Telecommuting Policy
1.	General Terms and Conditions.
A. Telecommuting/Teleworking is the use of telecommunications and computer technology to allow employees to work remotely on either a regular or temporary basis.

B. The policies and procedures that normally apply to employee’s working in the office will continue to apply to telecommuting employees.  Telecommuting arrangements do 	not change the conditions of employment or required compliance with all agency policies and procedures.  All existing terms and conditions of employment, including an employee’s position description, salary, benefits, and vacation remain the same as if the employee is working in the agency’s office.

C. Employees may not accrue overtime or state compensatory time while working remotely.  Notwithstanding the foregoing, employees may accrue state compensatory time while working remotely from home with advance approval from the Executive Director.

D. Any agency materials taken home must be kept segregated from the employee’s personal items and not be made available to or accessible by others.

E. Employees may only use agency owned laptops for telework and connecting to the agency network and database.  All remote work by an employee must be stored on the employee’s laptop or the agency’s servers; employees may not store their work on personal computers or devices.

F. Any equipment provided by the agency must be used only for agency related work and may not be used for personal purposes.

G. Employees are responsible for all equipment and software that is used at their remote worksite and must accept financial responsibility for any equipment that is lost, stolen or damaged due to negligence, misuse, or abuse.

H. Confidential materials may not leave the agency’s office unless authorized by the General Counsel, Deputy Executive Director, or Executive Director.  Failure to use due diligence in safeguarding confidential information in all phases of possession (transportation, use, storage, and disposal) may result in disciplinary action against the employee.

I. Telecommuting is not a universal employee benefit.  The agency has the right to deny the ability to telework to an employee and to terminate telework arrangements at any time, with or without cause.  Furthermore, the Executive Director may temporarily suspend an employee’s authority to telecommute based upon the needs of the office, e.g., board or committee meetings, employee illness, staffing shortages, staff training.

J. Telecommuting employees must maintain a remote worksite that allows the employee to accomplish the employee’s job responsibilities while also ensuring the privacy and confidentiality of agency information and communications.  If requested, telecommuting employees must allow their supervisor to visit their remote worksite at an agreed upon date and time, to evaluate the suitability of the site for telework.

K. If requested by the Executive Director, telecommuting employees shall keep an accounting of their hours and work completed in a manner and form that permits supervisory review.  These work logs must reflect the hours worked and describe the tasks performed or completed in a given week and must be submitted to the employee’s supervisor no later than the first working day of the following week.

L. The agency is not responsible for increased utility costs (e.g., electric, telephone, internet), home improvements or maintenance, or any other costs (e.g., rent, insurance) associated with the employee’s use of their residence or other facility for telework.

M. Telecommuting employees are strictly prohibited from conducting in-person meetings or other work-related interactions with applicants, licensees, and members of the public at the employee’s personal residence or remote worksite. The remote work location is intended solely for individual work and must not be used as an extension of the agency’s physical office for purposes of hosting or conducting agency business. This restriction is intended to protect employee privacy, ensure consistent professional standards, and reduce liability risks to the agency.
2.	General Eligibility.
A. Unless otherwise permitted by the Executive Director, an employee must be on the job for 180 days and complete all new-hire training before they are eligible to telecommute.
  
B. The employee’s work must be of a nature where in-person interaction is minimal and may be scheduled to permit teleworking.

C. The employee must have a portion of their workload that can be performed away from the office without diminishing the quality of work and customer service.

D. The employee must have demonstrated through their previous work at the agency office that they:

1. are effective at working independently for extended periods;
2. are self-motivated;
3. demonstrate good time-management skills;
4. set appropriate priorities, with the ability to change priorities as needed;
5. can communicate with customers remotely;
6. can perform work remotely without unnecessary risk to the security of 	data, networks, or confidentiality of agency documents;
7. have a position where absence from the office will not be detrimental to productivity or work quality of other employees; and
8. have had no recent or pending corrective or disciplinary actions.

E. If requested, employees must demonstrate adequate internet access (e.g., speed, stability) at the remote work location, before authorization to telecommute will be granted.  Telecommuting will not be allowed for employees with dial-up access or access that is slow or unstable.  The employee is solely responsible for providing and ensuring that his or her internet access meets this standard; the agency is not responsible for providing the employee with internet access that qualifies for telecommuting.

F. If requested, employees must allow their supervisor to visit the proposed remote worksite at an agreed upon date and time, to evaluate a proposed remote worksite’s suitability for telecommuting prior to approving any such request.

G. A telecommuting employee who is found to have violated this policy following a previous suspension or revocation of telecommuting privileges or corrective or disciplinary action arising out of the employee’s telework, is no longer eligible for telework under this policy.
2A.	Expanded Eligibility Criteria for Telework Requests
A. Non-managerial employees who reside at least 50 miles from the agency office may request authorization to telecommute up to 100% of their established work hours.

B. Non-managerial employees who reside between 30 and 50 miles from the agency office may request authorization to telecommute up to 32 hours per week. 

C. Non-managerial employees who reside less than 30 miles from the office may request authorization to telecommute up to 24 hours per week.

D. Employees with managerial authority, regardless of the distance they live from the office, may request authorization to telecommute up to 24 hours per week.

E. Approval of such requests is at the sole discretion of the Executive Director and will be evaluated using the following criteria, listed in order of priority:

1. The operational needs of the agency;
2. The essential functions performed by the employee;
3. The arrangement that best aligns with the spirit and intent of the Governor’s Return-to-Office (RTO) directive and Chapter 658 of the Government Code;
4. The needs and demonstrated past performance of the employee; and
5. The employee’s distance from the office via a reasonable route of travel.

F. Requests must include set times and days for remote work and employees may request a modified schedule such as arriving at 9:00 a.m., departing at 3:30 p.m., and working the remaining two hours remotely.
3.	Authorization to Telecommute.
A. All telework arrangements must be approved by the Executive Director.  No employee may work from a location other than the agency’s office unless they have requested and received permission to do so from the Executive Director.

B. In order to request the authority to telecommute, the employee must submit a signed copy of the attached agreement to the employee’s division manager. The division manager will then communicate the request to the Executive Director and will notify the employee if the request to telecommute is approved. 

C. Authorization to telecommute is automatically terminated when a telecommuting employee transfers or accepts a position in a different program area or division of the agency or stops using an approved telework site.  Employees must seek new approval if they want to change their regular assigned telework site.

D. Authorization to regularly telecommute does not extend to and will not be granted for remote locations outside the state.  Except for temporary telecommuting arrangements approved by the Executive Director, all telecommuting must take place within the state.

A. 
B. 
C. 
D. 
E. Remote work schedules shall not include full-day remote work on both Monday and Friday within the same week, unless the employee is authorized for fully remote status. This limitation does not apply to partial-day remote work, e.g., arriving at 9:00 a.m., departing at 3:30 p.m., and working the remaining two hours remotely.

F. Employees must maintain consistent work hours, whether working remotely or in the office, and those hours must fall within the agency’s standard working window of 6:30 a.m. to 7:00 p.m.  Employees who wish to work remotely outside of normal office hours (i.e., 8:00 a.m. to 5:00 p.m.) may request to do so as part of their telework request. A separate request under the agency’s Personnel Policy Regarding Flex-Time is not required; however, any such request will be subject to and governed by that policy.

G. Customer Service Representatives are required to work Monday through Friday, 8:00 a.m. to 5:00 p.m., regardless of telework status.

H. Telecommuting agreements expire each year on August 31 and must be renewed to remain in effect. Each agreement becomes effective on the date it is approved by the Executive Director and will expire on the next occurring August 31, regardless of the date of approval. Unless a new agreement is submitted and approved prior to the August 31 expiration date, the employee’s authority to telecommute will automatically terminate.
4.	Communication, Accessibility and Availability.
A. Telecommuting employees must be available for communication and contact while telecommuting as they would be if working at the agency’s office.  This includes responding by phone and email to both agency staff and third-parties.  Additionally, employees must be logged into Teams and available to receive calls (including videoconference calls), chats, and emails during the employee’s regularly scheduled workday. 

B. Employees who are unable to work from the office on a scheduled office workday must use accrued leave (e.g., vacation, sick leave), unless approved for telework on that day by their division manager (or designee) upon a showing of good cause.  Approval may not be granted for employee illness or convenience purposes. 

C. Notwithstanding this telecommuting agreement, employees must report to the office for work when directed by their supervisor.  Employees will be given as much advance notice as feasible under the circumstances.

D. The employee must be available to attend in-person meetings as required by their supervisor, even if those meetings occur on a telework day.  If the employee’s workday begins prior to the meeting and is completed after the meeting, the commute time to and from the meeting will be considered to be time worked.

5.	Emergency Operations.
A. The Executive Director may require telecommuting as deemed necessary (e.g., pandemic, damage to agency’s office).

B. If an unscheduled office closure or emergency excuses office based employees from working but work can proceed at telework sites, teleworkers are not excused from working.  

C. Employees working remotely must notify their supervisor in the event of a condition or emergency that prevents work at their telework site.  If a condition or emergency (e.g., a power or internet failure) prevents work at the telework site, the employee must report to the agency’s office unless excused by the Executive Director or the employee elects to use accrued leave, e.g., vacation.
6.	Non-Employment Responsibilities.
A. Telecommuting is not a substitute for dependent or elder care.  Therefore, employees working remotely must manage dependent/elder care and personal responsibilities in a way that allows them to successfully meet job responsibilities. 

B. Non-employment responsibilities should be performed during the employee’s regularly scheduled lunch or breaks.  Unless pre-approved by the employee’s supervisor, non-emergency personal appointments requiring an employee to be away from work may not be scheduled on days the employee is scheduled to work in the office. 

C. The employee may not engage in work related to other jobs or run a business or any other outside activities such as church, community organization, or club activities during the employee’s regularly scheduled workday.
7.	Performance Standards.  
A. Performance evaluation requirements, performance elements, and standards for teleworkers will not differ from office-based staff.  Nothing in this telecommuting policy waives or changes standards of performance or behavior in the workplace.

B. If an employee is unable to maintain satisfactory job performance while working remotely or receives any form of corrective or disciplinary action, the authority to telecommute may be suspended or revoked.
8.	Temporary Arrangements.
A. Temporary telecommuting arrangements may be approved for circumstances such as inclement weather, special projects or business travel.  These arrangements are approved on an as-needed basis only, with no expectation of ongoing 	continuance.

B. Other informal, short-term arrangements may be made for employees on family or medical leave to the extent practical for the employee and the agency and with the consent of the employee’s health care provider, if appropriate.

C. All informal telecommuting arrangements are made on a case-by-case basis, focusing first on the business needs of the agency.
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Telecommuting Employee Agreement
Employee Telecommuting Information
	Employee Name:
	

	Job Title:
	

	Department:
	

	Proposed Telework Start Date[footnoteRef:1]: [1:  This agreement is valid for one year following the date of approval by the Executive Director.] 

	

	Please select your hours and worksite for each day of the work week.

	
	Office
	Remote Worksite

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	

	Is the address and telephone information for the proposed remote worksite the same as the contact information currently on file with human resources?   ______ Yes		______ No

If no, please list the address and phone number of the proposed remote worksite:



	FLSA Status:
	_____   Exempt                    
	_____   Non-Exempt[footnoteRef:2] [2:  Non-exempt employees must take a 30-minute lunch and are not allowed to work over 40 hours per week unless previously approved by a supervisor.] 




By signing below, employee is acknowledging and agreeing to each of the following:
The employee has read and understands the agency’s Telecommuting Policy (9/1/2025 version) and agrees to abide by its terms and conditions.
Telecommuting is a privilege made available to employees by the agency and is not required by law.  The decision to allow employees to telecommute does not constitute a contract or promise on the agency’s part to continue allowing employees to telecommute.
The operational needs of the agency take precedence over this telecommuting agreement.  The availability of telecommuting may be discontinued at any time by the Executive Director if, in the director’s sole discretion, it interferes with or imposes an inconvenience or unreasonable burden on agency operations.  In such a case, an employee would then be required to work in the agency’s office.
A telecommuting employee’s failure to follow the Telecommuting policy may result in the employee’s telecommuting authority being suspended or revoked, as well as corrective or disciplinary action.
The agency assumes no liability for injuries at the employee’s remote worksite to the employee or anyone who would not be in the work area if the duties were being performed in the office.  If employee is injured while working remotely, employee will notify the employee’s supervisor as soon as possible and submit any requested information or documents regarding the injury.  Telecommuting employees assume all risk and liability for actions taken outside the scope of their employment
Future updates or changes to the Telecommuting Policy are considered binding on a telecommuting employee who has received notice of the changes, regardless of whether the changes were contained in the original policy when this agreement was signed by the telecommuting employee.
This agreement will expire on the next occurring August 31, regardless of the date it is approved by the Executive Director and must be renewed to remain in effect. Unless a new agreement is submitted and approved prior to the August 31 expiration date, the employee’s authority to telecommute will automatically terminate.


	_____________________________________
	_____________________________________

	Employee Signature
	Date

	
	

	
	

	___________________________________
	_____________________________________

	Supervisor Signature
	Date

	
	

	
	

	__________________________________
	_____________________________________

	Executive Director Signature
	Date




A COPY OF THIS DOCUMENT MUST BE PLACED IN THE EMPLOYEE’S PERSONNEL FILE.





