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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 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   
  
    2020-21 2021-22 
 Step 1              $31.77   $32.71 
 Step 2   $32.74   $33.71 
 Step 3   $34.55   $35.58 
 Step 4   $35.78   $36.84 
 
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 
 
Six per year - Memorial Day, Thanksgiving Day, New Year’s Day, Labor Day, Christmas Day 
and the Friday after Thanksgiving.   
 
Job Sharing: For nurses that share one position, each nurse shall receive three paid holidays. 
 
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. 
 
Job Sharing:  For nurses that share one position, each nurse shall receive one paid snow day. 
 

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. 
 
Job Sharing:  For nurses that share one position, each nurse shall receive five (5) day per year 
with pay based on the standard work hours per day of 7.0 hours.  
 
 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. 

 
 Job Sharing:  For nurses that share one position, each nurse shall receive one (1) day per year, 

noncumulative, and with no loss in pay, the day to be deducted from unused sick leave.  
 
Section 3.03 - Leaves of Absence Without Pay 
 
Nurses may apply for leaves of absence without pay at the recommendation of the building 
principal and approval by the Director of Human Resources. 
  



 
 

  

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. 
 
Job Sharing: For nurses that share one position, each nurse shall receive five (5) 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. 
 
Job Sharing:  Nurses that share one position are not eligible for insurance benefits as outlined in 
this Article. 
 
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 enroll 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           $1.50/hour 
10-14 years          $1.75/hour 
15-19 years          $2.00/hour 
20+ years             $2.25/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 
$1,000 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 $30,000. 

 


