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ARTICLE |
EMPLOYMENT

Section 1.01 — Introduction

These Personnel Policies and Practices contaimiaftton pertaining to your employment with Indepenid
School District No. 659, Northfield (“District”) Please note that the information contained indbisument
may be changed from time to time. Nothing in thosument establishes any form of a contract betwean
and the District, nor does anything in this docutater your at-will employment relationship wittet District.
In the same sense that you can resign your emplaywith the District at any time for any reasomorreason
at all, so can the District terminate your employtreg any time for any reason or no reason atafisistent
with the concept of at-will employment. When chesg@ccur to the information contained in this doenom
the revisions will be issued to you. The statemenntained in this Section 1.01 are subject to the
requirements of any applicable law, such as thehexaContinuing Contract Law or the Veterans’ Pieriee
Act, granting the administrator employment rights.

Section 1.02 — Basic Services

Employees shall faithfully perform the servicesgorébed by the School Board or designated repraseat
whether or not such services are specifically dieedrin this manual or in a general job descriptaiide by
the rules, regulations and policies as establislyetie School Board and the State Department ot&hn,
and any additions or amendments thereto, for thearsalary indicated in this contract.

Section 1.03 — Policy

This policy is in effect from July 1, 2016 throughine 30, 2018. In the event a successor poliegtiapproved
prior to the expiration of this Policy, the empleyghall be compensated according to his/her cura¢atuntil a
successor policy is approved by the Board of Edoicat

Section 1.04 — Entry Level Probationary Period

Entry level employees probationary period shalsixg6) months. The purpose of probation is tafyehe
match between Northfield Public Schools missioredashild Nutrition needs and the mission aligned
knowledge, skills and work behaviors of entry legglployees. Employees in this category may or nwdy
pass probation at the discretion of the schoofidist

Section 1.05 - Resignations

Employees electing to resign shall be requiredye the Child Nutrition Director dated, written,drigned
notice at least two (2) weeks in advance of theleyeg's final work day. The employee electingasign
shall continue Child Nutrition regular job respdnibiies during the two-week notice period. Any uegt to
leave sooner than the two-week notice period $feationsidered by the Child Nutrition Director aféesuitable
replacement employee is obtained for the position.



Section 1.06 — Required Certification

All Child Nutrition employees must be certified bye of the following entities and keep their castifion
current:

» Servsafe at www.servsafe.com
» Safe food training (SFT) at www.safefoodtrainingnco
* Learn to serve at www.learn2serve.com

New employees that do not already have the catifio must successfully complete one of the above
certifications prior to the end of their six-momtfobationary period.

ARTICLE Il
RATES OF PAY AND OTHER COMPENSATION

Section 2.01 - Wages

2016-17 2017-18
Job Classification Hourly Rate Hourly Rate
Child Nutrition Manager Il - H.S. or M.S. $20.48 1504
Child Nutrition Manager | - Elementary $20.15 $20.7
Child Nutrition Associate Il $18.95 $19.51
Child Nutrition Associate Il $17.27 $17.83
Child Nutrition Associate | $16.27 $16.83
Summer Child Nutrition Lead $19.40 $19.40
Summer Child Nutrition Associate $16.52 $16.52
Student Child Nutrition Associate $9.50* $9.50*

* Pay for this position aligned with Minnesota nmmum wage rates.

The Child Nutrition Director shall determine thd jolassification for each employee based upon the
responsibilities of the position and the correspogdjualifications of the incumbent/entry-level doyee.

Section 2.02 - Training Stipend

An hourly stipend of $0.65 per hour for the 2016stfool year and $.75 per hour for the 2017-18 clcyear
for individuals who have completed Level | of theh8ol Nutrition Association Certification will belded to

the hourly rates of pay for Child Nutrition Empl@ge Certification shall be provided to the Humaisdeces
Office no later than September 1 to receive tipestil.

Section 2.03 - Long-Term Substitutes

Individuals who substitute in the same positiontfeenty (20) consecutive work days or more shaklogible
to be paid at the CNA | hourly rate, upon the reswndation of the Child Nutrition Director and apyabof
the Superintendent or his/her designee. Upon caiopl of the long-term substitute assignment, &irth
substitute assignments will be paid at the regaudnstitute rate of pay. Eligibility for paymentthis level
cannot be carried over from one school year tothe.



Section 2.04 - Former Child Nutrition Employees WhdSubstitute

Substitutes who have formerly been employed ir\tbighfield School District in regular Child Nutrn
positions for at least three continuous years sfeaplaid at the CNA | hourly rate.

Section 2.05 - Rate of Pay for Regular Employees WISubstitute in a Position of Higher Classification

Regular Child Nutrition employees who substituta iposition with a higher classification shall lzdoat the
hourly rate established for the higher classifamatbeginning with the sixth consecutive day of sitilting in
that position.

Section 2.06 - Uniform Allowance

$300 per year for all employees to be paid witlirtfiest paycheck of the contract year. The employrust
purchase one (1) pair of work shoes that are skjistant on an annual basis. The remainder oftifhensl is to
be used to purchase either black, navy or khakispamd the approved district uniform shirt(s) oeatghirt, in
navy, black or maroon with the District logo. ltrequired that all Child Nutrition employees purs@aew
clothing each school year using the allowed allaveaf he district office will coordinate the ordéos shirts at
the beginning of the school year. Each employekbgiresponsible for purchasing the approved pants.

Section 2.07 — Lunch

Child Nutrition employees will be provided a regulgype A lunch on food preparation days at no toshe
Child Nutrition employees according to the NatioSahool Lunch Program regulations

HOURS OF WORK, BREAKS, OVERTIME, AND HOLIDAYS
Section 2.08 — Work Day

The number of hours authorized for each positiall §fe established by the School Board on the lmdgise
requirements of the job and financial resourcabeistrict, and shall be scheduled by the Childrition
Director. The paid work day shall exclude time ltarch (30 minutes). Typically, hours worked vatiincide
with regular established schedules. However, hoag need to be reduced or extended when studevitias
result in less or more students eating lunch oiwvengday. Kitchen Managers will notify employedsany
change in hours. Employees will be paid only ioretworked. The calculation of wages shall be dasethe
number of hours shown on the employee's weeklyddtece record.

Section 2.09 — Work Year

The maximum number of work days in a given yeall $fgathe number of student days scheduled on the
approved school calendar plus up to three (3) tyspening and closing the kitchens (for exampla, (2)
days to receive the food order, clean and opeRitbleen in the Fall and one (1) day to store fond supplies
and organize the kitchen in the Spring). Additiateys may be scheduled for special events sueh as
luncheon during preschool workshop and/or schadf Bt-service meetings, special workshops, etay work
days outside of the number of student days schedulehe approved school calendar must be autlibaze
scheduled by the Child Nutrition Director.



2.10 - School Closing

In the event that school (or schools) is closedtduan emergency, Child Nutrition employees shatitmue to
receive compensation for up to a maximum of twopf@yated days per year, equivalent to the nornaekw
hours for each employee. Child Nutrition employsesll be required to perform services if requesbedb so
by the Child Nutrition Director. An emergency diog shall be defined as any unscheduled closinbeof
school or schools. Examples might include incletwesather, energy shortage, breakdown of equipment,
strike, etc. The District shall have the rightéguire employees to perform services on days stbeds
make-ups for student days lost due to emergencsyngs.

Section 2.11 - Paid Breaks

Child Nutrition employees shall be allowed a 15-mépaid break for each three and one half (3%2)shou
segment of actual work time. The chart below shthveshnumber of paid breaks based on hours worked.

Hours Worked Breaks
Less than 3.5 0
3.5-6.99 1
7-8 2

These breaks shall be taken at a time when thepeasible disruption in service results and agduled by
the Kitchen Manager.

Section 2.12 — Overtime

Employees shall be paid at time and one-half obtme hourly rate for hours worked in excess ah4hy one
work week. Vacation time, sick time, or other ledawne will not be used to calculate hours workedny
work week. The time and one-half rate shall ajggl\ato services rendered for special functionsragt00
p.m. or on weekends. The scheduling of overtimefoployees shall be approved in advance by thike Chi
Nutrition Director and Kitchen Manager.

Child Nutrition Substitutes are not eligible forestime unless they work more than forty (40) haorany one
work week. Substitutes will be paid $3.00 per halwve their normal pay rate for services rendéredpecial
functions after 4:00 p.m. or on weekends.

Section 2.13 - Holidays with Pay

Employees will receive the following five holidaysth pay provided the Holidays occur within the dayee’s
work year: Labor Day, Thanksgiving Day, Christria® Day, Christmas Day, and Memorial Day.

Section 2.14 - Professional Development

Professional development activities such as wonshdasses, and training sessions may be provided
group or individual basis within budget allocati@tghe discretion of the Child Nutrition Director.



ARTICLE 1l
LEAVES

Section 3.01- Sick Leave

The school District may require an employee toihrra medical statement from a qualified physi@an
evidence of illness in order to qualify for siclale pay if sick leave requested is due to thesra injury of
the employee. Final determination as to the aligitof an employee for sick leave will be made Kgrthfield
Public Schools.

Employees Working 15 to 19.99 Hours Per Week:

Two (2) prorated days per year with pay shall hensdd whenever an employee’s absence is due &silor
injury of the employee, the employee’s dependeittl,cand/or for other individuals to the extent yided by
Minnesota lawSick leave days are noncumulative from one ye#ngémext.

Employees Working 20 Hours Per Week or More:

Ten (10) prorated days per year with pay shallllesvad whenever an employee’s absence is duertess or
injury of the employee, the employee’s dependeitl,cAnd/or for other individuals to the extent yiced by
Minnesota law Sick leave days are cumulative to 120 days.

Section 3.02 - School Conference and Activities Lea

In accordance with the provisions of MS.181.94h2, District will provide each employee with up weot
prorated days of school conference and activigase during any twelve month period to attend schoo
conferences or school related activities relatethiécemployee’s child, provided the conferencayegtor
observation cannot be scheduled during non-worksi@ne school day advance written notice shall be
provided via the District’s substitute/leave repagtsystem. The Human Resources Director can whie
advanced written notice requirement in emergencyagons under exceptional or unusual circumstarteesh
leave will be deducted from the employee’s sickéeallowance.

Section 3.03 - Bereavement Leave

Employees Working 15 to 19.99 Hours Per Week:

Up to two (2) days per year may be used in caterdavement. Time off for bereavement shall beicted
from unused Sick Leave. Bereavement leave may & inghe case of a death of family members onéise

Employees Working 20 Hours Per Week or More:

Up to ten (10) days per year of leave with paydsecof bereavement. Time off for bereavement sleall
deducted from unused Sick Leave. Bereavement lmayebe used in the case of death of family memters
friends.

Section 3.04 Personal Leave

Employees Working 15 to 19.99 Hours Per Week:

Employees working less than 20 hours per week eraaye are not eligible for Personal Leave.
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Employees Working 20 Hours Per Week or More:

At the discretion of the Kitchen Manager and CiNlatrition Director, Child Nutrition personnel magb
granted Personal Leave of up to two (2) prorated g&r year. Personal Leave days will be deducted
unused Sick Leave. Personal Leave prorated daysotdbe carried over from one academic year taheamo

Requests for personal leave must be made via tteids substitute/leave system at least threew@xing
days in advance, except for emergencies. Recomriensgldor leave approval from the Kitchen Manager a
subject to final approval by the Child NutritionrB¢tor.

Section 3.05 - Leave of Absence Without Pay

Child Nutrition personnel may apply for a LeaveAdisence Without Pay in the event of personal
circumstances regardless of the number of hourketdgper week. A request for a leave of absendeowit
pay must be submitted no less than thirty (30) gegs to the requested day(s) off unless emergency
circumstances prevent such notice. A Leave of Atsé&Vithout Pay of up to five (5) prorated days rbay
approved by the Child Nutrition Director. The G@hNutrition Director will consider how many empl@geare
scheduled to be absent at the requesting emplasigzishen considering the request. Typically raverthan
two (2) employees may be scheduled to be absesthiool sites who have 10 employees or more in @& w
day for any reason other than illness or emergesohool sites with less than 10 employees mayhao
more than one (1) employee scheduled absence.tidwhalidays may be granted without pay at the
recommendation of the Child Nutrition Director ahe approval of the Superintendent or his/her chesg

Section 3.06 — Judicial Duty

For any employee who is required to serve as a pre subpoenaed to appear as a witness (not as a
defendant) in a criminal court case, Northfield RuSchools will make up the difference betweenhsuc
employees basic salary and the fees (but not resediexpenses) received by the employee. In tods
eligible for this supplement, the employee mushsitibo the finance office an itemized certificatiohfees and
expenses for judicial duty. Advance notice toBector of Child Nutrition is required to permiie
scheduling of a substitute. An employee is alspired to notify the Director of Child Nutrition ¢fitchen
Manager immediately upon being excused from jutichisy.

ARTICLE IV
GROUP INSURANCE

Section 4.01 — Eliqgibility

Employees Working Less than 20 Hours Per Week:

No Group Insurance is provided to Child Nutritiongoyees who work less than 20 hours per week.

Employees Working 20 Hours Per Week or More:

Employees scheduled to work all of the scheduledesit days in session or more shall be eligiblé&Siaup
Insurance Benefits.

Insurance coverage will be effective upon enrolltredrihe employee and acceptance by the carridr. A
District participation and contribution toward béteshall cease effective on the last working dathe month
in which the Child Nutrition employee terminatesppayment. However, employees may be continuetien t
group for a period determined by COBRA legislataiithe employees' own expense.
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During the term of this policy, the employer willighase the group insurance policies describedisrsection.
It is understood and agreed that the provisiorthisfsection are merely descriptive of the coverageided,
and that the eligibility of the employee for beteghall be governed by the terms of the masteramse
contracts in force between the employer and ther@ngproviding such coverage. The effective date f
employer contributions shall be January 1 of eadr wf this agreement.

Section 4.02 - Health and Hospitalization Insurance

Eligible employees and their spouse and dependédten may participate in the District group hband
hospitalization insurance plan. The school distkidl contribute toward the premium according be t
schedule below. Any additional cost of the premahall be borne by the employee and paid by payroll
deduction.

2016-18 Health Insurance District Contribution

30-40 hrs/wk 25 < 30 hrs/wk 20 < 25 hrs/wk
1.0 factor .6 factor .5 factor
Same as teachers .60 x teachers settlement .50 x teachers settlement
M settlement
Same as teachers .60 x teachers settlement .50 x teachers settlement
FAMILY settlement

Section 4.03 - Dental Insurance
Eligible employees and their spouse and dependédten may participate in the District group dénta

insurance plan. The District will contribute towahe premium according to the schedule below. Any
additional cost of the premium shall be paid byeh®loyee through payroll deduction.

2016-18 Dental Insurance District Contribution

30-40 hrs/wk 25 < 30 hrs/wk 20 < 25 hrs/wk
1.0 factor .6 factor .5 factor
Same as teachers .60 x teachers settlement .50 x teachers settlement
M settlement
Same as teachers .60 x teachers settlement .50 x teachers settlement
FAMILY settlement

Section 4.04 - Life Insurance

The employer will contribute up to $5.50 per mofahgroup term life insurance coverage in the amadin

$35,000. The employee may purchase additionalpgteum life insurance in increments of $25,000wp t

maximum of $100,000 at the group rate upon evidefaesurability and acceptance by the carriere Thst
of such additional coverage shall be paid fullythy employee through payroll deduction.

Section 4.05 - Income Protection

The employer shall pay the full premium for groopd-term disability insurance coverage. Thereldleah
60-day waiting period before disability income maton goes into effect.

Section 4.06 — Retirement



All District contributions for benefits shall ceaspon retirement. Child Nutrition employees whtiresafter

age 59 may continue participation in the Distrigiteup health and hospitalization insurance plaii algible
for Medicare provided they pay the full cost of gremium. Participation beyond that shall be icoadance
with applicable laws and regulations.

ARTICLE V
LONGEVITY

Section 5.01 - Longevity Appreciation
Employees working 20 hours/week or more Longevipp#eciation:
2016-18

After 5 years: $650/yr After 15 years: $850/yr
After 10 years: $750/yr After 20 years: $1,050/yr

Employees working less than 20 hours/week LongeMiyreciation:
After 5 years: $300/yr
Section 5.02 - Longevity Pay Schedule

The longevity amounts are on an annual basis antbdre paid in addition to the basic salary. Laoitge
increments will be divided equally over the totahtber of pay periods during the fiscal year, beigignvith
the first paycheck of each school year. All longepay will be based on the latest hiring dateases of
broken service.

ARTICLE VI
RETIREMENT

Section 6.01 — 403(b) Matching Plan

Each year by October 1, eligible employees who wogbarticipate in the plan shall be responsiblecmplete
and file a salary deduction authorization for tlainual contribution to a matching 403(b) plan.e Bthool
District will match an employee’s contribution t@@3 (b) plan up to $1,700 per school year. Duarnygar in
which the employee makes no contribution, the Risghall likewise make no contribution to that doyee
account.



