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The State Bar of Texas Executive Director has authorized this telework policy in
compliance with Texas Government Code § 658.011 to provide reasonable flexibility
that enhances the State Bar’s ability to fulfill its purposes as set out in Texas Government Code 81.012 and
to help address a lack of available office space at the Texas Law Center.

All State Bar employees who are subject to this policy must abide by all State Bar policies, including the
Employee Handbook and the employee’s individual Telework Authorization that must be approved by the
Executive Director before telework can take place.

Employees may qualify for a Telework Authorization if the employee has:

1. Ajob description that allows for telework, meaning that the required position duties do not require the
employee to be in the office 5 days per week.

2. Demonstrated the ability to perform the employee’s job duties in accordance with their specific job
description, and maintained satisfactory performance as determined by the employee’s performance
reviews.

3. Demonstrated the ability to work independently while still actively communicating with the employee’s
supervisor or manager, as well as the employee’s team, division, or department, to ensure that tasks are
being completed even while the employee is working remotely.

4. Submitted written Telework Authorization agreement executed by the employee and the Executive
Director.

An employee subject to a Telework Authorization is subject to the same rules and disciplinary actions as any
other agency employee. Each employee’s supervisor or manager will create their own system for monitoring the
productivity of a teleworking employee that ensures that the employee’s work remains satisfactory and that the
employee’s duties remain suitable for telework. Failure to perform the employee’s job duties in a satisfactory
manner, failure to communicate with the employee’s supervisor or manager, failure to follow State Bar policies
or rules, and/or any disciplinary actions may result in the employee’s Telework Authorization being suspended
or revoked.

Employees who are granted a Telework Authorization are prohibited from conducting in-person business at the
employee’s personal residence (such as meetings with staff or State Bar volunteers) and will ensure that the
security controls regarding the physical space are in place as set out in the authorization. The IT Department
will be responsible for ensuring that devices used for telework are equipped with appropriate security controls.
Any telework that may take place in any other physical space beyond the personal residence must be approved
by management unless the employee is traveling for State Bar business.

Employees are required to complete the Telework Authorization, and it must be approved by the
Executive Director before the employee is permitted to work remotely.

A Telework Authorization must be submitted and approved annually. A Telework Authorization may be
revoked by the Executive Director at any time for any reason.



