
BUSINESS MANAGER/ADMINISTRATIVE ASSISTANT 
EMPLOYMENT CONTRACT

SOUTH KOOCHICHING-RAINY RIVER SCHOOL DISTRICT #363

I. PURPOSE OF AGREEMENT

The purpose of this agreement is to set forth the basic agreement covering rate of pay, hours of 
work, and conditions of employment. This position is uniquely independent of any other School 
District work group and is not part of any collective bargaining unit. This position is a 
confidential employee position. This agreement is between ISD #363 and Alissa Carlson 
(employee).

II. CONTRACT TERM

This contract is for two years beginning July 1, 2026 and terminating on June 30, 2028.

Subd. 1. Basic Work Year

The Business Manager’s duty year shall be for the entire twelve (12)-month contract year (2,080 
hours) and the Business Manager shall perform duties on those legal holidays on which the 
School Board is authorized to conduct school if the Superintendent so determines.

Subd. 2. Holidays 

The employee will receive the following paid holidays.

New Year’s Day Thanksgiving Day
Presidents’ Day Friday after Thanksgiving Day
Good Friday Easter Monday – when school is not in session
Memorial Day Christmas Eve Day
Independence Day Christmas Day
Labor Day New Year’s Eve Day

MLK Jr. Day – when school is not in session
Juneteenth

Holidays that fall on weekends will be observed on a day established by the school district.  

Subd. 3. Vacation

The employee shall receive 25 days vacation time each contract year. The employee may carry up 
to 10 days of vacation time over into the next contract year. Vacation may be taken at any time 
upon approval of the Superintendent.

Pro-rata vacation shall be granted upon termination of employee by reason of resignation, lay-off, 
retirement or death. The employee or the employee’s estate shall be paid for all unused vacation.  

III. POSITION AND DUTIES



Subd. 1. Position

Business Manager / Administrative Assistant 

Subd. 2. Supervision

The immediate supervisor of the employee shall be the Superintendent.

Subd. 3. Duties

Management Commitment: The District and the employee concur that the management nature of 
the duties and responsibilities of Director of Finance and Operations covered by this agreement 
requires a commitment to whatever time is necessary to accomplish such managerial duties and 
responsibilities. This is understood to include normal business hours for duty day.

The Business Manager serves as the chief financial officer responsible for district accounting, 
budget processes, payroll, insurance, fiscal reporting and maintaining various district reports. 
Duties also include providing leadership and fiscal oversight to transportation, food service, 
building operations and maintenance and preparing materials for the School Board. Serves as a 
member of the senior administrative team in addressing issues, programs and concerns of the 
district; updates and provides as needed Financial Reports to the School Board.  The job 
description contains the full scope of duties and may be adjusted by the district as needed. 

IV. COMPENSATION

Subd. 1. Salary

The employee shall be paid based on an annual 2026-2027 salary of $76,700 and 2027-2028 
salary of $81,500. 

Subd. 2. Tax Shelter Annuity/403(b)/457

The Business Manager shall be eligible to participate in a 403b plan and/or the State 457 plan 
pursuant to Minnesota Statutes §356.24, upon completion of a salary reduction agreement (SRA). 
The SRA must be submitted to the payroll office by the 15th of the month prior to the effective 
payroll deduction.
 
The District will make contributions of employee and/or district funds only to Vendors listed in the 
ISD 363 Adoption Agreement of the 403(b)/457 Plan Document

No other vendors or products will be available as investment options under the School District 
403(b)/457 plan unless mutually agreed upon by the District and the employee. 

The School District matching amount will be on a dollar-for-dollar basis, pursuant to the schedule 
set forth below and shall not exceed the Annual Maximum Match Amount.  Employees may 
contribute up to the maximum amount as defined by IRS code 403(b).  

Annual Maximum Match Distribution Contribution: $2,500



V. BENEFITS

Subd. 1. Health and Hospitalization Insurance Coverage

The District shall pay the full cost of individual coverage for 2026-2027 and 2027-2028 or one 
thousand one hundred and sixty dollars ($1,160) per month for the school years 2026-2027 and 
2027-2028 for family coverage for the employee employed by the School District who qualifies 
for and is enrolled in the School District group health and hospitalization plan. Any additional 
cost of the premium shall be borne by the employee and paid by payroll deduction.

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.

The employee is eligible for School District contributions as provided in this section as long as 
the employee is employed by the School District. Upon termination of employment, all District 
participation and contribution shall cease effective on the last working day.

Subd. 2. Life Insurance

The District will pay the full premium of individual coverage for the employee who qualifies for 
and is enrolled in the District’s group life insurance for $30,000.00 worth of life insurance. The 
employee shall have the option to purchase additional coverage at employee expense from the 
District’s group life insurance plan by payroll deduction, if approved by the insurance carrier with 
no additional cost to the District. Any additional cost of the premium shall be borne by the 
employee and paid by payroll deduction.

Subd. 3. Long-term Disability Insurance

The School District shall contribute 100% of the cost for a long-term disability insurance policy.
Dental Insurance

Subd. 4. Dental Insurance

Employee shall receive dental insurance when the District approves dental insurance for other 
employees at the same contribution rate that the other employees receive.

Subd. 5. Compensation for Expenses

Upon prior approval of the Superintendent and in connection to the assigned duties of this 
position, the employee will be compensated for such incurred expenses as mileage, meals and 
lodging at the rates set by the School Board.

VI. LEAVES

Subd. 1. Sick Leave



The 2023 Minnesota Legislature established Earned Sick and Safe Time (ESST), which applies to 
all employees and is incorporated into this Agreement. In the event of any conflict between this 
Agreement and Minnesota ESST law, the provisions of state law shall govern.

Employees can use earned sick and safe time for reasons such as:

1. the employee’s mental or physical illness, treatment or preventive care;

2. a family member’s mental or physical illness, treatment or preventive care;

3. absence due to domestic abuse, sexual assault or stalking of the employee or a family member;

4. closure of the employee’s workplace due to weather or public emergency or closure of a family 
member’s school or care facility due to weather or public emergency; and

5. when determined by a health authority or health care professional that the employee or a family 
member is at risk of infecting others with a communicable disease.

Employees may use earned sick and safe time for the following family members:

1. Their child, including foster child, adult child, legal ward, child for whom the employee is 
legal guardian or child to whom the employee stands or stood in loco parentis (in place of a 
parent);

2. Their spouse or registered domestic partner;

3. Their sibling, stepsibling or foster sibling;

4. Their biological, adoptive or foster parent, stepparent or a person who stood in loco parentis (in 
place of a parent) when the employee was a minor child;

5. Their grandchild, foster grandchild or step-grandchild;

6. Their grandparent or step-grandparent;

7. A child of a sibling of the employee;

8. A sibling of the parents of the employee;

9. A child-in-law or sibling-in-law;

10. Any of the family members (1 through 9 above) of an employee’s spouse or registered 
domestic partner;

11. Any other individual related by blood or whose close association with the employee is the 
equivalent of a family relationship; and

12. Up to one individual annually designated by the employee.



Subd. 1. Earning: The employee shall earn sick leave at the rate of fifteen (15) days each year of 
employment by the School District, which meets the requirements of ESST law. All annual sick 
leave shall be available on the first duty day of the year.

Subd. 2. Accumulation: At the end of each school year, the employee’s unused sick leave days 
will be banked and accumulated to a maximum of ninety (90) days.

Subd. 3. Use: Sick leave with pay shall be allowed by the School District whenever the 
employee’s absence is found to have been due to illness and/or disability which prevented 
attendance at school and performance of duties on that day or days. Pursuant to applicable 
Minnesota law, the employee may use accumulated sick leave and the School Board limits use as 
permissible.

Subd. 4. Documentation: The School District may require the employee to furnish a medical 
certificate from a qualified physician, or reasonable documentation, in order to qualify for sick 
leave pay when more than two consecutive days of ESST are used.

Subd. 5. Notice of Requirement: In the event that a medical certificate will be required, the 
employee will be so advised.

Subd. 6. Deduction from Balance: Sick leave allowed shall be deducted from the accrued sick 
leave days earned by the employee.

Upon retirement and after having worked a minimum of 10 years for the District, the Business 
Manager / Administrative Assistant shall be offered Effective July 1, 2017, South Koochiching 
Rainy River School District shall make available a Postretirement Health Care Savings 
Agreement within the VEBA Plan and Trust described in the VEBA Fact Sheet.  It is intended 
that this arrangement constitutes a voluntary employees' beneficiary association under Section 
501(c)(9) of the Internal Revenue Code.  Payment of Administration and Investment Fees and 
Expenses.  Administration and Investment fees allocable to the individual accounts of retirees 
shall be deducted from individual accounts.  Administration and investment fees are subject to 
change from time to time.  Current administration and investment fees are described on the 
VEBA Fact Sheet.

Employer Contributions to the Postretirement Health Care Savings Arrangement.  Within sixty 
(60) days of the effective date of retirement, Employer shall make a contribution on behalf of 
each eligible retiree to the Postretirement Health Care Savings Arrangement within the VEBA 
Plan and Trust.  Employees or retirees will not be entitled to receive this amount in the form of 
taxable cash compensation or other benefits.  Postretirement payment shall be based on South 
Koochiching Rainy River School Board Policy 433 Retiree Insurance rates for those that are 
employed with the district prior to June 30, 2016.  Rates in subsequent years will be those in 
policy at the time of hire. 

Subd. 2. Personal Leave

The employee shall be granted four (4) personal leave days per school year.

If these days are not all used, the Business Manager shall receive one hundred forth ($140) per 8 hours for 
those unused days.  The employee shall complete a voucher for the pay at the end of the employee’s work 
year.



Subd. 3. Jury Duty Leave

The employee shall be granted leave for required jury duty service in accordance with applicable 
law and District procedures.

Subd. 4. Bereavement Leave

The employee may take one (1) day leave to attend the funeral of his or her grandparent, aunt, 
uncle, niece, nephew, or cousin, with an allowance on either side of the funeral for travel if 
necessary. Also included are the employee’s spouse’s relatives. For a death in the immediate 
family of the employee or spouse (husband, wife, children, father, mother, brother, sister, or other 
persons living in the same household), the Superintendent may grant up to five (5) days leave. All 
funeral leave shall be with pay. Any extra funeral leave shall be at the discretion of the 
Superintendent. Funeral leave days beyond five (5) days for the immediate family shall be 
deducted from sick leave.

It is the responsibility of the employee to notify the Superintendent as soon as he or she knows 
that it will be necessary to be absent for any of the above-mentioned reasons, and also to notify 
the Superintendent as soon as possible when he or she will return to duty.

Subd. 5. Child Care Leave

Subd. 1.

A child care leave may be granted by the School District, subject to the provisions of this section, 
to one (1) parent of a minor child provided such parent is caring for the child on a full-time basis.

Subd. 2.

The employee making application for child care leave shall inform the Superintendent in writing 
of intention to take the leave at least three calendar months before commencement of the intended 
leave.

Subd. 3.

If the reason for the child care leave is occasioned by pregnancy, the employee may utilize sick 
leave pursuant to the sick leave provisions of this Agreement during a period of physical 
disability. However, the employee shall not be eligible for sick leave during a period of time 
covered by child care leave. A pregnant employee will also provide at the time of the leave 
application, a statement from her physician indicating the expected date of delivery.

Subd. 4.

The School District may adjust the proposed beginning or ending date of a child care leave so that 
the dates of the leave are coincident with some natural break in the school year - i.e., winter 
break, end of grading period, end of the school year, or the like. The availability of a substitute 
may also be considered by the School District in the granting of a child care leave or the duration 
thereof.



Subd. 5.

In making a determination concerning the commencement and duration of a child care leave, the 
School District shall not, in any way be required to:

1. Grant any leave more than twelve (12) months in duration.

2. Permit the employee to return to employment prior to the date designated in the request for 
child care leave.

Subd. 6.

The employee returning from child care leave shall be reemployed in a position for which the 
employee is licensed, if available, unless previously discharged or the position has ended in 
accordance with this contract and ADSIS grant funding or program requirements.

Subd. 7.

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.

Subd. 8.

The employee who returns from a child care leave within the provisions of this section shall 
retain all previous experience credit for pay purposes and any unused leave time accumulated 
under the provisions of this Agreement at the commencement of the beginning of the leave. The 
employee shall not accrue additional experience credit for pay purposes or leave time during the 
period of absence for child care leave.

Subd. 9.

The employee on child care leave is eligible to participate in group insurance programs if 
permitted under the insurance policy provisions, but shall pay the entire premium for such 
programs as the employee wishes to retain, commencing with the beginning of the child care 
leave. The right to continue participation in such group insurance programs, however, will 
terminate if the employee does not return to the District pursuant to this section.

Subd. 10.

Leave under this section shall be without pay or fringe benefits.

Subd. 6. Minnesota Paid Leave

NOTE: Any legal, statute or legislative changes regarding Minnesota Paid Leave will supersede 
the language within this Minnesota Paid Leave agreement.

Subd. 1. Overview. The School District provides time off to eligible employees who qualify for 
Minnesota Paid Leave (MN Paid Leave) benefits under Minnesota law. The School District 



participates in Minnesota’s state MN Paid Leave program, which is administered by the 
Department of Employment and Economic Development (DEED).

Subd. 2. Premiums. MN Paid Leave benefits are funded through premium contributions payable 
to the State of Minnesota. The premium cost will be split between the School District and 
employee as follows: The School District will pay fifty percent (50%) of the required premium 
and the employee will pay fifty percent (50%) of the premium cost through payroll deductions.

Subd. 3. Eligibility. Eligibility determinations for MN Paid Leave benefits are made by the State 
of Minnesota. Generally, to be eligible for MN Paid Leave, employees must work at least 50% of 
the time from a location in Minnesota. Employees must meet the financial eligibility requirements 
by having earned over a specific amount of wages as defined under Minnesota law at the time of 
the requested leave.

Subd. 4. Benefit Amount. Employees’ weekly MN Paid Leave amounts are calculated and 
determined by DEED.

Subd. 5. Leave Entitlement and Use. DEED may approve MN Paid Leave for the following 
conditions in a benefit year. Employees may earn up to 12 weeks of medical leave to take care of 
themselves for serious health conditions, including pregnancy, childbirth, recovery or surgery. 
Employees may also earn MN Paid Family Leave to bond with a child through birth, adoption, or 
foster placement, or care for a family member with a serious health condition, or support a 
military family member called to active duty, or receive covered types of care for oneself or a 
family member because of domestic abuse, sexual assault, or stalking.

Subd. 6. Intermittent Leave. Employees may apply for intermittent leave when it is reasonable 
and appropriate to the needs of the individual requiring care. Generally, MN Paid Leave requires 
an event to be a seven-day qualifying event unless intermittent. Intermittent leave results in pro-
rated benefits. Employers may limit intermittent leave to 480 hours in a 12-month period.

Subd. 7. How to Apply for MN Paid Leave. Before starting a MN Paid Leave claim, the 
employee must notify the School District Superintendent and/or the School District Business 
Manager of the intention to take MN Paid Leave. If the need is foreseeable, the employee shall 
provide at least 30 days’ notice prior to the start of the leave. If the leave is not foreseeable, the 
employee shall still be able to take leave under MN Paid Leave, but must notify the School 
District Superintendent and/or the School District Business Manager as soon as practicable.

Subd. 7(a). After notifying the School District Superintendent and/or the School District Business 
Manager, the employee may apply for MN Paid Family Leave using the MN Paid Leave online 
portal or by calling DEED’s MN Paid Leave office.

Subd. 8. Interaction with other laws and benefits. MN Paid Leave will run concurrently with any 
leave and/or wage supplement for which the employee may be eligible under local, state, or 
federal law, which may include Family and Medical Leave Act (FMLA), and/or Minnesota 
Women’s Economic Security Act (WESA) pregnancy and parenting leave.



Subd. 9. Supplementing Pay. The school district does not allow employees using MN Paid Leave 
benefits to supplement, or “top off,” MN Paid Leave benefits with accumulated leave balances.

Subd. 10. Maintaining Health Coverage During Leave. Unless the employee revokes coverage 
while on MN Paid Leave, the School District will continue to provide group health insurance 
under the same conditions as before the leave began. The employee must continue to make timely 
payments of the employee’s share of the premiums.

Subd. 11. Employment Reinstatement. Upon return from covered MN Paid Leave, the employee 
shall be reinstated to the previous position or to an equivalent position, with the same status, pay, 
employment benefits, length of service credit, and seniority credit as of the date of leave if the 
employee has worked for the school district for a minimum of 90 calendar days. Upon return to 
work, if it becomes evident the employee is unable to perform the key essential functions of the 
position (with or without reasonable accommodation), the school district may engage in an 
interactive process, consistent with the American with Disability Act (ADA) and/or Minnesota 
Human Rights Act (MHRA) and other applicable workplace policies, including workplace safety 
protocols, to determine appropriate next steps.

Subd. 12. Retaliation. The School District shall not interfere with or retaliate against the 
employee who requests or takes leave in accordance with MN Paid Leave law.

VII. EVALUATION

During the period of this agreement, the employee will be evaluated at least annually by the 
Superintendent.

VIII. ENTIRE AGREEMENT AND MODIFICATION

The terms of this agreement constitutes the entire agreement and understanding between the 
School District and Employee. Neither party has relied on any oral or written promises or 
inducements in entering into this agreement. This agreement supersedes any and all prior oral or 
written agreements and understandings relating to the Employee’s employment with the School 
District. This agreement may be modified or amended only by a written amendment signed by 
both parties. If any provision of this Agreement is found to be invalid or unenforceable, such 
provision shall be severed and the remaining provisions shall remain in full force and effect. 

IX. CONTRACT TERMINATION

This contract may be terminated by the employee, at any time, with a one month written notice.

The employee shall faithfully perform the services prescribed by the School Board whether or not 
such services are specifically described in this agreement, abide by the rules, regulations and 
policies as established by the School Board and the State of Minnesota. Failure to do so will be 
grounds for termination by the School District. The School District may terminate this Agreement 
for cause, including but not limited to misconduct, insubordination, failure to perform assigned 
duties, or violation of District policies.



X. SIGNATURES

This agreement shall be effective only upon signature of the chairman and clerk of the School 
Board after authorization for such signature has been taken by the School Board with appropriate 
action recorded in its minutes.

_____________________________        _____________________

Business Manager/Administrative Assistant Date

_____________________________        _____________________

Board Chairperson Date

_____________________________        _____________________

Board Clerk Date


