TEXAS DEPARTMENT OF BANKING

* Dedicated to Excellence in Texas Banking *

ADMINISTRATIVE MEMORANDUM - 2021

July 30, 2026

TO: All Department of Banking Personnel
FROM: Charles G. Cooper, Commissioner
SUBJECT: Telework Program

Overview

This memorandum outlines the telework program and related standards for all Department of
Banking (Department) employees originally incorporated into Administrative Memorandum 2008.
This policy is effective September 1, 2026.

The Department’s general policy is to have staff report to their designated headquarters or duty
station on a regular basis. The option to telework is available on a limited basis as discussed in this
policy.

Pursuant to Texas Government Code § 658.011, the Department offers telework opportunities to
employees. For purposes of this policy, telework means a work arrangement that allows an
employee to conduct all or some agency business at a place other than the employee's assigned
duty station during all or a portion of the employee's established work hours.

The Department recognizes the value of offering telework options to employees. Teleworking is a
privilege granted to eligible employees who can perform duties remotely and must be approached
with responsibility, accountability, and professionalism.

Program Participation and Criteria

Employees eligible to participate in the teleworking program include financial examiners and non-
field employees.

e Financial examiners are defined as employees who conduct examinations of regulated
entities on a regular basis and related management positions located in one of the four
regional offices or headquarters.

e Non-field employees are individuals who do not conduct examinations of regulated entities
on a regular basis.


https://statutes.capitol.texas.gov/Docs/GV/htm/GV.658.htm
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Criteria used to determine if a position is appropriate for telework are as follows:

1. Satisfactory performance and not under disciplinary action.

2. Tenure:

a. All examiners with less than one year of employment are not eligible to telework.

i. Bank and Trust Assistant Examiners (Financial Examiner II — Financial
Examiner III):
1. May work remotely once a week after one year of employment.

2. Upon successfully passing Phase I of the BETS, an assistant
examiner (FE III) may work remotely in accordance with this
policy.

ii. Non-Depository Supervisory Examiners (Financial Examiner II — Financial
Examiner III):
1. May work remotely once a week after one year of employment.
2. Upon promotion to Financial Examiner III, an examiner may work
remotely in accordance with this policy

b. Non-field employees must be employed at a minimum of six months with the
Department.

3. Duties of position can be performed at a remote workplace without diminishing the quality
of the work or disrupting productivity.

4. Confidentiality of information associated with the position can be maintained and not
compromised.

5. Position or work schedule does not require a high percentage of in-person interaction with
department staff or the public.

6. The telework arrangement does not negatively impact the Department, its customers, the
employee’s division, or other divisions.

Due to the nature of work performed, roles such as the Administrative Assistants, Program
Specialists, and Inventory and Store Specialist, i.e. roles that provide support to others within the
division/agency or are generally required to be in the office, teleworking opportunities will be
limited to isolated days and not permitted on a routine basis.

Authorized Work Schedule

Telework hours must be the same as daily hours established for in-office work in accordance with
Administrative Memorandum 2008. Teleworking is discouraged on Mondays and Fridays,
regardless of work schedule unless otherwise permitted on a limited, non-routine basis by the
supervisor. Employees are required to be physically in the office three (3) full workdays per week
at a minimum if not performing their duties at a regulated entity.

To maintain consistent work schedules in the Austin Headquarters office, an employee may not
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alter or switch their teleworking days as established. In these instances where an employee needs
to be away from the office to handle personal matters, the employee should schedule leave with
their supervisor.

When teleworking, earning Compensatory Time or Overtime is limited per Texas Government Code
§ 559.018. Prior written approval from the Commissioner or their delegate is required for employees
who earn Compensatory Time or Overtime when teleworking. Failure to comply with this
requirement may result in ineligibility to participate in the telework program and other disciplinary
action.

An employee’s approval to participate in the program does not prohibit the Department from
requiring the employee to report to their regular designated duty station, a temporary duty station, or
another work location to participate in a meeting, special event, or another engagement for which it
is determined that in-person interaction is necessary.

Teleworking Plan
The Teleworking Program is established pursuant to Texas Government Code § 658.012.

For each day an employee is authorized to telework, not to exceed twice a week (exceptions may
be made by the Commissioner or designee on a limited basis), the employee must submit the
Teleworking Plan describing the duties and time spent performing their work via the Time and
Travel program. Human Resources will periodically audit the plans for teleworking staff members.

The supervisor or manager will review the tasks performed by the participating employee and
approve the form. If the participating employee does not perform the duties listed on the plan, the
employee may be prohibited from teleworking in the future, at the discretion of the supervisor.

In accordance with Administrative Memorandum 2007, a teleworking day will be noted on an
employee’s timesheet using RMT for remote work. Teleworking day is a day when the employee
is working from a remote location in lieu of the office. Examples include prep weeks or when
performing general administrative duties.

Teleworking Guidelines for Non-Field Employees

¢ Employees must have reliable broadband internet access at the employees’ expense and
must be responsive to communication from their supervisor, team members, and other
regulatory authorities via email, telephone/Jabber, or Teams.

e Employees must ensure that all sensitive and confidential information is secure while
in their possession. This includes, but is not limited to, printed material, electronic files,

and other types of data storage media.

¢ Employees must arrange for child(ren)/elder(s)/dependent(s) care external to the
worksite during intended teleworking hours.

e A 40-hour work week (or part-time equivalent) will be maintained and accounted for.


https://statutes.capitol.texas.gov/?tab=1&code=GV&chapter=GV.659&artSec=659.018
https://statutes.capitol.texas.gov/?tab=1&code=GV&chapter=GV.659&artSec=659.018
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Staff members should work with their supervisor to set the hours to be worked each
day and must be available during their normal work hours via email, telephone/Jabber,
or Teams.

e Employees must acknowledge emails and instant messages (Teams) within 15
minutes.

e Employees must forward their work phone to the designated phone number provided
on the Teleworking Request Form or utilize a softphone (Jabber).

e Employees must indicate their availability on Teams and utilize their camera at all
times unless otherwise noted,

e Auvailability or status is as follows: green for available and red for in a meeting. Yellow
indicates away or stepped away. Black indicates an offline status signifying that you
are away from your computer.

e Employees must also be able to come into the office within a two-hour timeframe, if
needed.

e Employees must attend designated in-person staff meetings regardless of their
telework schedule.

e Employees may not engage in outside employment activities while teleworking during
their normal work hours.

¢ Employees may not conduct in-person business at their personal residence.

The privilege to telework may be revoked if an employee fails to comply with any of these
requirements. Should an employee fail to comply with the guidelines repeatedly, they may be
subject to additional disciplinary action.

Additional Telework Guidelines for Examiners (Field Employees)

The guidelines for field employees in the Bank and Trust Supervision and Non-Depository
Supervision Divisions to complete certain examination-related tasks remotely are addressed
below. Tasks that are eligible for this consideration include completion of the examination work
programs, preparation of examination reports, completion of pre-course work for required training,
and other special projects or work assignments as approved by the Regional Director, or Deputy
Commissioner(s).

While teleworking can be practical in many examiner work situations, the examiner position still
necessitates personal interaction and collaboration that is sometimes best achieved by in-person
communication. Furthermore, examination-related training and learning are well suited for the in-
person and often spontaneous opportunities to provide assistance and guidance. Nonetheless,
eligible assignments and duties provide limited opportunities to telework with the concurrence of
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the appropriate supervisor.

Specific Guidelines:

Must meet all criteria noted under Teleworking Guidelines for Non-Field Employees.

Generally, the first day of the work week and the last day of the work week should be
allocated as time in the office to participate in round table discussions, receive
assignments, obtain documents necessary to perform work duties, participate in
training and other collaborative measures.

Pre-Examination: Examiners may have the opportunity to complete exam prep
remotely in accordance with the Authorized Work Schedule section of this policy. As
noted above, field staff are required to be physically in the office three (3) full workdays
per week at a minimum if not performing their duties at a regulated entity.

Examination Reports: Writing remotely will only be available if an examiner submits
reports within the parameters set forth in their respective Division’s policies, and prior
report critiques reflect at least a "meets standards" rating. If a report is submitted late,
or a report critique shows a “fails to meet standards" rating, that examiner will not be
allowed to write a future report remotely until performance is improved. Exceptions
may be made on a case-by-case basis and approved by the respective Deputy
Commissioner over Bank and Trust Supervision or Non-Depository Supervision.

o Bank and Trust Examiners:

=  Must be an EIC on an examination and receive approval from their
RD to be eligible to complete report writing remotely.

= The EIC and the assistant examiner-in-charge (AEIC) must
coordinate and meet in the regional office after the examination if the
AEIC has not completed all their work before leaving the institution.
The EIC will spend sufficient time in the regional office to ensure that
the AEIC's work is satisfactorily completed. In this scenario, the
AEIC may not work remotely or at the EIC's alternate work location.

o Non-Depository Examiners:

* An EIC may complete the report writing portion remotely in accordance
with the Examination Reports guidelines. Prior approval from the
Deputy Commissioner of Non-Depository Supervision must be
obtained during the planning stage.

The privilege to telework may be revoked if an employee fails to comply with any of these
requirements. Should an employee fail to comply with the guidelines repeatedly, they may be
subject to additional disciplinary action.
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Guidelines for Videoconferencing

Teleworking participants must be connected and show their availability on Teams during working
hours, have both audio and video available for use, and be appropriately groomed and attired.
Whether the employee is in the office or teleworking, their status should be reflected accurately.
The video function is expected to be in use unless the organizer specifies otherwise.
Videoconferencing activities can occur unexpectedly, and employees should be prepared for these
calls. Your workspace must be private. Ensure that the audio and video is functioning properly
before conducting Teams and other videoconferencing activities. When videoconferencing is
conducted with regulated entities, trade groups, or other external organizations, the video function
is expected to be in use unless the organizer specifies otherwise.

Appropriate Attire

When conducting official state business with regulated entities via communication and
collaboration platforms (Teams, Zoom, Webex, etc.), employees are expected to meet the
professional office attire and personal appearance portions of the dress code (as visible to the
camera) and be appropriately groomed. When videoconferencing is conducted with Department
colleagues, the organizer may specify that the video function will be required. Therefore, staff are
expected to meet the minimum appropriate casual dress attire portion of the dress code (as visible
to the camera) and be appropriately groomed. Personnel Policy Manual Section 2-02.18 provides
details of the dress code and personal appearance expectations. It also includes examples of what
is and is not appropriate casual dress attire.

Video Quality

Be cognizant of the video backdrop. Regulated entities and co-workers will be able to view your
background; therefore, ensure the background is not distracting and items that are of a private nature
are out of sight. A virtual background is available in Teams and can provide a professional-looking
alternative. Contact the MIS division if assistance is needed.

Proper lighting will also improve the video quality. Too much backlight can flood the computer
camera and sitting in the shadows can also make it difficult to see participants. Limit background
noises while participating in videoconferencing meetings. The microphone should be muted when
not speaking and computer notification sounds should be turned off.

Information Security

Consistent with the Department’s expectations of information security for employees working at
the office, teleworking employees will be expected to ensure the protection of all sensitive and
confidential information. This includes physical and digital documents and their storage, as well as
conversation privacy when discussing sensitive matters near family and guests. Numerous
measures have been taken to ensure the security of information on Department issued personal
computers, therefore, Department issued computers must be used when teleworking to avoid the
risk of having confidential information saved on a personal computer. Refer to Personnel Policy
Manual Section 14 of the for specific guidance on information security. Employees must also ensure



https://dobie.banking.state.tx.us/sites/default/files/documents/policies/manual.pdf#page%3D512
https://dobie.banking.state.tx.us/sites/default/files/documents/policies/manual.pdf#page%3D512
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they are not using any prohibited technology hardware from the Governor’s Prohibited Technology
List.

Telework Request Form for Participation

Eligible employees must complete the Teleworking Request Form (Exhibit A) which lists the
requirements, equipment needed, and responsibilities of teleworking must be submitted. The form
must be presented to their supervisor for approval prior to participating in any telework options.

A Teleworking Request Form must be completed annually, no later than September 30th, by each
eligible employee who participates in the program. Supervisors must approve the form prior to the
Commissioner authorizing. The approved request form will be submitted to Human Resources for
the employee’s personnel file.

Telework Questions

Unusual circumstances regarding telework will occasionally arise. Employees should seek
instructions from their supervisor when confronted with situations that are not addressed by this
Administrative Memorandum.

Commissioner Authority

The Commissioner may modify or discontinue the teleworking program at any time without notice.
In this instance, employees must immediately physically return to their designated duty station.

Exceptions to this policy may be granted by the Commissioner in the best interest of the
Department. A written memo requesting an exception to this policy must be submitted to the
employee’s supervisor who will make a recommendation to the Commissioner. The memo must
provide an explanation and support for consideration.

Human Resources will maintain records of the Commissioner’s decision for each request made.
Exceptions will be considered on a case-by-case basis and must be renewed annually.


https://dir.texas.gov/information-security/covered-applications-and-prohibited-technologies
https://dir.texas.gov/information-security/covered-applications-and-prohibited-technologies
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