment is located at the employee’s residence.  Additionally, the employee is responsible to ensure that the equipment is well maintained and safeguarded to prevent unauthorized use or injury.  If the equipment is damaged, except due to negligence, the employee and supervisor will coordinate repair and reimbursement of repair costs.  If an employee transfers, or the equipment is no longer needed under the employee's personal wellness contract, the employee must return the government property to the Forest Service.  The employee must make arrangements with their supervisor or property manager to return the property to the Forest Service or purchase it from the Forest Service at a depreciated value.  The depreciated value is computed as the reimbursed amount reduced by 10% each month for the first 6 months, and a flat 10% of the reimbursed amount after 6 months. (FSH 6413.2)

Example A:  In accordance with the personal wellness contract an employee receives a $300 reimbursement for the purchase of exercise equipment in February. In April of the same year the employee transfers to a different location.  Since the wellness contract is terminated, the employee can either purchase the exercise equipment at the depreciated value, $210 from the government ($300 reimbursement amount is reduced by $90 [3 months x 10% x $300 reimbursement amount]) or return the property to their Supervisor or Property Manager.

Example B:  In accordance with the personal wellness contract an employee receives a $300 reimbursement for the purchase of exercise equipment in February. In August of the same year the employee transfers to a different location.  Since the wellness contract is terminated, the employee can either purchase the exercise equipment at the depreciated value, $30 from the government ($300 reimbursement amount x 10%) or return the property to their supervisor or property manager.

b. Time for Exercise - Managers are encouraged to support flexible work schedules to help employees find time to exercise. Time off is authorized for special physical activity events, such as health screening, wellness presentations, and activities during National Employee Health and Fitness Month.  Employees with supervisor approval (workload permitting) may choose to participate in the Excused Leave for Fitness Program.  Up to four hours per pay period of administrative leave (TC66), no more than three hours per week, may be granted by the Wellness Contract with supervisor approval.  Note – If you have received any wellness reimbursement for a fiscal year you cannot receive any administrative leave for fitness or vise versa.  You can only participate in the Reimbursement for Fitness Program or the Excused Leave for Fitness Program in any one fiscal year.  You cannot select both Fitness Programs or change your selection once your supervisor has approved your contact until the next fiscal year.  You must designate which Fitness Program you are participating in on your Wellness Contract.  It is the supervisor’s responsibility to monitor the use of administrative leave to ensure no more than four hours are used for the Excused Leave for Fitness Program per pay period and at a rate of no more than three hour per week.

3. 
Health Enhancement
Smoking Cessation and Weight Management ( Appropriated funds may be used to educate and counsel employees on smoking cessation and nutrition and weight management. Smoking cessation includes other tobacco use as well.  An employee can choose to participate in one of these programs and qualify for reimbursement of program costs.  The same fiscal year dollar limits apply.  An employee cannot be reimbursed more than $150 or $300, as appropriate, in the same fiscal year for any and all aspects of this wellness program. Instructions for completing the SF 1164 are included in Appendix 2.


4.
Employee Wellness Centers
Units are encouraged to develop unit wellness plans.  In locations where physical fitness and exercise facilities are not available units are encouraged to purchase physical fitness equipment for use in a Government established wellness center.  A wellness center includes exercise equipment and facilities with lockers and shower rooms.  It may be located in available open space in the district or Supervisor’s Office.  Use of appropriated funds is authorized to purchase equipment for an employee wellness center. 

5.
Employee Assistance Program
The Employee Assistance Program (EAP) is a program were employees and their family members can receive voluntary, confidential assistance with personal, family, or job-related problems, such as marital, parental, and financial concerns.  Assessment, short-term counseling, information, and referral are available at no charge to you.  For an appointment with an EAP counselor, please contact ComPsych at 1-888-290-4347 (TTY # 1-800-697-0353).  The Regional Office has a centralized field support fund for these services.

Program Management:

Program goals for individual employees should be defined in writing and monitored by the employee and supervisor.  Goals should be measurable and may include behavior modification, cardiovascular fitness levels, smoking cessation, and commitment to an exercise program. Employees and supervisors should periodically review the program to see if their goals are being met.

Employees who choose to participate in this wellness program agree to follow all health and safety guidelines for their chosen activity.  This will include warm-up and cool-down periods and the use of personal protective gear when appropriate.  People with physical problems should check with their personal physician to ensure the activity they intend to engage in will not aggravate their health condition.

1.
The Regional Health and Safety Manager, assisted by the Forest Health and Safety Officers, will:  a) manage the Alaska Region Health and Wellness Program Guidelines; b) maintain a file of Personal Wellness Contracts to compile program effectiveness and participation information. 


2.
Line Officers are responsible to:  a) implement Regional Wellness Plan in accordance with Program Guidelines; b) determine if available fitness facilities are reasonably available based on Appendix 3 and employee’s justification in their personal wellness contract; c) determine if “work permitting” exist for employee participation in the time for fitness program.

3. Acquisition Management is responsible for disposal of returned exercise equipment.

4.
Supervisors are responsible to:  a) develop personal wellness contracts with participating employee in accordance with Alaska Region Health and Wellness Program Guidelines; b) request Line Officer determination when fitness facilities are not reasonably available based on employee reasons and circumstances; c) review and approve correctly completed requests for reimbursement of health and fitness, and health enhancement costs; and, d) notify unit Property Manager when employees authorized to have government-owned personal property at their residents: (1) Are leaving their current assignment (e.g. transferring to a different position or location, including leaving the agency) or, (2) Have stopped participating in the wellness program; e) determine of “work permitting” exist for employee participation in the time for fitness program.


5.
Office of Financial Management is responsible to:  a) process approved requests for reimbursement; b) provide a copy of processed reimbursements of health and fitness, and health enhancement costs to the appropriate Property Manager when the purchase of personal property has been reimbursed; and c) gather wellness program costs on a quarterly basis for Regional Leadership Team.



6.
Employees are responsible to:  a) review the Alaska Region Health and Wellness Program Guidelines to determine whether they want to comply with the requirements, and if so; b) develop personal wellness contracts with their supervisor; c) execute personal wellness contract; d) complete SF 1164 as instructed when wellness contract includes reimbursement; e) notify their supervisor when they are no longer participating in the wellness program and when they are transferring to another job, and return the exercise equipment to their supervisor or purchase it at a reduced value from the government; f) record time for fitness appropriately through the time and attendance system.

USDA-Forest Service
R-10 6700-1 (5/2003)
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Alaska Region Personal Wellness Contract

	Employee Name:
	Date:

	Unit:
	Staff:

	Choice of Plan: Circle One Option Only:  

         (1) 4 hours of excused leave per pay period per Fiscal Year

                                               or  

         (2) Reimbursement up to $300.00 per Fiscal Year

	Fitness Goals:

	

	

	Fitness Activities:

	

	

	Benefits/Goal Accomplishment to be monitored by: 

	

	

	I agree to comply with the requirements set forth in the Alaska Region Health and Wellness Program Guidelines.  If authorized to purchase physical fitness equipment, I understand that the equipment is Government property and intended for my personal, rather than family use.  I agree to take necessary precautions to reduce the chances of misuse or accidental injury while using the Government property at my residence.  I understand the requirement to return the equipment to my supervisor or purchase it for a reduced value from the government if I transfer to another position or stop participating in the Fitness Program.

	Employee Signature:
	Date:

	1.  Is the employee’s duty location included in Appendix C:  Alaska Region Duty Locations Where Fitness Facilities are Available?  If answer is NO, the supervisor can authorize purchase of exercise equipment.  If answer is YES, but facilities are not REASONABLY available to this employee, include employee’s reasons and circumstances on the reverse of this contract and forward to Line Officer for determination.  Document determination on the reverse of this contract as well.
	Yes
	No

	2.  Is the purchase of exercise equipment authorized?
	Yes
	No

	3.  Is the Wellness Contract approved?
	Yes
	No

	Supervisor Signature:
	Date:


Original:  Supervisor      Copy:  Regional Health & Safety Manager      Copy:  Employee

USDA Forest Service
R10-6700-2 (5/2003)
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Alaska Region Personal Wellness Contract

Justification for Purchase of Exercise Equipment Where Facilities are not Reasonably Available
	Employee Name:
	Date:

	Justification:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Line Officer Signature:
	Date:


Appendix 2

SF 1164, Claim for Reimbursement for Expenditures on Official Business 

Instructions for completing the SF 1164, Claim for Reimbursement for Expenditures on Official Business:  Reimbursements for Wellness Program:

Complete form SF 1164 (available at http://fsweb.wo.fs.fed.us/im/forms/sf_forms/ )

Block 1, Agency.   Enter “USDA Forest Service”

BlockS 2 and 3.  Leave blank
Block 4 Claimant.  Enter the employee name, Social Security Number, payroll mailing address and office telephone number.

Block 6A date:  Enter date of expenditure or current dates when multiple receipts have been submit.  
Block 6b Code:  Enter C for other expenses.

block 6c Expenditure.  

1) Enter the following statement in block 6c when requesting reimbursement for fees for health and fitness activities:

Reimbursement for Alaska Region Employee Fitness Program: 

monthly or Annual Fees for __________________________________.  Enter the name of commercial fitness program, such as the name of the gym.

2) Enter the following statement in block 6C when requesting reimbursement for equipment purchased for health equipment purchased for employee’s home use:


Reimbursement for Alaska Region Employee Fitness Program: 
 
Fitness Equipment from ______________________.


MAKE________________________________


MODEL ______________________________


Serial Number _____________________  

Enter the company name, make, model number and serial number of equipment.  

3) Enter the following statement in block 6c when requesting reimbursement for program fees for smoking cessation or weight management program:


Reimbursement for Alaska Region Employee health 
Enhancement Program Costs:   _______________________________.  

Enter the name of organization or program, such as Weight Watchers.
block7, amount claimed.  Enter the amount of fitness program costs to be reimbursed.  This is the littlest of $300, the actual membership fees, program costs or the procurement cost of exercise equipment. 
block 8, approving official.  Employee’s supervisor will verify that personal wellness contract includes reimbursement of fitness costs, complete the ACCOUNTING CLASSIFICATION section, sign and date the form, ensure that the wellness contract and required receipts are attached to the form and forward the package to unit’s Financial Management staff.
block 9, Authorized certifying officer.  The unit’s Financial Management staff will verify the information on the form to the supporting documents, if appropriate certify for payment and process FFIS document and forward a copy of package to unit’s Property Manager when equipment was purchased.
block 10, Claimant. Employee will sign and date. The payment will be made by check from the National Finance Center to the employee’s payroll address.

ACCOUNTING CLASSIFICATION   Supervisor should include the job number (a.k.a. management code) to be charged, and object class code 2586, Participation Fee for membership fees and program costs and 3140, Personal Property- Non Capitalized for equipment reimbursement. 

Appendix 3

Alaska Region Duty Locations where Fitness Facilities are Available

Juneau

Anchorage


Ketchikan





Cordova


Petersburg

Glacier


Sitka

Seward


Wrangell
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