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BUSINESS MANAGER'S AGREEMENT WITH
SOUTHMORELAND SCHOOL DISTRICT

I. JOB DESCRIPTION
A. Business Manager shall perform all duties specifically set forth and fairly implied

by the "Position Description" for "Business Manager and Transportation
Director"(Exhibit A) attached hereto and incorporated by reference including
Bonded School Treasurer and "Transportation Director" without additional
compensation, and for the combination of all which shall be referred to as
"Business Manager," and which shall include within it the statutory title of
"Business Administrator" and all of the rights, responsibilities and restrictions as
set forth in Section 1089 of the Public School Code of Pennsylvania, as added by
Act of July 8, 1989, P.L. 253, No. 43, Sec. 4 and those business responsibilities
of the Board Secretary not assigned to the Secretary.

B. Business Manager shall work the same hours as Central Office Administrators,
except as set forth on the "Position Description." He/she shall be subject to
having those hours altered as to beginning time and quitting time by the
Superintendent or the Board in order to accommodate the need to meet
deadlines and the scheduling of board meetings even though that may result in
different work times for different times of the year, month, or week. He/she shall
attend the monthly School Board Business Meeting and Planning Meeting and
such additional School Board meetings as required by the Superintendent or
School Board.

II. SALARY
A. The Business Manager, a twelve-month employee, shall receive an annual

remuneration as set forth in Exhibit B, "Business Manager's Remuneration Plan."

III. INSURANCE BENEFITS
A. MEDICAL BENEFITS

1. Hospitalization coverage for the Business Manager and family as
provided in a PPO Plan as offered by the Westmoreland Intermediate Unit
Rate Stabilization Consortium for Health Insurance, Vision Care
Coverage and Dental Care coverage covering the dates for the period of
this Contract. The Business Manager shall contribute 10% of the premium
cost of the PPO health care package during each fiscal year of the
agreement. In addition, if he/she retires during this plan, upon retirement,
(Business Manager) and spouse shall be eligible to receive the same
health benefits and cash remuneration, if any, and be subject to the same
terms and conditions as the Retirement Incentive Plan for Southmoreland
District Administrators then in effect, provided that he/she meets the age
and service requirements and except that healthcare insurance is limited
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to the sooner of 5 years after retirement or attainment of Medicare
eligibility.

2. If a future agreement with the professional employees presents a different
hospitalization, vision and dental plan or carrier for those fringe benefit
coverage's, the retiree and/or spouse who opts to receive coverage
through the group benefit plan will be enrolled in the new plan equivalent
in coverage to that offered professional employees but the length will be
determined in this plan.

3. Waiver of hospitalization benefits (Blue Cross/Blue Shield/Major Medical,
Prescription coverage) by the Business Manager will be compensated at
$2,000.00 per year if so elected.

B. LIFE INSURANCE
1. The District shall obtain and pay the full cost of the premiums for the

purchase of a term life insurance policy with a benefit amount of two times
Business Manager's current gross annual salary.

2. The Business Manager shall have the sole right to determine the
beneficiary of such policy.

C. DISABILITY INSURANCE
1. The District shall obtain and pay the full cost of the premiums for the

purchase of a disability income protection insurance policy for the
Business Manager, which policy shall provide monthly disability income to
the Business Manager in an amount equal to sixty-six and two-thirds
percent (66 2/3%) of the Business Manager’s gross monthly salary.

2. The policy shall entitle the Business Manager disability payments to begin
ninety- one (91) days from the last day worked and continuing until age
sixty-five (65).

D. LIABILITY INSURANCE - The District shall provide and pay the full cost of legal
liability and general liability insurance coverage that provides the Business
Manager coverage for acts and omissions undertaken in the course and scope of
his/her employment with the District.

IV. LEAVE BENEFITS
A. PERSONAL LEAVE - Two (2) personal leave days per year, non-cumulative,

shall be provided to the Business Manager to be used at his/her discretion. The
Superintendent shall be notified by the Business Manager at least forty-eight (48)
hours in advance of the date requested for a personal day when possible. The
Superintendent may waive this requirement. Each day of unused personal leave
shall be added to the Business Manager's accumulated sick leave for the
following year.

B. EMERGENCY LEAVE - The Business Manager shall be granted one (1)
emergency leave day. Upon returning to his/her position, the Business Manager
shall submit in writing the reason for his/her absence to the Superintendent.
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C. SICK LEAVE - Sick leave days can be accumulated with no limitations. The
Business Manager, a twelve-(12) month administrator, shall receive fifteen (15)
sick days per school year. One sick day can be used as an additional personal
leave day per year.

D. NOTIFICATION OF ACCUMULATED SICK LEAVE - The Business Manager
shall be given a written accounting of accumulated sick leave days, years of
service, and salary no later than September 30 of each school year. Sick leave
shall be credited to the Business Manager on the first day of July of each school
year.

E. EXTENDED UNCOMPENSATED SICK LEAVE - The Board shall grant sick
leave without compensation to the Business Manager who, because of single
catastrophic accident or illness, uses all of his/her accumulated sick leave in
accordance with the following terms:

1. If sick leave is totally exhausted after the first day of work in the contract
year, the administrator shall be placed on unpaid leave through the
following June 30.

2. If sick leave leave is totally exhausted after January 1, the Business
Manager shall be placed on unpaid leave until the following January 1.

F. LEGAL LEAVE
1. The Business Manager called for jury duty or subpoenaed by the Court

for school-related business shall be granted leave for this purpose.
He/She shall be paid the difference between the per diem salary and the
amount received by him/her for such duty. The Business Manager shall
suffer no net loss of salary, benefits, or other contractual advantage as a
result of such leave.

2. Additionally, Business Manager subpoenaed to Court for reasons other
than those stated and has prior approval by the Superintendent shall
receive approved leave without pay, but with continuation of benefits
except mileage reimbursement.

G. BEREAVEMENT LEAVE - The Business Manager shall be entitled to up to five
(5) days of bereavement leave, with full pay, because of a death in the Business
Manager's immediate family. "Immediate family" is defined as father, mother,
brother, sister, spouse, son, daughter, son-in-law, daughter-in-law, parent-in-law,
stepparent, step-child, grandparent, grandchild, someone residing in the same
household or any person with whom the Business Manager lives. The Business
Manager shall be entitled to one (1) day of bereavement leave, with full pay,
because of a death of a "near relative". In the event that the Business Manager
attends the funeral of a "near relative" that is held at a location of 150 miles or
more from Scottdale, PA, he/she shall be entitled to two days of bereavement
leave with full pay. "Near relative" is defined as a cousin, aunt, uncle, niece,
nephew, brother-in-law, or sister-in-law of the Business Manager or his/her
spouse. The Business Manager may use additional days of sick leave for
bereavement, in his/her sole discretion.
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H. COURT APPEARANCES - The Business Manager shall be permitted to attend,
court and other appearances for any proceeding in which he/she is a party or is
subpoenaed to appear which are not related to this School District's business,
but without pay.

I. PAID HOLIDAYS - The Business Manager shall be entitled to the following paid
holidays:

■ January 1
■ Good Friday
■ Memorial Day
■ School Picnic
■ Independence Day
■ Labor Day
■ Veteran's Day
■ Thanksgiving Day plus the day after
■ Christmas Day plus the day before and the day after, exclusive of

Saturday and Sunday
■ ** Two (2) Floating Holidays to be used at the discretion of the

Business Manager.
J. VACATION LEAVE

1. The Business Manager shall carry forward in this Contract and be
credited on the first day of this Contract with all of his/her unused vacation
leave accrued during his/her employment with the District. Vacation is to
be submitted to and approved by the Superintendent; unused vacation
days may not be converted to sick leave days.

2. In addition, the Business Manager shall receive twenty (20) days of
vacation leave with full pay each year of this Contract, which shall be
credited proportionately as earned beginning on July I, 2021 and July 1st
of each subsequent year of this Contract. The unused portion of such
allowance of vacation leave shall accrue from year to year, provided that
the Business Manager shall not carry over more than fifteen (15) unused
days of vacation leave into a subsequent school year. In no event would
the Business Manager ever be entitled to more than 35 vacation days in
any one year.

3. The District shall pay the Business Manager for unused days of vacation
leave at the time this Contract is terminated for any reason other than for
the reasons set forth under Section 10-1080 of the Public School Code,
whether voluntarily or involuntarily, at which time the District shall pay the
Business Manager the then-current per diem rate of pay for each day of
unused vacation leave, up to a maximum payment for thirty-five (35) days
of unused vacation leave. ("Per diem rate of pay" as the term is used
throughout this Contract shall equal the Business Manager's then-current
gross annual salary divided by two hundred sixty.)
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V. CONTINUING EDUCATION
A. REIMBURSEMENT - Graduate Courses, Professional Development and

Continuing Education Enrollment cost and/or tuition and fees for graduate
courses, professional development courses and continuing education courses
taken by the Business Manager during this Contract will be reimbursed and
governed by the following:

1. Tuition will be reimbursed for up to 12 college level or graduate credits
earned per fiscal year and/or the above other courses not exceeding the
reimbursement rate established herein for college or graduate level
credits, i.e. $8,400 in the aggregate. He/she must have prior approval of
the Superintendent and the Board of Directors for any courses to be
taken. Courses must be applicable to the area of responsibility. He/she
must receive a grade of"B" or better in the course(s) taken and must
provide a receipt from the college or university or provider at which the
course(s) was taken, as means of verifying cost per credit in order to
receive reimbursement. The amount of credit reimbursement will not
exceed $700.00 per credit. Successful completion shall include supplying
proof of an "A" or "B" grade or "Pass" in a Pass/Fail course and this
benefit is subject to the conditions, restrictions and reimbursement to the
District in Section 11.3 and 11.4 of the current Administrators (Act 93)
Compensation Plan which are hereby incorporated by reference.

2. He/she must notify the Superintendent and Board of Directors by
December 31 of his/her or her intention to request credit reimbursement
for the forthcoming fiscal year

VI. OTHER BENEFITS
A. CELL PHONE AND DATA REIMBURSEMENT

1. The District shall pay the Business Manager a monthly reimbursement of
fifty dollars ($50.00) to cover the cost of his/her personal cellular/data
phone and service that is also used for School District purposes. This
allowance shall be paid in addition to the Business Manager's annual
salary.

2. The Business Manager shall maintain a personal account for cellular
telephone service throughout the Term of this Agreement. The Business
Manager shall have total responsibility for payment of such personal
account and the School District shall have no obligation or responsibility
related to such personal account other than the monthly reimbursement to
Business Manager as stated in this paragraph.

B. EXPENSE AND MILEAGE REIMBURSEMENT
1. The District shall fully reimburse the Business Manager for all reasonable

expenses incurred by the Business Manager in the discharge of his/her
duties, upon proper documentation, in accordance with District policy and
procedures.
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2. The District shall also reimburse the Business Manager for mileage
associated with use of his/her private vehicle in the performance of the
Business Manager's duties which reimbursement shall be based on the
then-current mileage allowance as established by the Internal Revenue
Service ("IRS"), as the same may be changed or modified from time to
time by the IRS.

C. TAX DEFERRED ANNUITY - At the request of the Business Manager and in
accordance with applicable federal and state statutes and regulations, the District
shall withhold and transfer an amount of salary monthly in an amount to be
determined by the Business Manager thus permitting him to participate in a tax
deferred annuity program of his/her choosing, but without contributions of any
amount thereto by the District.

D. The Business Manager shall be entitled to any and all benefits required by the
Public School Code to be paid for or provided.

E. So long as such benefits are not for the same matter of those specifically set
forth in this Contract, the Business Manager shall be entitled to any and all
benefits and incentives currently provided to other District administrators,
including, but not limited to, all retirement benefits and incentives currently
specified in the District's administrative compensation plan ("Act 93 Plan")
adopted pursuant to Section 1164 of the Public School Code (24 P.S. 11-1164),
even though such benefits are not enumerated in this Contract. Provided,
however, that the following items in the District's administrative compensation
plan are expressly excluded:

1. Salary adjustments and/or automatic pay increase;
2. Personal and Emergency Leave; and,
3. Benefits applicable to bargaining unit employees that are not otherwise

included in this Contract even if they are incorporated by reference into
the Act 93 Plan.

F. Any increase or improvement in benefits and incentives extended to District
administrative employees during the Term of this Contract will also be extended
to the Business Manager subject to Board approval and become part of this
Contract. Nothing contained herein shall preclude the District from providing
additional benefits and incentives to the Business Manager as may be agreed to
by the parties.

VII. ASSESSMENT OF PERFORMANCE
A. The Board shall evaluate, in writing, the performance of Business Manager at

least once a year during the term of this Contract, no later than June 30th of each
year, unless the parties mutually agree in writing on another date for the annual
evaluation. The annual performance assessment shall be conducted in an
executive session limited to members of the Board of School Directors and the
Business Manager.

B. An evaluation instrument and method mutually agreed upon in writing by the
Board and the Business Manager shall be utilized for the annual performance
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assessment. Provided, however, that any evaluation instrument and method
selected shall require the Board of School Directors to speak in one voice by
voting as an entire Board rather than "averaging" the feedback of each member
regarding each aspect of the evaluation. In the event the Board consensus
determines that the performance of the Business Manager is unsatisfactory in
any respect, it shall describe in writing, in reasonable detail, the specific
instances of unsatisfactory performance. A copy of the written evaluation shall be
delivered to the Business Manager.

C. The Business Manager shall have the right to make a written response to the
evaluation. The Board's evaluations and the Business Manager's response(s)
shall be totally private and in no manner become public knowledge either through
verbal or written communication, except as otherwise expressly required by state
or federal law. The Business Manager's performance shall be deemed
satisfactory and the Business Manager shall not be subject to discipline,
discharge or termination on the basis of neglect of duty or incompetency in any
year when a formal performance assessment is not completed in accordance
with this Contract.

D. The performance assessment shall be used for the following purposes:
1. To strengthen the working relationship between the Board and the

Business Manager and to clarify for the Business Manager and individual
members of the Board of School Directors the responsibilities the Board
relies on the Business Manager to fulfill;

2. To discuss and establish goals and/or objective performance standards
for the ensuing year; and

3. To establish the basis for possible incremental adjustments in the annual
salary rate for the Business Manager.

VIII. INVESTIGATIONS BY THE BOARD AND SUPERINTENDENT
A. In the event that the Board of School Directors or Superintendent directs that any

investigation of the Business Manager's conduct or performance be undertaken,
the Business Manager shall be:

1. Notified of the occurrence and purpose of such investigation prior to the
commencement of the same unless such notification would unreasonably
impede the investigation;

2. Granted access to all documents or reports generated by such an
investigation at an appropriate time in the investigation and;

3. Granted the opportunity to respond, verbally or in writing, to any
documents, findings or conclusions derived from such an investigation at
an appropriate time in the investigation . Any investigations undertaken by
the Board shall be completed in private without any public disclosure by
the Board or the Business Manager of the commencement or progress of
the same, except as may be required to comply with law. Nothing herein
shall obligate the Board to share attorney client privileged or work product
information with the Business Manager following the completion of any
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investigation of his/her conduct or performance, except as otherwise
required by law.

IX. PROFESSIONAL LIABILITY
A. The Board agrees that it will defend, hold harmless and indemnify the Business

Manager from any and all demands, claims, suits, actions and legal proceedings
brought against the Business Manager in his/her individual capacity or in his/her
official capacity as agent and employee of the Board, provided the incident arose
while Business Manager was acting, or reasonably believed he/she was acting,
within the scope of his/her employment and as such liability coverage is within
the authority of the Board to provide under state law.

B. The obligation of the District to defend, hold harmless, and indemnify the
Business Manager as set forth above shall apply even if the lawsuit in question
occurs after the Business Manager retires or otherwise leaves the position of
Business Manager provided the events which gave rise to the lawsuit arose while
the Business Manager was acting, or reasonably believed he/she was acting,
within the scope of his/her employment as Business Manager and the
indemnification costs are authorized under the Political Subdivision and Tort
Claims Act. This obligation shall survive the termination of this Contract.

X. REAPPOINTMENT
A. The Board shall provide the Business Manager with periodic opportunities to

discuss the Business Manager-Board relationship and shall inform him in writing
at least annually of any inadequacies perceived by the Board. If, at any time, the
Board of School Directors decides that it does not desire to renew the contract of
the Business Manager for another term, the Board shall notify the Business
Manager in writing by certified mail, no later than 120 days prior to the end of this
Contract Term, of the Board of School Directors' intent not to reappoint him/her.

B. Should the Business Manager not be so notified, he/she shall be reappointed for
a new term of similar length to that which he/she is currently serving and the
terms and conditions of this Contract shall be incorporated into a successor
Contract unless mutually agreed otherwise by the Board and the Business
Manager.

XI. PAY
A. METHOD OF PAY - The Business Manager shall receive his/her annual salary

commencing with the first pay in July occurring at least 10 business days after
the commencement of work and will be paid every other Friday thereafter. The
amount to be received in equal installments will be equal to the quotient arrived
from dividing the yearly salary by the number of pays for a given fiscal year.

B. TRAVEL PAY - If the Business Manager must travel during the course of his/her
duties, he/she shall be reimbursed at the rate allowed by the Internal Revenue
Service.
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XII. MEDICAL EXAMINATION
A. The Business Manager may have a complete physical examination at the

expense of the school district, that of which is not covered by the medical
insurance as per outlines below: With normal test results: a. age 39 or less -
every 3 years; b. age 40 to 59 - every 2 years; c. age 60 or more - every year.

XIII. LEGAL AID
A. The legal services of the school district solicitor will be available for the Business

Manager if and when he/she is involved in litigation, which is directly related to
his/her job responsibilities or separate counsel when required by state law.

XIV. MEMBERSHIP IN PROFESSIONAL ORGANIZATION
A. The School District will pay the dues of the Business Manager to one (1) state

professional organization.

XV. ATTENDANCE AT CONFERENCES
A. The Business Manager may attend one (1) state or regional professional

educational conference annually located within Pennsylvania. All expenses will
be paid by the district including travel, registration, meals, hotel, and related
expenses.

XVI. TERMINATION - This Contract may be terminated prior to the end of the Term of this
Contract as follows:

A. The Business Manager shall be subject to discharge and termination of this
Contract for the reasons specified in Section 1080 of the Public School Code.
However, the Board shall not arbitrarily or capriciously call for the Business
Manager's dismissal and the Business Manager shall in any event have the right
to written charges, notice of hearing, fair and impartial hearing, all elements of
due process, and the right to appeal to a court of competent jurisdiction. At any
such hearing before the Board, the Business Manager shall have the right to be
present and to be heard, to be represented by counsel, and to present evidence,
through witnesses, testimony, and documentation relevant to the issue. A
transcript of the record of proceedings before the Board shall be made available
without charge to the Business Manager. The Business Manager shall have the
right to be represented by counsel at his/her sole cost and expense. Provided,
however, if the charges against the Business Manager are not sustained and/or
should the Business Manager prevail in any hearing or appeal, the Board shall
reimburse the Business Manager for all reasonable legal fees and expenses
incurred by the Business Manager in the proceedings.

B. This Contract may be unilaterally terminated by the resignation of the Business
Manager at any time; provided the Business Manager gives the Board at least
one hundred twenty (120) days' notice prior to the effective date of the
resignation. If this Contract is terminated in this manner, the District shall pay and
provide to the Business Manager all of the aggregate compensation, salary, and
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benefits including, but not limited to, insurance premiums and coverage and
payment for unused leave, the Business Manager earned, accrued and/or is
entitled to in accordance with this Contract through the effective date of his/her
resignation and termination of this Contract plus any applicable post-employment
and retirement benefits provided for in this Contract. In the event this Contract is
terminated under this paragraph without the requisite notice, the amount paid to
the Business Manager shall be reduced by the amounts paid to the Business
Manager for graduate credit reimbursement during the term of this Contract.

C. This Contract may be terminated by the mutual consent, in writing, of the
Business Manager and the Board. If this Contract is terminated in this manner,
the District shall pay and provide to the Business Manager all of the aggregate
compensation, salary, and benefits, including but not limited to insurance
premiums and coverage and payment for unused leave, the Business Manager
earned, accrued and/or is entitled to in accordance with this Contract through the
mutually agreed upon effective date of the termination of this Contract plus any
applicable post-employment and retirement benefits provided for in this Contract
if otherwise eligible but for the 120 days advance notice in Subsection "B" above
and any additional amount mutually agreed upon by the Board and Business
Manager.

D. This Contract shall be terminated upon the death of the Business Manager, at
which time, the District shall pay to the Business Manager's estate and/or heirs
all of the aggregate compensation, salary, and benefits the Business Manager
earned, accrued and/or is entitled to under this Contract through the date of the
Business Manager's death.

XVII. MODIFICATION - This Contract shall not be amended, changed or modified, except in
writing approved of and signed by the Business Manager and approved of by the Board
and signed by a duly authorized officer(s) of the Board.

XVIII. SAVINGS - Should any provision of this Contract be declared illegal or unenforceable by
a court of competent jurisdiction, said provision shall be deleted from this Contract to the
extent that it violates the law. The remaining provisions shall remain in full force and
effect for the duration of the Contract if not affected by the deleted provision. If at any
time thereafter such provision shall no longer conflict with the law then it shall be
deemed restored in full force and effect as if it had never been in conflict with the law.

XIX. OBLIGATIONS - This Contract shall be binding upon and shall inure to the benefit of
District and its duly authorized representatives and successors. This Contract shall be
binding upon and shall inure to the benefit of the Business Manager and, to the extent
applicable, his/her personal representatives and heirs.

XX. STATUTORY REFERENCE - All references to the Public School Code contained herein
shall also refer to and incorporate any amendment or recodification of the Public School
Code.
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XXI. APPLICABLE LAW - This Contract shall be governed and construed in accordance with
the laws of the Commonwealth of Pennsylvania and venue shall be in Westmoreland
County, Pennsylvania or the Federal District Court for the Western District of
Pennsylvania, sitting in Pittsburgh, as the case may be.

XXII. HEADERS - Headers are for ease of reference and are NOT to be used in the
interpretation of this Contract.

IN WITNESS WHEREOF, and intending to be legally bound hereby, the parties have caused
this Contract to be duly executed the day and year first written above.

ATTEST SOUTHMORELAND SCHOOL
DISTRICT

_________________________
Secretary

_________________________
President

Date:_______________ Date:_______________

BUSINESS MANAGER DR. JASON BOONE

_________________________ _________________________

Date:_______________ Date:_______________
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EXHIBIT "A"

Southmoreland School District
Job Description: Business Manager/Transportation
Director

Employee Group/Type of Position: At Will
Reports To: School Board

Terms of Employment:
Twelve-month work year. Salary and benefits will be in accordance with the Business
Manager/Transportation Director Contract.

Job Summary
To plan and manage the daily financial affairs and risk management of the school district.
Monitors the overall financial state of the District and manages accounting systems and
procedures to ensure accurate information is readily available to make sound financial
decisions. Responsible for ensuring proper functioning of the pupil transportation program.

Education
Bachelor's degree in business management, accounting, finance or a related field. Preferred
graduate degree in or significant coursework in Pennsylvania public school finance together with
at least three years of relevant experience with business and administrative functions.

Qualifications:
1. 5-7 years Demonstrated knowledge of Pennsylvania public school finance through

experience as a public school business manager or equivalent experience with business
and administrative functions

2. Status as a Pennsylvania Registered School Business Administrator
3. Experience with school transportation services preferred
4. Submission of pre-employment medical examination (Section 148 of the PA School

Code)
5. Child Abuse, PA State Criminal History and PDE FBI Clearances as required by the

Child Protective Services Law and PA School Code
6. Valid driver's license required
7. Such alternatives to the above qualifications as the Board may find appropriate and

acceptable
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Primary Essential Functions/Duties:
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions. The requirements listed below are representative of the
knowledge, skill and/or ability required.

1. Require applicants for employment as independent contractors and their employees
having direct contact with children to supply employment history reviews as required by
and comply with School Code Section 1-111.1 and maintain records as required.

2. Supervises business office staff, all payroll functions and the timely payment of bills and
benefits.

3. Tracks and secures accounting, payroll, and other personnel administration data to
include the number of personnel, dollars involved with such personnel, and all other
related data concerning professional and support staff; verifies employee services and
prepares special reports required for income tax, social security, and other special
withholdings; prepares pertinent fiscal data for negotiations, including data relevant to
benefit programs; and assists in the selection, evaluation and recommends revision to
employee health insurance programs.

4. Establishes procedures for record keeping and maintains all records that audit and legal
requirements demand, reviews and updates form designs as needed and provides
standard operating procedure manuals for the effective workflow of paper processing.

5. Provides administrative office services dealing with telephone, postage, and office
equipment operation, general mail receipt and distribution, including courier service for
interschool mail, and centralized copying/duplicating services.

6. Manages, monitors, evaluates, and procures the District insurance and oversees risk
management programs. Recommends purchase of and secures adequate insurance for
real estate and assets based on current value and to cover other liability risks including
workers' compensation, liability, automobile, property, student and commercial insurance
as appropriate. Coordinates. with the Administration to provide training and form
committees to protect the assets of the District and shield individuals in the District from
liability. Oversees employee benefit contract administration and monitors employee
eligibility for District health insurance.

7. Provides a continuous evaluation of support service programs and effectively
communicates with staff regarding issues involving the educational program and the
furnishing of support services to all levels of the school system.

8. Performs the duties of bonded School Board Treasurer in accordance with the Public
School Code.

9. The Business Manager will agree to serve as Treasurer at no extra compensation for
each year of his/her employment if so elected.

10. The Term "Business Manager" will also include the statutory term "Business
Administrator” in School Code Section 1089 and its powers, duties, and obligations
except as altered herein.
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11. Manages the appropriate maintenance, storage, disposition and retrieval of all
non-educational District records. Works with the Financial Advisors, Bond Counsel, and
Solicitor in all District matters

12. Develops budget guidelines, prepares the budget, assists administrators in review of the
budget and coordinates the presentation of, justification for, and preparation of additional
analysis required to understand the budget proposal for action by the Board.

13. Abides by, monitors and enforces staff compliance with federal, state and local school
laws and regulations, mandated programs, District policies and administrative
regulations and applicable collective bargaining agreements with District employees.
Abides by, monitors and enforces staff compliance with specified assurances and
requirements in all government programs, public or private grants and public or private
contracts. Maintains expertise in generally acceptable accounting procedures relevant
to these duties including those established by PDE, District policies affecting District
personnel or finances. Stays current on legal issues affecting financial operations of
transportation and food services in the District. Recommend changes to District policies
or administrative regulations and provide input into collective bargaining.

14. Establishes and supervises a program of accounting and reporting for the financial
affairs of the District to include, appraisal of existing accounting and financial policies
and procedures as to their adequacy and effectiveness; and preparation of a
District-wide plan for the management of school activity, student body, and school-based
internal funds. Continuously monitors and implements effective procedures to safeguard
all such funds.

15. Develops and implements procedures consistent with Board policy and applicable law
and regulations on cash management and investments. Provides for investment of
surplus funds.

16. Processes invoices and receipts; establishes controls for transfer of budgeted funds, as
requested by program directors, department heads, and school administrators; and
completes, monitors, and reports the activities applicable to state and federal funded
activities.

17. Prepares appropriate financial reports to record data as required by state and federal
agencies and to provide information for management decisions; files a financial report
annually for audit by an independent certified public accountant, coordinates the
programs for outside auditors and implements audit suggestions on a timely basis; and
submits periodic statements to the Board detailing the status of the budget appropriation.
Prepares and file financial reports required for compliance with grants or contracts

18. Develops, oversees, and administers a comprehensive, legally compliant program for
securing the purchase of supplies, equipment, maintenance and contracted services to
include: the review or preparation of bidding documents, including notice to bidders,
instruction to bidders, specifications and the form of proposal, and development of a
fixed asset inventory for insurance and control purposes.

19. Exercise initiative and make independent decisions to reschedule work to meet
deadlines or to effectively handle emergency work.

20. Occasional travel to School District offices, buildings, transportation routes.
21. Assists principals and department heads in budget development.
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Position Requirements:
1. Physical Demands:

a. Sitting for extended periods.
b. Moderate lifting from 15-30 pounds.
c. Manual dexterity to use office equipment. Repetitive operation of computer

keyboard.
d. Close vision, distant vision and depth vision perception.
e. Good hearing abilities.
f. General office setting year-round. The employee must be able to work in air-

conditioned and heated environments under fluorescent lighting.
g. The employee may be required periodically to work remotely, as needed or

required.
2. Temperament:

a. Ability to work as a leader, coordinator and a member of a team.
b. Must be courteous and able to effectively manage job responsibilities.
c. Must be cooperative, congenial, service oriented, and promote these qualities.
d. Ability to work in an environment with frequent interruptions.
e. Ability to be respectful and empathetic.

Workplace Expectations:
1. Must be able to perform the above Primary Essential Functions/Duties at a high level.
2. Ability to establish and maintain rapport with staff, business associates, and the general

community.
3. Ability to work on multiple tasks and prioritize appropriately.
4. Ability to recognize areas of concern relating to school management and educational

leadership issues and propose or recommend appropriate solutions to problems.
5. Ability to communicate effectively.
6. Ability to exercise initiative and make independent decisions to reschedule work to meet

deadlines or to effectively handle emergency work.
7. Ability to demonstrate a thorough understanding of and experience in sound

management practices.
8. Ability to follow directions and give direction to others.
9. Ability to create and delegate assignments.
10. Ability to complete assigned tasks without supervision.
11. Ability to communicate, comprehend and perform complex computations.
12. Ability to use correct grammar, sentence structure and spelling.
13. Ability to compose clear, concise sentences and paragraphs.
14. Ability to organize office settings to efficiently accomplish tasks.
15. Ability to work independently and make work-related decisions.
16. Ability to communicate effectively at all organizational levels.
17. Ability to operate office equipment.
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18. Ability to appropriately handle confidential information in accordance with district policies.
19. Ability to use technology efficiently including word processing, presentation/web page

software, PowerPoint and Excel software applications for group meetings, presentations
(i.e. overhead, document camera, projector and video equipment).

20. Ability to accept constructive criticism.

Evaluation:
1. Performance will be evaluated annually by the School Board, in accordance with the

provisions of policy on Business Manager/Transportation Director Evaluation, as
amended.

2. This job description does not state or imply that these are the only duties to be
performed by the employee occupying this position. The employee in this position will be
required to follow any other instructions and to perform any other duties requested by the
School Board. Reasonable accommodations may be made to enable individuals with
disabilities to perform the required duties.

3. In signing this Job Description, I acknowledge that I have received a copy of the job
description in which I am currently employed. I understand that a signed copy will be
placed in my personnel file.

Employee Signature:__________________________ Date:________________________
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Exhibit B - Business Manager Remuneration Plan

2% 2% 2% 2.50% 2.50%

24-25 Salary 25-26 Salary 26-27 Salary 27-28 Salary 28-29 Salary

$115,671.67 $117,985.11 $120,344.81 $123,353.43 $126,437.26
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