
Employment Agreement - Long Hill Township Board of Education PRIVATE 

Business Administrator/Board Secretary
THIS AGREEMENT, MADE AS OF July 1, 2011 between the Long Hill Township Board of Education, 759 Valley Road, Gillette, in the County of Morris, New Jersey, a body corporate of New Jersey, hereinafter referred to as the "Board" and John Esposito, hereinafter referred to as the "Employee".

Having been found to be qualified, Board has appointed Employee to the position of Business Administrator/Board Secretary.

In consideration of the mutual covenants contained herein, the Board and Employee agree to terms described herein, as well as to the General Terms contained in Attachment A and the Job Description contained in Attachment B, which taken together constitute the entire Employment Agreement between the Board and Employee.

1. EMPLOYEE-SPECIFIC CONDITIONS

1.1 Personal Information

Employee Current Address:  883 Somerset Court, Ramsey, New Jersey 07446

Job Position: Business Administrator/Board Secretary

Number of Work Months in Fiscal Year: 12

Term of Agreement:  July 1, 2011 through June 30, 2012
Employee's Direct Supervisor: Chief School Administrator (CSA) 



   

Employee's Performance Rating Group: Chief School Administrator (CSA) for Business Administrator Responsibilities – Board of Education Members for Board Secretary Responsibilities

Work Hours: The usual work day for the Employee shall be 8:00 a.m. to 4:00 p.m., except as directed otherwise by the Chief School Administrator, to supervise/oversee special projects.  Included in this eight (8) hour workday shall be a one-half hour lunch period, during which Employee may leave the school premises. The Employee shall also attend weekend functions, evening functions, and all Board meetings as required, except as specifically excluded herein.
Overtime Pay: Not applicable.

Fiscal Year of Agreement:   2011-2012
Base Annual Salary: $ 115,075.00
1.2 Duties 

The Board hereby agrees to retain John Esposito as the Business Administrator/Board Secretary of the Long Hill School District, in accordance with all Board policies, administrative regulations and job descriptions pertaining to the functions, responsibilities, powers and authority of an employee serving as the Business Administrator/Board Secretary.

Employee shall act as custodian of district records as defined in N.J.S.A. 47:1A-1.1.
1.3 Full Time Commitment 

The Business Administrator/Board Secretary shall devote his full time attention and energy to the business of the District and shall not engage in other employment or activities that would unreasonably interfere with the performance of her duties.

1.4 Sick Leave

Employee shall be granted twelve (12) sick days annually.  In the event the Employee has used all twelve (12) days and one illness period extends more than five (5) consecutive work days,  Employee may be granted two (2) additional sick days before it is necessary to utilize days that Employee has accumulated from prior years, with appropriate medical documentation and the approval of the CSA.  Only unused sick days constituting a part of the basic twelve (12) sick days per year may be accumulated for use in future years.  If the Employee exhibits a pattern of absences or other abuses of the sick day policy, the Employee may be required to substantiate their absence with a doctor's note.

1.5 Professional Growth

The Board encourages the continued professional growth of the Business Administrator/Board Secretary.  To support this growth, the Board encourages such activities as those listed below.  Participation in any such activities is subject to the prior approval of the Chief School Administrator with tuition, hotel and travel covered at board expense pending submitting appropriate back-up data.  All travel reimbursements shall be in accordance with New Jersey Administrative Code and regulations promulgated by OMB.
a) Programs and other activities conducted or sponsored by local, state and national school associations.  This includes, but is not limited to, the NJSBA and NJASBO annual conferences.
b) Seminars and courses offered by public or private educational institutions.

c) Informational meetings with other persons whose particular skills or backgrounds would serve to improve the capacity of the Business Administrator/Board Secretary to perform his professional responsibilities for the Board.

d) Visits to other institutions.
1.6 Tuition Reimbursement

The Board also agrees to reimburse the Business Administrator/Board Secretary for tuition costs for training courses, subject to the conditions listed below.  All courses, and the offering institution, are subject to the prior approval of the Chief School Administrator, in advance of registration.
a) Such courses must enrich Employee’s job performance and value to the school district.

b) The total cost of any such courses during a single fiscal year, net of any grants or awards to the district from outside funding sources, shall not exceed $3,000.

1.7 Membership Fees

The Board shall pay up to one hundred percent (100%) of the cost of memberships in job-related organizations, subject to the prior approval of the Board and an annual maximum of $2,000.
1.8 Longevity Payment
For the term of this contract, a longevity payment in the amount of $5,000.00 shall be added to the base salary.  This longevity payment shall be calculated at a rate of $1,000.00 per year of service to the district.
2. SIGNATURES
IN WITNESS WHEREOF, the parties have executed this Agreement and affixed their seals, the day and year first above written.

________________________________________________

John Esposito, Employee 

________________________________________________

Lisa Scanlon, Board President

________________________________________________

Attest: Dr. Rene Rovtar, Chief School Administrator

________________________________________________

Witness:

Attachment A - General Terms and Conditions Relating to Employment Agreement
3. TERM OF AGREEMENT/SALARY

3.1  Term of Agreement and Salary

This Agreement designates the Employee as a twelve (12) month employee, and the Term of Agreement is as listed in Section 1 of the Employment Agreement (Employee-Specific Conditions).

The annual salary, for the Term of Agreement, is listed in Section 1 of the Employment Agreement (Employee-Specific Conditions).  If the actual period worked is less than the Term of Agreement, then the base annual salary will be based on the actual number of months and days worked.  For each full month worked, the base annual salary shall be the number of full months times the per-month salary (1/12 of the base annual salary).  In partial months, the base annual salary shall be the number of days worked times the per-diem salary (1/260 of the base annual salary).
4. DUTIES

4.1 Job Position

The Employee shall fill the position listed in Section 1 of the Employment Agreement (Employee-Specific Conditions).

4.2 Duties

Employee hereby accepts this job position and agrees to faithfully perform the duties in accordance with the provisions of the Job Description (which is attached hereto as Attachment B and made a part of this Agreement), the current Board policies and practices, and the School Laws and Regulations of the State Board of Education.

4.3 Changes to Job Description

The parties agree that the Board retains the right to alter Job Description during the life of this Agreement and that the impact of such alterations shall not be subject to negotiation between the parties.  Should a substantial change in workload result, then the parties agree to reopen negotiations concerning the economic impact of such changes.  Any modifications/changes must have prior approval of the Executive County Superintendent.
4.4 Supervision

Employee shall perform the job duties under the supervision of the direct supervisor(s) listed in Section 1 of this Employment Agreement, in accordance with the Board's current policies and practices.
5. JOB EVALUATION

5.1 Annual Evaluation

The Employee's job performance shall be evaluated, in writing, annually by April 15 of each fiscal year.  The evaluation is to be completed by the Employee’s Performance Rating Group, and a written appraisal shall be prepared by the coordinator of this group.  The overall performance shall be considered by the Board as part of the decision to extend this Agreement for another year. 
6. JOB RELATED EXPENSES

6.1 Reimbursement for Automobile Mileage

Employees who are required to travel to more than one location during a workday (exclusive of commuting to and from work), shall be reimbursed for mileage incurred between such locations upon presentation of a duly executed voucher.   In accordance with Board Policy and New Jersey Administrative Code, the Business Administrator shall receive reimbursement for mileage at the prevailing rate in accordance with regulations promulgated by OMB and reimbursement for reasonable expenses incurred in the performance of his duties.
6.2 Professional Training

Professional training considerations are as described in Section 1 of the Employment Agreement (Employee-Specific Conditions).

7. STANDARD WORK YEAR

7.1 Hours of Work

The hours of work are as described in Section 1 of the Employment Agreement (Employee-Specific Conditions).

7.2 Paid Holidays

Under normal circumstances, unless a change is mutually agreed upon by the Board, holidays shall be consistent with the school calendar adopted by the Board of Education.  In addition, the Employee may be required to work all or part of the Mid-Winter Recess, Christmas Recess, and/or Spring Recess, with the agreement/direction of the Board, to meet district needs and/or satisfy the work year terms of this Agreement.  All legal holidays within these school recess periods shall be holidays for all Administrators. 
Legal holidays shall be the same as those contained in the contract with the Long Hill Association of Administrators:  New Year's Day, President’s Day, Day after President’s Day, Good Friday, Memorial Day, Independence Day, Labor Day, Rosh Hashanah, Yom Kippur, Thanksgiving Day, Day after Thanksgiving Day, Christmas Day, Day after Christmas Day.
7.3 Vacation

Employee shall be entitled to four (4) weeks of vacation annually (20 workdays) for the fiscal year (from July 1 of one year to June 30 of the next year).  If the Employee works less than a full fiscal year, the total number of days will be reduced in a pro-rata fashion.  Vacation days shall be accrued on a monthly basis (one and two-thirds days per month).  Vacation earned during one fiscal year shall typically be taken within three (3) months after the end of the fiscal year in which it is earned, and shall be taken at such time or times as may be approved by the Board of Education.  Vacation days must not be taken within two weeks of the beginning of the school year.

The Board, through its business office, shall be responsible for maintaining written documentation of the Employee's earned, used and accrued vacation days.  In the event of an unpaid leave of absence for any reason, the Employee may elect to be paid during that time for any unused accumulated vacation time.
With approval of the Board of Education or the direct supervisor and Board, up to 5 vacation days may be carried over beyond the three-month period mentioned above.  Such special carry-over days must be used during the following summer (when school is no longer in session), or the vacation days will be lost. 

A maximum of ten (10) unused vacation days shall be eligible for compensation upon separation from employment.  

7.4 Compensatory Time

Not applicable.

7.5 Requests for Time Off

It shall be understood that all requests for time off, such as vacation, personal days, and leave for health appointments, must be approved one week in advance, except in extraordinary circumstances.

7.6 Overtime

Not applicable.

8. SALARY PAYMENTS

Salary shall be paid in equal semi-monthly installments.  The first installment shall be paid on the fifteenth day of the month, and the second installment shall be paid on the thirtieth day of the month throughout the Term of Agreement.
Deductions from the semi-monthly salary installments shall be made only if authorized in writing by the Employee pursuant to controlling statutes, rules and regulations, or if otherwise mandated by law.

9. PAID PERSONAL ABSENCES

9.1 Personal Days

Employee shall be eligible for four (4) personal days per year.  Requests for personal days must be made at least 48 hours in advance and are subject to approval of the Board of Education.  No personal day absence will be granted for two (2) consecutive days before or after a school calendar holiday or vacation period.  In the event of an unforeseen emergency, the requirements and restrictions mentioned above may be waived.

9.2 Illness in Family 

Two (2) days annually are permitted for serious illness in the Employee's immediate family living in the Employee's household, and mother and father whether or not they are living in the Employee's household.

9.3 Death in Family

An allowance of days shall be granted with full pay starting from the day of death.  This applies to the immediate family:  (spouse, child and any other member of the same household).  It also includes mother, father, brother, sister, grandparents, father-in-law, mother-in-law, brother-in-law, and sister-in-law, regardless of residence.  The total allowance under this provision shall not exceed five (5) working days in any one year.

10. MEDICAL BENEFITS

10.1 Medical, Surgical, Major Medical

The Board shall provide hospital, surgical, medical and major medical insurance coverage for employees and their families, by enrollment of all eligible employees and their dependents in the "Public and School Employees Health Benefits Act: (N.J.S.A. 52:14‑17:25, et seq.) Program" or a program with equal coverage. The Board shall pay the cost of such coverage for each employee and immediate family dependents (spouse and children) who are eligible and whom the employee elects to have covered.  Mr. Esposito shall contribute 1.5% of his annual salary toward the cost of his health benefit premiums as required by law.
10.2 Dental

The Board shall provide dental insurance coverage (including Orthodontia for dependent children 18 years old or younger) for employees and their families, through enrollment in the Delta Dental Plan of New Jersey, Inc. (Program II-A) or substantially similar plan.  The benefits under the plan shall be as described below.

SCHEDULE OF DENTAL COVERAGES AND DEDUCTIBLES
Preventive and Diagnostic 


80%

Remaining Basic



80%

Crowns, Inlays and Gold Restorations 
60%

Prosthodontic Services 


60%

Orthodontic Benefits (child only) 

50%

$25.00 Single Deductible - Not Applicable to Preventive and Diagnostic

$75.00 Family Deductible - Not Applicable to Preventive and Diagnostic

$1,000 Calendar Year Maximum - Excluding Orthodontic Benefits

$1,000 Lifetime Maximum for Orthodontic Benefits

10.3 Changes

If during the period covered by this Agreement, benefits under any of the insurance plans referred to in this article are expanded to provide coverage not specifically provided in these sections, any increases in cost resulting therefrom shall be paid in full by the Employee. In the event State Law requires the Board to pay the increased cost of such additional coverage for the Employee, then the contribution of the Board toward present dependent coverage shall be reduced by the additional amount the Board is required to pay for such additional Employee coverage. The Employee will be able to avail himself of any existing plan by the board to opt out of coverage described above.  
10.5  Post-Retirement Coverage
All employees who wish to continue health insurance benefits after retirement will be allowed to do so at the Board’s group rate but at their own expense and only to the extent required by law, and as long as permitted by the terms of the policies of insurance in effect in the district. The Board of Education will assume the responsibility for administering this plan.

10.4 Sick Days

Sick days will be treated as described in Section 1 of the Employment Agreement (Employee-Specific Conditions).

10.5 Employee Assistance Program

The Employee may elect to participate in the Employee Assistance Program at the Board's expense.

11. TERMINATION OF EMPLOYMENT AGREEMENT
11.1 Termination of Employment Agreement
This Employment Agreement may be terminated under the following conditions:

a) Upon 60 days written notice by either party for any reason; or

b) By the Board for cause upon a written 14 day notice; or

c) By mutual agreement of the parties.

11.2 Notification of Termination of Agreement
Notification of termination of Employment Agreement shall be sent to the addresses listed at the beginning of this Agreement.
12. SEPARATION FROM SERVICE

12.1 Vacation Days

Upon separation from employment in the District, the Board will pay for all unused vacation days up to a maximum of ten days, at the per-diem rate derived from the base annual salary.  If this Agreement is terminated by the Employee prior to the end of the fiscal year (i.e., June 30), there will be no payment for unused vacation days for that year.  Throughout the term of this Agreement, the per-diem rate shall be calculated as 1/260 of the current base annual salary.

12.2 Sick Days

There shall be no payment for unused sick days at separation from service at any time during the Agreement, or at the end of this Agreement.

12.3 Payment to Estate

If the Employee dies before Term of Agreement is completed, no more contractual salary payments shall be made, except that payment for Employee’s unused accumulated vacation days shall be made to the estate of the Employee.

13. COMPLETE AGREEMENT

This Employment Agreement embodies the entire agreement between the parties hereto and cannot be modified except by written agreement of the parties.

14. SAVINGS CLAUSE

If during the Term of Agreement, it is found that a specific clause of the Employment Agreement is illegal, the remainder of this Employment Agreement not affected shall remain in full force and effect.

15. RIGHT TO LEGAL COUNSEL

Employee acknowledges that he has been informed of his right to be represented by legal counsel regarding the negotiation, development, and approval of this Employment Agreement and that the Board's attorney does not represent him, in this regard.

16. NEW JERSEY LAW

This Agreement shall be construed in accordance with the provisions of the laws of New Jersey.

Attachment B – Job Description
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JOB DESCRIPTION

School Business Administrator and Board Secretary
TITLE:


School Business Administrator and Board Secretary (SBA/BS)

QUALIFICATIONS:



1. Valid New Jersey School Business Administrator certificate or certificate of eligibility.

2. Minimum experience as determined by the Board.

3. Understanding of the current principles and practices of financial accounting and reporting procedures consistent with statute, code and GAAP requirements.

4. Knowledge of accepted business practices in school districts related to budget preparation and administration, insurance, purchasing, transportation, food services, school plant operations and facility planning.

5. Demonstrated organizational, communication and interpersonal skills

6. Required criminal history background check and proof of U.S. citizenship or legal resident alien status.

7. Demonstrated proficiency in computer and technology skills and applications.

REPORTS TO:

For School Business Administrator functions, the SBA/BS shall report to the Chief School Administrator (CSA); for Board Secretary functions the SBA/BS shall report to the Board through the Board President.

SUPERVISES:
All custodial, maintenance, food service, and transportation personnel and business operations staff.

JOB GOAL​:
To supervise, manage and coordinate the business affairs of the District efficiently and effectively to ensure that educational support services help to achieve the educational goals of the District within the available financial resources.

Long Hill Township School District 
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PERFORMANCE RESPONSIBILITIES AS SCHOOL BUSINESS ADMINISTRATOR:

The SBA/BS shall….

1. Assist the CSA in the preparation of the annual school budget and is responsible for the administration of all phases of the budget throughout the year.

2. Serve as general accountant for the Board.  Keep accurate and detailed accounts of all financial transactions as prescribed by statute, administrative code and Board policy.

3. Assume responsibility for the audit of all claims, invoices and demands against the Board, presents them for Board approval and submits them to the Treasurer of School Moneys (Treasurer) for payment.  

4. Collect tuition fees and other moneys due to the Board not payable directly to the Treasurer and transmit such funds to the Treasurer.

5. Serve as the official purchasing agent of the Board and is responsible for establishing procedures for the acquisition of supplies and equipment for the District in accordance with law and Board policies.

6. Maintain/oversee a legal reference file of all requests and responses to and from the Board Attorney.  The SBA/BS must also maintain a log of all contacts and monitor the invoices received from the attorney against the log.

7. Oversee the operation and maintenance of all school facilities and supervises custodial, grounds and maintenance services.  Ensure that all local, state/federal standards for the health and safety of students and staff are maintained and that required reports are maintained.

8. Be responsible for the efficient operation of the District’s food services program; ensure that procedures are in accordance with law and regulations; and supervises food service personnel.

9. Administer the District’s insurance risk management program.

10. Be responsible for the safe, efficient operation of the student transportation program; ensure proper maintenance of District motor vehicles; review routes; and handle the business aspects of contracted transportation services.

11. Assist the CSA in projection of facility needs and oversees all construction programs.  Help develop educational standards for sites, buildings and equipment; prepare cost data; and cooperates with the architect and construction supervisor during construction programs.

12. Act as the agent of the Board in site acquisitions and sale/lease of property and is responsible for scheduling the use of school buildings and grounds by authorized groups in accordance with Board policies.

13. Oversee the preparation of the District payroll and ensures proper maintenance of records related to auditing requirements, tax laws, and employee benefits.  Is responsible for implementing hospitalization, major medical and other types of Board-approved employee benefit plans.

14. Be responsible for investment of Board funds in accordance with Board policy.

Long Hill Township School District 
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15. Assist the CSA and the Board in developing and updating policies for all aspects of the school business operation.

16. Perform such other duties as may be prescribed by law, code, policy, or assigned by the CSA or the Board.

PERFORMANCE RESPONSIBILITIES AS BOARD SECRETARY:

The SBA/BA shall…

A. Handle correspondence

1. Manage routine correspondence directly.

2. Deal with other correspondence as follows:

a.  Route to the CSA where appropriate;
b.  Draft replies in advance, when possible, for Board consideration;

c.  Seek instructions for reply when necessary;

d.  Write to those persons with whom the Board wishes direct contact, as in requesting or expressing appreciation for services;

e.  Take notes in order to furnish the exact wording of a motion or motions pending before the organization;

f.  Search the minutes for information which may be requested by officers or members;

g.  Prepare a roll of members and call it when necessary;

h.  Preserve all records, reports, documents, and contracts of the Board except those specifically assigned to the custody of others.

B. Prepare for Board Meetings
1. Prepare for agenda with the advice of the Board President and the CSA.

2. Maintain a calendar of the Board’s unfinished business and remind the Board of its own decisions concerning when to take up these items.

3. Call to the attention of the Board legal requirements in those matters for which the Board Secretary is responsible.

4. Draft, upon the CSA’s request and with his/her advice, policy motions.

5. Provide the Board President at the beginning of each meeting with a detailed order of business, including a list of unfinished business, of committees which are to report, and of announcements.

6. Read all papers that may be called for by the assembly.

7. Bring to each meeting a copy of the by-laws, and standing rules of the Board, together with a list of the members of all standing and special committees.

8. Notify all Board members of regular and special meetings.
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C. Attend all Board Meetings
1. Record Board decisions.

a. Record briefly the disposition of all matters on which the Board considered   action, referring to the source of major written recommendations by title and date;

b.   Prepare, check and distribute minutes in advance for approval at the next  meeting;

c.
Maintain proper authenticated official copies of Board minutes in perpetuity;

d.   Maintain official record of policies and by-laws of the Board.

2.
Advise the Board of pertinent provisions of the Education Law concerning its duties.

3.
Preside at the annual reorganization meeting of the Board until such time as a President is elected.

D. Maintain Board’s reference files and reference shelf

1. Read in advance miscellaneous information sent to Board members marking matters the Board Secretary considered pertinent to Board affairs.

2. Display remaining materials of little interest or of only potential value in a room designated for same, and then file same for reference.

3. Maintain up-to-date files of the following:

a.  Policies and by-laws;

b.  Administrative regulations;

c.  Decisions (Board level only);

d.  Education law;

e.  Financial reports;

f.  Board’s publicity;

g.  Correspondence.

E. Arrange for District meetings and cooperate with elections
1. Maintain legal records and official papers pertaining to the District meetings and elections;

2. Perform duties related to school elections as required by law and works cooperatively with the county board of elections, the county clerk and the district board of elections in facilitating all regular and special school elections.

Long Hill Township School District 
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F. County filings/transmittals, and disclosure forms

1. File with the county superintendent a report listing the name and social security number of each bus driver or substitute driver and certification of a valid school bus driver’s license and criminal background check.

2. Annually develop and transmit to the county superintendent, on or before February 1, a list of names of the school officials, by office and position, whose responsibilities require the filing of the Financial and Personal/Relative Disclosure Statements.

3. Notify the county superintendent of the names of newly elected or appointed Board members to obtain the state-required Financial and Personal/Relative Disclosure Statements and informs the county superintendent of new administrators or supervisors appointed after the April 30 filing date.

4. Prior to the annual submission to the county superintendent, check that the completed disclosure forms have been reviewed to assure that both required forms have been filed; that all questions have been answered or indicated as not being applicable; and , if so required by law or code, that each copy is signed by an original signature.  And, provide to the county superintendent the names of all persons on the February 1 list of school officials and all newly elected or appointed persons who have failed to file as required under the law.

5. Transmit to the county superintendent the names of newly elected or appointed Board members who have completed the state-required training program provided by the New Jersey School Boards Association.

G. Other
1. Safeguard and maintain all records and papers of the Board, and devises a system of acceptable recording and filing to guarantee the safety and availability of all reports, minutes of meetings, contracts, communications and publications, and in such other documents as the Board may place in the Board Secretary’s custody.

2. Administer the oath of office to newly elected Board members.

3. Handle legal advertisements.

4. Perform such other duties as may be prescribed by law, code, policy, or assigned by the CSA or the Board.
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TERMS OF EMPLOYMENT:
Twelve months.  Contract terms and salary to be determined by the Board.

EVALUATION:
The Board annually shall evaluate the SBA/BS in a manner consistent with law and Board policy.  The Board may seek the input of the CSA when performing the evaluation.

Replaces all previously adopted job descriptions.

Adopted:  October 13, 2008


