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Administrative Benefit Program 
Effective: 7/1/2025 
Approved: 6/9/2025 

 
The following is a summary of the School Town of Munster (STM) administrator benefits program.  
Additional details may be obtained from the Human Resources department. 
 
Positions Covered: 
Superintendent 
Assistant Superintendent 
Chief Financial Officer 
District Director 
Assistant District Director 
District Coordinator with an administrative certification 
Principal 
Assistant Principal 
Athletic Director 
Assistant Athletic Director 
Dean with administrative certification 
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ADMINISTRATIVE FRINGE BENEFITS 

 
I.  LEAVES OF ABSENCE 
 

A.  Paid Time Off 
Each administrator shall be entitled to be absent from work for the number of days each year as follows:  

 
   Up to 185 day contract  14 days   
   186 - 215 day contract  15 days   
   216+ day contract  16 days   
 

If in any one (1) year an administrator is absent from work less than the prescribed number of paid time off 
days listed above, the remaining paid time off days may accumulate to the extent and limits outlined below. 
 

1. For administrators hired before June 1, 2000, who chose to remain on the severance plan outlined in 
Paragraph V, Plan B, the PTO days will accumulate to an unlimited number.  However, an 
administrator described in this section can choose to receive compensation for PTO days provided in 
2 below.  The administrator must submit a request in writing indicating this election to receive 
compensation for PTO days to the Superintendent. 
 

2. For all other administrators outside of the parameters indicated in paragraph 1 above, PTO days will 
accumulate as a bank to a maximum of one hundred and fifty (150) days.  For any days in excess of 
one hundred and fifty (150), administrators will receive one hundred and fifty-five dollars ($155) per 
day.  Payment will be made in July of each year.  Administrators may only receive payment for a 
maximum of twenty (20) days each year.  Payment will only be provided for PTO days that were earned 
while employed with the School Town of Munster.  All days transferred from previous school 
employment must remain in the bank. 

 
A maximum of sixteen (16) paid time off days can be used during a contract year without any verification or 
prior approval from the Superintendent.  If the total number of days exceeds sixteen (16) days per contract 
year, a doctor’s verification or prior approval from the Superintendent will be required to verify the need for 
additional days. 
 
All benefit days (personal illness, personal business, etc.) from previous school employment will be 
transferred into the School Town of Munster according to the following parameters: 

1. The first year of employment up to one hundred twenty (120) benefit days may be transferred into the 
School Town of Munster. 

2. For each subsequent year of employment, an additional ten percent of the remaining benefit days will 
be transferred to the School Town of Munster at the conclusion of each year of employment. 

3. The transfer of personal benefit days for any administrator will be at the discretion of the 
Superintendent. 

4. In no circumstance will the number of days transferred into the School Town of Munster exceed the 
number of days accumulated prior to School Town of Munster employment. 

  
An administrator shall be entitled to be absent from work for up to two (2) days per school year to attend or 
participate in rites, ceremonies, or services of significance to the administrator which occur during the 
administrator's workday. 

 
B.  Bereavement Leave 

All administrators shall be entitled to be absent from work without loss of compensation not to exceed five 
(5) work days in the event of a death of a parent, current step-parent, spouse's parent, children, spouse, 
brother, sister, brother-in-law, sister-in-law, grandparent, spouse's grandparent, grandchildren, or member of 
the immediate household, not to exceed a total of fifteen (15) work days per calendar year.  Exceptions may 
be made at the discretion of the Superintendent. 
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C.  Absence Resulting from Assault and Battery 
Any administrator who is absent from work as a result of injuries received from assault and battery while 
properly performing the administrator's duties as prescribed by the School Corporation shall receive in 
addition to the compensation prescribed by the Indiana Worker's Compensation Act a sum of money equal 
to the difference between the administrator's basic compensation and the temporary disability Worker's 
Compensation benefits for a period not to exceed one hundred eighty-five (185) working days or for a period 
equal to the number of working days the administrator is entitled to receive temporary disability Worker's 
Compensation benefits, whichever is less. 

 
Absences resulting from injuries received from an assault and battery shall not be charged against 
accumulated paid time off days, and the administrator shall be entitled to reinstatement upon termination of 
the absence without loss of any benefit accruing during the absence.  All insurance benefits provided 
hereunder shall be continued during the term of the absence at the expense of the School Corporation.  Proof 
of eligibility for this absence and the rights of the School Corporation under this paragraph shall be the same 
as those provided by the Indiana Worker's Compensation Act. 

 
D.  Work Injury 

If an administrator is injured and said injury arises out of and within the scope of the administrator's 
employment, the administrator may be absent from work the day of the injury and the next calendar day, if 
necessary, for treatment of the injury.  These days shall not be deducted from the administrator's accumulated 
paid time off days. 

 
E.  Jury Duty 

Each administrator shall be entitled to be absent from work if the administrator is called for regular jury duty 
by any municipal, state, or federal court for whatever period of time may be necessary to properly perform 
the administrator's responsibility without the loss of basic compensation or benefits; provided, however, any 
money or fee which the administrator receives for performing said duty shall be deducted from the 
administrator's basic compensation. 

 
F.  Parental Leaves 

    
1. Maternity Leave 

Any administrator who is pregnant is entitled to a leave of absence anytime between the commencement 
of the administrator's pregnancy and one (1) year following the birth of the child, if, except in a medical 
emergency, the administrator notifies the Superintendent at least thirty (30) calendar days before the date 
on which the administrator desires to start the leave. 
 
The administrator shall also notify the Superintendent of the expected length of this leave, including with 
this notice either a physician's statement certifying the administrator's pregnancy or a copy of the birth 
certificate of the newborn, whichever is applicable, unless waived by the Superintendent. 
 
In case of a medical emergency caused by the pregnancy, the administrator shall be granted a leave as 
otherwise provided in this section, immediately upon the administrator's request and certification of the 
emergency from an attending physician.  Any administrator who is pregnant may continue in active 
employment as late into the pregnancy as the administrator desires, if the administrator is able to fulfill 
the requirements of the position.  Temporary disabilities caused by the pregnancy shall be governed by 
the same provisions governing sickness. 
 
All or any portion of the leave taken by an administrator because of a temporary disability caused by the 
pregnancy may be charged at the administrator's discretion to the administrator's available paid time off. 
   
If an administrator desires to use available PTO days, the administrator must submit a written request to 
the payroll department. 
 
The administrator shall have the right to return to an administrative position for which the administrator 
is certificated or otherwise qualified.  The administrator shall be given a regular administrator's contract 
for each school year in which any part of the administrator's leave is granted. 
 
An administrator's status and rights existing at the time a leave commences shall remain intact and be 
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restored upon return from leave. 
 

2. Paternity Leave 
Upon receipt of an administrator's written application, the superintendent will review the application for 
paternity leave for the birth of a child and will make recommendations to the Board. 
 
The administrator will notify the Superintendent in writing of the administrator's desire to take such leave 
and, except in the case of emergency, shall give such notice at least thirty (30) calendar days prior to the 
date on which the leave is to begin.  Paternity leave shall be granted for a period of up to one year without 
pay or increment. 
 
Upon return from a paternity leave, the administrator will be assigned to a substantially equivalent 
position. 

 
G.   Professional Development Leave 

The Board of School Trustees may, in its discretion, grant to any administrator upon written request a brief 
leave with entitlement to basic compensation and/or other expenses for the purpose of visiting other schools 
or attending meetings or conferences of an educational nature. 

 
H. Family Medical Leave Act (FMLA) 

FMLA benefits as outlined in the Federal statute will be provided for all administrators. 
 
 
II. VACATION 
 

A. Administrators with 12-month contracts will receive twenty (20) days paid vacation.  Administrators will 
have an 18-month period to utilize such vacation days.  However, administrators will not be paid for unused 
vacation time during this period and any vacation days exceeding the maximum will be forfeited. 

 
B. If an administrator leaves the school district for any reason before completing the contracted days, vacation 

for the contract year will be prorated.  If an administrator leaves the district at the conclusion of a contract, 
the administrator may be compensated for unused vacation time in lieu of taking time off.  Such arrangement 
must be approved by the Superintendent. 

 
C. An administrator shall request vacation by completing a Vacation Request Form and submitting it, prior to 

the vacation, to the immediate supervisor and/or the Superintendent for approval.  Normally, no vacation will 
be granted on days when school is in session or during the week prior to the beginning of school or 
immediately after the closing of school.  Exceptions may be made at the discretion of the Superintendent. 

 
 
III. MILEAGE REIMBURSEMENT 
 

Administrators will receive the same reimbursement as other employees for travel in excess of 40 miles (one-
way).  For the positions listed below, an annual mileage stipend will be provided for travel less than 40 miles 
(one-way) throughout the school year.  The administrator cannot submit mileage claims for any travel less 
than 40 miles (one-way). 
 
Assistant Superintendent  $1,300 
Chief Financial Officer   $1,300 
District Directors   $1,300 
High School Principal   $1,750 
High School Athletic Director  $1,750 
High School Asst. Athletic Director $1,300 
High School Assistant Principal  $650 
Exceptional Needs Asst. Director $650 
Exceptional Needs Coordinator  $650 
All other administrative positions $325 
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IV. INSURANCE BENEFITS 
 

A. Life Insurance 
Group term life insurance in an amount equal to three (3) times the annual base salary up to a maximum of 
$175,000.  These life insurance benefits are subject to IRS regulations concerning discrimination of benefits 
(Superintendent has a $300,000 maximum). 

 
B. Medical/Dental/Vision 

Full hospitalization, medical, dental, and vision insurance coverage is available.  The administrator can select 
a PPO plan or a High Deductible plan. 
 
The administrator is responsible for the following costs of the PPO plan:  

Single:     $1,200 
Employee + Spouse: $3,600 
Employee + Children $3,200 
Family   $4,000 

 
The administrator is responsible for the following costs of the High Deductible plan:  

Single:     $1 
Employee + Spouse: $2,400 
Employee + Children $1,500 
Family   $2,700 

 
C. Income Protection 

The School Corporation will carry each administrator at full salary less available paid time off for ninety (90) 
days after which time administrators will be covered by an income protection policy. 
 
Days paid that are not covered by paid time off will be deducted from the paid time off days available to be 
transferred in, if any. 

 
D. Accidental Death and Dismemberment 

The policy of life insurance provided by the School Corporation to the administrators shall contain an 
accidental death (double indemnity) and a dismemberment rider to said policy. 

 
E. Liability Insurance 

The School Corporation shall provide general comprehensive liability insurance which shall insure each 
administrator, who is acting within the scope of the administrator's employment, against liability for property 
damage, bodily injury, professional liability, and other specified liabilities up to the limits and subject to the 
exclusions set forth in said policy.  The policy of insurance shall be available for inspection by any 
administrator during regular business hours of the School Corporation. 

 
F. Worker's Compensation 

The School Corporation shall provide each administrator with Worker’s Compensation insurance up to the 
limits and subject to the conditions prescribed by the statutes of the State of Indiana. 

 
 
V. RETIREMENT & SEVERANCE 
 

Plan A:  For administrators hired after July 1, 2000. 
 

 Seven percent (7%) of the annual base salary will be contributed to a 401(a) Plan and will be vested 
immediately. 

 
 

Plan B:  For administrators hired before July 1, 2000 and who opted to remain on Severance Plan B. 
 
Five percent (5%) of the base salary will be contributed to a 401(a) Plan and will be vested immediately. 
 
An administrator who leaves the School Town of Munster after 30 or more years of total experience with at 
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least ten (10) continuous years of administrative experience in Munster and is not terminated for cause shall 
receive the following plan: 

 
1. $1,000 for each year of total experience. 
2. 60% of the value of accumulated paid time off days.  A maximum of 400 paid time off days will apply 

to this calculation. 
 

Distribution of Severance for Plan B 
Administrative severance payments will be paid to an annuity selected by the school district.  Payments 
will be made according to current IRS Regulations.  Payments may be made in July of the year of 
retirement if not a violation of IRS Regulations.  Thereafter, payments will be made annually during 
the month of January. 

 
Upon the death of an administrator eligible for severance and/or retirement pay, said pay which the 
administrator would have been entitled to receive had they survived, shall be paid to the surviving spouse 
of the deceased, or the decedent's children, or other dependent persons as may have been designated by 
the deceased in writing.  When no designation has been submitted (and in the absence of surviving 
spouse, dependent children, or other dependents), payment shall be made to the estate of the deceased. 

 
 
VI. ADMINISTRATIVE RETIREMENT - INSURANCE 
 

A. Purpose   
The purpose of the plan is to provide a retirement plan for the administrators of Munster that would reward 
their services on a cost effective basis while providing a smooth and orderly transition in the administration 
of the school corporation. 

 
B. Eligibility 

In order to be eligible for participation in the plan, the administrator must: 
1. Qualify for Indiana State Teachers’ Retirement Fund or Public Employees’ Retirement Fund Regular 

Retirement. 
2. Have ten (10) years of service in the School Town of Munster; with five (5) years of administrative 

service. 
3. Be employed as an administrator at the time of retirement. 

 
C. Retirement Compensation - Group Insurance 

 
1. If an administrator qualifies for retirement from the Indiana State Teachers’ Retirement Fund or Public 

Employees’ Retirement Fund the administrator may continue to be a member of the group insurance 
program for up to ten (10) years and the School Corporation will continue to contribute the same sum 
of money toward the premium cost for the administrator's insurance program as it was contributing at 
the time of the retirement election.  The administrator and/or spouse may remain in the group insurance 
plan until they each qualify for Medicare.  Should the ten (10) year period expire before the 
administrator and/or spouse qualifies for Medicare, they may choose to remain in the group insurance 
plan, at their own expense, until they each qualify for Medicare. 

 
In addition, if the retiring administrator is offered any comparable health insurance program from a 
subsequent employer, the School Corporation will not provide duplicate health insurance money for 
that former employee and/or spouse.  It is the retiring administrator’s responsibility to inform STM of 
any new health care benefit the retiree and/or spouse is offered.   

 
2. The retired employee shall pay to the Corporation by October 1 of each year the yearly difference 

between the cost of the insurance and the Corporation's contribution. 
  

3. Insurance benefits are subject to IRS and provider's regulations. 
 
4. Upon retirement the life insurance benefit is reduced by 50% the first year.  It further reduces 5% each 

ensuing year to a minimum of $2,000.00.  Life insurance is a paid benefit for retirees. 
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VII. SECTION 125 BENEFITS 
 

The benefits provided to employees by Section 125 of the Revenue Act of 1978 shall be made available to any 
administrator so requesting.  An amount not to exceed the total salary may be set aside by the employee for the 
selection of benefits, under Section 125 of the Internal Revenue Code, which are non-taxable benefits of medical, 
dental, vision, cancer, and accident insurances, non-reimbursed medical expenses, and dependent care expenses.  
The administration fee shall be paid by the School Corporation.  It is the intention of the parties to provide full 
Section 125 benefits to administrators within the limits and provisions allowed by law.  Nothing in this section 
shall be construed as limiting the right of the Board of School Trustees to select carriers for insurances offered on 
a group basis. 
 
 

VIII. TEACHERS & PUBLIC EMPLOYEES RETIREMENT FUND CONTRIBUTION 
 

The School Corporation will pay the Teachers & Public Employees Retirement Fund employee contribution for 
each administrator based upon salary, stipends, and benefit day buybacks. 
 
Voluntary Contributions to T.RF. or P.E.R.F 
 
All employees who qualify for T.RF. or P.E.R.F are also eligible to have voluntary contributions of up to ten-
percent (10%) deducted from their gross wages and sent to the appropriate retirement fund. 

 
 
IX. 403(b) TAX SHELTERED ANNUITY 
 

All employees may elect to have voluntary contributions deducted from their gross wages and sent to a qualified 
403(b) plan and vendor.   
 
Administrators will receive a percentage of their annual base salary match to their 403(b) plan exercisable in 
accordance with the schedule set forth below. 
• After the first year of administrator’s employment, Administrator will receive one percent (1%) of annual 

base salary match to a 403(b) plan.  
• After the second year of Administrator’s employment, Administrator will receive two percent (2%) of annual 

base salary match to a 403 (b) plan.  
• After the third year of Administrator’s employment and for the years thereafter, Administrator will receive 

three percent (3%) of annual base salary match to a 403(b) plan.  
 

Other than during the first year of an Administrator’s employment when contributions are not provided, if an 
Administrator leaves the school district for any reason before completing a full year where contributions are 
being made, that Administrator is entitled to the contributions up to the point of separation. 
 

The Chief Financial Officer will be eligible for additional dollars for tax-deferred contributions to 403(b) and 
457(b) retirement plans each employment year.  The annual amount will be one and one-half percent (1.5%) of the 
interest earned from all district funds during a fiscal year (July 1 through June 30) and shall not exceed $15,000 
each employment year.  
 
 
 
 
X. PAID HOLIDAYS 
 

All administrators who work 12 months will be granted the following paid holidays:  Independence Day (4th of 
July), Labor Day, Two Days of Fall Break, Thanksgiving Day, the Day after Thanksgiving, Christmas Eve Day, 
Christmas Day, New Year's Eve Day, New Year's Day, Presidents Day, Good Friday, and Memorial Day.  If 
regular school is held on any of these holidays or the employee is required to work on that day, administrators 
will be granted an additional paid time off day for that year. 

 
When one of the above holidays falls on a Saturday, the Friday preceding the holiday will be observed, and when 
one of the above holidays falls on a Sunday, the Monday following the holiday will be observed as a paid 
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holiday.   



















Degree:

Classification:

Pay 1Pay Record:

Location: Elliott Elementary

For Office Use Only

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Position: Elementary Principal

   
REGULAR TEACHERS CONTRACT

Prescribed pursuant to Ind. Code 20-28-6-3 as the regular and uniform contract           

for the employment of teachers pursuant to Ind. Code 20-28-6-4(b) 

 ("Corporation") and Nicole M Guernsey ("Teacher"). 

This regular teacher contract ("Contract") is by and between the governing body of the School Town Of Munster

In exchange for the Teacher's services described below, the Corporation and the Teacher agree that: 

The Teacher shall teach in the schools of the Corporation for the school term beginning, July 01, 2024, 

The school term described in paragraph 1 immediately above for services under this Contract consists 

The number of hours per day the Teacher is expected to work under this Contract is 8.00

The Corporation shall pay the Teacher for services under this Contract the total salary of $130,871.00

The Corporation shall pay this amount in 26.00 installments on a Bi weekly

basis.  Ind. Code 20-28-6-2(a)(3)(D)  Ind. Code 20-28-6-5(1)

Agreed this 14th day of  October, 2024.

Nicole M Guernsey is a teacher as defined in Ind. Code 20-18-2-22.

of 520.0 days.  Ind. Code 20-28-6-2(a)(3)(B)

Ind. Code 20-28-6-2(a)(3)(E)

This Contract may be cancelled during its term for any of the grounds set forth in Ind. Code 20-28-7.5-

This Contract is a public record pursuant to Ind. Code 20-28-6-2(d) and Ind. Code 5-14-3.

and ending on June 30, 2026.  Ind. Code 20-28-6-2(a)(3)(A)

during the school year.  Ind. Code 20-28-6-2(a)(3)(C)

1(b) pursuant to the procedures set forth in Ind. Code 20-28-7.5-2 and Ind. Code 20-28-7.5-3.

1.

2.

3.

4.

5.

6.

7.

 

The

Teacher

President

Superintendent Secretary

School Corporation by:

Attested:














































