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INTRODUCTION 
 

Edina Public Schools (“District”) believes that its employees are one of its most important assets.  
The following Guidebook for classified supervisors, confidential employees, and technology 
support specialists (“employee”(s)) have been designed to facilitate and enhance the role of 
employees in providing programs and services to all members of the community. 
 
No provision of this Guidebook is intended to create a contract between the District and 
employee, or to limit the rights of the District and its employees to terminate the employment 
relationship at any time, with or without cause.  This Guidebook is a general statement of policy, 
to be modified and applied by the District at its discretion.  
 

ARTICLE I 
DEFINTIONS 

 
Section 1.01 – Full-Time Employee 
 
A full-time employee is an employee assigned to work 30 hours or more per week. 

 
ARTICLE II 

EMPLOYMENT 
 
Section 2.01 - Employment Information 
 
Employees will be provided with a statement including, at a minimum, the position title, the 
normal work week and work year, any contingencies or variables, the start date, the monthly or 
annual salary, and the employee benefits eligibility.  A copy of the position job description and a 
copy of this Guidebook will accompany this employment information. 
 
Section 2.02 - Credit for Outside Experience 
 
Experience credit may be granted by the Human Resources Department for appropriate outside 
experience at the time of employment. 
 
Section 2.03 - Evaluation Period 
 
The first year following an employee’s initial employment with the District or the first year 
following promotion will be a special evaluation during which the District will evaluate whether 
the employee’s skills and abilities are a good match with the requirements and responsibilities of 
the position.  The District retains the discretion to terminate an employment relationship when 
the employee does not appear to be a good fit with the job. 
 
This evaluation period does not affect the fundamental at-will nature of the employment 
relationship with the District. 
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Section 2.04 – Employee Discipline 
 
Progressive discipline will be followed as outlined in Policy 403. An employee who has been 
proposed for termination or actually terminated for cause by the school board will not be eligible 
for the benefits of this Article. 
 

ARTICLE III 
SALARIES AND BENEFITS 

 
Section 3.01 - Compensation 
 
The monthly salary for employees is based upon the salary schedules 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 supervisors regarding the salary structure.  The input may be in the form of written or 
oral communication. 
 
Section 3.02 - Salary Progression 
 
Employees employed before January 1st, who are still employed by the District on June 30th, 
will be given credit for one year of experience for the purposes of salary step increases per 
Appendix C. 
 
Section 3.03 – Custodial Supervisors – Boiler License and Pool Operator Differential 
 
Each custodial supervisor who furnishes to the Human Resources Department satisfactory 
evidence of a valid and current boiler operator's license issued by the State of Minnesota will be 
eligible for an additional monthly salary differential of $50.00.   
 
Each custodial supervisor who is responsible for a pool and who furnishes to the Human 
Resources Department satisfactory evidence of a valid and current pool operator certification 
issued by the State of Minnesota will be eligible for an additional monthly salary differential of 
$28.00.   
 
Section 3.04 – Custodial Supervisors – Snowplowing Overtime 
 
Any hours worked outside a custodial supervisor’s normal work hours for snowplowing purposes 
will be compensated at one and one-half times the employee’s hourly rate based on the salary 
schedule. 
 
Section 3.05 – Districtwide Snow Removal Coordination Stipend 
 
Beginning July 1, 2019, an employee specifically assigned to manage the snow removal for the 
entire district will receive a stipend of $7,000.00 per year from July 1, 2021 to June 30, 2022 
$7,000.00 per year from July 1, 2022 to June 30, 2023. This stipend is in addition to the wage 
rate under Section 3.01. This stipend will be paid over 24 pay periods. 
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Section 3.06 – Uniforms 
 
Each Custodial Supervisor, District Grounds Supervisor, and Maintenance workers shall report 
to work with the uniform type approved by the Director of Business Services or designee. Items 
requiring an official logo must be purchased through an approved vendor. Annually the employer 
will pay a uniform allowance to the employee in the amount of $200. New Employees must 
purchase their uniforms within 30 days after employment and will receive the uniform allowance 
on their first paycheck.  
 
Section 3.07 - Holidays 
 
There are 11 holidays with pay per year.  Placement of these days is determined by the District. 
 
Section 3.08 – Vacation Days 
 
The number of vacation days for full-time employees is set forth in the following vacation 
schedule.  Part-time employees will receive a prorated number of vacation days.   
   

Years of Service Allotted Vacation 
1-2 15 days or 120 hours 

3-13 20 days or 160 hours 
14-19 22 days or 176 hours 

20 and above 25 days or 200 hours 
 
The vacation anniversary date upon which any vacation benefit is considered earned will be June 
30th.  Individuals hired after June 30th will receive prorated vacation.  Provided that an 
employee notifies the District in writing a minimum of 10 duty days in advance of intent to 
resign, the employee may be paid for earned, accrued vacation. 
 
An employee may carry up to 10 vacation days from one employment year to another.  The 
maximum number of vacation days accumulated at the time employment is severed will be 10 
carryover days plus prorated vacation days earned in the current fiscal year.   
 
Section 3.09 - Group Insurance Policies 
 
The District will provide full-time employees the program of group insurance coverage described 
in Section 3.09.  It is understood and agreed that the insurance provisions of this Section are 
merely descriptive of the coverage provided, and that the eligibility of an employee for benefits 
is governed by the terms of the master insurance contracts in force between the District and the 
insurers providing coverage. 
 
Section 3.09.1 - Life Insurance 
 
Full-time employees are eligible to participate in the District’s group term life insurance program 
and will be insured for an amount equal to the whole number of thousands in annual base salary.  
Life insurance benefits are reduced by 50% when an employee reaches age 70.  The District pays 
the entire premium for such coverage.  Full-time employees may apply for supplemental group 
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term life insurance coverage in $10,000 increments up to the amount of basic life coverage plus 
$5,000.  Supplemental coverage is subject to the insurance carrier’s enrollment requirements.  
Premiums for all supplementary coverage will be paid by the employee through payroll 
deduction.   
 
Section 3.09.2 - Long-Term Disability Insurance 
 
Full-time employees are eligible to participate in the District’s long term disability insurance 
program.  The District pays the entire premium for this coverage.   
 
Section 3.09.3 - Hospitalization-Medical Insurance 
 
Full-time employees may enroll for single, single plus one, or family coverage in the District’s 
hospitalization-medical insurance program.  Participation in this program is voluntary.  The 
maximum monthly District contributions toward the premium will be as follows: 
 

Type of 
Coverage 

Effective Date 
1/1/21 

Effective Date 
1/1/22 

Effective 
1/1/23 

Single $559 $559 $586.95 
Single + One $1152 $1152 $1209.60 
Family $1498 $1498 $1572.90 

 
Employees enrolled in the program will contribute, through payroll deduction, any excess of the 
monthly premium over the maximum District contribution toward the type of coverage for which 
the employee is enrolled.  An employee receiving wage replacement benefits from the District’s 
workers’ compensation insurance carrier or the long-term disability insurance carrier is eligible 
for the employer contribution for health and hospitalization-medical insurance. 
 
In the event that the employee selects a hospitalization-medical insurance plan for which the 
monthly premium is less than the District contribution, the District will deposit, into the 
employee’s health reimbursement account, the difference between the District contribution and 
the amount of the monthly premium.   
 
Section 3.10 – Tax-Deferred Savings Plan 
 
Employees may participate in a tax-deferred 403(b) or 457 plan by contributing a portion of their 
base salary to the plan. The district matches individual contributions to the annuity fund up to 
1% of the employee’s basic salary and no greater than $2,000.00 per year.  
 
Section 3.11 - Flexible Benefits Plan 
 
Employees are eligible to participate in the Flexible Benefits Plan established by the District 
pursuant to Section 125 of the Internal Revenue Code, provided, however, that the employees 
meet all other requirements for eligibility set forth in the Plan. 
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ARTICLE IV 
LEAVES OF ABSENCE 

 
Section 4.01 - Basic Leave Allowance 
 
Employees will be granted a basic leave allowance of one working day per month for absence 
without deduction from pay.  This leave will be deducted from the employee’s basic 
accumulated leave allowance.  The basic leave allowance may be used for sick leave, family 
illness leave, bereavement leave and personal business leave under the terms and conditions set 
forth in this Article.  Leave not used during any school year will accumulate without limit.  
Except as specifically provided otherwise in this Guidebook, employees are not paid for 
accumulated basic leave allowance upon termination of employment. 
 
Section 4.02 - Sick Leave 
 
One day of leave allowance may be used by an employee for each day of absence due to illness 
or injury.  Any employee who has been absent may be required to present a statement from a 
physician verifying an illness and certifying that the employee has recovered sufficiently to 
return to normal duties.  Any employee absent more than five consecutive working days must 
present this certification.  If certification is required for an absence of less than six days, the 
District will designate the physician and pay the physician’s fee.  Charges for certification of 
absences greater than five 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. 
 
An employee receiving wage replacement benefits under the provisions of the Workers’ 
Compensation Act will be paid the difference between the daily compensation received,  
multiplied by a factor of 1.5, and the employee’s daily base salary to the extent that accrued 
basic leave is available.  Employees receiving wage replacement benefits under the provisions of 
long-term disability insurance will be paid the difference between the daily compensation 
received and the employee’s daily base salary to the extent accrued basic leave is available.  
Deductions from the employee’s basic leave balance will be according to the pro rata portion of 
basic leave used.   
 
Section 4.03 – Short-Term Disability Leave 
 
For the duration of the contract, refer to the Sick Leave Pool Memorandum of Understanding 
which supersedes this section upon establishment of the Sick Leave Pool. The District will 
provide short-term disability leave coverage for employees who have exhausted accumulated 
basic leave days prior to the commencement of long-term income protection insurance benefits.  
An employee will become eligible for short-term disability leave coverage after the employee 
has been continuously disabled and unable to work for 15 consecutive duty days, if certified by a 
physician.  Short-term disability  leave payments commence as of the duty day following the last 
day of sick leave payment and continue only for the period during which the employee remains 
continuously disabled and unable to work, as certified by the physician.  Short-term disability 
leave payments cease after the 65th duty day of absence.  Short-term disability leave may only 
occur once a year, as defined in accordance with the District’s FMLA practices. 
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Section 4.04 - Family, Medical and Parental Leaves 
 
The District complies with all applicable state laws, federal laws, and district policies requiring 
that employees receive leaves of absence, including the Family and Medical Leave Act.  The 
application of these laws to individual situations will be determined by the District on a case-by-
case basis. 
 
Section 4.05 - Critical Illness and Bereavement Leave 
 
For death or critical illness in the immediate family, up to five days of leave allowance may be 
used per occurrence.  Immediate family includes spouse, children, parents, brothers, sisters, 
grandparents, and in-laws of a similar degree of relationship.  For death or critical illness in other 
than the immediate family, up to three days of leave allowance may be used per occurrence upon 
approval of the Human Resources Department. 
 
Section 4.06 - Personal Business Leave 
 
Up to four days of leave allowance during any one school year may be used by employees for 
necessary absence required for the transaction of personal business that cannot be completed 
outside school duty hours.  Examples of personal business that qualify for use of leave allowance 
are court appearances, real estate closings, and significant family events such as weddings and 
commencement ceremonies or events causing a significant personal or financial hardship. 
 
Activities of a social nature do not qualify, nor do avocational activities or negotiations for a 
change in regular employment.  Requests for personal business leave must be submitted to the 
employee’s immediate supervisor in writing at least three duty days in advance, except in cases 
of extreme emergency.  It is not necessary to indicate the reason for the leave on the request. 
 
An employee making a timely request for use of personal business leave may use the leave 
unless the employee is notified that the Supervisor, Human Resources Department, or 
Superintendent has denied the request. 
 
Section 4.07 - Judicial Leave 
 
An employee who is absent because of required jury duty or a subpoena for any court duty will 
be granted leave and paid the difference between the employee’s regular salary and the fee 
received for such jury or court duty. 
 
Section 4.08 - Parental Leave 
 
Any employee is eligible for a parental leave of absence without pay for a period of up to 12 
months, including any period of related family medical or parental leave, for child care.  The 
employee must submit an application for parental leave at least 60 calendar days before such 
leave is to begin.  The 60 day requirement may be waived when an emergency makes this notice 
impossible.  Parental leave begins at a date agreed upon between the District and the employee.  
Failure to return to work upon expiration of a leave results in termination of employment.  The 
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employee will be reinstated to the employee’s original job or to the most similar position 
available and retain all seniority and leave benefits accrued prior to taking the leave of absence. 
 
Section 4.09 - Incentive Leave 
 
The District will grant one unrestricted incentive leave day with pay to any employee who 
completed the full prior duty year without using any leave allowance for personal sick leave, 
family illness leave or personal business leave.  This incentive leave day may be used upon three 
days written notice to the employee’s supervisor, provided the leave does not impair the 
operation of the department or District.  This incentive day does not carry from one year to the 
next year. 
 
Section 4.10 - Superintendent’s Discretionary Leave 
 
Other types of absence not stated in this Article are subject to the discretion of the 
Superintendent. 
 

ARTICLE V 
RETIREMENT PAY 

  
Section 5.01 - Retirement Eligibility and Benefits 
 
Full-time employees will receive as severance pay $750 for each year of continuous service with 
the District if they meet the following qualifications:   
 

1. Completed at least 15 years of continuous service with the District; 
2. Completed at least 7 years of service employed in positions covered by this Guidebook; 

and 
3. Reached 55 years of age. 

  
Employees must submit a written resignation to the District at least 10 duty days prior to the last 
day of employment.  
 
 
Section 5.02 - Payment Procedures 
 
Payment will be paid by the District into an employee’s 403(b) account within 30 days of the 
effective date of retirement or as soon thereafter as is administratively practical.  If an employee 
retiree dies before the severance pay has been disbursed, then the balance due will be paid to a 
named beneficiary or, lacking same, to the deceased’s estate. 
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Section 5.03 - Hospitalization-Medical Insurance 
 

A full-time employee who receives a severance payment under this Article is eligible for a 
District contribution equal to the District’s contribution for single coverage at the time of 
retirement.  The District’s contribution will increase each year by the same amount as the 
District’s contribution to single coverage for active employees during the retiree’s period of 
eligibility.   
 
This employer premium contribution will cease as of the expiration of five years from the date of 
retirement or the employee’s death, whichever is earliest.  The District may offer a Medicare 
supplement health insurance plan for retirees who are eligible for Medicare benefits.  If a 
Medicare supplement plan is offered by the District, eligible retirees will receive health 
insurance coverage only under the Medicare supplement plan.  Retirees who become eligible for 
an equivalent employer paid group medical plan elsewhere are ineligible to continue in the 
District plan. 
  



9 

APPENDIX A 
Monthly Salaries for Exempt Employees 

 
District Wide Grounds Supervisor 

District Maintenance II 
Steps 2021-22 Salary 2022-23 Salary 

1 $4478 $4545 
2 $4742 $4813 
3 $5006 $5081 
4 $5268 $5347 

 
Elementary School Custodial Supervisor 

Steps 2021-22 Salary 2022-23 Salary 
1 $4639 $4709 
2 $4912 $4986 
3 $5184 $5262 
4 $5457 $5539 

 
Middle School Custodial Supervisor 

Steps 2021-22 Salary 2022-23 Salary 
1 $4882 $4955 
2 $5169 $5247 
3 $5456 $5538 
4 $5744 $5830 

 
Senior High Custodial Supervisor 

ECC Custodial Supervisor 
Steps 2021-22 Salary 2022-23 Salary 

1 $5391 $5472 
2 $5708 $5794 
3 $6025 $6115 
4 $6343 $6438 

 
District Accountant  

Human Resources Compensation & Benefits Specialist 
Payroll Supervisor 

Steps 2021-22 Salary 2022-23 Salary 
1 $5514 $5597 
2 $5838 $5926 
3 $6163 $6255 
4 $6487 $6584 

  
Student Information Supervisor 

Steps 2021-22 Salary 2022-23 Salary 
1 $5535 $5618 
2 $5860 $5948 
3 $6185 $6278 
4 $6511 $6609 
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APPENDIX A Continued… 
 
 

Supervisor of Human Resources 
Steps 2021-22 Salary 2022-23 Salary 

1 $5605 $5689 
2 $5936 $6025 
3 $6266 $6360 
4 $6595 $6694 

 
Payroll Manager 

Steps 2021-22 Salary 2022-23 Salary 
1 $5514 $5597 
2 $5838 $5926 
3 $6163 $6255 
4 $6868 $6971 

 
Technical Operations Developer – Applications and Web 

Technical Operations Developer - Systems 
Steps 2021-22 Salary 2022-23 Salary 

1 $5722 $5808 
2 $6059 $6150 
3 $6394 $6490 
4 $6731 $6832 

 
Assistant Controller 

Steps 2021-22 Salary 2022-23 Salary 
1 $6314 $6409 
2 $6686 $6786 
3 $7055 $7161 
4 $7428 $7539 

 
Buildings and Grounds Manager 

Steps 2021-22 Salary 2022-23 Salary 
1 $6387 $6483 
2 $6764 $6865 
3 $7139 $7246 
4 $7515 $7628 

 
Supervisor of Technology Services 

Technical Operations Administrator- Network 
Steps 2021-22 Salary 2022-23 Salary 

1 $6593 $6692 
2 $6981 $7086 
3 $7370 $7481 
4 $7756 $7872 

 
Supervisor of Transportation 

Steps 2021-22 Salary 2022-23 Salary 
1 $7357 $7467 
2 $7791 $7908 
3 $8223 $8346 
4 $8656 $8786 
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Custodial Supervisors are eligible for snowplowing overtime in accordance with Section 3.04 
and two hours of straight-time pay for callbacks to the District (e.g. alarm calls, emergency calls, 
building checks).   
 
 
Individual salary increases for these employees are contingent on a satisfactory performance 
evaluation. 

 
 

APPENDIX B 
Monthly Salaries for Non-Exempt Employees 

 
Com./ Digital Media Specialist  

Steps 2021-22 Salary 2022-23 Salary 
1 $3678 $3733 
2 $3893 $3951 
3 $4111 $4173 
4 $4326 $4391 

 
Technical Operations Specialist – Repair Services 

Steps 2021-22 Salary 2022-23 Salary 
1 $3747 $3803 
2 $3969 $4029 
3 $4190 $4253 
4 $4409 $4475 

 
Confidential Department Specialist 

Steps 2021-22 Salary 2022-23 Salary 
1 $4097 $4158 
2 $4338 $4403 
3 $4579 $4648 
4 $4821 $4893 

 
Assistant Supervisor of Transportation 

Steps 2021-22 Salary 2022-23 Salary 
1 $4490 $4557 
2 $4753 $4824 
3 $5018 $5093 
4 $5282 $5361 

 
Technical Operations Analyst – Information and Identity Systems 

Technical Operations Analyst – Workstation Deployment 
Technical Operations Analyst – Audio Visual Services 

Steps 2021-22 Salary 2022-23 Salary 
1 $4592 $4661 
2 $4861 $4934 
3 $5132 $5209 
4 $5401 $5482 
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APPENDIX B Continued… 
 

Accounting Specialist 
Director of Business Services Secretary 

Human Resources Specialist 
Payroll Specialist 

Steps 2021-2022 Salary 2022-23 Salary 
1 $4716 $4787 
2 $4992 $5067 
3 $5270 $5349 
4 $5548 $5631 

 
District Maintenance I 

Steps 2021-22 Salary 2022-23 Salary 
1 $4900 $4974 
2 $5188 $5266 
3 $5475 $5557 
4 $5764 $5850 

 
Technical Operations Analyst – Communications 

Instructional Technology Specialist 
Steps 2021-22 Salary 2022-23 Salary 

1 $5373 $5454 
2 $5691 $5776 
3 $6007 $6097 
4 $6322 $6417 

 
Superintendent’s Secretary 

Steps 2021-22 Salary 2022-23 Salary 
1 $6199 $6292 
2 $6563 $6661 
3 $6928 $7032 
4 $7292 $7401 

 
 
 
Individual salary increases for these employees are contingent on a satisfactory performance 
evaluation. 
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Memorandum of Understanding 
between the Classified Supervisors, Confidential Employees, Other Support Staff 

and Independent School District 273, Edina Public Schools 
 

This Memorandum of Understanding is entered into between the Classified Supervisors, 
Confidential Employees, Other Support Staff (“Professional Employment Group”) and the 
Independent School District 273, Edina Public Schools (“District”) to create a committee with 
the purpose of creating a performance based incentive program for employees in the Professional 
Employment Group for the 2021-2022 and 2022-2023 school years.  
 
The committee will assist in facilitating the Performance Based Incentive Program through 
monitoring timelines, evaluation criteria, and the reporting process for the Performance Based 
Incentive Program during the 2021-2022 and 2022-2023 school years. Employees and 
Supervisors may report their goals and progress online. The committee will consist of three 
Professional Employment Group members and two District representatives.  
 
An amount up to $1000.00 per member has been set aside in each school year of the 2021-2023 
Agreement between the Professional Employment Group and the District for implementation of 
this program is comprised of meeting individual goals. The implementation of the Performance 
Based Incentive Program will require approval of the Professional Employment Group and 
School Board.  
 
For the Professional Employment Group:        For the District:  
_______________________________           ________________________________ 
Negotiator       Director of Human Resources and Operations 
_______________________________   ________________________________ 
Negotiator       Director of Business Services 
_______________________________  
Negotiator          
 
Date___________________________   Date_____________________________ 

 


