
District - Building Nurses

NORTHFIELD PUBLIC SCHOOLS

POLICY COVERING WAGES, HOURS AND FRINGE BENEFITS

BUILDING NURSES

July 1, 2016, through June 30, 2018



ARTICLE I 
EMPLOYMENT

Section 1.01 - Introduction

These Personnel Policies and Practices contain information pertaining to your employment with 
Independent School District No. 659, Northfield (“District”). Please note that the information 
contained in this document may be changed from time to time. Nothing in this document 
establishes any form of a contract between you and the District, nor does anything in this 
document alter your at-will employment relationship with the District. In the same sense that 
you can resign your employment with the District at any time for any reason or no reason at all, 
so can the District terminate your employment at any time for any reason or no reason at all, 
consistent with the concept of at-will employment. When changes occur to the information 
contained in this document, the revisions will be issued to you. The statements contained in this 
Section 1.01 are subject to the requirements of any applicable law, such as the teacher 
Continuing Contract Law or the Veterans’ Preference Act, granting the employee employment 
rights.
Section 1.02 - Basic Services

Employees shall faithfully perform the services prescribed by the School Board or designated 
representative whether or not such services are specifically described in this manual or in a 
general job description, abide by the rules, regulations and policies as established by the School 
Board and the State Board of Education, and any additions or amendments thereto, for the salary 
indicated in this contract.

Section 1.03 - Duty Year

The number of work days in a given year shall be the number of days students are in school plus 
five (5) additional days as scheduled by the District Nurse.

Section 1.04 - Work Day

The standard work day shall be 7.0 hours per day with the ability, at the discretion of the nurse, 
to work up to 8.0 hours per day.

ARTICLE II
RATES OF PAY AND HOLIDAYS

Section 2.01 - Hourly Wages

2016-17 2017-18
Step 1 $28.42 $29.37
Step 2 $29.29 $30.26
Step 3 $30.91 $31.94
Step 4 $32.01 $33.07

Step placement of entering employees shall be recommended by the Human Resources Office and 
approved by the Board of Education. Step changes shall take effect at the beginning of the fiscal 
year. In order for an employee to advance to a succeeding step on the schedule, she/he must have 
been employed by the district for more than half of the preceding work year.



Section 2.02 - Holidays with Pay

Four per year - Memorial Day, Thanksgiving Day, New Year’s Day, and Labor Day.

Section 2.03 - School Closing ,

In the event that school is closed due to an emergency, nurses shall continue to receive 
compensation proportionate to their work day for up to two (2) days per year. An emergency 
closing shall be defined as any unscheduled closing of the school. Examples might include 
inclement weather, energy shortage, breakdown of equipment, strike, etc. The district shall have 
the right to require employees to perform services on days scheduled as make-ups for student 
days lost due to emergency closing.

ARTICLE III 
LEAVES

Section 3.01 - Sick Leave

Ten (10) days per year with pay shall be allowed whenever an employee’s absence is due to 
illness or injury of the employee, the employee’s dependent child, and/or for other individuals to 
the extent provided by Minnesota Law. Sick leave days are cumulative to 190 days.

Section 3.02 - Personal Leave

Building nurses may be granted a leave at the discretion of the school district of no more than 
two (2) days per year, noncumulative, and with no loss in pay, the days used to be deducted from 
unused sick leave, for situations that arise requiring the nurse’s personal attention which cannot 
be attended to when school is not in session. Requests for personal leave must be made using the 
District’s substitute/leave system at least three (3) days in advance, except for emergencies.

Section 3.03 - Leaves of Absence Without Pay

Leave of absence up to three days without pay: Nurses may apply for leaves of absence without 
pay in the event of personal extenuating circumstances. Leaves of absence without pay of up to 
three (3) days may be approved by the building principal or immediate supervisor.

Leaves of absence over three days without pay: Upon application, nurses may be granted a leave 
of absence from their position, without pay, at the recommendation of the building principal or 
immediate supervisor and the approval of the Superintendent.

Section 3.04 - Bereavement Leave

Employees may be allowed up to ten (10) days per year of leave with pay in case of death.- 
Bereavement leave may be used in the case of a death of family or friends.

Time off for bereavement shall be deducted from unused sick days.

Section 3.05 - School Conference and Activities Leave



In accordance with the provisions of MS. 181.9412, the District will provide each employee with 
up to sixteen hours of school conference and activities leave during any twelve month period to 
attend school conferences or school related activities related to the employee's child, provided 
the conference, activity or observation cannot be scheduled during non-work hours. One school 
day advance written notice shall be provided via the District’s substitute/leave reporting system. 
The Human Resources Director can waive the advanced written notice requirement in emergency 
situations under exceptional or unusual circumstances. Such leave will be deducted from the 
employee's sick leave allowance.

Section 3.06 - Judicial Duty

For any employee who is required to serve as a juror or is subpoenaed to appear as a witness (not 
as a defendant) in a criminal court case, Northfield Public Schools will make up the difference 
between such employees basic salary and the fees (but not reimbursed expenses) received by the 
employee. In order to be eligible for this supplement, the employee must submit to the finance 
office an itemized certification of fees and expenses for judicial duty.

ARTICLE IV 
INSURANCE

Section 4.01 - Eligibility

An employee must work 20 hours per week or more in order to be eligible for group insurance 
coverage.

The employer will purchase the group insurance policies described in this section. The 
provisions of this section are merely descriptive of the coverage provided, and the eligibility of 
the nurses for benefits shall be governed by the terms of the master insurance contracts in force 
between the employer and the insurers providing such coverage.

Section 4.02 - District Obligation

The employer’s only obligation under the policies described in this section is to make the 
premium payments as provided in this policy document, and no claim shall be made against the 
employer in the event of a denial of insurance benefits by the insurance carrier. Upon separation 
of employment, all district contributions toward insurance benefits shall cease effective on the 
last day of the month of the separation. The effective dates for changes in the employer 
contributions are January 1, each year.

Section 4.03 - Health and Hospitalization Insurance

The employer will contribute the same amount toward the monthly health insurance plan 
premium for single and family coverage as exists in the District’s agreement for teachers with 
the Northfield Education Association if the employee wishes to enroll in the plan.

Employees who retire after age 59 or become disabled and who have been in the employ of the 
Northfield School District for at least ten (10) consecutive years, may buy the group health and 
hospitalization insurance at the school’s group rate until the employee is eligible for Medicare. 
Participation beyond that shall be in accordance with applicable laws and regulations. The retired 
or disabled employee will pay the premium for such coverage to the school district



Once a retired employee becomes eligible for Medicare the retired employee’s coverage will 
convert to a Medicare supplement policy. Such policy (when combined with Medicare) will at a 
minimum be equivalent coverage to the group health and hospitalization plan offered to active 
employees and retired employees who are not eligible for Medicare.

In the event a retired employee and his or her dependent(s) become eligible for Medicare at 
different times, the individual insured will be converted to the Medicare supplement policy upon 
becoming eligible. At such time as there is only one other insured remaining on the family group 
health plan, he/she will be converted to a single policy under the group health plan until they 
become eligible for Medicare. If dependent children are covered under the group health plan they 
will be eligible to continue coverage until such time that the last parent covered on the group 
health plan becomes eligible for Medicare.

When the retiree becomes eligible for Medicare, the retiree must be in compliance with M.S. 
471.611

Section 4.04 - Dental Insurance

The employer will contribute the same amount toward the monthly dental insurance plan 
premium for single and family coverage as exists in the District’s agreement for teachers with 
the Northfield Education Association if the employee wishes to emoll in the plan.

Section 4.05 - Life Insurance

The employer will provide group term life insurance coverage for each building nurse in the 
amount of $35,000. The employee may purchase additional group term life insurance in 
increments of $25,000 up to a maximum of $100,000 at the group rate upon evidence of 
insurability and acceptance by the carrier. The cost of such additional coverage shall be paid 
fully by the employee through payroll deduction.

Section 4.06 - Income Protection

The employer will pay the full premium for coverage under the district’s long-term disability 
insurance plan. There shall be a 60-day waiting period before disability income protection goes 
into effect.

ARTICLE V 
LONGEVITY

Section 5.01 - Longevity



The stipulated longevity amounts are to be paid in addition to the basic salary schedule. Longevity 
increments begin July 1 each year. All longevity pay will be based on the latest hiring date in cases 
of broken service.

Completed years of Service

6-9 years 
10-14 years 
15-19 years 
20+ years

$1.00/hour
$1.25/hour
$1.50/hour
$1.75/hour

ARTICLE VI 
RETIREMENT

Section 6.01 - 403b Matching Plan

Each year by October 1, employees who wish to participate in the plan shall be responsible to 
complete and file a salary deduction authorization for their annual contribution to a matching 
403(b) plan. The School District will match an employee’s contribution to a 403 (b) plan up to 
$600 per school year. During a year in which the employee makes no contribution, the District 
shall likewise make no contribution to that employee account. Maximum lifetime district 
contribution will be $15,000.



District - Nurse, St. Dominic’s

NORTHFIELD PUBLIC SCHOOLS

POLICY COVERING THE EMPLOYMENT OF 
NURSE ASSIGNED TO ST. DOMINIC’S SCHOOL

July 1, 2016 through June 30, 2018

In keeping with State Laws, the Northfield District shall provide health services to students 
of St. Dominic’s School. The following guidelines will be observed in the delivery of such 
services:

The individual assigned to the school shall be considered an employee of the Northfield 
District and shall be under the supervision of the District’s licensed school nurse. The District 
nurse shall be responsible for administering the budget accounts associated with this position 
including supplies, travel and funds allocated for additional clerical services. The District nurse 
shall also be responsible for assuring that the services provided to students at St. Dominic’s 
School are similar to those provided to students in other schools of the District.

Wages

2016- 17: $28.42 per hour

2017- 18: $29.37 per hour

Hours

The person employed in this position shall be authorized to work an equivalent to seven (7) 
hours per week. The work year shall correspond to those weeks that school is in session.

The Director of Finance shall be responsible for submitting all reports regarding this 
program to the State Department of Education.

Recruiting, screening and selection of applicants for this position shall be the responsibility 
of the School District. Selection shall be made by the Superintendent’s designee after receiving 
recommendations from the District school nurse and the Principal of St. Dominic’s School.



INDEPENDENT SCHOOL DISTRICT 659 

NORTHFIELD, MINNESOTA 

PERSONNEL POLICIES AND PRACTICES

Confidential Employees
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ARTICLE I 
EMPLOYMENT

Section 1.01 - Introduction

These Personnel Policies and Practices contain information pertaining to your 
employment with Independent School District No. 659, Northfield (“District”). Please 
note that the information contained in this document may be changed from time to time. 
Nothing in this document establishes any form of a contract between you and the District, 
nor does anything in this document alter your at-will employment relationship with the 
District. In the same sense that you can resign your employment with the District at any 
time for any reason or no reason at all, so can the District terminate your employment at 
any time for any reason or no reason at all, consistent with the concept of at-will 
employment. When changes occur to the information contained in this document, the 
revisions will be issued to you. The statements contained in this Section 1.01 are subject 
to the requirements of any applicable law, such as the Veterans’ Preference Act, granting 
the employee employment rights.

Section 1.02 - Basic Services

Employees shall faithfully perform the services prescribed by the School Board or 
designated representative whether or not such services are specifically described in this 
manual or in a general job description, abide by the rules, regulations and policies as 
established by the School Board and the State Board of Education, and any additions or 
amendments thereto, for the annual salary indicated in this contract.

Section 1.03 - Duty Year/Work Day

The duty year shall be as listed in Appendices A and B. The employee shall perform 
services on those legal holidays on which the School Board so determines. The work day 
shall be 8 hours/day.

ARTICLE II 
SALARIES

Section 2.01 - Compensation

The annual salary of positions covered by these policies shall be based upon the salary schedule 
set forth in Appendices A, B and C.

While the District reserves the right to set salaries, it will seek and receive input from employees 
and their supervisor regarding the salary structure. The input may be in the form of written or 
oral communication.
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Section 2.02 - Experience Credit

Individuals employed before January 1st, who are still employed by the District on June 30th, 
shall for the purposes of salary increases be given credit for (1) year of experience.

Section 2.03 - Holidays

Employees who work 20 hours or more per week, with a duty year of 50 or more weeks, 
shall be entitled to the following ten (10) paid holidays: Independence Day, Labor Day, 
Thanksgiving Day, Friday after Thanksgiving, Christmas Day, New Year’s Day,
Presidents’ Day (if designated as a school holiday), Memorial Day, Christmas Eve Day, 
and Good Friday. If the approved school calendar precludes the use of any of these days 
as holidays, an alternate day(s) shall be determined by the immediate supervisor.

ARTICLE III 
VACATION/LEAVES

Section 3.01 - Vacation

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for vacation.

Vacations for employees working 50 or more weeks per year shall be as follows:

Year of Service in Number of Vacation 
District Days
1-5 10
6-10 15
11+ 20

Part-time employees will receive pro rata vacation. Vacation shall be available to the employee 
at the beginning of the year (July 1st), however, vacation is considered earned on a monthly basis. 
Individuals hired after July 1st will receive pro rata vacation provided the employee has been 
assigned to a position which normally consists of 50 or more weeks per year.

Unused vacation must be taken within one year following the contract year in which it was 
earned. Vacation use will be as scheduled with and approved by their immediate supervisor.

Payment for unused, earned vacation balances as limited by the previous paragraph will be made 
by the School District upon termination or separation of employment.

Employees working fewer than 50 weeks per year shall not receive vacation.
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Section 3.02 - Sick Leave

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for sick leave.

Employees shall receive sick leave at the rates listed below to a maximum accumulation 
of 228 days:

Employees working a duty year of less than 50 weeks 10 days/year
Employees working a duty year of 50 weeks or more 12 days/year

Sick leave shall be available to the employee at the beginning of the year (July 1st),
however, sick leave is considered earned on a monthly basis.

One day of leave allowance may be used by an employee for each day of absence due to illness 
or injury which precludes the employee from performing the duties of his/her position.

Sick leave with pay shall be allowed whenever an employee's absence is due to illness or 
injury of the employee, the employee's dependent child, or another individual as allowed by 
Minnesota law which prevented the employee's attendance at work on that day or days.

Any employee who has been absent may be required to present a statement from a doctor of 
medicine verifying an illness and certifying that the employee has recovered sufficiently to 
return to normal duties. Any employee absent more than five (5) consecutive working days must 
present such certification. If certification is required for an absence of fewer than six (6) days, 
the District will designate the physician and pay his/her fee. Charges for certification of 
absences greater than five (5) consecutive working days will be the responsibility of the District 
unless the employee requires examination by a specified physician, in which instance the 
employee will assume the cost of the examination.

There shall be no payment for unused, earned sick leave balances upon termination or separation 
of employment, for any reason, with the School District.

Section 3.03 - Disaster Leave

The Employer will provide paid disaster leave for employees who have exhausted accumulated 
sick leave days prior to the commencement of long-term disability insurance benefits. An 
employee will become eligible for paid disaster leave after the employee has been continuously 
disabled and unable to work for fifteen (15) consecutive duty days, as certified by a medical 
doctor. Disaster leave payments shall commence as of the duty day following the last day of sick 
leave payment, and shall continue only for the period during which the employee remains 
continuously disabled and unable to work.

Disaster leave payments shall cease in any event after the fortieth (40th) duty day of absence.
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Section 3.04 - Bereavement Leave

Employees may be allowed up to ten (10) days per year of leave with pay in case of death. 

Bereavement leave may be used in the case of a death of family members or friends.

Time off for critical illness/bereavement shall be deducted from unused sick days.

Section 3.05 - Personal Leave

The employee shall be allowed two (2) personal business days per year for business that 
ordinarily cannot be conducted outside the duty day with prior approval of the immediate 
supervisor via the District substitute/leave reporting system . A deduction of these days 
will be made from sick leave.

Section 3.06 - Leave of Absence Without Pay

The employee may apply for a leave of absence without pay in the event of personal
extenuating circumstances. The employee, when on medical leave of absence, is eligible 
to continue to participate in group insurance programs as permitted under the insurance 
policy provisions, but shall pay the entire premium for such programs as he/she wishes to 
retain commencing with the beginning of the leave, subject to the requirements of 
applicable law.

Section 3.07 - Child Care Leave and Adoption Leave

A. A child care leave shall be granted by the school district subject to the provisions of 
this Section. Child care leave may be granted because of the need to prepare and/or provide 
parental care for a child or children of the employee for an extended period of time.

B. An employee making application for unpaid child care leave shall inform the 
superintendent in writing of his/her intention to take the leave at least two calendar months 
before commencement of the intended leave, except in unusual circumstances. The 
superintendent and the employee will attempt to work out a satisfactory plan for the leave.

C. If the reason for the child care leave is occasioned by pregnancy, the employee shall 
also provide at the time of the leave application, a statement indicating the expected date of the 
delivery. Sick leave under Section 3.02 is available for any period of disability associated with 
the pregnancy prior to the commencement of the child care leave.

D. The availability of a suitable replacement may also be considered by the school 
district in both the granting of a child care leave or the duration of such leave.

E. In making a determination concerning the commencement and duration of a child care 
leave, the School Board shall not, unless otherwise agreed, be required to:
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(1) grant any leave more than six (6) months in length or at the beginning of 
the school year following such six (6) month period.

(2) permit the employee to return to his or her employment prior to the 
date designated in the request for child care leave.

F. An employee returning from child care leave shall have a right to return to his or her 
original position as specified in the employee’s child care leave plan if the employee’s leave is 
commenced and concluded within the same fiscal year. If the employee’s child care leave plan 
does not call for his or her return within the fiscal year it is commenced, the employee shall have 
the right to be returned to an equivalent contractual position, unless such employee has been 
previously terminated pursuant to the provision of M.S. 122A.40 or such employee has been 
placed on unrequested leave pursuant to the provisions of M.S. 122A.40.

G. Failure of the employee to return pursuant to the date determined under this Section 
shall constitute grounds for termination unless the school district and the employee mutually 
agree to an extension in the leave.

H. An employee who returns from child care leave within the provisions of this Section 
shall retain all previous experience credit and any unused leave time accumulated under the 
provisions of this document at the commencement of the leave. The employee shall accrue 
additional experience credit or leave time during the period of absence for child care leave only 
if the leave commences and ends within the same fiscal year.

Section 3.08 - Religious Observance Leave

Up to three (3) days leave shall be granted to an employee for required religious observance. 
Such days must be recognized religious holidays and shall not be permitted for circumstances 
where personal alternative attendance options exist. A deduction of these days will be made 
from sick leave. Notification must be submitted to their immediate supervisor, in writing, at 
least three (3) days prior to such absence.

Section 3.09 - Judicial Duty

For any employee who is required to serve as a juror or is subpoenaed to appear as a witness (not 
as a defendant) in a criminal court case, Northfield Public Schools will make up the difference 
between such employees basic salary and the fees (but not reimbursed expenses) received by the 
employee. In order to be eligible for this supplement, the employee must submit to the finance 
office an itemized certification of fees and expenses for judicial duty. Advance notice to the 
building administrator is required to permit the scheduling of a substitute, if required. An 
employee is also required to notify the building administrator immediately upon being excused 
from judicial duty.
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Section 3.10 - Superintendent’s Discretionary Leave

Any circumstance that arises necessitating the absence of an employee not specifically included 
in any of the sections above may be granted as discretionary leave. Such leave must be approved 
in advance by the superintendent or his/her authorized representative.

Section 3.11 - School Conference and Activities Leave

In accordance with the provisions of MS. 181.9412, the District will provide each employee with up to 
sixteen hours of school conference and activities leave during any twelve month period to attend school 
conferences or school related activities related to the employee's child, provided the conference, activity 
or observation cannot be scheduled during non-work hours. One school day advance written notice shall 
be provided via the District’s substitute/leave reporting system. The Human Resources Director can waive 
the advanced written notice requirement in emergency situations under exceptional or unusual 
circumstances.

Such leave will be deducted from the employee's sick leave allowance.

ARTICLE IV 
INSURANCE

Section 4.01- Insurance Eligibility

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for group insurance coverage.

Section 4.02 - District Obligation

The District’s only obligation is to purchase the group insurance policies addressed below 
and pay such amounts as stated herein. No claim shall be made against the District as a 
result of a denial of insurance benefits by an insurance carrier.

Section 4.03 - Health and Hospitalization

The School District shall provide eligible employees an opportunity to emoll for either single 
or family coverage in the District health and hospitalization insurance plan. The School 
District shall contribute the amounts listed below toward the monthly premium for single and 
family coverage. The effective date for employer contributions shall be January 1.

The school district will contribute the same amount toward the monthly premiums for 
single and family coverage as identified in the NEA Master Agreement.

Section 4.04 - Dental Insurance

The School District shall provide eligible employees with an opportunity to emoll for either 
single or family coverage in the District dental insurance plan. The School District shall
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contribute the amounts listed below toward the monthly premium for single or family 
coverage. The effective date for employer contributions shall be January 1.

The school district will contribute the same amount toward the monthly premiums for 
single and family coverage as identified in the NEA Master Agreement.

Section 4.05- Life Insurance

The School District shall provide, at District expense, a group term life insurance plan 
providing $50,000 of coverage for each eligible employee. The eligible employees may 
purchase additional group term life insurance in increments of $25,000 up to a maximum 
of $ 100,000 at the group rate upon evidence of insurability and acceptance by the carrier. 
The cost of such additional coverage shall be paid fully by the employee through payroll 
deduction.

Section 4.06 - Long-Term Disability Insurance

The School District shall pay the full premium for long-term disability insurance for 
eligible employees. Benefits shall be payable after 60 consecutive days of total disability 
at 66 2/3% of the basic monthly earnings.

Section 4.07 - Liability Insurance

The School District agrees to insure the employee for loss because of claims brought 
against him/her caused by any negligent act, error, omission, or breach of duty while 
acting with in the scope of his/her employment or any claim against him/her solely by 
reason of the holding of his/her position. The amount and extent of coverage shall be 
subject to limitations imposed by the insurance carrier and applicable law.

Section 4.08 - Duration of Insurance Contribution

Upon separation of employment, all district participation and contribution toward group 
insurance benefits shall cease effective at the end of the month of the last working day 
except as provided under other provisions of this manual. However, the employee may 
be continued in the group insurance plans at his or her own expense for a period 
following separation determined by the insurance carrier and applicable laws.

ARTICLE V 
OTHER BENEFITS

Section 5.01 - Travel

Necessary and approved transportation that is required of the employee in the 
performance of school duty shall be at the expense of the School District. The mileage 
reimbursement rate and the rate between buildings shall be set by the School Board.
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Section 5.02 - Professional Improvement

The employee will participate in professional development activities which are directly 
related to his or her areas of responsibility and other areas designated by their immediate 
supervisor. The School District shall pay for all legally valid travel, lodging, and meal 
expenses and fees for attendance at professional conferences and meetings with other 
educational agencies when attendance thereof is required, directed, or permitted by their 
immediate supervisor.

Section 5.03 - Professional Membership Dues

The School District shall pay the annual membership dues for the employee for relevant 
professional organizations approved by the district.

Section 5.04 - Vandalism Reimbursement

The School District shall reimburse the employee for vehicular vandalism, which occurs 
in the course of the employee performing his or her required duties, in an amount up to 
$500 in a given year toward the unreimbursed insurance deductible amount on the 
vehicle.

ARTICLE VI 
RETIREMENT

Section 6.01 - Retirement Insurance

If the employee retires upon attaining age fifty-five (55) or thereafter and has at least ten 
(10) years experience in the School District, they may elect to be covered under the group 
health and hospitalization and dental plans provided by the School District as provided by 
law. The employee may continue participation in the District’s group term life insurance 
plan according to provisions of Section 4.05 at the employee’s own expense until the 
employee is eligible for Medicare.

The District shall contribute toward the premium for health arid hospitalization and dental 
coverage under the same conditions as if employed but not more than 80% of the health 
and hospitalization insurance premium, for six (6) years from the date of retirement.

Once a retired employee becomes eligible for Medicare the retired employee’s coverage will 
convert to a Medicare supplement policy. Such policy (when combined with Medicare) will at a 
minimum be equivalent coverage to the group health and hospitalization plan offered to active 
employees and retired employees who are not eligible for Medicare.

In the event a retired employee and his or her dependent(s) become eligible for Medicare at 
different times, the individual insured will be converted to the Medicare supplement policy upon 
becoming eligible. At such time as there is only one other insured remaining on the family group 
health plan, he/she will be converted to a single policy under the group health plan until they
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become eligible for Medicare. If dependent children are covered under the group health plan they 
will be eligible to continue coverage until such time that the last parent covered on the group 
health plan becomes eligible for Medicare.

Once the retired employee or their dependent(s) obtain Medicare eligibility, the District shall 
contribute up to $400.00 toward the monthly premium of the Medicare supplement plan for the 
remainder of the contribution period as defined above.

When the retiree becomes eligible for Medicare, the retiree must be in compliance with M.S. 
471.611
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APPENDIX A

SALARIES AND DUTY YEAR 
2016-17

Position Duty Year Annual Salary
Administrative Assistant to 
Superintendent

52 weeks $62,186

APPENDIX B

SALARIES AND DUTY YEAR 
2017-18

Position Duty Year Annual Salary
Administrative Assistant to 
Superintendent

52 weeks $65,159

APPENDIX C 
STEPS FOR SERVICE

Step 1 $0
Step 2 $1,000
Step 3 $2,000
Step 4 $3,000
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INDEPENDENT SCHOOL DISTRICT 659 

NORTHFIELD, MINNESOTA 

PERSONNEL POLICIES AND PRACTICES

Other Staff

Policy Extends from 
July 1, 2016, through June 30, 2018



ARTICLE I 
EMPLOYMENT

Section 1.01 - Introduction

These Personnel Policies and Practices contain information pertaining to your employment with 
Independent School District No. 659, Northfield (“District”). Please note that the information 
contained in this document may be changed from time to time. Nothing in this document 
establishes any form of a contract between you and the District, nor does anything in this 
document alter your at-will employment relationship with the District. In the same sense that 
you can resign your employment with the District at any time for any reason or no reason at all, 
so can the District terminate your employment at any time for any reason or no reason at all, 
consistent with the concept of at-will employment. When changes occur to the information 
contained in this document, the revisions will be issued to you. The statements contained in this 
Section 1.01 are subject to the requirements of any applicable law, such as the Veterans’ 
Preference Act, granting the employee employment rights.

Section 1.02 - Basic Services

Employees shall faithfully perform the services prescribed by the School Board or designated 
representative whether or not such services are specifically described in this manual or in a 
general job description, abide by the rules, regulations and policies as established by the School 
Board and the State Board of Education, and any additions or amendments thereto, for the annual 
salary indicated in this contract.

Section 1.03 - Duty Year

The duty year shall be as listed in Appendices A and B. The employee shall perform services on 
those legal holidays on which the School Board so determines.

ARTICLE II 
SALARIES

Section 2.01 - Compensation

The annual salary of positions covered by these policies shall be based upon the salary schedule 
set forth in Appendices A and B.

While the District reserves the right to set salaries, it will seek and receive input from employees 
and their supervisor regarding the salary structure. The input may be in the form of written or 
oral communication.

Section 2.02 - Experience Credit

Individuals employed before January 1st, who are still employed by the District on June 30th, 
shall for the purposes of salary increases be given credit for (1) year of experience.
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Section 2.03 - Holidays

Employees working 20 hours or more per week, with a duty year of 49 or more weeks, shall be. 
entitled to the following ten (10) paid holidays: Independence Day, Labor Day, Thanksgiving 
Day, Friday after Thanksgiving, Christmas Day, New Year’s Day, Presidents’ Day (if designated 
as a school holiday), Memorial Day, Christmas Eve Day, and Good Friday. If the approved 
school calendar precludes the use of any of these days as holidays, an alternate day(s) shall be 
determined by the Superintendent.

ARTICLE III 
LEAVES

Section 3.01 - Vacation

An employee who works a regular schedule of 20 or more hours per week, with a work year of at 
least 49 weeks, shall be eligible for vacation.

Vacations for employees working at least 20 hours or more per week, for at least 49 weeks per 
year, shall be as follows:

Year of Service in 
District

Number of Vacation 
Days

1-5
6-13
14+

10
15
20

Part-time employees will receive pro rata vacation. Vacation shall be available to the employee 
at the beginning of the year (July 1st), however, vacation is considered earned on a monthly basis. 
Individuals hired after July 1st will receive pro rata vacation provided the employee has been 
assigned to a position which normally consists of 49 or more weeks per year.

Unused vacation must be taken within one year following the contract year in which it was 
earned. Vacation use will be as scheduled with and approved by their immediate supervisor.

There shall be no payment for unused, earned vacation balances upon termination or separation 
of employment, for any reason, with the School District.

Employees working fewer than 49 weeks per year shall not receive vacation.

Section 3.02 - Sick Leave

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for sick leave.

Employees shall receive sick leave at the rates listed below to a maximum accumulation 
of 228 days:

Employees working a duty year of less than 50 weeks 10 days/year
Employees working a duty year of 50 weeks or more 12 days/year
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Sick leave shall be available to the employee at the beginning of the year (July 1st),
however, sick leave is considered earned on a monthly basis.

One day of leave allowance may be used by an employee for each day of absence due to illness 
or injury which precludes the employee from performing the duties of his/her position.

Sick leave with pay shall be allowed whenever an employee's absence is due to illness or 
injury of the employee, the employee's dependent child, or another individual as allowed by 
Minnesota law which prevented the employee's attendance at work on that day or days.

Any employee who has been absent may be required to present a statement from a doctor of 
medicine verifying an illness and certifying that the employee has recovered sufficiently to 
return to normal duties. Any employee absent more than five (5) consecutive working days must 
present such certification. If certification is required for an absence of fewer than six (6) days, 
the District will designate the physician and pay his/her fee. Charges for certification of 
absences greater than five (5) consecutive working days will be the responsibility of the District 
unless the employee requires examination by a specified physician, in which instance the 
employee will assume the cost of the examination.

There shall be no payment for unused, earned sick leave balances upon termination or separation 
of employment, for any reason, with the School District.

Section 3.03 - Disaster Leave

The Employer will provide paid disaster leave for employees who have exhausted accumulated 
sick leave days prior to the commencement of long-term disability insurance benefits. An 
employee will become eligible for paid disaster leave after the employee has been continuously 
disabled and unable to work for fifteen (15) consecutive duty days, as certified by a medical 
doctor. Disaster leave payments shall commence as of the duty day following the last day of sick 
leave payment, and shall continue only for the period during which the employee remains 
continuously disabled and unable to work.

Disaster leave payments shall cease in any event after the fortieth (40th) duty day of absence.

Section 3.04 - Bereavement Leave

Employees may be allowed up to ten (10) days per year of leave with pay in case of death. 
Bereavement leave may be used in the case of a death of family members or friends. Time off 
for bereavement shall be deducted from unused sick days.

Section 3.05 - Personal Leave

The employee shall be allowed two (2) personal business days per year for business that 
ordinarily cannot be conducted outside the duty day with prior approval of then immediate 
supervisor. A deduction of these days will be made from sick leave. Request for leave under
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thisSection must be made through the District’s substitute/leave system at least three (3) days in 
advance, except for emergencies.

There shall be no paid personal business days for those employees who do not qualify for sick 
leave.

Section 3.06 - Leave of Absence Without Pay

The employee may apply for a leave of absence without pay in the event of personal extenuating 
circumstances. The employee, when on medical leave of absence, is eligible to continue to 
participate in group insurance programs as permitted under the insurance policy provisions, but 
shall pay the entire premium for such programs as he/she wishes to retain commencing with the 
beginning of the leave, subject to the requirements of applicable law.

Section 3.07 - Child Care Leave and Adoption Leave

A. A child care leave shall be granted by the school district subject to the provisions of 
this Section. Child care leave may be granted because of the need to prepare and/or provide 
parental care for a child or children of the employee for an extended period of time.

B. An employee making application for unpaid child care leave shall inform the 
superintendent in writing of his/her intention to take the leave at least two calendar months 
before commencement of the intended leave, except in unusual circumstances. The 
superintendent and the employee will attempt to work out a satisfactory plan for the leave.

C. If the reason for the child care leave is occasioned by pregnancy, the employee shall 
also provide at the time of the leave application, a statement indicating the expected date of the 
delivery. Sick leave under Section 3.02 is available for any period of disability associated with 
the pregnancy prior to the commencement of the child care leave.

D. The availability of a suitable replacement may also be considered by the school 
district in both the granting of a child care leave or the duration of such leave.

E. In making a determination concerning the commencement and duration of a child care 
leave, the School Board shall not, unless otherwise agreed, be required to:

(1) grant any leave more than six (6) months in length or at the beginning of 
the school year following such six (6) month period.

(2) permit the employee to return to his or her employment prior to the 
date designated in the request for child care leave.

F. An employee returning from child care leave shall have a right to return to his or her 
original position as specified in the employee’s child care leave plan if the employee’s leave is 
commenced and concluded within the same fiscal year. If the employee’s child care leave plan 
does not call for his or her return within the fiscal year it is commenced, the employee shall have 
the right to be returned to an equivalent contractual position, unless such employee has been 
previously terminated pursuant to the provision of M.S. 122A.40 or such employee has been 
placed on unrequested leave pursuant to the provisions of M.S. 122A.40.
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G. Failure of the employee to return pursuant to the date determined under this Section 
shall constitute grounds for termination unless the school district and the employee mutually 
agree to an extension in the leave.

H. An employee who returns from child care leave within the provisions of this Section 
shall retain all previous experience credit and any unused leave time accumulated under the 
provisions of this document at the commencement of the leave. The employee shall accrue 
additional experience credit or leave time during the period of absence for child care leave-only 
if the leave commences and ends within the same fiscal year.

Section 3.08 - Religious Observance Leave

Up to three (3) days leave shall be granted to an employee for required religious observance. 
Such days must be recognized religious holidays and shall not be permitted for circumstances 
where personal alternative attendance options exist. A deduction of these days will be made 
from sick leave. Notification must be submitted to their immediate supervisor, in writing, at 
least three (3) days prior to such absence.

Section 3.09 - Judicial Duty

For any employee who is required to serve as a juror or is subpoenaed to appear as a witness (not 
as a defendant) in a criminal court case, Northfield Public Schools will make up the difference 
between such employees basic salary and the fees (but not reimbursed expenses) received by the 
employee. In order to be eligible for this supplement, the employee must submit to the finance 
office an itemized certification of fees and expenses for judicial duty.

Section 3.10 - Superintendent’s Discretionary Leave

Any circumstance that arises necessitating the absence of an employee not specifically included 
in any of the sections above may be granted as discretionary leave. Such leave must be approved 
in advance by the superintendent or his/her authorized representative.

Section 3.11 - School Conference and Activities Leave

In accordance with the provisions of MS.181.9412, the District will provide each employee with 
up to sixteen hours of school conference and activities leave during any twelve month period to 
attend school conferences or school related activities related to the employee's child, provided 
the conference, activity or observation cannot be scheduled during non-work hours. One school 
day advance written notice shall be provided via the District’s substitute/leave reporting system. 
Such leave will be deducted from the employee's sick leave allowance.

ARTICLE IV 
INSURANCE

Section 4.01- Insurance Eligibility
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An employee must work a regular schedule of 20 or more hours per week for at least the number 
of student contact days in the board approved school calendar in order to be eligible for group 
insurance coverage.

Section 4.02 - District Obligation

The District’s only obligation is to purchase the group insurance policies addressed below and 
pay such amounts as stated herein. No claim shall be made against the District as a result of a 
denial of insurance benefits by an insurance carrier.

Section 4.03- Health and Hospitalization

The School District shall provide eligible employees an opportunity to enroll for either single or 
family coverage in the District health and hospitalization insurance plan. The School District 
shall contribute the amounts listed below toward the monthly premium for single and family 
coverage. The amounts listed below reflect a proration for employees who work less than full­
time. The effective date for employer contributions shall be January 1 each year.

The school district will contribute the same amount toward the monthly premiums for 
single and family coverage as identified in the NEA Master Agreement.

Section 4.04 - Dental Insurance

The School District shall provide eligible employees with an opportunity to enroll for either 
single or family coverage in the District dental insurance plan. The School District shall 
contribute the amounts listed below toward the monthly premium for single or family coverage. 
The amounts listed below reflect a proration for those employees who work less than full-time. 
The effective date for employer contributions shall be January 1 each year.

The school district will contribute the same amount toward the monthly premiums for 
single and family coverage as identified in the NEA Master Agreement,

Section 4.05 - Life Insurance

The School District shall provide, at District expense, a group term life insurance plan providing 
$35,000 of coverage for each eligible employee. The eligible employees may purchase additional 
group term life insurance in increments of $25,000 up to a maximum of $ 100,000 at the group 
rate upon evidence of insurability and acceptance by the carrier. The cost of such additional 
coverage shall be paid fully by the employee through payroll deduction.

Section 4.06 - Long-Term Disability Insurance

The School District shall pay the full premium for long-term disability insurance for eligible 
employees. Benefits shall be payable after 60 consecutive days of total disability at 66 2/3% of 
the basic monthly earnings.

Section 4.07 - Liability Insurance
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The School District agrees to insure the employee for loss because of claims brought against 
him/her caused by any negligent act, error, omission, or breach of duty while acting within the 
scope of his/her employment or any claim against him/her solely by reason of the holding of 
his/her position. The amount and extent of coverage shall be subject to limitations imposed by 
the insurance carrier and applicable law.

Section 4.08 - Duration of Insurance Contribution

Upon separation of employment, all district participation and contribution toward group 
insurance benefits shall cease effective at the end of the month of the last working day except as 
provided under other provisions of this manual. However, the employee may be continued in the 
group insurance plans at his or her own expense for a period following separation determined by 
the insurance carrier and applicable laws.

ARTICLE V 
OTHER BENEFITS

Section 5.01 - Travel

Necessary and approved transportation that is required of the employee in the performance of 
school duty shall be at the expense of the School District. The mileage reimbursement rate and 
the rate between buildings shall be set by the School Board.

Section 5.02 - Professional Improvement

The employee will participate in professional development activities which are directly related to 
his or her areas of responsibility and other areas designated by their immediate supervisor. The 
School District shall pay for all legally valid travel, lodging, and meal expenses and fees for 
attendance at professional conferences and meetings with other educational agencies when 
attendance thereof is required, directed, or permitted by their immediate supervisor.

Section 5.03 - Vandalism Reimbursement

The School District shall reimburse the employee for vehicular vandalism, which occurs in the 
course of the employee performing his or her required duties, in an amount up to $500 in a given 
year toward the unreimbursed insurance deductible amount on the vehicle.

Section 5.04- 403(b) District Matching Plan

Each year by October 1, employees who wish to participate in the plan shall be responsible to 
complete and file a salary deduction authorization for their annual contribution to a matching 
403(b) plan. The School District will match an employee’s contribution to a 403(b) plan up to 
$250 per school year. During a year in which the employee makes no contribution, the District 
shall likewise make no contribution to that employee account.

8



APPENDIX A
SALARIES AND DUTY YEAR 

2016-17

Position Duty Year Hourly Rate
Parking Lot & Bldg Security Monitor 178 days $21.18
Volunteer Coordinator Step 1 3.5 hours/school 

week/building
$15.28

Volunteer Coordinator Step 2 $15.80
Volunteer Coordinator Step 3 $16.32
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Volunteer Coordinator Step 4 $16.84
Assistant Family Services 
Collaborative Coordinator 30 hrs/week $26.76

APPENDIX B
SALARIES AND DUTY YEAR 

2017-18

Position Duty Year Hourly Rate
Parking Lot & Bldg Security Monitor 178 days $21.97
Volunteer Coordinator Step 1

3.5 hours/school 
week/building*

$15.86
Volunteer Coordinator Step 2 $16.39
Volunteer Coordinator Step 3 $16.93
Volunteer Coordinator Step 4 $17.47
Assistant Family Services 
Collaborative Coordinator 30 hrs/week $26.76

* Volunteer Coordinator position for Accelerate Northfield is allowed an average of 18 
hours/week with a maximum of 738 hours/year.
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INDEPENDENT SCHOOL DISTRICT 659 

NORTHFIELD, MINNESOTA 

PERSONNEL POLICIES AND PRACTICES

Certified Occupational Therapy Assistants/Speech Language Assistant

JULY 1, 2016, THROUGH JUNE 30, 2018



ARTICLE I 
EMPLOYMENT

Section 1.01 - Introduction

These Personnel Policies and Practices contain information pertaining to your 
employment with Independent School District No. 659, Northfield (“District”). Please 
note that the information contained in this document may be changed from time to time. 
Nothing in this document establishes any form of a contract between you and the District, 
nor does anything in this document alter your at-will employment relationship with the 
District. In the same sense that you can resign your employment with the District at any 
time for any reason or no reason at all, so can the District terminate your employment at 
any time for any reason or no reason at all, consistent with the concept of at-will 
employment. When changes occur to the information contained in this document, the 
revisions will be issued to you. The statements contained in this Section 1.01 are subject 
to the requirements of any applicable law, such as the Veterans’ Preference Act, granting 
the employee employment rights.

Section 1.02 - Basic Services

Employees shall faithfully perform the services prescribed by the School Board or 
designated representative whether or not such services are specifically described in this 
manual or in a general job description, abide by the rules, regulations and policies as 
established by the School Board and the State Board of Education, and any additions or 
amendments thereto, for the annual salary indicated in this contract.

Section 1.03 - Duty Year

The duty year shall be as listed in Appendices A and B. The employee shall perform 
services on those legal holidays on which the School Board so determines.

ARTICLE II 
SALARIES

Section 2.01 - Compensation

The annual salary of positions covered by these policies shall be based upon the salary schedule 
set forth in Appendices A and B.

While the District reserves the right to set salaries, it may seek and receive input from employees 
and their supervisor regarding the salary structure. The input may be in the form of written or 
oral communication.

Section 2.02 - Experience Credit
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I

Individuals employed before January 1st, who are still employed by the District on June 30th,
shall for the purposes of salary increases be given credit for (1) year of experience. ;

I

ARTICLE III t
LEAVES j

Section 3.01 - Sick Leave !
.■t

An employee must work a regular schedule of 20 or more hours per week in order to be :
eligible for sick leave. i

II

Employees shall receive sick leave at the rates listed below to a maximum accumulation '
of 228 days:

Employees working a duty year of less than 50 weeks lOdays/year |
Employees working a duty year of 50 weeks or more 12 days/year

L
Sick leave shall be available to the employee at the beginning of the year (July 1st), :
however, sick leave is considered earned on a monthly basis. :

r
One day of leave allowance may be used by an employee for each day of absence due to s
illness or injury which precludes the employee from performing the duties of his/her position.
Sick leave with pay shall be allowed whenever an employee's absence is due to illness or 
injury of the employee or the employee's dependent child, or another individual as allowed 
by Minnesota Law which prevented the employee's attendance at work on that day or days.

Any employee who has been absent may be required to present a statement from a doctor of
medicine verifying an illness and certifying that the employee has recovered sufficiently to
return to normal duties. Any employee absent more than five (5) consecutive working days must
present such certification. If certification is required for an absence of fewer than six (6) days,
the District will designate the physician and pay his/her fee. Charges for certification of
absences greater than five (5) consecutive working days will be the responsibility of the District
unless the employee requires examination by a specified physician, in which instance the
employee will assume the cost of the examination.

There shall be no payment for unused, earned sick leave balances upon termination or separation
of employment, for any reason, with the School District. i

Section 3.02 - Disaster Leave

The Employer will provide paid disaster leave for employees who have exhausted accumulated 
sick leave days prior to the commencement of long-term disability insurance benefits. An 
employee will become eligible for paid disaster leave after the employee has been continuously 
disabled and unable to work for fifteen (15) consecutive duty days, as certified by a medical 
doctor. Disaster leave payments shall commence as of the duty day following the last day of sick 
leave payment, and shall continue only for the period during which the employee remains 
continuously disabled and unable to work.
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Disaster leave payments shall cease in any event after the fortieth (40th) duty day of absence.

Section 3.03 - Bereavement Leave

Employees may be allowed up to ten (10) days per year of leave with pay in case of death 
Bereavement leave may be used in the case of a death of family or friends.

Section 3.04 - Personal Leave

The employee shall be allowed two (2) personal business days per year for business that 
ordinarily cannot be conducted outside the duty day with prior approval of the immediate 
supervisor. A deduction of these days will be made from sick leave.

Section 3.05 - Leave of Absence Without Pay

The employee may apply for a leave of absence without pay in the event of personal
extenuating circumstances. The employee, when on medical leave of absence, is eligible 
to continue to participate in group insurance programs as permitted under the insurance 
policy provisions, but shall pay the entire premium for such programs as he/she wishes to 
retain commencing with the beginning of the leave, subject to the requirements of 
applicable law.

Section 3.06 - Child Care Leave and Adoption Leave

A. A child care leave shall be granted by the school district subject to the provisions of this 
Section. Child care leave may be granted because of the need to prepare and/or provide parental 
care for a child or children of the employee for an extended period of time.

B. An employee making application for unpaid child care leave shall inform the superintendent 
in writing of his/her intention to take the leave at least two calendar months before 
commencement of the intended leave, except in unusual circumstances. The superintendent and 
the employee will attempt to work out a satisfactory plan for the leave.

C. If the reason for the child care leave is occasioned by pregnancy, the employee shall also 
provide at the time of the leave application, a statement indicating the expected date of the 
delivery. Sick leave under Section 3.02 is available for any period of disability associated with 
the pregnancy prior to the commencement of the child care leave.

D. The availability of a suitable replacement may also be considered by the school district in 
both the granting of a child care leave or the duration of such leave.

E. In making a determination concerning the commencement and duration of a child care leave, 
the School Board shall not, unless otherwise agreed, be required to:

(1) grant any leave more than six (6) months in length or at the beginning of
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the school year following such six (6) month period.

(2) permit the employee to return to his or her employment prior to the 
date designated in the request for child care leave.

F. An employee returning from child care leave shall have a right to return to his or her original 
position as specified in the employee’s child care leave plan if the employee’s leave is 
commenced and concluded within the same fiscal year. If the employee’s child care leave plan 
does not call for his or her return within the fiscal year it is commenced, the employee shall have 
the right to be returned to an equivalent contractual position, unless such employee has been 
previously terminated pursuant to the provision of M.S. 122A.40 or such employee has been 
placed on unrequested leave pursuant to the provisions of M.S. 122A.40.

G. Failure of the employee to return pursuant to the date determined under this Section shall 
constitute grounds for termination unless the school district and the employee mutually agree to 
an extension in the leave.

H. An employee who returns from child care leave within the provisions of this Section shall 
retain all previous experience credit and any unused leave time accumulated under the provisions 
of this document at the commencement of the leave. The employee shall accrue additional 
experience credit or leave time during the period of absence for child care leave only if the leave 
commences and ends within the same fiscal year.

Section 3.07 - Religious Observance Leave

Up to three (3) days leave shall be granted to an employee for required religious observance. 
Such days must be recognized religious holidays and shall not be permitted for circumstances 
where personal alternative attendance options exist. A deduction of these days will be made 
from sick leave. Notification must be submitted to their immediate supervisor, in writing, at 
least three (3) days prior to such absence.

Section 3.08 - Judicial Duty

For any employee who is required to serve as a juror or is subpoenaed to appear as a witness (not 
as a defendant) in a criminal court case, Northfield Public Schools will make up the difference 
between such employees basic salary and the fees (but not reimbursed expenses) received by the 
employee. In order to be eligible for this supplement, the employee must submit to the finance 
office an itemized certification of fees and expenses for judicial duty.

Section 3.09 - Superintendent’s Discretionary Leave

Any circumstance that arises necessitating the absence of an employee not specifically included 
in any of the sections above may be granted as discretionary leave. Such leave must be approved 
in advance by the superintendent or his/her authorized representative.
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Section 3.10 - School Conference and Activities Leave

In accordance with the provisions of MS.181.9412, the District will provide each employee with 
up to sixteen hours of school conference and activities leave during any twelve month period to 
attend school conferences or school related activities related to the employee's child, provided 
the conference, activity or observation cannot be scheduled during non-work hours.

One school day advance written notice shall be provided via the District’s substitute/leave 
reporting system. The Human Resources Director can waive the advanced written notice 
requirement in emergency situations under exceptional or unusual circumstances. Such leave will 
be deducted from the employee's sick leave allowance.

ARTICLE IV 
INSURANCE

Section 4.01- Insurance Eligibility

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for group insurance coverage.

Section 4.02 - District Obligation

The District’s only obligation is to purchase the group insurance policies addressed below 
and pay such amounts as stated herein. No claim shall be made against the District as a 
result of a denial of insurance benefits by an insurance carrier.

Section 4.03 - Health and Hospitalization

The School District shall provide eligible employees an opportunity to enroll for either 
single or family coverage in the District health and hospitalization insurance plan. The 
School District shall contribute the amounts listed below toward the monthly premium 
for single and family coverage. The effective date for employer contributions shall be 
January leach year.

The employer will contribute the same amount toward the monthly health insurance plan 
premium for single and family coverage as exists in the District’s agreement for teachers with 
the Northfield Education Association if the employee wishes to enroll in the plan.

Section 4.04 - Dental Insurance

The School District shall provide eligible employees with an opportunity to enroll for 
either single or family coverage in the District dental insurance plan. The School District 
shall contribute the amounts listed below toward the monthly premium for single or

6



family coverage. The effective date for employer contributions shall be January 1 each 
year.

The employer will contribute the same amount toward the monthly health insurance plan 
premium for single and family coverage as exists in the District’s agreement for teachers with 
the Northfield Education Association if the employee wishes to enroll in the plan.

Section 4.05 - Life Insurance

The School District shall provide, at District expense, a group term life insurance plan 
providing $35,000 of coverage for each eligible employee. The eligible employees may 
purchase additional group term life insurance in increments of $25,000 up to a maximum 
of $100,000 at the group rate upon evidence of insurability and acceptance by the carrier. 
The cost of such additional coverage shall be paid fully by the employee through payroll 
deduction.

Section 4.06 - Long-Term Disability Insurance

The School District shall pay the full premium for long-term disability insurance for 
eligible employees. Benefits shall be payable after 60 consecutive days of total disability 
at 66 2/3% of the basic monthly earnings.

Section 4.07 - Liability Insurance

The School District agrees to insure the employee for loss because of claims brought 
against him/her caused by any negligent act, error, omission, or breach of duty while 
acting within the scope of his/her employment or any claim against him/her solely by 
reason of the holding of his/her position. The amount and extent of coverage shall be 
subject to limitations imposed by the insurance carrier and applicable law.

Section 4.08 - Duration of Insurance Contribution

Upon separation of employment, all district participation and contribution toward group 
insurance benefits shall cease effective at the end of the month of the last working day 
except as provided under other provisions of this manual. However, the employee may 
be continued in the group insurance plans at his or her own expense for a period 
following separation determined by the insurance carrier and applicable laws.

ARTICLE V 
OTHER BENEFITS

Section 5.01 - Travel
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Necessary and approved transportation that is required of the employee in the 
performance of school duty shall be at the expense of the School District. The mileage 
reimbursement rate and the rate between buildings shall be set by the School Board.

Section 5.02 - Professional Improvement

The employee will participate in professional development activities which are directly 
related to his or her areas of responsibility and other areas designated by their immediate 
supervisor. The School District shall pay for all legally valid travel, lodging, and meal 
expenses and fees for attendance at professional conferences and meetings with other 
educational agencies when attendance thereof is required, directed, or permitted by their 
immediate supervisor.

Section 5.03 - Professional Membership Dues

The School District shall pay the annual membership dues for the employee for relevant 
professional organizations approved by the district.

APPENDIX A
SALARIES AND DUTY YEAR

2016-17

Position Duty Year Annual Salary
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Speech Language Assistant Student Days $23.42

APPENDIX B
SALARIES AND DUTY YEAR

2017-18

Position Duty Year Annual Salary
Speech Language Assistant Student Days $24.30
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INDEPENDENT SCHOOL DISTRICT 659 

NORTHFIELD, MINNESOTA 

PERSONNEL POLICIES AND PRACTICES

Educational Interpreters for Deaf and Hard of Hearing

JULY 1, 2016, THROUGH JUNE 30,2018



ARTICLE I 
EMPLOYMENT

Section 1.01 - Introduction

These Personnel Policies and Practices contain information pertaining to your 
employment with Independent School District No. 659, Northfield (“District”). Please 
note that the information contained in this document may be changed from time to time. 
Nothing in this document establishes any form of a contract between you and the District, 
nor does anything in this document alter your at-will employment relationship with the 
District. In the same sense that you can resign your employment with the District at any 
time for any reason or no reason at all, so can the District terminate your employment at 
any time for any reason or no reason at all, consistent with the concept of at-will 
employment. When changes occur to the information contained in this document, the 
revisions will be issued to you. The statements contained in this Section 1.01 are subject 
to the requirements of any applicable law, such as the Veterans’ Preference Act, granting 
the employee employment rights.

Section 1.02 - Basic Services

Employees shall faithfully perform the services prescribed by the School Board or 
designated representative whether or not such services are specifically described in this 
manual or in a general job description, abide by the rules, regulations and policies as 
established by the School Board and the State Board of Education, and any additions or 
amendments thereto, for the annual salary indicated in this contract.

Section 1.03 - Duty Year

The work year shall include days on which the student being served is in attendance at school 
plus additional days if needed as scheduled by the supervisor.

Section 1.04 - Work Day

The Director of Special Education or other designated supervisor shall establish the work 
schedule based on student needs and the demands of the job. The interpreter shall not work 
during hours that the student(s) is/are not in attendance at school, except as approved, and shall 
receive pay only for hours worked.
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ARTICLE II 
SALARIES

Section 2.01 - Compensation

The annual salary of positions covered by these policies shall be based upon the salary schedule 
set forth in Appendices A and B.

While the District reserves the right to set salaries, it may seek and receive input from employees 
and their supervisor regarding the salary structure. The input may be in the form of written or 
oral communication.

Section 2.02 - Experience Credit

Individuals employed before January 1st, who are still employed by the District on June 30th, 
shall for the purposes of salary increases be given credit for (1) year of experience.

Section 2.03: Holidays with Pay

Employees working 20 hours or more per week will be entitled to four (4) paid holidays: 
Memorial Day, Thanksgiving Day, Presidents’ Day (when designated by School Board), and 
Labor Day. If President’s Day is not designated as a holiday by the School Board, one (1) day 
will be substituted during winter break.

Section 2.04: Compensation Levels

Level A: Interprets using sign language but does not meet requirements of Levels B or C.

Level B: Graduate of an approved interpreter training program or a bachelors degree in a related 
field but not certified by the agencies defined in Level C.

Level C: Graduate of an approved interpreter training program and certified by the National 
Registry of Interpreters for the Deaf, or National Association of the Deaf, or master’s degree in 
one of the three following areas: Deaf Education, Rehabilitation for the Deaf and Hard of 
Hearing or Linguistics of American Sign Language.

ARTICLE III 
LEAVES

Section 3.01 - Sick Leave

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for sick leave.

Employees shall receive 10 days of sick leave (prorated) to a maximum accumulation of 
178 days.
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Sick leave shall be available to the employee at the beginning of the year (July 1st),
however, sick leave is considered earned on a monthly basis.

One day of leave allowance may be used by an employee for each day of absence due to 
illness or injury which precludes the employee from performing the duties of his/her position. 
Sick leave with pay shall be allowed whenever an employee's absence is due to illness or 
injury of the employee or the employee's dependent child, or another individual as allowed 
by Minnesota Law which prevented the employee's attendance at work on that day or days.

Any employee who has been absent may be required to present a statement from a doctor of 
medicine verifying an illness and certifying that the employee has recovered sufficiently to 
return to normal duties. Amy employee absent more than five (5) consecutive working days must 
present such certification. If certification is required for an absence of fewer than six (6) days, 
the District will designate the physician and pay his/her fee. Charges for certification of 
absences greater than five (5) consecutive working days will be the responsibility of the District 
unless the employee requires examination by a specified physician, in which instance the 
employee will assume the cost of the examination.

There shall be no payment for unused, earned sick leave balances upon termination or separation 
of employment, for any reason, with the School District.

Section 3.02 - Bereavement Leave

Employees may be allowed up to ten (10) days per year of leave with pay in case of death 
Bereavement leave may be used in the case of a death of family or friends.

Section 3.03 - Personal Leave

The employee shall be allowed two (2) personal business days per year for business that 
ordinarily cannot be conducted outside the duty day with prior approval of the immediate 
supervisor. A deduction of these days will be made from sick leave.

Section 3.04 - Religious Observance Leave

Lip to three (3) days leave shall be granted to an employee for required religious observance. 
Such days must be recognized religious holidays and shall not be permitted for circumstances 
where personal alternative attendance options exist. A deduction of these days will be made 
from sick leave. Notification must be submitted to their immediate supervisor, in writing, at 
least three (3) days prior to such absence.

Section 3.05 - Judicial Duty

For any employee who is required to serve as a juror or is subpoenaed to appear as a witness (not 
as a defendant) in a criminal court case, Northfield Public Schools will make up the difference 
between such employees basic salary and the fees (but not reimbursed expenses) received by the
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employee. In order to be eligible for this supplement, the employee must submit to the finance 
office an itemized certification of fees and expenses for judicial duty.

Section 3.06 - Superintendent’s Discretionary Leave

Any circumstance that arises necessitating the absence of an employee not specifically included 
in any of the sections above may be granted as discretionary leave. Such leave must be approved 
in advance by the superintendent or his/her authorized representative.

Section 3.07 - School Conference and Activities Leave

In accordance with the provisions of MS.181.9412, the District will provide each employee with 
up to sixteen hours of school conference and activities leave during any twelve month period to 
attend school conferences or school related activities related to the employee's child, provided 
the conference, activity or observation cannot be scheduled during non-work hours.

One school day advance written notice shall be provided via the District’s substitute/leave 
reporting system. The Human Resources Director can waive the advanced written notice 
requirement in emergency situations under exceptional or unusual circumstances. Such leave will 
be deducted from the employee's sick leave allowance.

ARTICLE IV 
INSURANCE

Section 4.01- Insurance Eligibility

An employee must work a regular schedule of 20 or more hours per week in order to be 
eligible for group insurance coverage.

Section 4.02 - District Obligation

The District’s only obligation is to purchase the group insurance policies addressed below 
and pay such amounts as stated herein. No claim shall be made against the District as a 
result of a denial of insurance benefits by an insurance carrier.

Section 4.03 - Health and Hospitalization

The School District shall provide eligible employees an opportunity to enroll for either 
single or family coverage in the District health and hospitalization insurance plan. The 
School District shall contribute the amounts listed below toward the monthly premium 
for single and family coverage. The effective date for employer contributions shall be 
January 1 of each year.

The employer will contribute the same amount toward the monthly health insurance plan 
premium for single and family coverage as exists in the District’s agreement for teachers with 
the Northfield Education Association if the employee wishes to enroll in the plan.
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Section 4.04 - Dental Insurance

The School District shall provide eligible employees with an opportunity to enroll for 
either single or family coverage in the District dental insurance plan. The School District 
shall contribute the amounts listed below toward the monthly premium for single or 
family coverage. The effective date for employer contributions shall be September lof 
each year.

The employer will contribute the same amount toward the monthly health insurance plan 
premium for single and family coverage as exists in the District’s agreement for teachers with 
the Northfield Education Association if the employee wishes to enroll in the plan.

Section 4.05 - Life Insurance

The School District shall provide, at District expense, a group term life insurance plan 
providing $35,000 of coverage for each eligible employee. The eligible employees may 
purchase additional group term life insurance in increments of $25,000 up to a maximum 
of $100,000 at the group rate upon evidence of insurability and acceptance by the carrier. 
The cost of such additional coverage shall be paid fully by the employee through payroll 
deduction.

Section 4.06 - Long-Term Disability Insurance

The School District shall pay the full premium for long-term disability insurance for 
eligible employees. Benefits shall be payable after 60 consecutive days of total disability 
at 66 2/3% of the basic monthly earnings.

Section 4.07 - Liability Insurance

The School District agrees to insure the employee for loss because of claims brought 
against him/her caused by any negligent act, error, omission, or breach of duty while 
acting within the scope of his/her employment or any claim against him/her solely by 
reason of the holding of his/her position. The amount and extent of coverage shall be 
subject to limitations imposed by the insurance carrier and applicable law.

Section 4.08 - Duration of Insurance Contribution

Upon separation of employment, all district participation and contribution toward group 
insurance benefits shall cease effective at the end of the month of the last working day 
except as provided under other provisions of this manual. However, the employee may 
be continued in the group insurance plans at his or her own expense for a period 
following separation determined by the insurance carrier and applicable laws.
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ARTICLE V 
OTHER BENEFITS

Section 5.01 - Travel

Necessary and approved transportation that is required of the employee in the
performance of school duty shall be at the expense of the School District. The mileage 
reimbursement rate and the rate between buildings shall be set by the School Board.

Section 5.02 - Professional Improvement

The employee will participate in professional development activities which are directly 
related to his or her areas of responsibility and other areas designated by their immediate 
supervisor. The School District shall pay for all legally valid travel, lodging, and meal 
expenses and fees for attendance at professional conferences and meetings with other 
educational agencies when attendance thereof is required, directed, or permitted by their 
immediate supervisor.

Section 5.03 - Professional Membership Dues

The School District shall pay the annual membership dues for the employee for relevant 
professional organizations approved by the district.

Section 5.04: 403(b) Plan Matching

Employees working 20 hours or more per week shall be eligible for a matching contribution to a 
403(b) plan.

Each year by October 1, eligible employees who wish to participate in the plan shall be 
responsible to complete and fde a salary deduction authorization for their annual contribution to 
a matching 403(b) tax deferred plan. The School District will match an employee’s contribution 
to a 403 (b) plan up to $300.00 per school year. During a year in which the employee makes no 
contribution, the District shall likewise make no contribution to that employee account.
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APPENDIX A
SALARIES AND DUTY YEAR 

2016-17

Level Duty Year Hourly Rate
Level A Student Days $18.28
Level B Student Days $20.38
Level C Student Days $22.51

APPENDIX B
SALARIES AND DUTY YEAR 

2017-18

Level Duty Year Hourly Rate
Level A Student Days $18.97
Level B Student Days $21.14
Level C Student Days $23.35

* Educational Interpreters for Deaf and Hard of Hearing compensation level descriptions can be 
found in Section 2.04 of this document.
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CUSTODIANS

AGREEMENT

BETWEEN

INDEPENDENT SCHOOL DISTRICT No. 659, NORTHFIELD, MINNESOTA

AND

INTERNATIONAL UNION OF OPERATING ENGINEERS

LOCAL No. 70

AGREEMENT EXTENDS FROM 
July 1,2016, to June 30, 2018

Approved by the Board XX/XX/XXXX
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ARTICLE I 
EMPLOYMENT

Section 1.01- Parties: THIS AGREEMENT is entered into between the School Board of Independent 
School District No. 659, Northfield, Minnesota, hereinafter referred to as the school district, and the 
International Union of Operating Engineers, Local No. 70, hereinafter referred to as exclusive representative, 
pursuant to and in compliance with the Public Employment Labor Relations Act of 1971 as amended, 
hereinafter refen’ed to as the P.E.L.R.A., to provide the terms and conditions of employment for custodial 
personnel during the duration of this Agreement.

Section 1.02 - Recognition of Exclusive Representative: In accordance with the P.E.L.R.A., the school 
board recognizes the International Union of Operating Engineers, Local No. 70 as the exclusive representative 
for custodial personnel employed by the school district, which exclusive representative shall have those rights 
and duties as prescribed by the P.E.L.R.A. and as described in the provisions of this Agreement.

Section 1.03 - Appropriate Unit: The exclusive representative shall represent all such employees of the 
district contained in the appropriate unit as defined in Article III, Section 2 of this Agreement and the 
P.E.L.R.A. and in certification by the Director of Mediation Services, if any.

Section 1.04 - Terms and Conditions of Employment: Shall mean the hours of employment, the 
compensation therefore including fringe benefits except retirement contributions or benefits, and the 
employer’s personnel policies affecting the working conditions of the employees.

Section 1.05 - Description of Appropriate Unit: For purposes of this Agreement, the term custodial 
personnel shall mean all regular maintenance, custodial, and engineer employees of Independent School 
District No. 659, whose employment service exceeds 67 working days per year and the lesser of 14 hours per 
week or 35 percent of the normal work week, excluding Director of Buildings and Grounds, Building Head 
Custodians, Coordinator of District Maintenance, Coordinator of District Grounds, Master Electrician, and 
seasonal summer employees.

For purposes of administering this agreement the term “School District” shall mean the School Board or 
its designated representative.

Terms not defined in this Agreement shall have those meanings as defined by the P.E.L.R.A.

SCHOOL BOARD RIGHTS

Section 1.06- Inherent Managerial Rights: The exclusive representative recognizes that the school 
board is not required to meet and negotiate on matters of inherent managerial policy, which include, but are 
not limited to, such areas of discretion or policy as the functions and programs of the employer, its overall 
budget, utilization of technology, the organizational structure and selection and direction and number of 
personnel.

Section 1.07 - Management Responsibilities: The exclusive representative recognizes the right and 
obligation of the school board to efficiently manage and conduct the operation of the school district within its 
legal limitations and with its primaiy obligation to provide educational opportunity for the students of the 
school district.

Section 1,08 - Effect of Laws, Rules and Regulations: The exclusive representative recognizes that all 
employees covered by this Agreement shall perform the services and duties prescribed by the school board 
and shall be governed by the laws of the State of Minnesota, and by school board rules, regulations, directives 
and orders, issued by properly designated officials of the school district. The exclusive representative also
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recognizes the right, obligation and duty of the school board and its duly designated officials to promulgate 
rules, regulations, directives and orders from time to time as deemed necessary by the school board insofar as 
such rules, regulations, directives and orders are not inconsistent with the terms of this Agreement and 
recognizes that the school board, all employees covered by this Agreement, and all provisions of this 
Agreement are subject to the laws of the State. Any provision of this Agreement found to be in violation of 
any such laws, rules, regulations, directives or orders shall be null and void and without force and effect.

Section 1.09 - Reservation of Managerial Rights: The foregoing enumeration of board rights and 
duties shall not be deemed to exclude other inherent management rights and management functions not 
expressly reserved herein, and all management rights and management functions not expressly delegated in 
this Agreement are reserved to the school board.

EMPLOYEE RIGHTS

Section 1.10 - Right to Views: Nothing contained in this Agreement shall be construed to limit, impair 
or affect the right of any employee or his representative to the expression or communication of a view, 
grievance, complaint or opinion on any matter related to the conditions or compensation of public 
employment or their betterment, so long as the same is not designed to and does not interfere with the full, 
faithful and proper performance of the duties of employment or circumvent the rights of the exclusive 
representative.

Section 1.11- Right to Join: Employees shall have the right to form and join labor or employee 
organizations, and shall have the right not to form and join such organizations. Employees in an appropriate 
unit shall have the right by secret ballot to designate an exclusive representative for the purpose of negotiating 
grievance procedures and the terms and conditions of employment for employees of such unit with the school 
district.

Section 1.12 - Request for Dues Check Off: The exclusive representative shall be allowed dues check 
off for its members, provided that dues check off and the proceeds thereof shall not be allowed to any 
exclusive representative that has lost its right to dues check off. Upon receipt of a properly executed 
authorization card of the employee involved, the school district will deduct from the employee’s paycheck the 
dues that the employee has agreed to pay to the employee organization in twenty-four (24) installments 
beginning with the first pay period in July.

Section 1.13 - Fair Share Fee: In accordance with M.S. 179.65, Subd. 2, as amended, any employee 
included in the appropriate unit who is not a member of the exclusive representative may be required by the 
exclusive representative to contribute a fair share fee for services rendered as exclusive representative. The 
fair share fee for any employee shall be in an amount equal to the regular membership dues of the exclusive 
representative, less the cost of benefits financed through the dues and available only to members of the 
exclusive representative, but in no event shall the fee exceed 85% of the regular membership dues. The 
exclusive representative shall provide written notice of the amount of the fair share fee assessment to the 
Director, the school district, and to each employee to be assessed the fair share fee.

A challenge by an employee or by a person aggrieved by the assessment shall be filed in writing with the 
Director, the school district, and the exclusive representative within thirty (30) days after receipt of the written 
notice. All challenges shall specify those portions of the assessment challenged and the reasons therefore, but 
the burden of proof relating to the amount of the fair share fee shall be on the exclusive representative. The 
school district shall deduct the fee from the earnings of the employee and transmit the fee to the exclusive 
representative thirty (30) days after the written notice was provided or, in the event a challenge is filed, the 
deductions for a fair share fee shall be held in escrow by the school district pending a decision by the 
Director, PERB, or Court. Any fair share challenge shall not be subject to the grievance procedure.
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The exclusive representative hereby warrants and covenants that it will defend, indemnify and save the 
school district harmless from any and all actions, suits, claims, damages, judgments and executions or other 
forms of liability, liquidated or unliquidated, which any person may have or claim to have, now or in the 
future, arising out of or by reason of the deduction of the fair share fee specified by the exclusive 
representative as provided herein.

ARTICLE II
JOB CLASSIFICATIONS, RATES OF PAY AND OTHER COMPENSATION 

Section 2.01 Job Classifications and Rates of Pay

2016-17

CLASSIFICATION 1 2 3 4 5

Custodian/Auxiliary Custodian 15.76 16.13 16.49 16.85 17.22

Custodian Engineer (without license) 19.59 19.94 20.31 20.67 21.05

Custodian Engineer (with license) 20.69 21.06 21.44 21.78 22.15

2017-18

CLASSIFICATION 1 2 3 4 5

Custodian/Auxiliary Custodian 16.31 16.70 17.07 17.45 17.82
Custodian Engineer (without license) 20.28 20.64 21.03 21.40 21.79
Custodian Engineer (with license) 21.42 21.80 22.19 22.55 22.93

Step placement of entering employees shall be recommended by the Human Resources Office and approved 
by the Board of Education. Step changes shall take effect at the beginning of the fiscal year. In order for an 
employee to advance to a succeeding step on the schedule, she/he must have been employed by the district for 
more than half of the preceding work year.

An Auxiliary Custodian who has been requested, in writing, by the Director of Buildings and Grounds to hold 
a Commercial Drivers License shall receive a $200 per year stipend. In the event the Auxiliary Custodian 
obtains the Commercial Drivers License after July 1 the stipend will be prorated for the remainder of that 
fiscal year.

Section 2.02 - Reclassification of Positions: The District may, at its discretion, reclassify positions as they 
become vacant.

During the duration of this Agreement, advancement on any salary schedule shall be subject to the terms of 
this Agreement. In the event a successor Agreement is not entered into prior to the expiration of this 
Agreement, an employee shall be compensated according to his/her current rate until a successor Agreement 
is entered into.

Section 2.03 - Supplement for Indoor Swimming Pool Maintenance:

Swimming Pool Maintenance $500/year
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In order to qualify for this stipend, the employee must hold current pool and spa operator certification as 
required by the State of Minnesota and at the written request of the Director of Buildings and Grounds.

Section 2.04 - Supplement for Middle School and High School Night Lead/Engineer: The night shift 
custodial engineer at Northfield Middle School and Northfield High School will receive an hourly stipend of 
$0.25 per hour for facilitating the night shift’s work plan identified by the building’s Head Custodian.

Section 2.05 - Uniforms: Full-time employees shall be annually provided with up to five shirts of the 
custodian’s choice (long or short sleeve) or a combination of other equivalent priced uniform tops as 
determined by the Buildings and Grounds department. Custodians will receive a $400 taxable stipend each 
year for the purposes of purchasing work pants, work coats and work shoes. School District uniforms must be 
worn during all shifts. It shall be the responsibility of the custodian to launder his/her uniforms.

HOURS OF WORK AND OVERTIME PAY

Section 2.06 - Work Week: The basic work week shall consist of forty (40) hours. The regular work week 
shall be five (5) consecutive days - Monday through Saturday except in emergency circumstances or as 
mutually agreed between the employer and employee. Working hours shall be determined by the school 
administration.

In the event that school (or schools) is closed all day due to an emergency, employees shall continue to 
receive compensation for up to a maximum of two days per year. Employees shall be required to perform 
services if requested to do so by their immediate supervisor and shall earn one and one half 1.5 times the base 
hourly rate for each hour worked. This additional compensation does not apply for early dismissal or late 
starts due to an emergency.

Section 2.07 - Overtime:

2.07(a). Custodians shall be paid on the basis of one and one-half (1.5) times the base hourly rate 
for work beyond the basic work week of forty (40) hours.

2.07(b). When a full-time employee is called back to work outside of his regular working 
schedule, he will be paid call-back time at one and one-half ( 1.5) times the base hourly rate with a 
one-hour guaranteed minimum.

2.07(c). Custodians shall be paid on the basis of two (2) times the hourly rate for work on 
Sundays or nationally recognized holidays (excluding Presidents’ Day, Good Friday, Martin Luther 
King Day or days designated in lieu of them if not designated as a holiday by the School Board) 
provided the work is beyond the normal 40-hour work week.

2.07(d). An employee shall be on duty on an overtime basis for any non-school activity which is 
considered a major event such as pancake breakfasts, caucuses, or functions for which a fee or 
admission is charged.

, 2.07(e). Overtime shall be rotated by qualified employees within the building whenever the 
overtime occurs. The rotation may include Head Custodiansemployed in the building where the 
overtime occurs. All overtime opportunities, whether for the time and one-half or double time, will 
be based on one rotation schedule. The rotation schedule and the dates of confirmed events which will 
require overtime work will be posted in the custodians’ office. When no custodian assigned to the 
building where the overtime occurs is interested in it, the Head Custodian may offer the overtime to 
custodians in other buildings on a rotating basis. If no one accepts the overtime, the Head Custodian
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will assign the overtime to the first person on the rotation schedule in the building it occurs for that 
overtime occurrence.

2.07(1). No overtime shall be paid unless it has been specifically authorized by the immediate 
supervisor.z

2.07(g). An employee on vacation will not be eligible for overtime during his/her vacation period 
and will not be eligible, for overtime until the next time his/her name comes up on the rotation 
schedule.

2.07(h). When an event extends beyond a normal shift, and there are no custodians regularly 
scheduled to come to work at that site for the next shift, the custodian on duty will stay to complete 
tasks after the event is finished. If it is known in advance that the event will extend more than two 
hours beyond the normal shift, overtime will be assigned based on the overtime rotation schedule.

2.07(i). If a custodian refuses overtime, the rotation schedule will continue and the next 
opportunity for overtime will be when his/her name appears first on the rotation again.

HOLIDAYS

Section 2.08 - Holidays:

All employees who work twenty hours per week or more shall be granted the following paid holidays or days 
observed as such provided the days fall within the employee’s regular work year: New Year’s Day, 
Presidents’ only if designated a holiday by the Board of Education, Good Friday, Memorial Day, 
Independence day, Labor Day, Thanksgiving Day, the day following Thanksgiving Day, Christmas Eve, 
Christmas Day. If the approved school calendar precludes the use of any of these days as Holidays, an 
alternate day(s) shall be selected by the employee, with the approval of their immediate supervisor.

Employees who work less than twenty hours per week shall be granted Thanksgiving Day and Christmas 
Day, prorated to the work day, as paid holidays.

ARTICLE III 
LEAVES

Section 3.01 - Vacations:

Employees who work twenty hours or more per week and have a 48-week work year will be granted the 
following vacation days with pay:

1 through 5 years of service 
6 through 13 years of service 
14 years or more of service

10 work days 
15 work days 
20 work days

Employees who work less than twenty hours per week will be granted two days of paid vacation each year, 
provided they have completed at least one year of service.

Any earned vacation days not used prior to the completion of the employee’s service, will be paid to the 
employee at the current rate when the employee’s service is completed.

Employees may take vacation during the school year subject to the following restrictions:
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a. Requests for vacation shall be submitted to the building head custodian using the District’s 
substitute/leave system at least three days in advance except in the case of emergency 
circumstances.

b. Vacation days shall be taken only on days when school is not in session (days not designated 
as instructional days in session). Approval to take vacation on days when school is in session 
shall be obtained from the Director of Buildings & Grounds_or designee upon the 
recommendation of the building head custodian.

c. No more than five (5) employees shall be on vacation district-wide at one time.
d. No more than one (1) employee shall be on vacation at one time from each elementary 

school.
e. No more than two (2) employees shall be on vacation at one time from either the middle 

school or the high school.
f. Exceptions may be granted at the discretion of the Director of Buildings & Grounds and shall 

not be subject to the grievance procedure.

Vacation days will be lost unless they are taken within twelve (12) months after the year in which they were 
earned. Vacation benefits shall not accrue during any period of absence for reasons other than vacation or 
military leave which extends beyond one calendar month.

Section 3.02 - Sick Leave:

Employees who work twenty (20) hours per week or more shall earn sick leave at the rate of one (1) day for 
each month of service in the employ of the school district.

Unused sick leave days may accumulate to a maximum of two hundred twenty-eight (228) days. 
Accumulated leave days shall be based on the current percentage of the day worked.

Sick leave with pay shall be allowed whenever an employee's absence is due to illness or injury of the 
employee, the employee's dependent child, or another individual as allowed by Minnesota law which 
prevented the employee's attendance at work on that day or days.

Up to a total often (10) days per year may be used for bereavement leave. Bereavement leave may be used in 
the case of a death of family members or friends.

If workers’ compensation is paid during period of sick leave, the total of the workers’ compensation plus sick 
leave is to be no greater than the employee’s salary.

Any use of leave under this Section shall be deducted from sick leave.

Medical Statement: The school district may require an employee to furnish a medical certificate from a 
qualified physician as evidence of illness in order to quality for sick leave pay. Final determination as to the 
eligibility of an employee for sick leave pay is reserved to the employer.

Sick leave will no longer be used when custodial personnel qualify for income protection insurance.

Section 3.03 - Child Care Leave:

A child care leave without pay may be granted by the school district subject to the provisions of this Section. 
Child care leave may be granted because of the need to prepare and/or provide parental care for a child or 
children of the custodian for an extended period of time.
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A custodian making application for child care leave shall inform the Superintendent in writing of intention to 
take the leave at least two calendar months before commencement of the intended leave, except in unusual 
circumstances.

If the reason for the child care leave is occasioned by pregnancy, the custodian shall also provide at the time 
of the leave application, a statement from her physician indicating the expected date of delivery. If a 
custodian who has requested and been granted child care leave because of pregnancy delivers prior to the 
scheduled beginning of her child care leave, she shall be eligible for sick leave in accordance with the 
provisions of Section 1 until the scheduled beginning date of her child care leave.

The School Board agrees to give the custodian a child care leave of at least six months in length and will grant 
a maximum leave to the beginning of the fiscal year following the six-month period. Upon signifying his/her 
intention to return, the custodian shall have a right to return to his/her original position as specified in his/her 
child care leave plan if his/her leave is commenced and concluded within the same fiscal year. If a 
custodian’s child care leave plan does not call for his/her return within the year it is commenced, a custodian 
shall have the right to be returned to an equivalent position.

Failure of the custodian to return pursuant to the date determined under this Section shall constitute grounds 
for termination unless the school district and the custodian mutually agree to an extension in the leave.

Insurance and other Benefits: A custodian on child care leave without pay is eligible for all employee benefit 
plans but must pay the full premium for such benefits as he/she wishes to retain. These benefits are limited to 
those allowed by the companies concerned.

Sick Leave Accumulation: A custodian returning to employment after child care leave without pay will be 
credited with the amount of accumulated sick leave he/she had when he/she ceased working to commence 
his/her leave.

Section 3.04 - School Conference and Activities Leave: In accordance with the provisions of
MS. 181.9412, the District will provide each custodian with up to sixteen hours of school conference and 
activities leave during any twelve month period to attend school conferences or school related activities 
related to the employee's child, provided the conference, activity or observation cannot be scheduled 
during non-work hours. Such leave will be deducted from the custodians sick leave allowance.

Section 3.05 - Personal Leave: Custodians may be granted a leave at the discretion of the school district of 
no more than two (2) days per year, noncumulative, and with no loss in pay, the days used to be deducted 
from unused sick leave.

Requests for personal leave must be made using the District substitute/leave_system at least three (3) days in 
advance, except for emergencies.

Section 3.06 - Health Leave: A leave of absence without pay for reason of personal health for periods not to 
exceed one year, subject to renewal, may be granted by the Board upon presentation of evidence of need and 
upon exhaustion of the employee’s sick leave.

Section 3.07 - Judicial Duty: For any employee who is required to serve as a juror or is subpoenaed to 
appear as a witness (not as a defendant) in a criminal court case, the said employee shall receive their regular 
compensation and other benefits, less the amount received by them as jurors or witness fees.
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ARTICLE IV 
GROUP INSURANCE

Section 4.01 - Eligibility: Employees regularly scheduled to work 20 hours per week or more in a position 
with a minimum work year of the student days in session shall be eligible for group insurances contained in 
this Article.

Section 4.02- Health and Hospitalization Insurance: Eligible employees and their spouse and dependent 
children may participate in the district health and hospitalization insurance plan. The school district will 
contribute toward the premium according to the schedule below. The selection of the insurance carrier and 
policy shall be made by the school district as provided by law. The effective date for employer contributions 
shall be January 1 of each school year.

2016-17 School Year

30 < 40 hrs/wk
1.0 factor

SINGLE Tied to Teachers

FAMILYTied to Teachers

30 < 40 hrs/wk
1,0 factor

SINGLE Tied to Teachers

FAMILY Tied to Teachers

25 < 30 hrs/wk
.6 factor

Tied to Teachers x .60

Tied to Teachers x .60

20 < 25 hrs/wk
.5 factor

Tied to Teachers x .50

Tied to Teachers x .50

2017-18 School Year

25 < 30 hrs/wk
.6 factor

Tied to Teachers x .60

Tied to Teachers x .60

20 < 25 hrs/wk
.5 factor

Tied to Teachers x .50

Tied to Teachers x .50

Employees who retire after age 59 or become disabled and who have been in the employ of the 
Northfield School District for at least ten (10) consecutive years, may buy the group hospitalization insurance 
at the school’s group rate until the employee is eligible for Medicare. Participation beyond that shall be in 
accordance with applicable laws and regulations. The retired or disabled employee will pay the premium for 
such coverage to the school district.

Section 4.03 - Income Protection Insurance: Income protection insurance shall be provided each eligible 
custodian. This income protection shall be a part of the plan now provided by the school district for certified 
personnel. The premium will be paid by the school district.

There shall be a 60-day waiting period before the disability income protection goes into effect. The plan will 
pay 2/3 of the employee’s base salary at the time of disability. Such disability payment will be coordinated 
with social security, Public Employees Retirement Association, or any other public retirement plans which 
may provide the same type of coverage. Additional compensation amounts paid to custodians who are 
building heads or responsible for the indoor swimming pool will be included in the basic salaries for the 
purpose of Income Protection Insurance.

Section 4.04 Life Insurance: The employer will provide group term life insurance coverage for each 
employee working 20 hours per week or more in the amount of $35,000.00. The employee may purchase 
additional group term life insurance in increments of $25,000 up to a maximum of $100,000 at the group rate 
upon evidence of insurability and acceptance by the carrier. The cost of such additional coverage shall be 
paid fully by the employee through payroll deduction.
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Section 4.05 Dental Insurance: The rate of Board payment for coverage for eligible employees shall be 
according to the schedule below. The effective date for employer contributions shall be January 1 of each 
school year.

30 <40 hrs/wk
1.0 factor

SINGLE Tied to Teachers

FAMILY Tied to Teachers

25 < 30 hrs/wk
.6 Factor

Tied to Teachers x .60

Tied to Teachers x .60

20 < 25 hrs/wk
,5 Factor

Tied to Teachers x .50

Tied to Teachers x .50

Section 4.06 - Claims Against the School District: It is understood that the school district’s only obligation 
is to purchase an insurance policy and pay such amounts as agreed to herein and no claim shall be made 
against the school district as a result of a denial of insurance benefits by an insurance carrier.

Section 4.07 - Duration of Insurance Contribution: Upon discontinuance of employment, all district 
participation and contribution shall cease effective on the last working day. However, employees may be 
continued in the group for a period following termination determined by the insurance carrier if the employee 
pays the entire premium amount.

ARTICLE V 
LONGEVITY

Section 5.01 - Eligibility: Longevity pay for all regular maintenance, custodial, and engineer employees 
working at least 75% of full-time (30 hours per week), will be paid on the basis of the following schedule:

2016-17 2017-18
After completion of 6 years of employment: $700 $700
7-12 years of employment inclusive: $800 $800
13-19 years of employment inclusive: $900 $900
20 years or more of employment $ 1,000 $ 1,000

Section 5.02 - Longevity Pay Schedule: The above stipulated amounts are on an annual basis and are to be 
paid in addition to the basic salary schedule. Longevity increments will be divided equally over 24 pay 
periods during the fiscal year, beginning July 1 each year. All longevity pay will be based on the latest hiring 
date in cases of broken service.

ARTICLE VI 
RETIREMENT

Section 6.01 - 403(b) Matching Plan: Each year by October 1, employees working 75% of full-time (30 
hours per week) and who wish to participate in the plan shall be responsible to complete and file a salary 
deduction authorization for their annual contribution to a matching 403(b) plan. The School District will 
match an employee’s contribution to a 403 (b) plan up to $1,500 per school year. During a year in 
which the employee makes no contribution, the District shall likewise make no contribution to that 
employee account.

ARTICLE VII
RESIGNATIONS AND DISMISSALS AND SUSPENSIONS

Section 7,01 - Resignations: Employees electing to resign shall be required to give the employer ten (10) 
working days notice and shall continue in the employer’s service during this period with the understanding
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that the employee may leave sooner if a suitable replacement is obtained. Any earned vacation days not used 
prior to the completion of the employee’s service, will be paid to the employee at the current rate when the 
employee’s service is completed, The employee shall be granted paid sick leave during the last ten working 
days only if a doctor’s statement is provided as evidence of illness. Failure to give such notice shall result in 
loss of any vacation benefits which the employee might otherwise be entitled to.

Section 7.02 - Dismissal and Suspension:

Probationary Period: An employee under the provisions of this agreement shall have a probationary period of 
six (6) months of continuous service in the school district during which time the school district shall have the 
unqualified right to suspend without pay, dismiss or otherwise discipline such employee; and during this 
probationary period, the employee shall have no recourse to the grievance procedure, insofar as suspension, 
dismissal or other discipline is concerned. The probationary period for a given employee may be extended by 
three (3) months if mutually agreed by the union and the school district.

Completion of Probationary Period: An employee who has completed the probationary period may be 
suspended without pay or dismissed only for cause. Except in cases that warrant immediate dismissal (as 
described in paragraph 2), the school district shall give the employee two weeks notice or pay the employee 
two weeks wages and terminate him/her immediately.

An employee may be dismissed immediately for the following reasons:
a. Dishonesty
b. Drinking or being intoxicated on the job
c. Immoral conduct which affects ability to work effectively in the school district or 

which endangers individuals in the school setting
d. Clear insubordination

ARTICLE VIII 
SENIORITY

Section 8.01 - Seniority Date: Employees shall acquire seniority upon completion of the probationary period 
as defined in this Agreement and, upon acquiring seniority, the seniority date shall relate back to the first date 
of service. If more than one employee commences work on the same date, seniority ranking for such 
employees shall be determined by the school district. In cases of broken service, the latest date of 
employment shall be the one used to determine seniority.

Section 8.02 - Reduction in Force: The parties recognize the principle of seniority in the application of this 
Agreement concerning reduction in force, provided the employee is qualified to perform the duties and 
responsibilities of the position. An employee on layoff shall retain his/her seniority and right to recall in 
seniority order for a period of fifteen (15) months after the date of layoff.

The District shall not create light custodian or housekeeper positions while a custodian engineer is on layoff 
status.

Section 8.03 - Vacancies: In the event of a job opening, the job shall be announced by bulletin for a period 
of five (5) working days, and the permanent qualified employee shall be given an opportunity in the order of 
seniority to step up for promotion. The Board of Education or designee shall make the final determination of 
qualification of employees. The Board shall have the right to select and assign all custodians within the 
system.
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ARTICLE IX 
GENERAL

1. It is understood that the work of a custodian-engineer shall include maintenance work and repair 
work needed to maintain the building in good condition as well as cleaning. The maintenance 
work shall include plumbing, repairs, glazing, painting, carpentry, snow removal, maintenance 
of grounds, and other duties that may be assigned by the employer.

2. Union meetings may be held on school premises but shall be scheduled at a time when they will 
disrupt the work routine as little as possible.

3. In the absence of a custodian because of a day off or emergency situation, an alternate custodian would be 
allowed to lock up the building.

ARTICLE X
GRIEVANCE PROCEDURE

Section 10.01 - Definitions:

Grievance: A grievance under this procedure is a claim by a covered employee or the exclusive 
representative that there has been a violation, misinterpretation or misapplication of any term or terms of any 
covered employee contract required under Minnesota Statutes or any attachment hereto.

Days: “Days” mean calendar days excluding Saturday, Sunday or legal holidays as defined by 
Minnesota Statutes or those days designated as holidays by the Agreement.

Service: “Service” means personal service or by certified mail.

Reduced to Writing: “Reduced to Writing” means a concise statement outlining the nature of the 
grievance, the provision(s) of the contract in dispute, and the relief requested.

Answer: “Answer” means a concise response outlining the School Board’s position on the 
grievance.

Section 10.02 - Level 1. Informal Conference. Upon the occurrence of an alleged violation of this agreement 
the employee involved shall attempt to resolve the matter on an informal basis with the employee’s supervisor. 
This will be done within (10) days of the alleged violation. If the matter is not resolved to the employee’s 
satisfaction in the informal conference, the grievance may be reduced to writing by the exclusive representative 
and served upon the Superintendent or his/her designee. Such service must be made within ten (10) days of the 
informal conference.

Section 10.03 - Level II. Within ten (10) days after receipt of such grievance, a meeting shall take place 
between the Superintendent or his/designee and the exclusive representative of the union. The parties shall 
endeavor to mutually resolve the grievance. If resolution is results, the terms of the resolution shall be reduced 
to writing and signed by all parties. If no agreement is reached within ten (10) days of the Level II meeting, the 
exclusive representative may elect to proceed with the grievance to Level III. He/she will proceed by serving 
proper notification to the Clerk of the School Board. The notification shall contain a concise statement 
indicating the intention of the party to proceed with the grievance, an outline of the grievance, the provision(s) 
of the contract in dispute, and the relief requested.

Section 10.04 - Level III: The School Board shall meet with the designated official of the exclusive 
representative (or in the appropriate case, covered employee or his/her designee) within twenty (20) days after 
receiving notice of intention to proceed with the grievance pursuant to Level II. If resolution of the grievance
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results, the parties shall reduce the resolution to writing and sign the memorandum as provided in Level II. If 
the parties are unable to reach agreement within ten (10) days after the first Level III meeting, either the 
school district or the exclusive representative may request arbitration by serving a written notice on the other 
party of their intention to proceed with arbitration.

Section 10.05 - Level IV: The parties shall endeavor to select a mutually acceptable arbitrator to hear and 
decide the grievance. If no agreement is reached, either party may request the Bureau of Mediation Services 
to appoint an arbitrator pursuant to PELRA, a list of arbitrators selected by the Commissioner, providing such 
request is made within twenty days after request for arbitration. Upon receipt of a list of arbitrators, the parties 
shall alternately strike names from the list until only one (1) name remains. If the parties are unable to agree 
on who shall strike the first name, the question shall be decided by a flip of a coin.

Upon appointment of the arbitrator, the covered employee of the exclusive representative shall within five (5) 
days after the notice of appointment forward to the arbitrator, with a copy to the School Board, the substance 
of the grievance which shall include the following:

1. The issues involved.
2. Statement of the facts.
3. Position of the grievant.
4. The written documents developed in the first three levels of the grievance procedure.

The School Board is to make a similar submission of information; it shall also be done within five (5) days 
after the notice of appointment of the arbitrator, with copies to the covered employee(s) or the exclusive 
representative.

The Board and the exclusive representative shall not be permitted to assert in such arbitration procedure any 
grievance or to rely on any evidence not previously disclosed to either party prior to five (5) days of the 
arbitration hearing.

The arbitrator shall not have the power to add, to subtract from, or to modify in any way the terms of the 
existing contract.

The decision of the arbitrator shall be final and binding on all parties to the dispute unless the decision 
violates any provision of the laws of Minnesota or rules or regulations promulgated thereunder, or municipal 
charters or ordinances or resolutions enacted pursuant thereto, or which causes a penalty to be incurred 
thereunder. The decision shall be issued to the parties by the arbitrator, and a copy shall be filed with the 
Bureau of Mediation Services, State of Minnesota.

Each party shall bear its own expenses in connection with arbitration including expenses relating to the 
parties’ representatives, witnesses, and any other expenses which the party incurs in connection with 
presenting its case in arbitration. A transcript or recording shall be made of the hearing at the request of either 
party. The parties shall share equally fees of the arbitrator, but the cost of the transcript or recording will be 
paid by the party requesting the same (or shared if mutually agreeable) and any other expenses which the 
parties mutually agree are necessary for the conduct of the arbitration.

Processing of all grievances shall occur after the close of the employees’ workday whenever possible. If this 
is not possible, employees shall not lose wages during their necessary participation in the grievance 
proceeding on the following basis.

a. The number of covered employees participating may equal the number of administrative 
representatives participating in the grievance proceeding on behalf of the School Board; or

b. If the number of said administrative representatives participating on behalf of the School
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Board is less than three, three covered employees may participate in the proceedings without 
loss of wages.

The parties, by mutual written agreement, may waive any step and/or extend any time limits in the grievance 
procedure. Provided, however, that failure to adhere to the time limits shall result in a forfeit of the grievance 
or, in the case of the School Board or its designees, shall require mandatory alleviation of the grievance as 
outlined in the last statement by the exclusive representative or covered employee.

The provisions of this grievance procedure shall be severable, and if any provision or paragraph thereof or 
application of any such provision or paragraph under any circumstance is held invalid, it shall not affect any 
other provision or paragraph of this grievance procedure or the application of any provision or paragraph 
thereof under different circumstances.

Section 10.06 - Expiration: Notwithstanding the expiration of this contract, any claim or grievance arising 
hereunder may be processed through the grievance procedure until resolution.

Section 10,07 - No Reprisals: No reprisals of any kind shall be taken by the Board or the school 
administration against any covered employee because of his/her participation in this grievance procedure.

ARTICLE XI 
DURATION

Section 11.01 - Terms and Reopening Negotiations: This Agreement shall remain in full force and effect 
for a period commencing on July 1, 2016, through June 30, 2018, and thereafter until modifications are made 
pursuant to the P.E.L.R.A. of 1971, as amended. If either party desires to modify or amend this Agreement 
commencing on July 1, 2016, it shall give written notice of such intent no later than May 1, 2016. Unless 
otheiwise mutually agreed, the parties shall not commence negotiations more than 90 days prior to the 
expiration of this Agreement.

Section 11.02 - Effect: This Agreement constitutes the full and complete Agreement between the School 
District and the International Union of Operating Engineers, Local 70 representing the maintenance, 
custodial, and engineer employees of the district. The provisions herein relating to terms and conditions of 
employment supersede any and all prior Agreements, resolutions, practices, school district policies, rules or 
regulations concerning terms and conditions of employment inconsistent with these provisions.

Section 11.03 - Finality: Any matters relating to the current contract terms, whether or not referred to in this 
Agreement, shall not be open for negotiation during the term of this Agreement unless mutually agreed upon 
by both parties.

Section 11.04 - Severability: The provisions of this Agreement shall be severable, and if any provision 
under any circumstances is held invalid, it shall not affect any other provisions of this Agreement or the 
application of any provision thereof.
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IN WITNESS THEREOF, the parties have executed this Agreement as follows:

For Local 70 International Union of 
Operating Engineers AFL-CIO:

For Independent School District #659, 
Northfield, Minnesota:

President Chairperson

Secretary Clerk

_____________________________________ Dated this______day of____________ , 2016.
Business Manager

Steward

Business Agent

Dated this____ day of______________ , 2016.
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