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NAVARRO COUNTY

COMMrSSIONERS COURT-AGENDA COVER MEMO

Meeting Date: March 23, 2026

Agenda Item: Adoption/Approval of Amended Navarre County Personnel Policy Manual
Requested Action; Place on Consent Agenda

Summary:

Request approval to adopt the updated Navarro County Personnel Policy Manual. The revisions consist
primarily of previously approved policy changes and administrative updates that have now been
compiled into the current manual. These updates are considered routine housekeeping items and are
recommended for placement on the Consent Agenda.

Sections highlighted in yellow in the Table of Contents identify the updates that were added or

amended.

Key Updates Include:

Information Technology Policy Acknowledgment - Added employee acknowledgment form for

IT policy compliance prior to computer access.

lB-3 Smoke Free Workplace - Amended language based on recommendation from TAG HR
Consultant following Court approval on February 8, 2026.
lB-9 Breaks - Updated to ensure compliance with federal law regarding break time for nursing

mothers.

lC-4 Cell Phone Allowance - Removed annual cell phone bill submission requirement per

Interim Auditor.

lC-6 through lC-13 IT Policies - Updated to align with current state cybersecurity compliance
requirements.

2B-4 Vacation - Updated to reflect revised vacation accrual schedule approved Fall 2025.
2B-6 Sick Leave - increased maximum sick leave accrual from 480 to 720 hours (approved Fall

2025).

2B-7 Sick Leave Pool - Administrative responsibility transferred to Human Resources;
committee roles clarified.

2B-15 County-Paid Health Insurance Coverage Upon Retirement - Added previously approved

retirement health insurance benefit and recent amendment for retirees under age 62.

2B-16 CountyChoice Silver Medicare Supplement Coverage - Added retiree Medicare
supplement option approved Fall 2025.

Recommendation:

Approve adoption of the amended Personnel Policy Manual and include this item on the Consent
Agenda.

If further discussion is requested on any individual amendment, the item may be removed from the
Consent Agenda and tabled for discussion.
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PERSONNEL POLICY MANUAL ACKNOWLEDGEMENT

I have received a copy of the Navarro County Personnel Policy Manual that outlines my benefits and

obligations as a county employee. I understand that I am responsible for reading and familiarizing

myself with the information in this manual and understand that it contains general personnel
policies of the County. If I need clarification on any of the information in this manual, I will contact

my immediate supervisor.

I further understand that the Navarro County Personnel Policy Manual is not a contract of

employment. I understand that I am an at-will employee and that my employment may be

terminated by either myself or the County, at any time, with or without cause, and with or without

notice.

I understand that this employee handbook is intended to provide guidance in understanding Navarro

County's policies, practices and benefits. I understand that Navarro County retains the right to

change this handbook at any time, and to modify or cancel any of its employee benefits when the

need for change is recognized. I understand that each elected or appointed official may have

detailed policy and procedures manuals for their office which may supersede statements in this

manual.

I further understand that as a Navarro County employee, I am expected to provide quality service to

the public; to work towards the highest degree of safety possible for myself, my fellow workers and

the public, to continually make suggestions for improvements, and to display a spirit of team work

and cooperation.

I understand that I will be granted compensatory time off in lieu of payment of overtime to the

extent provided by law, and I may be required to take earned compensatory time off at the County's

discretion. (With the exception of law enforcement - refer to policy on "Law Enforcement Pay and

Overtime").

I understand that I may be subject to reasonable suspicion or post-accident drug and alcohol testing.
If I am required to have a Commercial Driver's License (COL) for my county position, I will be subject

to random, reasonable suspicion, post-accident and follow-up drug and alcohol testing.

I understand that I may elect to review the Navarro County Personnel Policy Manual as a hard copy

or digital copy. Hard copies are available in the Human Resources office; a digital copy is available at

https://www.co.navarro.tx.us/page/navarro.HumanResources.

I have read these policies and understand these policies and I agree to abide by and adhere to these

policies.

Signature of Employee

Printed Name of Employee

Date Signed



NAVARRO COUNTY

INFORMATION TECHNOLOGY POLICY ACKNOWLEDGMENT & ACCESS AUTHORIZATION

As a condition of being granted access to Navarro County computer systems, networks,

internet services, email, and other technology resources, employees are required to

review and understand the Count/s Information Technology policies.

By signing below, I acknowledge that I have received, read, and understand the

following sections of the Navarro County Personnel Policy Manual and Information

Technology policies:

lC-5 Computer and Internet Usage

lC-6 Technology Purchase & Approval Process

lC-7 Social Media

lC-8 Prohibited Technologies

lC-9 Cybersecurity Training Requirements

lC-10 Artificial Intelligence (Al) Use and Training

lC-11 Reporting Unusual Activities

lC-12 Password Compliance Policy

lC-13 IT Support & Help Desk Tickets

I understand that Navarro County technology resources are provided for authorized

County business purposes only. I further understand that the County reserves the right

to monitor, access, and review the use of Its computer systems, electronic

communications, and internet usage in accordance with County policy and applicable

law.

I agree to comply with all applicable Navarro County Information Technology policies

and procedures. I understand that failure to comply with these policies may result in

disciplinary action, up to and including termination of employment, and may also result

in the suspension or revocation of access to County technology resources.

I understand that I am required to complete all mandatory cybersecurity training as

outlined in Section lC-9 Cybersecurity Training Requirements and lC-10 Artificial

Intelligence (Al) Use and Training. I acknowledge that network login credentials and

system access may not be issued until required cybersecurity training has been

completed and verified by the Information Technology Department.

I acknowledge that it is my responsibility to ask my supervisor or the Information

Technology Department if I have questions regarding these policies.

This signed acknowledgment will be maintained in my personnel file.

Required signatures are located on the reverse side of this form.



Employee Acknowledgment

Employee Name (Printed):

Employee Signature:

Department:

Job Title:

Date:

Human Resources Representative (Printed):

MR Representative Signature:

Date:

Information Technology Authorization

Cybersecurity Training Completed: □ Yes □ No

Training Verified By:

Network / System Access Approved: □ Yes □ No

IT Representative Name (Printed):

IT Representative Signature:

Date Network Credentials Issued:



COUNTY OF NAVARRO

COMMISSIONERS COURT ORDER

WHEREAS the Navarro County Commissioners Court desires to provide the employees

of Navarro County with a uniform format for dealing with various employment related

issues; and

WHEREAS the Navarro County Commissioners Court wishes to adequately communicate

to employees the policies and procedures of the County:

THEREFORE, BE IT RESOLVED that the Navarro County Commissioners Court and hereby

approve, and adopt, the NAVARRO COUNTY PERSONNEL POLICY MANUAL

ADOPTED THIS 23rd DAY OF March

H.M. DaveV^ort
County Judge

Eddie Moore

Commissioner, Pet. 3

, 2026

Ja^^n^rant

Commissioner, Pet. 1

Eddie Perry

Commissioner, Pet. 2

OJ)/V
^ i - '.fn\

David Brewer

Commissioner, Pet

- ̂  '

. 4

-5;
: o .
z o .

Witnessed and Attested Byr'^^ •. / ..

Sherry Dowd

County Clerk
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Welcome to Navarro County!

We are excited to have you as an employee of Navarro County. You were hired because
the elected official, appointed official of department head believes you can contribute

to the success of Navarro County, and share our commitment to serving the public and

our constituents with excellence.

Navarro County is committed to providing excellent service to the public in all of our
county offices. As part of the team, we hope you will.discover that the pursuit of
excellence is a rewarding aspect of your career here..;

This employee handbook contains some key policies, benefits, and expectations of

Navarro County, and other information you will need. Each elected or appointed
official may have detailed policy and procedures manuals for their office.

Your job is essential to fulfilling our mission of serving our county constituents every day
and to meet or exceed their expectations. We achieve this through dedicated hard
work and commitment from every Navarro County employee. You should use this ,
handbook as a ready reference as you pursue your career with Navarro County. Please
consult with your elected official, appointed official or department head regarding
questions you may have regarding this employee handbook.

Welcome aboard!
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SECTION 1:

GENERAL POLICIES

A, COUNTY EMPLOYMENT

lA-1 EMPLOYMENT AT-WILL

All employment with Navarre County ("County") shall be considered "at will"

employment. No contract of employment shall exist between any individual and the

County for any duration, either specified or unspecified. No provision of this employee

handbook shall be construed as modifying your employment at will status.

The County shall have the right to terminate the employment of any employee for any

legal reason, or no reason, at any time either with or without notice. Employees of the

County shall have the right to leave their employment with the County at any time, with

or without notice.

The County shall also have the right to change any condition, benefit, policy, or privilege

of employment at any time, with or without notice. No written or verbal agreements

or commitments shall be binding on the County without the approval of the Navarro

County Commissioners Court (Commissioners Court).

lA-2 EMPLOYEE STATUS

Each County position has an employee status that identifies how the position is paid and
how benefits are granted by Commissioners Court. This policy defines both health
insurance and retirement benefits. The status of an employee cannot be changed

without the approval of the Commissioners Court. Full time employees will be eligible
for coverage under the County's health insurance plan. All other classifications must be
included in the county initial and/or standard measurement periods for the Affordable
Care Act.

Regular Full Time: A full-time employee shall be an employee who is employed on
average at least 30 hours of service per week. Full time employees are eligible for
county health insurance and retirement benefits through Texas County and District
Retirement System (TCDRS). Other county policies will dictate eligibility for other
benefits. Employees may be non-exempt, hourly employees, or exempt employees.
Non-exempt employees are eligible for overtime compensation. Exempt employees are
not eligible for overtime compensation. The County makes exempt status

determinations based on the regulations promulgated by the U.S. Department of Labor
under the Fair Labor Standards Act.
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Regular Part Time: A part time employee shall be any employee in a position who has a
normal work schedule of less than thirty (30) hours per week on average. All regular

part time employees must be placed on TCDRS retirement regardless of the number of
hours worked per week. Other county policies will dictate eligibility for other benefits.

Temporary Seasonal: A seasonal employee shall be any employee who is hired into a

position that lasts six (6) or less months and begins at approximately the same time each
year. Examples may include, but are not limited to, summer mowers, and election

workers. The county must define and document the season that the employee is being

hired for. Seasonal employees can be either part time or full time, and they do not

qualify for health insurance through the county under the Affordable Care Act.

Temporary seasonal employees are not eligible for retirement benefits under TCDRS.

Other county policies will dictate eligibility for other benefits.

Regular Variable Hour: A variable hour employee shall be any employee for whom the

County cannot determine the average amount of hours that the employee will work

each week - hours are variable or indeterminate at the time of the employee's start

date. If the employee works an average of thirty (30) or more hours a week in the

measurement period, the employee will be eligible for health insurance through the

County under the Affordable Care Act. If an employee's schedule becomes regular, then

the employee shall be reclassified as full or part time depending on the hours worked.

Regular variable hour employees are eligible for retirement benefits under TCDRS.

Other county policies will dictate eligibility for other benefits.

Temporarv Part Time: A temporary short-term part time employee shall be any

employee who is expected to work less than thirty (30) hours each week in a position

that is expected to last for a specific period of time or until a specific project is

completed, but no longer than 12 months. If this project goes beyond 12 months, the

employee will move into a regular part time status. Temporary short-term part time

employees are not entitled to any benefits under the Affordable Care Act and are also

not eligible for retirement benefits under TCDRS. Other county policies will dictate

eligibility for other benefits.

lA-3 EQUAL EMPLOYMENT OPPORTUNITY

The County is an equal opportunity employer. The county does not discriminate on the

basis of race, color, religion, national origin, sex, sexual orientation, gender identity or

expression, age, genetic information, pregnancy, marital status, veteran status, and

disability (physical or mental), medical condition, or any other condition or status

protected by law in hiring, promotion, demotion, raises, termination, training, discipline,

use of employee facilities or programs, or any other benefit, condition, or privilege of

employment except where required by state or federal law or where a bona fide

occupational qualification exists. If an employee needs an accommodation as a result of

a condition or status protected by law, please advise your elected official, appointed
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official, department head or Human Resources. In order for Navarro County to fulfill its

equal employment opportunity obligations, job openings within all county departments,

except Navarro County Sheriffs Office, must go through the Human Resources office so

they may be posted to the Navarro County website.

lA-4 AMERICANS WITH DISABILITIES ACT AMENDMENTS ACT

It is the policy of the County to prohibit any harassment of, or discriminatory treatment

of employees on the basis of a disability or because an employee has requested a

reasonable accommodation. If an employee feels he or she has been subject to such

treatment, or has witnessed such treatment, the situation should be reported to your

elected official, appointed official, department head or Human Resources. All elected
officials, appointed officials, department heads and employees with responsibilities
requiring knowledge are instructed to treat the employee's disability with

confidentiality.

It is the County's policy to reasonably accommodate qualified individuals with
disabilities unless the accommodation would impose an undue hardship on the county.
In accordance with the Americans with Disabilities Act, as amended (ADAAA),

reasonable accommodations may be provided to qualified individuals with disabilities
when such accommodations are necessary to enable them to perform the essential
functions of their jobs, or to enjoy the equal benefits and privileges of employment. This
policy applies to all applicants for employment, and all employees. If you require
accommodation, please contact your elected official, appointed official, department
head or Human Resources. Reasonable accommodation shall be determined through an

interactive process of dialog between the employee and the County.

lA-5 PERSONNEL FILES

The Navarro County Human Resources department will retain/maintain basic employee
information in an individual personnel file. This file will include all pertinent
employment documents such as resume, application, job description, employee
compensation, benefit enrollment, medical and workers compensation, as well as,
records concerning performance and discipline.

It is important that the personnel records of the County be accurate at all times. In order
to avoid issues, compromising your benefit eligibility or having W2's returned, the
County requests employees to promptly notify the appropriate personnel
representative of any change in name, home address, telephone number, marital status,
number of dependents, or of any other pertinent information.

The Public Information Act allows the County's employees to keep their home

addresses, home telephone numbers, social security numbers, emergency contact

information, and information that reveals whether you have family members

15



confidential. You may keep this information from public disclosure by electing in writing

on the form provided by the County, not to allow this information to be released to the

public no later than 14 days after your first day of employment.

lA-6 NEPOTISM

A Public Official of the County is prohibited from hiring a relative related within the third

degree of consanguinity (blood) or within the second degree of affinity (marriage) to

work in a department that he or she supervises or exercises control over. Texas

Government Code, § 573.041.

A degree of relationship is determined under Texas Government Code, § 573.002. (See

the charts that follow.)

CONSANGUINITY KINSHIP CHART

(Relationship by Blood)

Officer

father/Mother

Daughter/Son

Eiiothij r/Si'ter

GrLind Sun/Daughter

G'and Father/Mother

Uncle/Aunt

Nephew/Niece

Great

Grandson/Daughter

Great Grand

Father/Mother

AFFINITY KINSHIP CHART

(Relationship by Marriage)

Officer
1  L ■

HiPnrl nPiTPP I

i 1

Officer's Spouse Spouse's 6'Otner/Sister

1 i
Father/Mother In Law Sister/8rother's Spouse

1 1
Daughter/Son in Law 1 spouse's Grand Father/Mother

i 1
Spouse's Son/Daughter Spouse's Grand Daughter/So"
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B. WORK RULES AND EMPLOYEE RESPONSIBILITY

lB-1 ATTENDANCE

As a county employee, you are expected to be punctual and demonstrate consistent

attendance. Being at your work station to perform your job duties is an essential Job

function and will be required of all employees, unless a reasonable accommodation is

provided by the County.

Each employee shall report to work on each day they are scheduled to work and at the

starting time set by their supervisor unless prior approval for absence is given by the

supervisor or the employee is unable to report for work because of circumstances

beyond the control of the employee.

If an employee is unable to be at work at their normal reporting time, they shall be
responsible for notifying their supervisor at least one (1) hour prior to the scheduled
start of their shift or as soon as it is reasonably practicable in the case of an emergency.

Each employee shall remain on the job until the normal quitting time established by the
supervisor unless permission to leave early is given by the supervisor.

Each supervisor is responsible for determining if an unscheduled absence or tardiness is

to be classified as excused or unexcused, based on the circumstances causing the

absence or tardiness.

Frequent unexcused absences or tardiness, as determined by your immediate
supervisor, may make an employee subject to disciplinary measures, up to and including
termination of employment.

An employee who does not report for work for three (3) consecutive scheduled work
days, and who fails to notify his or her supervisor, shall be considered to have resigned
their position by abandonment.

lB-2 DRESS CODE

The County expects all employees to be well groomed, clean, and neat at all times. Each
department head will determine the type of attire that is acceptable.

You are required to act in a professional manner at all times and extend the highest
courtesy to co-workers and to the public being served. A cheerful and positive attitude
is essential to our commitment to customer service. Unprofessional or discourteous

conduct will not be tolerated and may result in disciplinary action up to and including

termination of employment.
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lB-3 SMOKE FREE WORKPLACE

Navarro County is committed to maintaining a healthy work environment for employees

and a clean, safe public facility for residents and visitors. In support of this commitment,

the use of tobacco products and electronic smoking devices is prohibited inside all

county buildings.

For the purposes of this policy, tobacco products include, but are not limited to,

cigarettes, cigars, pipes, smokeless tobacco, and any other form of tobacco. Electronic

smoking devices include, but are not limited to, electronic cigarettes (e-clgarettes), vape

pens, electronic nicotine delivery systems (ENDS), and any other device used to simulate

smoking or deliver nicotine or other substances In vapor form.

Smoking, vaping, or the use of any tobacco product or electronic smoking device is also

prohibited within twenty-five (25) feet of all exterior entrances and within fifty (50) feet

of the main public entrances of any county building.

Designated smoking areas are provided at each county facility and are clearly marked.

Butt receptacles are provided in designated locations on the Courthouse lawn for the

proper disposal of tobacco waste.

Department heads are responsible for establishing and regulating smoking breaks for

employees within their respective departments to ensure compliance with this policy
and to maintain departmental operations.

lB-4 CONFLICT OF INTEREST

Employees of the County shall not engage in any employment, relationship, or activity
which could be viewed as a conflict of Interest because of the potential or appearance
of affecting the employee's job efficiency, or which would reduce his/her ability to make
objective decisions In regard to his/her work and responsibility as a county employee.

Employees Involved in conflict-of-interest situations shall be subject to disciplinary
action, up to and Including termination of employment and these actions may have

criminal consequences for employees.

Activities which constitute a conflict of interest shall include but not be limited to:

(1) Soliciting, accepting, or agreeing to accept a financial benefit, gift, or favor,
other than from the County, that might reasonably tend to influence the employee's

performance of duties for the County or that the employee knows or should know is

offered with the intent to influence the employee's performance; (2) Accepting

employment, compensation, gifts, or favors that might reasonably tend to induce the

employee to disclose confidential information acquired in the performance of official

duties; (3) Accepting outside employment, compensation, gifts, or favors that might
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