EXHIBIT F

Administration Committee
Employment/Salary/Evaluation Subcommittee
Employee Handbook Changes
Attachments
1. Staff Recommendations
2. Employee Handbook Policies with recommended changes
a. Emergency Leave
b. Equal Employment Opportunity Policy
c. Prohibiting Harassment in the Workplace

Attachment 1

Employee Handbook Changes - Staff Recommendations
Staff conducted a rigorous review of Federal Law, State Law, the State Auditor’s Texas Human
Resources Management Statutes Inventory and contacted other state agencies. As a quasi-state
agency, the State Bar is permitted to purchase benefits through the State of Texas benefit plans
as long as the State Bar complies with the established rules regarding those benefits. Therefore,
staff is committed to following the leave provisions in Chapter 11 of the State Auditor’s Texas
Human Resources Management Statutes Inventory.
After review, staff found that the State Bar is allowed to do the following:
Time Off Benefits
 Bereavement Leave – Attached is a staff recommended Emergency Leave Policy
incorporating the exact language from the HR Management Statutes Inventory. This will
allow the Executive Director the latitude to grant emergency leave for other reasons
determined to be for good cause. This Emergency Leave Policy would replace the
current Bereavement Leave Policy.
Employment Policies & Employment Conduct
 Staff recommends the proposed LGBT Law Section changes. Legal Counsel confirms that
the recommended changes follow current Federal and State Law. A redline of each
policy is attached.

Attachment 2a

BEREAVEMENT LEAVE
EMPLOYEES WHO HAVE A DEATH IN THEIR FAMILY MAY BE ABSENT FROM WORK FOR
UP TO THREE DAYS AT THEIR REGULAR RATE OF PAY. IF MORE THAN THREE DAYS ARE
REQUIRED, THE EMPLOYEE MAY REQUEST ANNUAL LEAVE OR PERSONAL PAID TIME
OFF.
PURPOSES OF THIS POLICY, FAMILY INCLUDES THE EMPLOYEE’S SPOUSE, THE
EMPLOYEE’S PARENT OR PARENT-IN-LAW, BROTHERS, SISTERS, GRANDPARENTS,
GRANDCHILDREN AND CHILDREN.

FOR

EMERGENCY LEAVE
An employee is entitled to leave with pay for a death in the employee’s immediate
family. An employee’s immediate family is defined as employee’s spouse, as well as the
employee’s and spouse’s parents, children, brothers, sisters, grandparents, and
grandchildren.
An employee who has a death in their family may be absent from work for up to three
days at their regular rate of pay. If more than three days are required, the employee may
request annual leave or personal paid time off.
In addition to granting employees emergency leave for the death of an employee’s family
member, the Executive Director may grant emergency leave for other reasons determined
to be for good cause.

Attachment 2b

EQUAL EMPLOYMENT OPPORTUNITY
The State Bar complies fully with nondiscrimination provisions of all state and federal
rules, laws, guidelines, regulations, and executive orders by ensuring that all employees
and applicants receive equal opportunity for employment. No person shall be
discriminated against with regard to recruitment, selection, appointment, training,
promotion, retention, termination, or performance review or any other employment action
in terms of race, religion, color, national origin, sex, disability, military service/veteran
status, sexual orientation, gender identity, gender expression, or age. No retaliation will
be taken against any employee for reporting a complaint or concern under this policy.
The Director of Human Resources has been designated as the Americans with Disabilities
(ADA) coordinator in compliance with the non-discrimination requirements contained in
section 35.107 of the Department of Justice regulations. The State Bar does not
discriminate on the basis of disability in the admission or access to, or treatment or
employment in, its programs or activities. The State Bar will make reasonable
accommodations to qualified individuals with known disabilities unless doing so would
result in undue hardship to the State Bar. Information concerning the provisions of the
Americans with Disabilities Act, and the rights provided there under, is available from
the ADA coordinator.
Appropriate disciplinary action, up to and including termination, will be taken against
any employee for engaging in conduct in violation of this policy, regardless of whether
the conduct also violates applicable law.
The State Bar will provide an employment discrimination training program for all
employees as required by Section 21.010 of the Texas Labor Code. The training program
will meet the following requirements:
1. The training program will provide the employee with information regarding the
State Bar’s policies and procedures relating to employment discrimination,
including employment discrimination involving sexual harassment.
2. Each employee must attend the required training program not later than the 30th
day after the date the employee is hired by the State Bar and shall attend
supplemental training every two years.
3. The State Bar shall require each employee who attends the required training
program to sign a statement verifying the employee’s attendance at the training
program. The statement shall be filed in the State Bar’s personnel file for such
employee.
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PROHIBITING HARASSMENT IN THE WORKPLACE
Harassment or discrimination based on race, sex, color, religion, national origin, age,
military and/or veteran status, sexual orientation, gender identity, gender expression,
disability, or any other characteristic protected by applicable federal, state or local law, is
unacceptable and will not be permitted at the State Bar. Harassment includes
discriminatory intimidation, insult, and ridicule where:
the conduct has the purpose or effect of creating an intimidating, hostile, or
offensive work environment;
the conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance; or
the conduct otherwise adversely affects an individual’s employment
opportunities.
The State Bar’s Equal Employment Opportunity Policy and state and federal law prohibit
sexual harassment. The State Bar will not tolerate sexual harassment of any employee.
Sexual harassment involves unwelcome and unsolicited sexual advances, requests for
sexual favors or other verbal or physical conduct of a sexual nature where:
submission to such conduct is made either explicitly or implicitly a term or
condition of employment;
submission to or rejection of the conduct is used as the basis for an employment
decision affecting the employee (e.g., demotion, promotion, performance
evaluation or compensation); or
the conduct or speech has the purpose or effect of unreasonably interfering with
an employee’s work performance or creating an intimidating, hostile or offensive
working environment. Conduct that is expressly prohibited in the workplace or
involving co-workers not at the workplace includes: verbal abuse of a sexual
nature; unwanted physical contact or contact of any nature, including flirtation,
touching or propositions; displays of sexually suggestive, demeaning, insulting or
intimidating objects, pictures or photographs ; sexually insulting or suggestive
comments about an individual’s body or clothing; and/or written, recorded or
electronically stored or transmitted messages which are sexually suggestive, or in
any manner demeaning, intimidating or insulting.
RESPONSIBILITIES
All employees and other individuals employed by or associated with the State Bar are
responsible for maintaining a workplace free of harassment and/or discrimination. Any
person may file a harassment and/or discrimination complaint regarding incidents
experienced personally or observed in the workplace. It is the responsibility of all
personnel to bring complaints to the State Bar’s attention so that it can help resolve them.
Never assume that the State Bar is aware of inappropriate conduct that you have
witnessed or experienced.

Any individual found to have violated the policy prohibiting harassment will be subject
to appropriate disciplinary action up to and including termination, regardless of whether
or not such conduct is in violation of applicable state or federal law. Any employee who
believes they have been the subject of sexual or other harassment, or discrimination
should follow the appropriate steps as addressed in the Complaint Procedure Policy
within this Handbook.

