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ISD #2902 - RTR PUBLIC SCHOOL 

 PURPOSE 

Section 1. Parties:  This Policy is set forth between RTR ISD #2902, hereinafter referred to as district and 
the support staff hereinafter referred to as employee(s) to provide the terms and conditions of 
employment for employees of the District as defined in the Policy. 

 DEFINITIONS 

Section 1. Employees:  The term "employee" shall mean any person excluding administration employed 
by the District who is not covered by the Master Agreement. The employee can be either full or part 
time. 

Section 2. School District:  For the purpose of administering this policy, the term "School District" shall 
mean the School Board or their designated representative.  

BASIC COMPENSATION AND RATES OF PAY 

Section 1. Basic Compensation: 

Subdivision 1.  The wages and salaries shall be set by the School District according to the Salary 

Schedule as shown on Attachment A on or about July 1 effective for the following two fiscal years.  

Subdivision 2.  Step increases will be granted pending the availability of funds and the approval of the 
district board.  A full-time twelve-month employee who reaches the maximum step will receive $150 in 
the year a step increase is granted.  An employee who is less than full time will receive a prorated 
amount of the $150 based on a full-time position (2080 hours) in the year a step increase is granted.  

Subdivision 3.  In the year a step increase is granted, a full-time twelve-month employee who is on the 
maximum step will be paid an additional $200 toward a 403b annuity, if matched by the employee.  In 
the year a step increase is granted, an employee on the maximum step who is less than full time will 
receive a prorated amount of the $200 based on a full-time position (2080 hours), if matched by the 
employee. 

Subdivision 4.  Employees may serve as coaches for the District.  Such assignments are voluntary on the 

employe

compensation for such an assignment is a nominal stipend that is based upon the extra-curricular 

eement.  The stipend is a 

fixed amount and does not increase or decrease based upon whether the team is successful against 

opponents in competitions.  Any employee contracted for an extracurricular activity will be paid in the 

month of the last scheduled regular season event. 
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Subdivision 5.  All benefits will be prorated as to the employee's normal workday.

Subdivision 6.  Effective January 1, 2015, persons whose annual salary does not exceed $5,100 ($3,800 
for 9-month school district employees) are excluded from PERA DBP membership. Written notice will be 
provided to any employee who is excluded from PERA membership because their annual compensation 
is not expected to exceed the minimum threshold amount.   

Subdivision 7.  All new employees will be placed on a sixty (60) day probationary period. On the 
completion of this period, a performance review will be completed by the employee's supervisor. 

Subdivision 8.  It is policy of the RTR District that upon approval of the superintendent or his designated 

representative that credit for prior experience may be granted for placement on the salary schedule.  

Prior experience will be allowed at a rate of one step for every five years of experience, not to exceed 

ten years.  The board, at the recommendation of the Superintendent, may allow two additional steps 

depending on qualifications. 

Subdivision 9.  Sub Pay:  Support staff substitutes will be paid at A11, Step 1, unless they are a current 

employee, at which time they will be paid their regular salary per board. 

Section 2. Status of Salary.  The district reserves the right to withhold any step increase in basic 
compensation for reasons of: a). inefficiency; b). neglect of duty, job performance or persistent violation 
of school laws, rules, regulation or directives; c). conduct unbecoming a district employee; or d). other 
good sufficient grounds rendering the employee unfit to perform their duties. 

Section 3. Pay Periods.  All hourly employees will be required to clock in on the TimeClock Plus program 
on the computer at the start of their day, and also at the end of their work day.  A thirty (30) minute 
duty-free lunch break will be deducted from your total daily work time.  Employees will be paid twice 
monthly on the 15th and the last day of each month for the preceding pay period of hours worked.  If the 
15th or the end of the month falls on a weekend or holiday, the employee will be paid the last working 
day prior. 

Section 4. Notification of Wage and Benefits.  Every employee will receive a notification of wage and 
benefits each year.  Employee notification of hours may be adjusted to accommodate District needs of 
services.  This notification will remain in effect for the following year until a new notification has been 
issued.  Any employee that does not follow their assigned work time will be subject to the RTR Public 
Schools Disciplinary Policy Relating to Duty Hours and Assignments. 

 INSURANCE 

Section 1.  ISD #2902 offers health, life, & LTD insurance benefits for those employees who average at 

least 30 hours per week, and carry a 12-month employee notification.  Eligible employees will receive 

prorated district-paid benefits based on 2080 hours. 
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Subdivision 1. ISD #2902 will contribute towards family benefits, or single benefits as stated in Article 
VII, Section 1, of the Certified Master Contract, excluding the paragraph pertaining to married couples.

Subdivision 2.  
insurance plan will receive the same district contribution each year as negotiated by the certified staff in 
the master agreement.  

EMPLOYEE AND DRUG AND ALCOHOL OFFENSES 

Section 1.  Employees and District agree that a policy for employees on drug and alcohol offenses have 

been adopted by the district, and the employees agree to be subject to said policy.  It is the employee's 

responsibility to obtain a copy of this policy in the main office. 

LEAVES OF ABSENCE 

Section 1. Sick Leave/Disability Leave: 

Subdivision 1. Sick leave shall be allowed per each employee as set by the district.  Employees shall 
accumulate sick leave at the rate of 1 day per month, accumulative to 90 days. Part time employees 
shall receive pro-rated sick leave.  When an employee has exceeded their 90 days of sick leave as of June 
30th, they will be reimbursed at a rate of $40 per day for all days in excess of 90 days.  The employee will 
be compensated in the July paycheck.   

Subdivision 2. Sick leave shall not be utilized while an employee is receiving benefits under any district 

sponsored long-term disability program. 

Subdivision 3.    Sick leave with pay shall be allowed by the District whenever an employee's absence is 

found to have been due to personal, spouse, or a child's illness or a medical appointment that cannot be 

scheduled outside of the school day which prevented his/her attendance at school and performance of 

duties on that day or days.  The Superintendent shall have authority to grant additional time at his/her 

discretion. 

Subdivision 4. The school district may require an employee to furnish a medical certificate from a 
qualified physician as evidence of illness, indicating such absence was due to illness, in order to qualify 
for sick leave pay. In the event that a medical certificate is required, the employee will be so advised; 
failure to provide such a certificate may be grounds for suspension or termination. The same 
requirements exist if the leave granted is on behalf of a spouse or a child. 

Subdivision 5. Sick leave pay shall be approved only upon submission and approval of a leave request 

entered through TimeClock Plus. 
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Section 2. Bereavement Leave: Up to five days leave per occurrence may be allowed, the days to be 
deducted from sick leave, for death, serious illness, or hospitalization in the employee's immediate 

of the employee.  Exceptions to the immediate family must be pre-approved by the Superintendent or 
his designee.  The specific amount of leave allowed is subject to the discretion of the superintendent or 
his designee. Twelve month employees will receive five days and nine month employees will receive 
three days. 

Section 3. Personal Leave:  Employees that qualify will receive two days personal leave. Leave may be 
granted by the superintendent or his designee, for any reason which makes absence necessary for all 
employees requesting personal leave. Employees requesting personal leave days shall, wherever 
possible, apply for leave at least three (3) days prior to her/his absence. In the event that an 
employee has unused personal leave days at the end of a school year, these days may be  
and used during the following school year, with the understanding that no more than five (5) personal 
leave days may be accumulated for any one year.  These days will be listed separately as personal 
days. 

Subdivision 1. School Conference and Activities Leave:  Any employer must grant an employee leave of 
up to a total of 16 hours during any school year to attend school conferences or classroom activities that 
cannot be scheduled during non-work hours. When the leave cannot be scheduled during non-work 
hours and the need for the leave is foreseeable, the employee must provide reasonable prior notice of 
the leave and make a reasonable effort to schedule the leave so as not to disrupt unduly the operations 
of the employer. Nothing in this section requires that the leave be paid; except that, an employee may 
substitute any accrued paid vacation leave or other appropriate paid leave for any part of the leave 
under this section. (181.9412) 

Section 4. Paid Holidays.  Twelve-month employees shall be granted eight (8) paid holidays per fiscal 

year; those being Fourth of July, Labor Day, Thanksgiving, Christmas Day, New Year's Day, Good Friday 

and Memorial Day. The eighth holiday will be a floating holiday and can only be used if school is not in 

session. If a paid holiday falls on Saturday, the employee will have Friday off; and if it falls on Sunday, 

the employee will have Monday off. 

Section 5. Vacation Days:  The District will grant up to five (5) days of vacation starting at the time of 
employment.  Vacation will be pro-rated at two (2) days following the first three (3) months of service 
and one (1) additional day for each three (3) month period worked for the first year.  Beginning on July 
1st of their first full year, the District shall grant five (5) vacation days to full time employees.  Beginning 
on July 1st of their second full year of employment, the district shall grant ten (10) vacation days to full 
time employees.  After ten (10) years of employment, full time employees will receive one (1) additional 
day for each completed year of service not to exceed four (4) weeks. Leave will be accrued beginning 
July 1, and must be used within six (6) months after the current contract year in which it is earned, or it 
will be forfeited. If an employee resigns during the fiscal year, he/she is eligible to those vacation days 
earned as prorated according to the amount of time worked that fiscal year. 
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Section 6. Resignation: Employees are required by the District to submit in writing, notice of resignation 
ten (10) working days prior to leaving. These ten (10) days do not include any vacation, sick leave or 
holiday days. 

Section 7. Child Care Leave: 

Subdivision 1.  The district may grant a child care leave without pay to any employee, regardless of 
marital status, who requests such a leave for the purpose of providing parental care to his or her natural 
born or adopted child or children. 

Subdivision 2.  An employee making an application for child care leave shall inform the superintendent 

in writing of intention to take the leave within reasonable time prior to commencement of the intended 

leave. 

Subdivision 3.  If the reason for the childcare leave is occasioned by pregnancy, an employee may utilize 
sick leave pursuant to the sick leave provisions of the policy during a period of actual physical disability.  
In the event of pregnancy, an employee may commence either a childcare leave without pay prior to the 
onset of disability occasioned by childbirth, or the employee may continue working until the onset of 
disability and thereafter commence a disability sick leave with pay. An employee may elect to take sick 
leave followed by childcare leave. However, an employee shall not be eligible for sick leave during the 
time he or she is on childcare 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. 

Subdivision 4.  An employee who returns from childcare leave within the provisions of this section shall 

retain any unused leave time accumulated under the provision of this policy at the commencement of 

the leave. The employee shall not accrue leave time during the period of absence for childcare leave. 

Subdivision 5.  An employee on child care leave is eligible to participate in group insurance programs if 
permitted under the insurance policy provisions and the employee is currently participating in the RTR 
group health plan. However the employee shall pay the entire premium for such programs as the 
employee wishes to retain, commencing with the beginning of the child care leave. 

Subdivision 6. Leave under this section shall be without pay or fringe benefits, unless the employee 

elects to utilize sick leave benefits. 

Section 8. Jury Duty: Any employee who is called to serve jury duty for a municipal, county, district, or 
federal court shall be provided leave with pay for each day of required jury duty service. Employee shall 
notify the district of the dates of pending absence as soon as possible following notice of jury duty.  
Employee shall reimburse to the district any per diem paid to a juror by the court for jury duty service 
except employee shall retain any mileage and meal expenses allowed by the Court. 
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Section 9.  Approved Travel at State Rate: Approved travel where an employee uses their own car shall 
be reimbursed as per the district mileage policy on file in the office. Travel must be approved by the 
Superintendent. 

DUTY HOURS AND ASSIGNMENTS 

Section 1. Basic Work Hours:  The basic work hours will be set for each employee by the District on the 
individual employee notification. Each employee is required to take a thirty (30) minute lunch break 
without pay, unless approved by the Superintendent or his designated representative. 

Subdivision 1.  No support staff employee will be permitted to take work home with them without prior 
approval by the superintendent or his designee.  Support staff employees are not permitted to serve the 
district in any capacity that will cause them to exceed 40 hours per week. 

Subdivision 2.  No employee will be permitted to volunteer for duties outside their regular work 
schedule related to their regular job duties for which they are being paid, without prior approval by the 
superintendent or his designee. 

Section 2. Snow Days:  In the event that school will start late or should school be dismissed early 
because of inclement weather, hourly employees will not be reimbursed for lost time.  Hourly staff will 

without prior approval from the Superintendent. 

Section 3. Overtime:  All hourly employees shall be paid an hourly rate as set in the individual employee 
notification for all hours up to forty (40) hours per week. Any time over forty (40) hours of actual 
working time per week will be considered overtime and will be paid at a rate of 1.5 times the regular 
hourly rate.  Any overtime must be pre-approved by the superintendent or his designee.  

Section 4. Assignments:  Employees will be assigned their work duties by employee notification and 
approval by the Superintendent or his designated representative. 

OTHER ITEMS 

Section 1. Any uniform allowances allowed for employees will be stated on the individual employee 
notification. Information on weekend checks for custodial employees will be stated on the individual 
employee notification. 

Subdivision 1. Custodial Staff Uniform Allowances:  Custodial employees should be identifiable to the 
public through the use of staff uniforms.  Five uniforms will be provided to each custodial employee for 
their first year of employment.  Each year thereafter, each custodial employee will receive two uniforms.  
Uniforms will be selected by the School District and will consist of a shirt and work pants.  

Subdivision 2.  Kitchen Staff Uniform Allowances:  Kitchen employees will be provided with uniforms for 
each day of work.  Uniforms will be selected by the School District. 
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Section 2. Flexible Benefits: It is agreed that the District shall keep in effect the flexible benefit policy 

now in place for the benefit of the District employees providing that said contract is not cancelled by 

either party during the term of this policy pursuant to the cancellation provisions of said flexible benefit 

contract. 

Section 3. Each employee shall be assured the opportunity for an orderly presentation and review of 
concerns. No employee shall suffer reappraisals or reduction in status as a result of having presented a 
concern or having represented an employee in a concern. 

Section 4.  A criminal background check is required of every employee hired after the effective date of 
this policy.  As per state law, the employee will pay the cost of this background check. 
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Approved:  5/21/07

Disciplinary Policy 

Relating to Duty Hours and Assignments 

 

The following shall be the disciplinary policy for support staff employees of the ISD #2902 - RTR Public 

Schools, as it relates to duty hours and assignments: 

No employee will be permitted to work additional hours beyond the hours set on their individual 

employee notification, without prior approval by the superintendent or the business manager.  Each 

employee will be notified of their actual work hours by the Superintendent or the Business Manager.  If 

an employee works additional hours beyond their assigned hours, without proper authorization, the 

following disciplinary action will be enforced:  

                     1st Offense:  Verbal warning 

2nd Offense:      

                     3rd Offense:  Employee is suspended one day without pay 

                     4th Offense:  Employee is suspended two days without pay 

                     5th Offense:  Employee is dismissed permanently 

          

Disciplinary action is accumulative for each fiscal year; therefore any disciplinary action will not carry 
forward into a new fiscal year. 


