
St. Croix Preparatory Academy
Board Meeting Agenda

June 20, 2023

1. Call to Order
2. Agenda

A. Board Officer Election
B. Executive Committee Appointment of M. Stiles -- by J. Gutierrez, 

per Governance Manual, approval not necessary, so 
informational

C. Job Description Review
D. Employment Agreement Review
E. Stipend Recommendation 
F. Negotiation Next Steps -- Executive Committee or Board, Timeframes, etc.

3. Adjourn Meeting
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Board Roster May-September 2023

BOARD 
MEMBERS

BOARD 
OFFICERS

EXECUTIVE 
COMMITTEE

Bob Hajlo

Shane Mueller

Kristen Denzer

Matt Stiles

Drew Meledres

Deb Keyes

Nicole Donnay

Angela Galati

Rita Thorson

Bob Hajlo - Chair

Shane Mueller - V Chair

Kelly Gutierrez - Treasurer

Angela Galati - Clerk

Bob Hajlo

Shane Mueller

Drew Melendres

May 16 June 11 June 20 September 1

Fully Staffed Shane Mueller steps down FILL BOARD OFFICERS Terri Gulbransen seated

Bob Hajlo

Kristen Denzer

Matt Stiles

Deb Keyes

Nicole Donnay

Angela Galati

Rita Thorson

Terri Gulbransen

Parent Appointment

Bob Hajlo

Kristen Denzer

Matt Stiles

Drew Meledres

Deb Keyes

Nicole Donnay

Angela Galati

Rita Thorson

Bob Hajlo

Kristen Denzer

Matt Stiles

Drew Meledres

Deb Keyes

Nicole Donnay

Angela Galati

Rita Thorson

FILL

FILL

FILL

FILL

STAFF

STAFF

STAFF

Bob Hajlo - Chair

V. Chair -- Open

Kelly Gutierrez - Treasurer

Angela Galati - Clerk

Bob Hajlo

Open

Drew Melendres

STAFF EXEC COMMITTEEVICE CHAIR Opens

EXEC COMMITTEE Opening

Parent Appointment seated

NOTES

Last Board Meeting Current Board Meeting

4



5



6



7



8



9



10



11



12



13



Executive Director of Finance and Operation (EDFO)
Job Description

General Purpose: The EDFO will set SCPA’s financial policy and direction while also being an active 
participant in, and driver of, the organization’s overall strategy. The EDFO will lead all operational aspects 
of the school.

Reports To: Board of Directors

Hours: Full-Time; 12 month

Essential Duties and Responsibilities: 
• Develop and manage operations and finance staff, which include: 

o HR Director
o Facilities Director
o Food Service Director
o Development Director 
o Events Manager
o Senior Accountant
o Central Office Administrative Assistants
o School Nurse.

• Financial responsibilities include:
o Ensure all appropriate information is provided in a timely manner to school accounting 

service by EDFO and business office associate.
o Ensure an accurate, continuous record of the cash and financial operation of the school 

so that the institution remains financially stable.
o Monitor bank accounts monthly.
o Oversee preparation of monthly operating statement for the Executive Director of school 

and the Board of Directors to be received by them at least one week prior to the Board 
meeting.

o Oversee preparation of quarterly report of the expenditures for use of each individual 
budget center within the school, and provide advance warning of potential over-
expenditures of budgeted funds.

o Oversee all billing related to Title and Special Education, Lunch, and Community funds 
as well as student fees, to ensure the school is getting all the income from all possible 
sources.

o Ensure the school maintains appropriate cash flow and fund balance as established by 
the Board of Directors.  

o Establish a plan and schedule for the preparation of the annual budget that will permit the 
setting of the succeeding year’s budget at a Board of Director’s meeting.

o Provide for the securing of an annual audit of the school’s financial records and financial 
positions, providing the information, as requested to the auditors.

o Oversee all school purchasing, financial investments, banking activities, payroll and 
benefits program. 

o Develop and maintain effective business relationships with vendors, creditors, bankers, 
and Minnesota Department of Education.

o Represent the school in contract negotiations with vendors.
o Maintain appropriate levels of insurance to protect the property and to cover the liability of 

the school.
• Serve on the SCPA Foundation board.
• Serve on the School Board Finance Committee.
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Job Description – Chief Operating Officer 2

• Serve on the Friends of SCPA board
• Responsible for bond investor and bond rating agency relations as well as bond compliance.
• Provide quarterly Financial and Operational reports to the School Board.
• Develop and execute development plan in collaboration with the Board of Directors. 
• Assist the Executive Director of school with decisions regarding salaries and benefits for all 

personnel, providing the appropriate and necessary comparative research to make these 
decisions.

• Represent the school at various regional, state, and national associations relative to the role of 
being the EDFO.

• Be a member of the administrative team and support the school and its leadership. 
• Perform other duties as assigned by the Executive Director or the Board of Directors.

Education, Experience and Skills Required:
• A minimum of a BS, BA or BBA in Accounting, and CPA/CMA highly recommended.
• Demonstrated excellence in managing finance, accounting, budgeting, control, and reporting.
• Skill in examining, developing, reengineering, and recommending financial, HR, and facilities 

policies and procedures.
• Strong analytical skills and experience interpreting a strategic vision into an operational model.
• A collaborative and flexible style, with a strong service mentality. Needs to be seen as a team 

player who is committed to lifelong learning.
• A hands-on manager with integrity and a desire to work in a dynamic, mission-driven 

environment.
• An effective communicator, with strong oral and written skills.
• Strong commitment to developing team members.
• Demonstrated commitment, with a passion for the organization’s mission is essential.
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Job Description – Executive Director 1

Executive Director
Job Description

General Purpose: Responsible for the effective operation of the District; general administration of all 
instructional, business or other operations of the District; and for advising and making recommendations 
to the Board of Directors with respect to such activities.  To enforce all provisions of law and all rules and 
regulations relating to the management of SCPA and other educational, social and recreational activities 
under the direction of the Board.

Reports To: Board of Directors

Hours: Full-Time; 12 month

Essential Duties and Responsibilities: 
• Communicate and implement a shared vision for the school and Board that focuses on 

academics, character and leadership.
• Provide purpose and direction for administrators, Board and staff.
• Shape the leadership team culture and climate.
• Promote understanding and celebrating school/community cultures.
• Promote and expect a school-based climate of civility.
• Establish procedures for the Executive Director and Board interpersonal and working 

relationships.
• Ensure timely Board meetings, agendas, minutes, establish appropriate Board committees, and 

reports.  Assist the Board nomination and election procedures for the Board, and annual 
meetings that are accessible to all staff and parents.

• Ensure the timely development, implementation and posting of school operating policies. 
• File annual reports to the authorizer, MDE.  Monitor and comply with charter school, state and 

federal laws and regulations as well as the school’s bylaws.
• Use legal counsel in governance and procedures to avoid civil and criminal liabilities.
• Demonstrate effective communication skills.
• Represent the school and its vision to the greater community including all external constituencies 

and associations with whom the school should be engaged for the achievement of its mission and 
goals.

• Develop and implement a communication plan to convey important information to stakeholders of 
the school.

• With the Board of Directors create a strategic plan collaboration with important stakeholders of 
the school.  Assist the Board in establishing timelines.

• Create partnerships with the community including businesses, civic organizations, etc. to gain 
school support and resources to achieve strategic initiatives.

• Develop a consistent marketing and recruitment plan for the school.
• Identify, track and proactively respond to issues.
• Monitor short and long-term strategic plans, particularly in the areas of curriculum, technology 

and facility needs of the school.
• Establish procedures and practices for dealing with emergencies such as weather, threats to the 

school, student violence, active shooter, etc.
• Create a management annual evaluation plan.
• Make sure appropriate policies and procedures are in place to effectively run the organization.
• Support administrators in the use of valid and reliable indicators to ensure that high levels of 

student and staff performance are achieved and regularly examined by school-wide assessment 
data.
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Job Description – Executive Director 2

• Oversee the enhancement and renewal of curriculum to ensure alignment of curriculum, 
instruction and assessment to State, Core Knowledge and classical standards.

• Ensure school administrators utilize effective research when instituting instructional practices.
• Promote academic rigor character and leadership.
• Assist Executive Director of Finance & Operations to demonstrate budget management including 

financial forecasting, planning, cash flow management, account auditing and monitoring state and 
federal funding.

• Assist Executive Director of Finance & Operations to ensure the development and/or 
maintenance of an adequate reserve fund in accordance with the direction of the Board of 
Directors. 

• Identify and apply appropriate policies, criteria and processes for the recruitment, selection, 
training, professional development, and compensation of personnel with attention to issues of 
equity and diversity. 

• Hire, supervise and evaluate administrators, in accordance with school policies.
• Ensure all legal requirements for personnel selection, development, and retention are followed.
• Model high moral and ethical standards in all interactions.
• Explore and develop ways to find common ground in dealing with difficult and divisive issues.

Education, Experience and Skills Required:
• A minimum of a B.S. or B.A.
• Strong analytical skills and experience interpreting a strategic vision into an operational model.
• A collaborative and flexible style, with a strong service mentality. 
• A hands-on manager with integrity and a desire to work in a dynamic, mission-driven 

environment.
• An effective communicator, with strong oral and written skills.
• Strong commitment to developing team members.
• Demonstrated commitment, with a passion for the organization’s mission is essential.
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Job Description – Executive Director 1

Executive Director
Job Description

General Purpose: Responsible for the effective operation of the District; general administration of all 
instructional, business or other operations of the District; and for advising and making recommendations 
to the Board of Directors with respect to such activities.  To enforce all provisions of law and all rules and 
regulations relating to the management of SCPA and other educational, social and recreational activities 
under the direction of the Board.

Reports To: Board of Directors

Hours: Full-Time; 12 month

Essential Duties and Responsibilities: 
• Communicate and implement a shared vision for the school and Board that focuses on 

academics, character and leadership.
• Provide purpose and direction for administrators and staff.
• Shape the leadership team culture and climate.
• Promote understanding and celebrating school/community cultures.
• Promote and expect a school-based climate of civility.
• Ensure the timely development, implementation and posting of school operating policies. 
• File annual reports to the authorizer, MDE.  Monitor and comply with charter school, state and 

federal laws and regulations as well as the school’s bylaws.
• Use legal counsel in governance and procedures to avoid civil and criminal liabilities.
• Demonstrate effective communication skills.  Serves as the chief spokesperson for St. Croix 

Prep, assuring proper representation and response to critical matters.
• Represent the school and its vision to the greater community including all external constituencies 

and associations with whom the school should be engaged for the achievement of its mission and 
goals.

• With the Board of Directors create a strategic plan collaboration with important stakeholders of 
the school.  Assist the Board in establishing timelines.

• While serving as an ex-officio member of the Board of Directors, works with the Executive 
Committee to enable the board to fulfill its governance functions.

• Keeps the board informed on the condition of St. Croix Prep, factors influencing it, trends, 
forthcoming issues, and potential opportunities.

• Keeps informed of developments in classical education, public education reform, the charter 
school movement, and not-for profit management and governance.

• Create partnerships with the community including businesses, civic organizations, etc. to gain 
school support and resources to achieve strategic initiatives.

• Identify, track and proactively respond to issues.
• Monitor short and long-term strategic plans, particularly in the areas of curriculum, technology 

and facility needs of the school.
• Establish procedures and practices for dealing with emergencies such as weather, threats to the 

school, student violence, active shooter, etc.
• Create a management annual evaluation plan.
• Make sure appropriate policies and procedures are in place to effectively run the organization.
• Support administrators in the use of valid and reliable indicators to ensure that high levels of 

student and staff performance are achieved and regularly examined by school-wide assessment 
data.

• Oversee the enhancement and renewal of curriculum to ensure alignment of curriculum, 
instruction and assessment to State, Core Knowledge and classical standards.
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Job Description – Executive Director 2

• Ensure school administrators utilize effective research when instituting instructional practices.
• Promote academic rigor character and leadership.
• Assist EDFO to demonstrate budget management including financial forecasting, planning, cash 

flow management, account auditing and monitoring state and federal funding.
• Assist EDFO to ensure the development and/or maintenance of an adequate reserve fund in 

accordance with the direction of the Board of Directors. 
• Identify and apply appropriate policies, criteria and processes for the recruitment, selection, 

training, professional development, and compensation of personnel with attention to issues of 
equity and diversity. 

• Hire, supervise and evaluate administrators, in accordance with school policies.
• Ensure all legal requirements for personnel selection, development, and retention are followed.
• Model high moral and ethical standards in all interactions.
• Explore and develop ways to find common ground in dealing with difficult and divisive issues.

Education, Experience and Skills Required:
• A minimum of a B.S. or B.A.
• Strong analytical skills and experience interpreting a strategic vision into an operational model.
• A collaborative and flexible style, with a strong service mentality. 
• A hands-on manager with integrity and a desire to work in a dynamic, mission-driven 

environment.
• An effective communicator, with strong oral and written skills.
• Strong commitment to developing team members.
• Demonstrated commitment, with a passion for the organization’s mission is essential.
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EXECUTIVE DIRECTOR AGREEMENT

This Executive Director’s Agreement (“Agreement”) is entered into by and between the Board of 
Directors (“Board”) of St. Croix Preparatory Academy (“Academy”) and Jon Gutierrez (“Executive 
Director”).  The Academy and Executive Director are hereinafter collectively referred to as “the parties.”

WHEREAS, the parties desire to enter into an employment agreement governing the terms and conditions 
of the Executive Director’s employment with the Academy;

NOW, THEREFORE, IN CONSIDERATION OF the mutual promises and covenants contained in this 
Agreement, including the relinquishment of certain legal rights, the parties hereby agree as follows: 

1) Term.  This Agreement will be in effect from July 1, 2023 to June 30, 2025, unless early termination 
occurs pursuant to paragraph 8 or 10 of this Agreement.  Absent early termination, the Executive 
Director’s employment will terminate effective at the close of business on June 30, 2025.  This 
Agreement will not automatically renew.  

2) Position and Duties.  Subject to the other provisions of this Agreement, the Academy hereby agrees 
to employ the Executive Director as an at-will employee in the position of “Executive Director” for 
the Academy, and the Executive Director hereby accepts such employment, upon the terms and 
conditions set forth in this Agreement.

a) The position of Executive Director is a full-time position with exempt status under the Fair Labor 
Standards Act.  Regular attendance is an essential function of the job.  A regular work day will be 
eight (8) hours in length, but the Executive Director is expected to work the number of hours 
necessary to perform his job duties and to meet the professional expectations of the job.  In light of 
the exempt status of the position, additional hours worked beyond a forty-hour workweek will not 
constitute overtime.  Beyond the basic duty day, the Executive Director is expected and may be 
required to attend and participate in meetings and school-sponsored events, such as curriculum 
nights, informational meetings, student and parent conferences, professional trainings, meetings 
called by the Board, and other similar events.

b) Subject to the Board’s oversight, the Executive Director will direct and assign employees of the 
Academy in a reasonable manner and will generally be responsible for the day-to-day operations 
and management of the Academy.  The Executive Director will also perform the job duties and 
meet the professional expectations established in the job description for the position of “Executive 
Director.”  In addition, the Executive Director must perform all services that the Board prescribes 
or assigns, regardless of whether those services are specifically described in this Agreement or in 
the related job description.  

c) The Board retains the right to modify the Executive Director’s written job description as it sees fit; 
to oversee and direct the Executive Director’s performance as it sees fit; and to review the 
Executive Director’s performance as it sees fit.  

3) Compensation.  While this Agreement is in effect, the Executive Director will earn a gross annual 
salary of one hundred eighty thousand seven hundred seventy eight dollars (($180,778) for the period 
July 1, 2023 – June 30, 2024; for the period July 1, 2024 – June 30, 2025, the annual compensation 
amount will be equal to the fiscal year 2024 annual salary increased by the same percentage increase 
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Executive Director’s Agreement
Page 2 of 6

received by the majority of employees at St. Croix Preparatory Academy for this period.  
Compensation is in consideration for faithfully performing the duties of the Executive Director for the 
Academy.  The gross annual salary may be modified, but will not be reduced during the term of this 
Agreement.  In the event, faculty receive annual compensation increases greater than 4%, the gross 
annual salary for the Executive Director will be increased at that greater percentage rate. In 
accordance with its regular payroll schedule, the Academy will pay the Executive Director this annual 
salary in twenty-four equal installments (i.e. twice a month), less applicable withholdings and 
deductions.  If this Agreement is terminated during the middle of a pay period, the salary paid to the 
Executive Director for that period will be prorated and decreased to reflect the number of days 
actually worked.

4)   Insurance Benefits.  The Executive Director will be eligible to enroll in the Academy’s group health 
insurance plan, dental plan, life insurance plan, short-term disability plan, and long-term disability 
plan.  The details of the benefit plans, applicable premiums, and eligibility for coverage are fully 
outlined in th Employee Benefit Summary.

a) In order to receive any insurance benefits described in the Employee Benefit Summary, the 
Executive Director must pay his percentage of the applicable premiums for coverage, and he must 
timely enroll in and qualify for the insurance plans selected by the Academy. 

b) The Executive Director is solely responsible for the cost of any premiums for insurance in excess 
of the Board’s contribution for single coverage and the percentage determined by the Board for 
dependent coverage. 

c) The description of insurance benefits in this Agreement is intended to be informational only.  The 
Executive Director agrees that no action may be brought against the Academy for any particular 
claim that is not covered or paid by insurance.  The Academy is not insuring or guaranteeing that 
any particular claim will be paid or covered by insurance.  The eligibility and coverage of the 
Executive Director and dependents will be governed entirely by the terms of the applicable 
insurance policy.

d) The Academy’s contribution will be made so as to provide coverage through the month in which 
this Agreement terminates.  If the Parties agree to extend this Agreement pursuant to paragraph 9 
of this Agreement, the Academy’s contribution will be made so as to provide coverage through the 
month in which the extended Agreement terminates.

e) In the event this Agreement will cause or does cause penalties, fees, fines, or additional taxes to be 
assessed against the Academy, the parties agree to reopen negotiations that result in a revised 
Agreement between the parties that eliminates or reduces penalties, fees, fines, or additional taxes 
to be assessed against the Academy. The amount of any reduction in the Academy’s contribution 
toward the Executive Director’s health care benefits as a result of addressing the “highly 
compensated employee” component of the Affordable Care Act may be placed into another 
Academy provided benefit(s) (i.e., a retirement HRA, salary, etc.) as agreed upon between the 
parties.

f) Term Life Insurance.  While this Agreement is in effect, the Academy will pay the premiums for 
a group term life insurance policy for the Executive Director with a death benefit in the amount of 
fifty thousand dollars ($50,000).  The eligibility of the Executive Director and his beneficiaries for 
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Executive Director’s Agreement
Page 3 of 6

these insurance benefits will be governed by the terms of the insurance policies selected by the 
Academy.  The parties agree that the Academy’s only obligation is to pay the premiums for the 
insurance policy described in this paragraph, and no claim may be brought against the Academy 
for any particular claim or benefit not paid by insurance.  The Academy is not ensuring or 
guaranteeing that any particular claim or benefit will be paid or covered by insurance.  

5) PERA Contributions.  While this Agreement is in effect, the Executive Director will be a member of 
the Minnesota Public Employees Retirement Association (PERA).  The Academy and the 
Executive Director will each contribute at least the minimum amounts required by PERA. The 
Academy’s obligation to make any contribution to PERA will cease immediately in the event that the 
Executive Director resigns or his employment is terminated for any reason.  The Academy is 
authorized to make payroll deductions for paying the Executive Director’s PERA contributions. 

6) Connectivity Allowance.  While this Agreement is in effect, the Parties agree that the Academy will 
provide the Executive Director with an allowance of up to $100 per month for technology needs (e.g. 
cell phone, Wi-Fi hotspot, etc.).

7) Professional Development Allowance.  While this Agreement is in effect, the Parties agree that the 
Academy will provide the Executive Director with an annual allowance of up to $2,000 for 
professional development (e.g. seminars, workshops, conferences, books, etc.).

8) Paid Time Off.  

The Executive Director will not be expected to work on the holidays approved in the Employee 
Handbook. 

The Executive Director has the following paid time off available for each year of the term of this 
Agreement:

Vacation – 30 days
Sick – 10 days
Personal – 3 days

It is the understanding that the Executive Director will be expected to be working on student non-
session days or use paid time off.  Any additional days of paid time off must be mutually agreed to by 
the Executive Director and the Board. 

Sick Day and Personal Day accrual and payout are defined in the Employee Handbook.  Payout of 
these days will be made at the Executive Director daily rate:

Daily rate for July 1, 2023 to June 30, 2024 ---- $695.30 * 0.75 = $521.48
Daily rate for July 1, 2024 to June 30, 2025 ---- 75% of the daily rate based on annual 
compensation for this period.

If the compensation in paragraph 3 is adjusted, the daily rates will be adjusted accordingly.

The Executive Director may carry over a maximum of fifteen (15) days of vacation per school year, 
cumulative up to forty five (45) days.  Upon the termination of this agreement, the Executive Director 

Commented [WU1]:  
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Executive Director’s Agreement
Page 4 of 6

will have the right to receive a cash payout for no more than forty five (45) days of unused vacation 
days at the daily rate noted above.  

Upon the termination of this agreement, the Executive Director will have the right to receive a cash 
payout of their sick bank hours (30 days) at their current daily rate.

a) FMLA Leave.  Pursuant to the Family Medical Leave Act (FMLA), the Academy allows 
employees to use their accumulated Paid Time Off during a period of FMLA leave.  If the 
Executive Director takes a leave of absence for a serious health condition, the Executive 
Director’s accumulated Paid Time Off will be applied beginning at the time the leave commences.

b) Sick Leave.  Any absences due to illness that are in excess of the Executive Director’s 
accumulated Paid Time Off days will be without pay.   

9) Covenant of Diligence, Good Faith, and Loyalty.  The Executive Director agrees to perform his job 
duties diligently, in good faith, to the best of his ability.  The Executive Director further agrees to be 
loyal to the Board and to the Academy.  

a) The Executive Director may not, directly or indirectly, engage or participate in any action or 
conduct that conflicts in any respect with the interests of the Academy, nor may the Executive 
Director engage or participate in any action or conduct that is inconsistent with the Board’s 
policies or actions, his duties as the Executive Director, the basic educational mission of the 
Academy, or the desired image of the Academy.  

b) The Executive Director must fully comply with all federal and state laws and with all policies, 
procedures, and rules of the Academy.  The Executive Director must perform his duties in a 
trustworthy, ethical, legal, and diligent manner and must use his best efforts to promote the 
interests of the Academy.

c) The Executive Director must not and agrees to refrain from using any Academy time, property or 
resources or allowing Academy employees to use Academy time, property or resources: 

i) for purposes of serving on the board of an educational entity or school, or 

ii) to promote, market or assist the founding and opening of an educational entity or school.  This 
must not restrict the Executive Director’s ability to devote non-Academy time, property and 
resources to such purposes.

10) Employment Status and Termination.  The Executive Director is an at-will employee regardless of 
any statements, representations, procedures, or policies that may be made or promulgated by the 
Academy or its agents or representatives.  Accordingly, the Board may terminate this Agreement and 
Executive Director’s employment as it sees fit.  The Board is not required to show cause for 
termination of this Agreement and the Executive Director’s employment.  After the effective date of 
any involuntary termination or non-renewal, Executive Director is not entitled to receive any form of 
unearned salary, severance, payment of any insurance premium, unused vacation or sick leave, or any 
other employer-paid benefit. 
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Executive Director’s Agreement
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11) Notice of Intent to Continue as Executive Director.   The intent of this position is to serve the 
Academy as an Executive Director for a two-year term.  On or before December 31, 2024, the 
Executive Director and the Board may mutually agree with written notice stating whether or not he 
will be be employed by the Academy as Executive Director for the 2025-2026 school year.  

12) Resignation.  The Executive Director may terminate this Agreement and his employment with the 
Academy by providing the Board Chair with written notice of his resignation no less than thirty (30) 
calendar days in advance of the effective date of the resignation.  In the event that such notice is 
given, the Executive Director must continue to perform his job duties diligently, in good faith, and to 
the best of his ability until the effective date of the resignation.  The Executive Director must also act 
in good faith to facilitate the transfer of job duties to a new Executive Director.  In the event that the 
Executive Director resigns and provides less than thirty (30) days advance written notice to the 
Academy, he will be liable to the Academy for liquidated damages in the amount of two thousand five 
hundred dollars ($2,500).  With the Executive Director’s written authorization, the Academy may 
deduct this sum from the Executive Director’s final paycheck.  If the Executive Director does not give 
the Academy authorization to deduct this amount from his paycheck or in the event that his final 
paycheck is less than two thousand five hundred dollars ($2,500), the Executive Director will be liable 
to the Academy for the $2,500 or the balance of that sum plus any costs, expenses, and attorney fees 
incurred by the Academy in recovering or collecting the outstanding sum.  After the effective date of 
any resignation, the Executive Director is not entitled to receive any form of unearned salary, 
severance, payment of any insurance premium, unused vacation or sick leave, or any other employer-
paid benefit.

13) Choice of Law and Severability.  This Agreement must be governed by the laws of the State of 
Minnesota, regardless of whether any change occurs in the Executive Director’s domicile or status as 
a resident of Minnesota.  If any part of this Agreement is construed to be unenforceable or in violation 
of any applicable law, the remaining portions of the Agreement will remain in full force and effect.

14) Waiver.  Waiver by either party of any term or condition of this Agreement or any breach will not 
constitute a waiver of any other term or condition or breach of this Agreement.

15) Entire Agreement.  This Agreement constitutes the entire agreement between the parties relating to 
the employment of the Executive Director.   No party has relied upon any oral statements or promises 
that are not set forth in this document.  The terms of this Agreement are contractual and supersede any 
and all prior agreements between the parties and any inconsistent provisions in any employee 
handbooks or policies.  The Executive Director understands and agrees that any handbooks or policies 
adopted by the Academy do not create an express or implied contract.  No waiver or modification of 
any provision of this Agreement is valid unless it is in writing and signed by both parties.  

IN WITNESS WHEREOF, the parties have entered into this Agreement on the dates shown below.  This 
Agreement will not become effective unless and until it is approved by the Board of Directors of 
__________________ Academy and signed by both parties.

By signing below, each party acknowledges that it has read this Agreement; that it understands 
the terms of the Agreement; and that it intends to be legally bound by the terms of the 
Agreement.  
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Executive Director

Dated:  __________________ ________________________________
[INSERT NAME]

Board Chair of __________________ Academy

Dated:  __________________ ________________________________
[INSERT NAME]
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EXECUTIVE DIRECTOR OF FINANCE & OPERATIONS AGREEMENT

This Executive Director of Finance & Operations Agreement (“Agreement”) is entered into by and 
between the Board of Directors (“Board”) of St. Croix Preparatory Academy (“Academy”) and Kelly 
Gutierrez.  The Academy and Executive Director of Finance & Operations are hereinafter collectively 
referred to as “the parties.”

WHEREAS, the parties desire to enter into an employment agreement governing the terms and conditions 
of the Executive Director of Finance & Operations employment with the Academy;

NOW, THEREFORE, IN CONSIDERATION OF the mutual promises and covenants contained in this 
Agreement, including the relinquishment of certain legal rights, the parties hereby agree as follows: 

1) Term.  This Agreement will be in effect from July 1, 2023 to June 30, 2025, unless early termination 
occurs pursuant to paragraph 8 or 10 of this Agreement.  Absent early termination, the Executive 
Director of Finance & Operations’ employment will terminate effective at the close of business on 
June 30, 2025.  This Agreement will not automatically renew.  

2) Position and Duties.  Subject to the other provisions of this Agreement, the Academy hereby agrees 
to employ the Executive Director of Finance & Operations as an at-will employee in the position of 
“Executive Director of Finance & Operations” for the Academy, and the Executive Director of 
Finance & Operations hereby accepts such employment, upon the terms and conditions set forth in 
this Agreement.

a) The position of Executive Director of Finance & Operations is a full-time position with exempt 
status under the Fair Labor Standards Act.  Regular attendance is an essential function of the job.  
A regular work day will be eight (8) hours in length, but the Executive Director of Finance & 
Operations is expected to work the number of hours necessary to perform his job duties and to 
meet the professional expectations of the job.  In light of the exempt status of the position, 
additional hours worked beyond a forty-hour workweek will not constitute overtime.  Beyond the 
basic duty day, the Executive Director of Finance & Operations is expected and may be required 
to attend and participate in meetings and school-sponsored events, such as curriculum nights, 
informational meetings, student and parent conferences, professional trainings, meetings called by 
the Board, and other similar events.

b) Subject to the Board’s oversight, the Executive Director of Finance & Operations will direct and 
assign employees of the Academy in a reasonable manner and will generally be responsible for the 
day-to-day operations and management of the Academy.  The Executive Director of Finance & 
Operations will also perform the job duties and meet the professional expectations established in 
the job description for the position of “Executive Director of Finance & Operations.”  In addition, 
the Executive Director of Finance & Operations must perform all services that the Board 
prescribes or assigns, regardless of whether those services are specifically described in this 
Agreement or in the related job description.  

c) The Board retains the right to modify the Executive Director of Finance & Operations written job 
description as it sees fit; to oversee and direct the Executive Director of Finance & Operations 
performance as it sees fit; and to review the Executive Director of Finance & Operations 
performance as it sees fit.  26
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3) Compensation.  While this Agreement is in effect, the Executive Director of Finance & Operations 
will earn a gross annual salary of one hundred fifty three thousand, six hundred eighty eight dollars 
($153,688)) for the period July 1, 2023 – June 30, 2024; for the period July 1, 2024 – June 30, 2025, 
the annual compensation amount will be equal to the fiscal year 2024 annual salary increased by the 
same percentage increase received by the majority of employees at St. Croix Preparatory Academy for 
this period.  Compensation is in consideration for faithfully performing the duties of the Executive 
Director of Finance & Operations for the Academy.  The gross annual salary may be modified, but 
will not be reduced during the term of this Agreement.  In the event, faculty receive annual 
compensation increases greater than 4%, the gross annual salary for the Executive Director of Finance 
& Operations will be increased at that greater percentage rate. In accordance with its regular payroll 
schedule, the Academy will pay the Executive Director of Finance & Operations this annual salary in 
twenty-four equal installments (i.e. twice a month), less applicable withholdings and deductions.  If 
this Agreement is terminated during the middle of a pay period, the salary paid to the Executive 
Director of Finance & Operations for that period will be prorated and decreased to reflect the number 
of days actually worked.

4)   Insurance Benefits.  The Executive Director of Finance & Operations will be eligible to enroll in the 
Academy’s group health insurance plan, dental plan, life insurance plan, short-term disability plan, 
and long-term disability plan.  The details of the benefit plans, applicable premiums, and eligibility for 
coverage are fully outlined in Employee Benefit Summary.

a) In order to receive any insurance benefits described in the Employee Benefit Summary, the 
Executive Director of Finance & Operations must pay his percentage of the applicable premiums 
for coverage, and he must timely enroll in and qualify for the insurance plans selected by the 
Academy. 

b) The Executive Director of Finance & Operations is solely responsible for the cost of any 
premiums for insurance in excess of the Board’s contribution for single coverage and the 
percentage determined by the Board for dependent coverage. 

c) The description of insurance benefits in this Agreement is intended to be informational only.  The 
Executive Director of Finance & Operations agrees that no action may be brought against the 
Academy for any particular claim that is not covered or paid by insurance.  The Academy is not 
insuring or guaranteeing that any particular claim will be paid or covered by insurance.  The 
eligibility and coverage of the Executive Director of Finance & Operations and dependents will be 
governed entirely by the terms of the applicable insurance policy.

d) The Academy’s contribution will be made so as to provide coverage through the month in which 
this Agreement terminates.  If the Parties agree to extend this Agreement pursuant to paragraph 9 
of this Agreement, the Academy’s contribution will be made so as to provide coverage through the 
month in which the extended Agreement terminates.

e) In the event this Agreement will cause or does cause penalties, fees, fines, or additional taxes to be 
assessed against the Academy, the parties agree to reopen negotiations that result in a revised 
Agreement between the parties that eliminates or reduces penalties, fees, fines, or additional taxes 
to be assessed against the Academy. The amount of any reduction in the Academy’s contribution 
toward the Executive Director of Finance & Operations health care benefits as a result of 
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addressing the “highly compensated employee” component of the Affordable Care Act may be 
placed into another Academy provided benefit(s) (i.e., a retirement HRA, salary, etc.) as agreed 
upon between the parties.

f) Term Life Insurance.  While this Agreement is in effect, the Academy will pay the premiums for 
a group term life insurance policy for the Executive Director of Finance & Operations with a death 
benefit in the amount of fifty thousand dollars ($50,000).  The eligibility of the Executive Director 
of Finance & Operations and his beneficiaries for these insurance benefits will be governed by the 
terms of the insurance policies selected by the Academy.  The parties agree that the Academy’s 
only obligation is to pay the premiums for the insurance policy described in this paragraph, and no 
claim may be brought against the Academy for any particular claim or benefit not paid by 
insurance.  The Academy is not ensuring or guaranteeing that any particular claim or benefit will 
be paid or covered by insurance.  

5) PERA Contributions.  While this Agreement is in effect, the Executive Director of Finance & 
Operations will be a member of the Minnesota Public Employees Retirement Association 
(PERA).  The Academy and the Executive Director of Finance & Operations will each contribute at 
least the minimum amounts required by PERA. The Academy’s obligation to make any contribution 
to PERA will cease immediately in the event that the Executive Director of Finance & Operations 
resigns or his employment is terminated for any reason.  The Academy is authorized to make payroll 
deductions for paying the Executive Director of Finance & Operations PERA contributions. 

6) Connectivity Allowance.  While this Agreement is in effect, the Parties agree that the Academy will 
provide the Executive Director of Finance & Operations with an allowance of up to $100 per month 
for technology needs (e.g. cell phone, Wi-Fi hotspot, etc.).

7) Professional Development Allowance.  While this Agreement is in effect, the Parties agree that the 
Academy will provide the Executive Director with an annual allowance of up to $2,000 for 
professional development (e.g. seminars, workshops, conferences, books, etc.)

8) Paid Time Off.  

The Executive Director of Finance & Operations will not be expected to work on the holidays 
approved in the Employee Handbook. 

The Executive Director of Finance & Operations has the following paid time off available for each 
year of the term of this Agreement:

Vacation – 30 days
Sick – 10 days
Personal – 3 days

It is the understanding that the Executive Director of Finance & Operations will be expected to be 
working on student non-session days or use paid time off.  Any additional days of paid time off must 
be mutually agreed to by the Executive Director of Finance & Operations and the Board. 

Sick Day and Personal Day accrual and payout are defined in the Employee Handbook.  Payout of 
these days will be made at the Executive Director of Finance & Operations daily rate:
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Daily rate for July 1, 2023 to June 30, 2024 ---- $591.11 * 0.75 = $443.33
Daily rate for July 1, 2024 to June 30, 2025 ---- 75% of the daily rate based on annual 
compensation for this period.

If the compensation in paragraph 3 is adjusted, the daily rates will be adjusted accordingly.

The Executive Director of Finance & Operations may carry over a maximum of fifteen (15) days of 
vacation per school per year, cumulative up to forty five (45) days.  Upon the termination of this 
agreement, the Executive Director of Finance & Operations will have the right to receive a cash 
payout for no more than forty five (45) days of unused vacation days at the daily rate noted above.  

Upon the termination of the Executive Director of Finance & Operations employment, the Executive 
Director of Finance & Operations will have the right to receive a cash payout of their sick bank hours 
(30 days) at their current daily rate.

a) FMLA Leave.  Pursuant to the Family Medical Leave Act (FMLA), the Academy allows 
employees to use their accumulated Paid Time Off during a period of FMLA leave.  If the 
Executive Director of Finance & Operations takes a leave of absence for a serious health 
condition, the Executive Director of Finance & Operations accumulated Paid Time Off will be 
applied beginning at the time the leave commences.

b) Sick Leave.  Any absences due to illness that are in excess of the Executive Director of Finance & 
Operations accumulated Paid Time Off days will be without pay.   

9) Covenant of Diligence, Good Faith, and Loyalty.  The Executive Director of Finance & Operations 
agrees to perform his job duties diligently, in good faith, to the best of his ability.  The Executive 
Director of Finance & Operations further agrees to be loyal to the Board and to the Academy.  

a) The Executive Director of Finance & Operations may not, directly or indirectly, engage or 
participate in any action or conduct that conflicts in any respect with the interests of the Academy, 
nor may the Executive Director of Finance & Operations engage or participate in any action or 
conduct that is inconsistent with the Board’s policies or actions, his duties as the Executive 
Director of Finance & Operations the basic educational mission of the Academy, or the desired 
image of the Academy.  

b) The Executive Director of Finance & Operations must fully comply with all federal and state laws 
and with all policies, procedures, and rules of the Academy.  The Executive Director of Finance & 
Operations must perform his duties in a trustworthy, ethical, legal, and diligent manner and must 
use his best efforts to promote the interests of the Academy.

c) The Executive Director of Finance & Operations must not and agrees to refrain from using any 
Academy time, property or resources or allowing Academy employees to use Academy time, 
property or resources: 

i) for purposes of serving on the board of an educational entity or school, or 
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ii) to promote, market or assist the founding and opening of an educational entity or school.  This 
must not restrict the Executive Director of Finance & Operations ability to devote non-
Academy time, property and resources to such purposes.

10) Employment Status and Termination.  The Executive Director of Finance & Operations is an at-
will employee regardless of any statements, representations, procedures, or policies that may be made 
or promulgated by the Academy or its agents or representatives.  Accordingly, the Board may 
terminate this Agreement and Executive Director of Finance & Operations employment as it sees fit.  
The Board is not required to show cause for termination of this Agreement and the Executive Director 
of Finance & Operations employment.  After the effective date of any involuntary termination or non-
renewal, Executive Director of Finance & Operations is not entitled to receive any form of unearned 
salary, severance, payment of any insurance premium, unused vacation or sick leave, or any other 
employer-paid benefit. 

11) Notice of Intent to Continue as Executive Director of Finance & Operations.   The intent of this 
position is to serve the Academy as an Executive Director of Finance & Operations for a two-year 
term.  On or before December 31, 2024, the Executive Director of Finance & Operations must provide 
the Board with written notice stating whether or not he will request to be employed by the Academy 
as Executive Director of Finance & Operations for the 2025-2026 school year.  

12) Resignation.  The Executive Director of Finance & Operations may terminate this Agreement and his 
employment with the Academy by providing the Board Chair with written notice of his resignation no 
less than thirty (30) calendar days in advance of the effective date of the resignation.  In the event that 
such notice is given, the Executive Director of Finance & Operations must continue to perform his job 
duties diligently, in good faith, and to the best of his ability until the effective date of the resignation.  
The Executive Director of Finance & Operations must also act in good faith to facilitate the transfer of 
job duties to a new Executive Director of Finance & Operations.  In the event that the Executive 
Director of Finance & Operations resigns and provides less than thirty (30) days advance written 
notice to the Academy, he will be liable to the Academy for liquidated damages in the amount of two 
thousand five hundred dollars ($2,500).  With the Executive Director of Finance & Operations written 
authorization, the Academy may deduct this sum from the Executive Director of Finance & 
Operations final paycheck.  If the Executive Director of Finance & Operations does not give the 
Academy authorization to deduct this amount from his paycheck or in the event that his final 
paycheck is less than two thousand five hundred dollars ($2,500), the Executive Director of Finance & 
Operations will be liable to the Academy for the $2,500 or the balance of that sum plus any costs, 
expenses, and attorney fees incurred by the Academy in recovering or collecting the outstanding sum.  
After the effective date of any resignation, the Executive Director of Finance & Operations is not 
entitled to receive any form of unearned salary, severance, payment of any insurance premium, 
unused vacation or sick leave, or any other employer-paid benefit.

13) Choice of Law and Severability.  This Agreement must be governed by the laws of the State of 
Minnesota, regardless of whether any change occurs in the Executive Director of Finance & 
Operations domicile or status as a resident of Minnesota.  If any part of this Agreement is construed to 
be unenforceable or in violation of any applicable law, the remaining portions of the Agreement will 
remain in full force and effect.

14) Waiver.  Waiver by either party of any term or condition of this Agreement or any breach will not 
constitute a waiver of any other term or condition or breach of this Agreement.
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15) Entire Agreement.  This Agreement constitutes the entire agreement between the parties relating to 
the employment of the Executive Director of Finance & Operations.   No party has relied upon any 
oral statements or promises that are not set forth in this document.  The terms of this Agreement are 
contractual and supersede any and all prior agreements between the parties and any inconsistent 
provisions in any employee handbooks or policies.  The Executive Director of Finance & Operations 
understands and agrees that any handbooks or policies adopted by the Academy do not create an 
express or implied contract.  No waiver or modification of any provision of this Agreement is valid 
unless it is in writing and signed by both parties.  

IN WITNESS WHEREOF, the parties have entered into this Agreement on the dates shown below.  This 
Agreement will not become effective unless and until it is approved by the Board of Directors of 
__________________ Academy and signed by both parties.

By signing below, each party acknowledges that it has read this Agreement; that it understands 
the terms of the Agreement; and that it intends to be legally bound by the terms of the 
Agreement.  

Executive Director of Finance & Operations

Dated:  __________________ ________________________________
[INSERT NAME]

Board Chair of __________________ Academy

Dated:  __________________ ________________________________
[INSERT NAME]
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ST. CROIX PREPARATORY ACADEMY
STIPEND RECOMMENDATION FOR EXECUTIVE DIRECTOR

The following is the stipend recommendation for work performed outside of the Executive Director duties:
 

Duties Performed Hours Comments

Our Story webpage 10 Developed for fundraising, preliminary Foundation material, and synopsis of 
school history

Coordinated Gym branding design 5 Branding coordination a primary responsibility of the Communications Director
Discussions of Email signatures with key personnel 5 Branding enforcement a primary responsibility of the Communications Director
Planned, scheduled, and conducted Informational meetings for 
enrollment recruitment

15 These duties are performed by marketing/communications personnel at other 
schools

Review and feedback of weekly Parent Update 20
Coordinate Character attributes on Video Boards 5
Communication related to weather – cancellation, elearning 
days – employee communication, school messenger, TV 
media notification – KSTP, WCCO, Fox, and KARE11

10

Family Handbook 10 Should potentially be designated to Dean of Students
Decisions and communication related to student emergency 
situations

10 Involves communication to appropriate divisions, all school, and/or the entire 
parent community

Website 80 40 hours for set up each year and 4 hours per month
MDE Compliance – Annual Check 10
Rebranding work on documents in review process 10 In the annual review many documents need to be updated with new branding 

standards.  This was normally done by the front office manager, but due to 
turnover that was never transitioned back

Coordination/guidance on some of the Videos developed 5 This includes script review, edit, organizing the messaging, determining 
teleprompter needs, lighting, dress attire, etc.

Board Communication/Operations 80 8-10 hours per meeting.  Includes all BoardBook administration, establishing 
new users, resetting passwords, board calendar, compiling materials, getting 
draft agenda for parent update/website, compiling board packet, distribution of 
that, posting of packet on website, ensuring room is set up for the meeting, 
packet available per state statute – post meeting involves communication of 
information for website updates (e.g. calendars, handbooks, open enrollment 
information, approved minutes, MDE compliance, Friends’ portal submission, 
etc.
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While a couple of these items would likely remain with the Executive Director, a 
majority of these are not the Executive Director’s responsibility.

Total 275
Rate $50/hour which is a teacher’s summer rate $50

Total Stipend Request $13,750

Friends of Education Funding $13,000

Miscellaneous Items not Included
Covid Monitoring – county transmission tracking, weekly 
cases, informing board when transition went from low/medium 
to medium/low

10

Internal communication related to ALICE training – violent 
incidents, student emergencies, active shooter, preparation 
and presentation at parent meeting 

15

Branding of Policy documents 2
20th Anniversary Celebration Prep 3
Website adjustments for board transitions, communication with 
Friends, and communication/prep for special board meeting 
communication in compliance with open meeting law

3

Total Miscellaneous 33
Rate $50/hour which is teacher’s summer rate $1,650
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