
St. Croix Preparatory Academy
Board Retreat Agenda

October 12, 2024

1. Breakfast
2. Call to Order  (8:45 - 9:15) 

• Call meeting to order 
• Introductions
• Meeting Norms
• Meeting Objectives 
• Review Succession Planning Timeline 

3. Interview Process & Leadership Criteria (9:15 - 10:15)
4. Job Description & Compensation Range (10:15 - 10:45)
5. Interview Questions Activity Part 1 (10:45 - 11:45)
6. Lunch (11:45 - 12:30)
7. Interview Questions Activity Part 2 (12:30 - 1:45)
8. Wrap Up & Adjourn Meeting
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Planning

July 2023 ED Position Study Commission a committee to study the executive 
director position. Time study in progress

October 2023 Stakeholder Input October Retreat, Staff and Parent Focus Groups October Retreat, Staff and Parent 
Focus Groups

Board Training View Sartell Training

Communicate Process to Stakeholders Ongoing throughout the process

March 2024 Board Effectiveness Survey
To measure the board’s self-evaluation and 

readiness for the next chapter of SCPA. 
Facilitate discussion at March board meeting.

April/May 2024 Communicate Process to Stakeholders Ongoing throughout the process

June 2024 Search Timeline Conduct an initial planning meeting with the Board of Directors to 
establish the search timeline, Identify timelines for search. 

June 7, 2024 Change Cycle Training Part 1 To equip the organization for planned change.

July 2024 Website Communications
Build web page for public 

communication of succession 
plan - GO LIVE AUGUST

Begin Compensation and Benefits Data 
Requests

Charter and Public school data 
request for contracts and benefits

Aug 2024 Begin ED job description refinement 
with time-study.

Review job description based on 
data gathered and current 
approved job description..

Change Cycle Training Part 
2

To equip the organization for planned change. 
Ensure alignment with market and search efforts 

in 2025.

Determine Hiring Criteria 
Begin discussion of hiring criteria and stakeholder involvement, identify 
the district’s position in the marketplace, determine advertising venues, 

and finalize all processes and procedures for conducting the search. 

Website Communications Go live with Succession plan web 
page

Retirement Announcement to School 
Community

Board announcement via School 
communication channels

Time Study Receive Time Study Results

Differentiate Search Process Internal search vs external 
search.  Keep same.

Survey of SPC and Board Survey to determine hiring criteria for ED

Sept 2024 Communicate succession efforts and 
the plan 

Transparency and confidence 
building. 

Complete ED job description refinement 
with time-study.

Tighten up job description based 
on data gathered and discussed. 
Is legal counsel needed to review 
changes? Reassign tasks out of 

scope.

Complete Compensation and Benefits 
Analysis

Review charter and public school 
data requests to provide 

recommendation to school board.

Oct/Nov 2024 Candidate Submission Materials

Identify candidate submission 
materials (resume, leadership 

philosophy statement, prescribed 
Q: A, etc.) 

Job Description, Compensation, 
Benefits  Recommendations Approved 

by Board

Submit Job Description, 
Compensation, Benefits based 

on sub-committee work.

Determine Hiring Criteria 

Complete discussion of hiring criteria and stakeholder involvement, 
identify the district’s position in the marketplace, determine advertising 
venues, and finalize all processes and procedures for conducting the 

search. 

Survey of SPC and Board Review survey results

Document Design
Design Interview Questions, 

Matrix for Candidates and 
Interview Comparison

Vacancy Announcement Develop a two-sided color vacancy announcement and post on both 
statewide and national job sites.

Retirement Press Release

Press release Jon’s retirement. 
Decide release format, date, 

reach. Press release announcing 
official search for successor 

Applications Procedures/Workflow
Develop all application procedures, handle candidates’ calls and 

correspondence, collect and review

candidates’ files, and receive candidates’ credentials.

Communicate Process to Stakeholders Ongoing throughout the process

Online Q&A for Staff/Community Ongoing throughout the process

Posting

November 25, 2024 Posting

Directly contact Superintendents, Assistant Superintendents, Service 
Cooperative Directors, Charter


School Directors, Principals, Assistant Principals, and Cabinet 
members across the state to inform them


of the vacancy and application procedures. Also post in Revelus 
through the national NASS network.

Pre-Interview/Screening

January 20, 2025 Application Deadline Provide online access for all candidate materials for SPC and Board 
within two days of application deadline.

January 22-31, 2025 Candidate Submissions Email recommended candidates based on ratings from established 
criteria. Review candidate materials Review candidate materials.

Screen Candidates Screen the candidate pool against the Board of Directors’s hiring 
criteria and leadership profile.

Screen candidates in candidate 
pool.

Verify Candidate References

Conduct preliminary verification 
of references, social media 

sweeps and pre-interviews and 
vetting of candidates who best 
meet the Board of Directors’s 

hiring criteria as determined by 
SPC

February 4, 2025 Present Finalists for Interviews Present recommended 
candidates for 1st interview.

Board of Directors selects 
finalists for interviews, and 

clarifying remaining steps of the 
search process

MSBA Rebar SPC EC Board
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1st Round Interview

February 4, 2025 1st Interview Invitation Invite candidates for first round interview. 

Candidates Announcement
Prepare and post communications piece 
for the school district staff and community 
that includes the names of the candidates 

who will be interviewed.

1st Interview Logistics

Act on all second-round interview 
logistics. Dates, times, transportation 

needs, meals, interview reserved rooms, 
interview SCPA participants, interview 

questions.

February 11/12, 2025 1st INTERVIEW
Conducts 1st Round Interviews 

and select finalists for 2nd 
Round

1st Interview Admin Team Follow-up Gather admin team feedback 
following 1st round interview.

1st Interview Stakeholder Feedback Gather stakeholder feedback 
following 1st round interview.

1st Interview Candidate Follow-up
Follow up with each candidate on their 

experience and further questions or 
concerns. 

2nd Round Interview

2nd Interview Invitation Invite candidates for second interview. 

Candidates Announcement
Prepare and post communications piece 
for the school district staff and community 
that includes the names of the candidates 

who will be interviewed.

Additional Reference Checks Conduct any additional reference checks

2nd Interview Logistics

Act on all second-round interview 
logistics. Dates, times, transportation 

needs, meals, interview reserved rooms, 
interview SCPA participants, interview 

questions.

February 18, 2025 2nd INTERVIEW Conducts 2nd Round 
Interviews

2nd Interview Admin Team Follow-up Gather admin team feedback 
following 2nd round interview.

2nd Interview Stakeholder Feedback Gather stakeholder feedback 
following 2nd round interview.

Board - Decide Finalist Board discusses, debates, and 
decides on finalist. 

Hiring

February 19, 2025 Background Screening
Facilitate background screening of 

Finalist by “Trusted Employees” 
Screening Company

Negotiations Negotiations with Finalist.

Acceptance Finalist acceptance and 
contract signed.

February 25, 2025 Contract Approval Board meets to approve new 
Executive Director Contract.

Communication of New ED
Prepare a communications piece for the 

district to send to the media, school 
district staff, and community introducing 

the new Executive Director.

Communicate Process to Stakeholders Ongoing throughout the process.

July 1, 2025 Employment Start Date

Post-Hiring

Develop Transition Plan for ED Assist in developing a transition plan for 
the new Executive Director. - TBD

Board Training - Goals for ED

After the new Executive 
Director begins, Board of 
Directors and Executive 

Director work to develop goals 
and/or expectations.

MSBA Rebar SPC
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ED Interview Process Guidance 
 
 
Application materials will include: 

• 2 pre-screening questions that will be determined at Oct. 7 MSBA meeting 
• Transcript 
• Licensing details (if candidate has administrative license) 
• Do we want anything additional at this point? 

 
Proposed posting/interview timeline (ideal to have posting open 6-8 weeks): 
 

• November 25, 2024 – MSBA opens posting on MSBA, MASA, MNSchoolJobs, & 
Revelus (captures Thanksgiving break). 

• January 20, 2025 - Application deadline. 
o Close posting: January 20 (8 weeks from 11/25 and captures winter break) 
o MSBA will provide online access to all candidate materials within 2 days of 

close (1/22) for the Board and SPC members. 
• January 23, 2024 – MSBA will email recommended candidates based on ratings 

from established hiring criteria. 
• January 22-January 31 - SPC reviews applications, conducts screening, preliminary 

verification of references, social media sweeps, pre-interviews of recommended 
candidates via phone. 

• January 22-January 31, 2025 – Board members review applications. 
• *February 4, 2025 - Board meets to determine finalists for first round of 

interviews, interview questions & procedures (names of the candidates selected 
should be posted the night they are selected). 

• *February 11 and 12, 2025 (if two dates are needed contingent on # of finalists) – 
Board conducts first round of interviews, selects finalists for second round of 
interviews, any additional reference checks are completed. 

• February 18 – Board conducts second round of interviews; Board selects lone 
finalist and sets negotiations process. 

• February 19, 2025 – Board designee(s) begins negotiations of employment 
contract with lone finalist (Board motion to offer finalist the ED position 
contingent upon passing background screen (Trusted Employees) and successful 
negotiation of contract). 

• *February 25, 2025 – Board meets to approve employment contract. 
• July 1, 2025 – New ED begins employment. 

 
*Dates will need to be added as Board Meetings and publicized on our website. These 
dates will be included on the Vacancy Brochure MSBA creates and uses for the posting. 
Administrative team members (especially those who are also SPC members) should plan 
to attend all Board Meetings in February. 
 
Items of note for the interview process: 

• Keep open meeting law requirements and data privacy top of mind. SPC 
members and Board members will have online access to all candidate application 
materials. If anything needs to be printed, it needs to be viewed by appointment 
without copies being made or distributed. Until the finalists for the first-round 
interviews are determined, candidates cannot be discussed with identifying 
information such as he/she, current employer – should be referred to as 
Candidate A, B, C, etc. as it would violate data privacy. Admin team members 
who are not SPC members will not have access to applicant materials. After 
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interviews conclude data privacy remains – candidate names unless they were 
announced as a finalist cannot be disclosed. 

 
• Board decisions need to be immediate after interviews are complete – process 

cannot be dragged out over weeks. 
 

• Board will need to determine how they want to receive relevant and fast input 
from the audience (admin team members). MSBA suggests 3-point scale 
(Exceeds, Meets, Does Not Meet). This information can be data practiced. Board 
deliberations about candidates are open meeting and negative comments about 
candidates should be avoided. 

 
• Schedule 15-minute breaks between candidate interviews. Depending upon 

interview schedule a break between the end of interviews and Board deliberations 
a break of 15-30 is helpful for gathering and reviewing audience (admin team) 
feedback. Conversations about the candidates or interviews should not occur 
during breaks as Board members should not conduct school business during a 
break. 

 
• MSBA uses a timekeeper during interview – shows candidate time remaining: 30 

min, 15 min, 5 min and stands up to escort candidate out at the end of time. Print 
out questions for candidate for interview to have in front of them during the 
interview, bottle of water – MSBA will greet candidate and let them know how 
room is set-up, etc. 

 
• Board chair should have an opening statement/welcome for each interview, then 

each board member should introduce themselves – Name, any specific role they 
have on the board and how long they have served on the board – DO NOT get 
into anything personal such as children attending Prep, etc. as it will lead the 
candidate to do the same which is not pertinent to the interview and cannot be 
considered during the interview process. Small talk is discouraged. 

 
• Each board member should take turns asking questions which allows all members 

of the board to speak – this will be outlined on interview rubric. 
 

• Board chair manages responses to candidate questions and should defer as 
needed such as “Who would like to respond to this question?” or “Let’s defer to 
our EDFO, Kelly Gutierrez, to address your question on school finances.”    

 
• The SPC indicated interested in viewing a writing sample – MSBA suggested to 

have finalist candidates submit writing sample prior to round 1 interview to a 
specific situation. 

 
• 60-minute interview for round 1 – 14-18 questions (one question being “Do you 

have any questions for us?”). No follow-up questions from Board members (do 
not want candidates to be able to state they were not asked the same questions 
inviting discrimination claims). 

 
• 60–90-minute (max) interview for round 2 – 10-12 questions (more in-depth 

questions which may be informed from round 1 interviews). Some leeway with 
follow-up questions. Be clear and specific with any follow-up – such as “Please 
describe your experience with implementation of X as we did not hear that in 
your response”.  
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• Do not live stream as it will give candidates later in the interview process an 

advantage – it keeps a level playing field for all candidates to refrain from live 
streaming. Can record interviews but should only post recordings of finalist 
candidates for a brief amount of time – no more than one week. 
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St. Croix Prep Executive Director Search  
Planning Meeting Agenda 
October 7, 2024 – 8:00 am  

 
____ Introductions 
 
____ Review of Process 
 
____ Timeline 
 
____ Vacancy Brochure 
 

• Draft language 
• Hiring criteria 
• Salary and compensation verbiage 

 
____ Role of Current Executive Director 

 
____ Ground Rules 

 
____ Search Spokesperson 
 
____ In-District Contact Person(s) 

 
____ Confidentiality Employee 
 
____ Search Agreement: additional services (yes/no) 
 

  ___  National advertising  
  ___  Background checks  
 
____ Two Pre-Screening Priorities for the Application 
 
____ Questions 
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October 7, 2024 

 
 

St. Croix Prep – Executive Director Search Timeline 
 
 
 
 

 
  October 7, 2024  

(8:00 am, Succession Planning Committee Meeting) 
Planning meeting – discuss search timeline, review hiring 
criteria and search procedures 

 

 
 November 25, 2024, to January 20, 2025 MSBA posts opening on websites (MSBA, MASA, EdPost, 

Revelus), advertises position vacancy, receives 
applications, and responds to applicants’ inquiries 

 

   
 January 20, 2025 Application Deadline  
 
 January 21, 2025 – January 24, 2025 MSBA reviews applications  
   
 January 22, 2025 – February 4, 2025 Board and SPC members review applications  
    
 January 24, 2025 MSBA sends finalist recommendations based on 

applications and hiring criteria to the SPC 
 

 
   NOT INCLUDED IN MSBA SERVICES: 
 

  

 February 4, 2025 
 (Time TBD, Special Meeting) 

SPC and Board meet to determine finalists, interview 
questions and procedures 

 

   
 February 11 and 12, 2025  

(Time TBD and Time TBD, Special Meetings) 
Board conducts first round of interviews    

  
 February 18, 2025  

(Time TBD, Special Meeting) 
Board conducts reference checks and holds second round 
of interviews; Board selects lone finalist and sets 
negotiations process 

 

   
 February 19, 2025  

(Time TBD, Special Meeting – if it’s a committee) 
Board committee or designee begins negotiations of 
employment contract with lone finalist 

 

 
 February 25, 2025 

(Time TBD, Regular Meeting) 
Board meets to approve employment contract  

  
 July 1, 2025 New executive director reports to work  
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Dates with Meeting Restrictions 2024-2025 
 

January 1, 2024 New Year’s Day Holiday No school, no meetings 

January 15, 2024 Martin Luther King, Jr.’s Birthday 

Observed * 

No meetings 

February 19, 2024 Presidents’ Day * No meetings 

February 27, 2024 Precinct Caucus Day No meetings or activities after      

6:00 p.m. 

March 5, 2024 Presidential Nomination Primary No meetings or activities 

  6:00 p.m. – 8:00 p.m. 

March 12, 2024 Township Election Day (if applicable) No meetings or activities 

6:00 p.m. ‐ 8:00 p.m. 

May 27, 2024 Memorial Day No school, no meetings 

June 19, 2024 Juneteenth ^ No school, no meetings 

July 4, 2024 Independence Day No school, no meetings 

August 13, 2024 Primary Election Day No meetings or activities 

6:00 p.m. ‐ 8:00 p.m. 

September 2, 2024 Labor Day No school, no meetings 

 

October 14, 2024 
Indigenous Peoples Day (Optional 

Holiday) ^^ 

 No meetings if this is a school       

district holiday 

November 5, 2024 Election Day No meetings or activities 

6:00 p.m. – 8:00 p.m. 

November 11, 2024 Veterans Day  No meetings 

November 28, 2024 Thanksgiving Day No school, no meetings 

November 29, 2024 Day After Thanksgiving (Optional 

Holiday) 

No meetings if this is a 

school district holiday 

December 25, 2024 Christmas Day No school, no meetings 

January 1, 2025 New Year’s Day Holiday No school, no meetings 

January 20, 2025 Martin Luther King, Jr.’s Birthday 

Observed * 

No meetings 

February 17, 2025 Presidents’ Day * No meetings 
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March 11, 2025 Township Election Day (if applicable) 
No meetings or activities 

6:00 p.m. ‐ 8:00 p.m. 

May 26, 2025 Memorial Day No school, no meetings 

June 19, 2025 Juneteenth ^ No school, no meetings 

 

 
* Minnesota Statutes Section 645.44 list dates that are “holidays” under state law. Minnesota’s 

political subdivisions have the option of determining whether Indigenous Peoples Day or the 

Friday after Thanksgiving shall be holidays. Where it is determined that either day is not a 

holiday, public business may be conducted. 

 

If the date is determined to be a school day, it must be reflected in the teacher’s contract. If 
Martin Luther King’s birthday, Presidents Day, Veterans Day is determined to be a school day, at least one 
hour of the school program must be devoted to a patriotic observance of the day. For more information, 
see Minnesota Statutes Section 120A.42 (Conduct of School on Certain Holidays). 
 
When the following holidays fall on a Saturday, the holiday is observed on the preceding 

Friday; when the following holidays fall on a Sunday, the holiday is observed on the following 

Monday: 

 

New Year’s Day (January 1)   Veterans Day (November 11) 

Juneteenth (June 19) [new]  Christmas Day (December 25) 

Independence Day (July 4)    

 
Juneteenth ^ 

On Juneteenth (June 19), “public schools may offer instruction and programs on the occasion.” 

For more information, see Minnesota Statutes 10.55 (Juneteenth). The Minnesota Department 

of Education takes the position that school may not be offered on this holiday.  MSBA continues 

to work with MDE to determine the “instruction and programs on the occasion” that may be 

offered. 

 

Indigenous Peoples Day ^^ 

In 2023, the Minnesota legislature replaced Christopher Columbus Day (the second Monday in 

October) with Indigenous Peoples Day. All references to “Christopher Columbus Day” or 

“Columbus Day” are to be changed to “Indigenous Peoples Day” in Minnesota Statutes and 

Minnesota Rules. Thus, the conditions set forth in Minnesota Statutes Section 120A.42 

(Conduct of School on Certain Holidays) continue to apply on this date. 
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St. Croix Preparatory Academy 
is seeking an exceptional leader    

to serve as  

Executive Director 

By the Numbers 
 

 Student enrollment:   1,214 

 Licensed staff members:  101 

 Non-licensed staff members:  77 

 Principals/Asst Principals or Deans: 4/2 
 Full-time Office staff: 14 
 District buildings maintained:  1 

Search Timeline 
 

Announce Vacancy                   TBD, 2024 
Application Deadline                   TBD, 2025 
Applicant Screening                   TBD, 2025 
First Round Interviews              TBD, 2025 
Second Round Interviews         TBD, 2025 
Approve Contract                   TBD, 2025 
Executive Director Begins       July 1, 2025 

MSBA Executive Search Service 

St. Croix Prep Academy is a K-12 charter school 
located in Stillwater, MN, which serves students from 
the eastern suburbs of the Twin Cities.  Founded on a 
classical model of education, St. Croix Prep consists 
of three schools, the Lower School (K-4), the Middle 
School (5-8), and the Upper School (9-12) all in one 
building. Points of pride and awards include: 

 96% graduation rates 
 #1 performing district in MN for the past 7 years 

on the MCAs 
 K-12 enrollment of 1,200 with an annual waitlist 

of 800+ students 
 2023 MN School of Excellence Award—Lower 

School 
 2021 National Blue Ribbon Award—Middle 

School  
 95% college acceptance rate 
 59 acre campus with complete athletic facilities 

(track, artificial turf field, bleachers, press box) 
 Over 20 MSHSL athletic programs and over 20 

student led clubs for student participation 
 Employee retention of 95% 
 Student retention of 96% 
 Financially secure; 40% fund balance; recipient  

of MN Finance Award for the past 17 years 
TBD 

 Click here to learn more! 

Application Deadline 
 

To be considered for this position, an 
applicant’s completed file must be received 
by MSBA prior to 11:59 p.m. on TBD, 2025.  

About the Area 
 

Located on the beautiful St. Croix National  
Scenic Riverway and the St. Croix Scenic Byway, 
Stillwater is a vibrant community with endless 
opportunities to satisfy all ages. Highlights of 
the area include: 
 Water activities such as riverboat cruises, 

paddleboarding, fishing, jet skiing, boating, 
kayaking, and more 

 Historic main street, museums,  
mansions, trolleys, and more; considered 
the Birthplace of Minnesota 

 Sightseeing, golfing, biking, hiking 
 Close proximity to state trails and parks 
 Year-round travel destination for unique 

experiences, shopping, and dining 
 TBD 
 TBD 
 Discover Stillwater here 
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Leadership Profile 

The St. Croix Preparatory Academy School Board 
seeks an executive director who:  
 

 Demonstrates unwavering integrity and 
ethical conduct in all interactions with school 
and community members. 

 Develops and directs a cohesive, efficient 
leadership team while fostering strong 
interpersonal connections through effective 
communication. 

 Maintains a highly visible and accessible 
presence to the school board, staff, students, 
parents, and community members. 

 Mediates effectively, accommodating diverse 
perspectives and promoting teamwork. 

 Possesses a thorough understanding of state 
and federal education laws, cultivating trust, 
and working collaboratively with various 
groups. 

Previous experience as an Executive Director or 
Superintendent is preferred, but not required. 
(TBD) 

Deadline to apply: TBD, 2025 

Deadline and Selection 
 

MSBA’s Executive Search Service uses an online application process. Applicants begin the application 
process at mnmsba.myrevelus.com. To be considered for this position, an applicant’s completed file 
must be received by MSBA prior to 11:59 p.m. on TBD, 2025.   

Contact Amy Jordan at 507-479-9984 (ajordan@mnmsba.org) with questions.  

Applicants are requested to not contact school board members. 

St. Croix Preparatory Academy is an equal opportunity employer. The MSBA Executive Search Service 
is an equal opportunity search agency. 

Salary and Benefits  
 

TBD 

Screening Team 
 

A team from the Minnesota School Boards 
Association’s Executive Search Service (MSBA)  
has been selected to assist the School Board in 
securing and screening applicants. The search 
team will be led by Amy Jordan, MSBA Associate 
Director of Leadership Development and 
Executive Search. 

 Financial Highlights 
 

 General Fund Revenue:          $  16,296,095 

 General Fund Expenditures:  $  16,191,054 

 Unassigned Fund Balance:  $     6,406,000 

 General Fund Balance:   $     6,406,000 

Mission Statement 

 St. Croix Preparatory Academy will 
develop each student’s academic potential, 

personal character, and leadership 
qualities through an academically rigorous 

and content-rich educational program 
grounded in the classical tradition. 
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BOARD 
ST. CROIX PREP: EXECUTIVE DIRECTOR QUALIFICATIONS 

 
INSTRUCTIONS:  Read the list provided below. Choose the SIX items you feel are the most important traits or 
skills the next Superintendent must possess.   
 

1 A visionary, creative thinker    

2 Acts with honesty and in an ethical manner with the school board, staff, and community  8 

3 Delegates authority while maintaining accountability  1 

4 Develops and directs an effective leadership team  4 

5 Develops trust and works collaboratively with diverse groups of stakeholders  4 

6 Effectively mediates and accommodates different perspectives; values teamwork  4 

7 Experience in fundraising and/or grant writing  1 

8 Experience in implementing educational priorities and/or a strategic plan 1 

9 Experience in managing transition   

10 Experience in school management practices  

11 Experience in school finance  1 

12 Familiar with state and federal education laws  3 

13 Follows the school board’s chosen educational philosophy which reflects the community’s values  3 

14 Keeps up on changes in legislation and helps the school engage the legislative process  4 

15 Knowledge of and experience with equity leadership challenges and opportunities   

16 Knowledge of and experience with negotiations and the collective bargaining process   

17 Knowledge of and experience with special education needs   

18 Knowledge of technology and web-based education curricula   

19 Maintains a good working relationship with the media   

20 Possesses a strong academic background with experience in curriculum  2 

21 Promotes business and community involvement in schools  1 

22 Provides written, understandable administrative procedures that implement School Board policy   

23 Strong communicator with proven abilities in human relations  7 

24 Understands the effects of poverty on student learning and achievement  

25 Uses curriculum and other resources to improve test scores  

26 Visible and accessible to the School Board, staff, students, parents, and community  7 

27 Works cooperatively with the School Board; provides options and recommendations  3 

Is it important that the next executive director has previous experience as a superintendent or 
executive director?   Yes_6_ No_3_ 
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COMMITTEE 
ST. CROIX PREP: EXECUTIVE DIRECTOR QUALIFICATIONS 

 
INSTRUCTIONS:  Read the list provided below. Choose the SIX items you feel are the most important traits or 
skills the next Superintendent must possess.   
 

1 A visionary, creative thinker   2 

2 Acts with honesty and in an ethical manner with the school board, staff, and community  7 

3 Delegates authority while maintaining accountability  3 

4 Develops and directs an effective leadership team  5 

5 Develops trust and works collaboratively with diverse groups of stakeholders  4 

6 Effectively mediates and accommodates different perspectives; values teamwork  3 

7 Experience in fundraising and/or grant writing  1 

8 Experience in implementing educational priorities and/or a strategic plan  

9 Experience in managing transition   

10 Experience in school management practices  

11 Experience in school finance  1 

12 Familiar with state and federal education laws  1 

13 Follows the school board’s chosen educational philosophy which reflects the community’s values  3 

14 Keeps up on changes in legislation and helps the school engage the legislative process  1 

15 Knowledge of and experience with equity leadership challenges and opportunities   

16 Knowledge of and experience with negotiations and the collective bargaining process   

17 Knowledge of and experience with special education needs   

18 Knowledge of technology and web-based education curricula   

19 Maintains a good working relationship with the media   

20 Possesses a strong academic background with experience in curriculum  1 

21 Promotes business and community involvement in schools   

22 Provides written, understandable administrative procedures that implement School Board policy   

23 Strong communicator with proven abilities in human relations  3 

24 Understands the effects of poverty on student learning and achievement  

25 Uses curriculum and other resources to improve test scores  

26 Visible and accessible to the School Board, staff, students, parents, and community  3 

27 Works cooperatively with the School Board; provides options and recommendations  3 

Is it important that the next executive director has previous experience as a superintendent or 
executive director?   Yes_6_ No_1_ 
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ADMIN TEAM 
ST. CROIX PREP: EXECUTIVE DIRECTOR QUALIFICATIONS 

 
INSTRUCTIONS:  Read the list provided below. Choose the SIX items you feel are the most important traits or 
skills the next Superintendent must possess.   
 

1 A visionary, creative thinker   1 

2 Acts with honesty and in an ethical manner with the school board, staff, and community  5 

3 Delegates authority while maintaining accountability  3 

4 Develops and directs an effective leadership team  4 

5 Develops trust and works collaboratively with diverse groups of stakeholders   

6 Effectively mediates and accommodates different perspectives; values teamwork  2 

7 Experience in fundraising and/or grant writing   

8 Experience in implementing educational priorities and/or a strategic plan  2 

9 Experience in managing transition  1 

10 Experience in school management practices  

11 Experience in school finance   

12 Familiar with state and federal education laws  4 

13 Follows the school board’s chosen educational philosophy which reflects the community’s values   

14 Keeps up on changes in legislation and helps the school engage the legislative process  2 

15 Knowledge of and experience with equity leadership challenges and opportunities  1 

16 Knowledge of and experience with negotiations and the collective bargaining process   

17 Knowledge of and experience with special education needs   

18 Knowledge of technology and web-based education curricula   

19 Maintains a good working relationship with the media   

20 Possesses a strong academic background with experience in curriculum  1 

21 Promotes business and community involvement in schools   

22 Provides written, understandable administrative procedures that implement School Board policy  1 

23 Strong communicator with proven abilities in human relations  1 

24 Understands the effects of poverty on student learning and achievement  

25 Uses curriculum and other resources to improve test scores  

26 Visible and accessible to the School Board, staff, students, parents, and community  1 

27 Works cooperatively with the School Board; provides options and recommendations  1 

Is it important that the next executive director has previous experience as a superintendent or 
executive director?   Yes_3_ No_2_ 
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TOTAL 
ST. CROIX PREP: EXECUTIVE DIRECTOR QUALIFICATIONS 

 
INSTRUCTIONS:  Read the list provided below. Choose the SIX items you feel are the most important traits or 
skills the next Superintendent must possess.   
 

1 A visionary, creative thinker   3 

2 Acts with honesty and in an ethical manner with the school board, staff, and community 20 

3 Delegates authority while maintaining accountability  7 

4 Develops and directs an effective leadership team 13 

5 Develops trust and works collaboratively with diverse groups of stakeholders  8 

6 Effectively mediates and accommodates different perspectives; values teamwork  9 

7 Experience in fundraising and/or grant writing  2 

8 Experience in implementing educational priorities and/or a strategic plan  3 

9 Experience in managing transition  1 

10 Experience in school management practices   

11 Experience in school finance  2 

12 Familiar with state and federal education laws  8 

13 Follows the school board’s chosen educational philosophy which reflects the community’s values  6 

14 Keeps up on changes in legislation and helps the school engage the legislative process  7 

15 Knowledge of and experience with equity leadership challenges and opportunities  1 

16 Knowledge of and experience with negotiations and the collective bargaining process   

17 Knowledge of and experience with special education needs   

18 Knowledge of technology and web-based education curricula   

19 Maintains a good working relationship with the media   

20 Possesses a strong academic background with experience in curriculum  4 

21 Promotes business and community involvement in schools  1 

22 Provides written, understandable administrative procedures that implement School Board policy  1 

23 Strong communicator with proven abilities in human relations  11 

24 Understands the effects of poverty on student learning and achievement  

25 Uses curriculum and other resources to improve test scores  

26 Visible and accessible to the School Board, staff, students, parents, and community  11 

27 Works cooperatively with the School Board; provides options and recommendations  7 

Is it important that the next executive director has previous experience as a superintendent or 
executive director?   Yes_15_ No_6_ 
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Vacancy brochure – compensation language 
 

*A competitive compensation and benefits package, with a salary range of 
$XXX,XXX-$XXX,XXX, will be negotiated commensurate with experience and 
qualifications. Contract length is negotiable as provided in Minnesota 
statute. Additional benefits available may include (List benefits such as: 
Dental / Life / Long-term disability insurance; Personal / bereavement days; 
Relocation / car / phone allowances; VEBA/other retirement plans; HSA / 
HRA / Deferred compensation plan; Retention bonus). 

 

*Beginning January 1st, 2025, this will be the required verbiage per state statute, and benefits must also be 
included: 
 
Chapter 110, SF 3852 -- Article 7 Sec. 42. 

[181.173] SALARY RANGES REQUIRED IN JOB POSTINGS.  
(a) An employer must disclose in each posting for each job opening with the employer the starting salary 
range, and a general description of all of the benefits and other compensation, including but not limited to 
any health or retirement benefits, to be offered to a hired job applicant. 

(b) An employer that does not plan to offer a salary range for a position must list a fixed pay rate. A salary 
range may not be open ended 
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LIMITED SEARCH - $2,500 - MSBA will: 

1. Conduct an initial planning meeting with the Board of Directors to establish the search timeline, discuss 

hiring criteria and stakeholder involvement, identify the district’s position in the marketplace, 

determine advertising venues, and finalize all processes and procedures for conducting the search. *  
 

2. Collect stakeholder input through an online qualifications and quantitative data survey (in multiple 

languages, if requested). Results will be summarized for the Board of Directors by MSBA. 
 

3. Host an online informational Q&A with MSBA session for staff and community members regarding the 

Executive Director search process, and provide the recording for placement on the District’s website.  * * 
 

4. Develop a two-sided color vacancy announcement and post on both statewide and national job sites. 
 

5. Directly contact Superintendents, Assistant Superintendents, Service Cooperative Directors, Charter 

School Directors, Principals, Assistant Principals, and Cabinet members across the state to inform them 

of the vacancy and application procedures. Also post in Revelus through the national NASS network. 
 

6. Develop all application procedures, handle applicants’ calls and correspondence, collect and review 

applicants’ files, and receive applicants’ credentials. 
 

7. Screen the applicant pool against the Board of Directors’s hiring criteria and leadership profile.  
 

8. Conduct preliminary verification of references and pre-interviews and vetting of applicants who best 

meet the Board of Directors’s hiring criteria as determined by MSBA’s screening team. 
 

9. Conduct a meeting with the Board of Directors for purposes of interview training, developing interview 

questions, and clarifying interview schedules. * * 
 

10. Conduct a meeting with the Board of Directors for purposes of presenting candidate recommendations so 

the Board of Directors can select finalists for interviews, and clarifying remaining steps of the search 

process. * * 
 

11. Coordinate with finalists and be present during the first and second rounds of interviews. * 
 

12. Prepare a communications piece for the district to send to the media, school district staff, and community 

that includes the names of the finalists who will be interviewed. 
 

13. Facilitate Audience Input Forums with finalists in conjunction with the second round of interviews, if 

requested. * 
 

14. Prepare a communications piece for the district to send to the media, school district staff, and community 

introducing the new Executive Director. 
 

15. Assist in developing a transition plan for the new Executive Director. 
 

16. Visit the new Executive Director during their first year of employment. * 
 

17. Facilitate a post-hiring workshop to develop goals and/or expectations for the Board of Directors and 

Executive Director after the new Executive Director begins work in the school district. * * 

    

*    Designates in-district meetings, if possible. 

* * Designates virtual meetings; however, at the Board’s request in-district meetings may be     

substituted for an additional $300 per meeting. 
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National Advertising  

A national search is often desired by districts interested in casting the widest net possible for potential 

candidates. At MSBA, all of our searches are “national” through the National Affiliation of Superintendent 

Searchers (NASS). This group is comprised of more than 100 executive search consultants representing thirty-

nine (39) state school boards associations who assist their peers in other states by providing access to 

nationwide job postings through Revelus (a proprietary, nationwide application database), as well as vital 

reference and work-history verification concerning out-of-state applicants. Ultimately, when a school board 

hires MSBA to conduct its executive search, the school district taps into NASS — one of the most experienced, 

qualified networks of search consultants across the United States. 

 

A la carte Options 

NATIONAL ADVERTISING SITES:  Additional advertising is available on the following sites at no additional 

mark-up: 

• American Association of School Administrators (AASA) - 30 days @ $559; 60 days $799 

• National Alliance of Black School Educators (NABSE) - 30 days @ $250 

• Association of Latino Administrators and Superintendents (ALAS) - 6 weeks @ $250 

• Top School Jobs (EdWeek) - 30 days @ $495 

• National Indian Education Association (NIED) - 8 weeks @ $80  

• Other sites as requested by the School Board 

 
 

Background Checks 

BACKGROUND CHECKS:  Criminal background checks, as well as verification of employment, educational 

credentials, and professional licensure are also available for final candidates at a cost of $395 per person. 

ADDITIONAL A LA CARTE OPTIONS 
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Two screening priorities (Sample application questions) 
1. What is your vision for the future of education? How would you align your vision with our 

school's mission, goals, and strategic plan? 

2. What are some strategies or initiatives that you have implemented or supported to promote 
collaboration, trust, and respect with staff, students, families, and community partners in 
your previous or current roles? 

3. How do you communicate effectively and transparently with diverse audiences, both 
internally and externally, and how do you handle sensitive or controversial issues or 
messages? 

4. How do you manage resources (human, financial, physical, and technological)? How do you 
ensure accountability, efficiency, and equity in the allocation and utilization of resources? 

5. How do you demonstrate ethical leadership and professional conduct as a school leader? 

6. How do you model and uphold the school's values and policies? 

7. Describe your knowledge and experience relating to charter school finances and 
responsibilities. 

8. Share an initiative that you are most proud of leading or being a part of within your current 
school or district. Explain what your role was, and what the impact was on students. 

9. How do you assess the effectiveness of your leadership style and communication skills, and 
what steps do you take to improve them? 

10. How do you approach the evaluation and professional development of teachers and 
administrators, and what criteria do you use to measure their performance and growth? 

11. How do you use data and evidence to inform your decision-making and problem-solving 
processes, and how do you communicate your rationale and outcomes internally and with 
the public? 

12. How do you address the academic, social, and emotional needs of all students, especially 
those who are at-risk, have special needs, or are gifted and talented? 

13. How do you promote equity, diversity, and inclusion in your current role, and what strategies 
do you use to address any gaps or disparities in achievement, opportunity, or access? 

14. How do you balance competing priorities and demands, and how do you manage your time 
and resources efficiently and ethically? 

15. How do you cope with stress and maintain your well-being and resilience as a leader? 

 

53



Title Executive Director Reports To: Board of Directors

Department District FLSA Status Exempt

General Description

Responsible for the effective operation of the District; general administration of all instructional, business
or other operations of the District. For advising and making recommendations to the Board of Directors
with respect to governance, budget approval and financial oversight, evaluating student achievement and
charter contract/goals, and strategic planning. To enforce all provisions of law and all rules and
regulations relating to the management of SCPA and other educational, social and recreational activities.

St. Croix Preparatory Academy will develop each student's academic potential, personal character, and
leadership qualities through an academically rigorous and content rich educational program grounded in a
classical tradition.

Essential Duties and Responsibilities

Fiscal & Legal Management

● Assist the Executive Director of Finance and Operations (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.

● Use legal counsel in governance and procedures to avoid civil and criminal liabilities.
● Create partnerships with the community including businesses, civic organizations, etc. to

gain school support and resources to achieve strategic initiatives.
● Participate in accomplishing Foundation goals.

Policy, Governance & Compliance

● File annual reports to the authorizer, Friends of Education, and MDE.
● Monitor and comply with charter school, state and federal laws and regulations as well as

the school’s bylaws.

54



● Ensure all legal requirements for personnel selection, development, and retention are
followed.

● Ensure the timely development, implementation, and posting of school operating policies.
● In collaboration with the Administrative Team, hire, supervise, and evaluate

administrators in accordance with school policies.
● Establish procedures and practices for dealing with emergencies such as weather,

threats to the school, student violence, active shooter, etc.
● Ensure appropriate policies and procedures are in place to effectively run the

organization.
● 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.

● Oversee the Special Education department, ensuring compliance with federal and state
regulations, effective program implementation, and support for student needs.

School Board Development

● Communicate and implement a shared vision for the school and Board that focuses on
academics, character, and leadership.

● Assist the Board nomination and election procedures for the Board
● Assist the Board and ensure annual meetings are accessible to all staff and parents.
● 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

Strategic Planning

● Collaborate with the Board of Directors and important stakeholders of the school to
create a strategic plan. Assist the Board in establishing timelines.

● Monitor short and long-term strategic plans, particularly in the areas of curriculum,
technology, and facility needs of the school.

External/Stakeholder Communications

● 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.

● Foster appreciation and recognition of school and community cultures.
● Promote academic rigor, character, and leadership.
● Encourage and uphold a school-based climate of civility.

Classical Education, Values & Culture

● 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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● Ensure school administrators utilize effective research when instituting classical
instructional practices.

● Work in a collaborative manner with the school level administrators and curriculum and
instructional teams to guide classical education models.

● Model high moral and ethical standards in all interactions.
● Conserve classical school/community cultures.
● Create a standard for maintaining a respectful and courteous school environment.
● Act as a cornerstone for Classical Education.

Leadership

● Provide purpose and direction for administrators and staff.
● Shape the leadership team culture and climate.
● Identify, track, and proactively respond to issues.
● Explore and develop ways to find common ground in dealing with difficult and divisive

issues.
● Demonstrate effective communication skills. Serves as the chief spokesperson for St.

Croix Prep, assuring proper representation and response to critical matters.
● 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.

● 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.

● Engage with stakeholders in the district by being physically present to assess the climate,
collect information, and establish trust.

● Responsible for making decisions regarding weather-related closures and delays, and
acting as incident commander.

● All other duties as assigned.

Professional Development

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

● Without a valid administrator’s license, complete 25 hours annually of competency-based training
corresponding to annual PD needs and plan approved by the Board. With a valid administrator’s
license, complete a minimum of ten hours competency-based training during the first year of
employment on: charter school law and requirements, board and management relationships, and
charter contract and authorizer relationships. All required training may not be self-instructional
and must be certified and reported in the school’s annual report.

Education & Work Requirements

Degree Information Major Field of study or degree emphasis
General
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A minimum of a B.S. or B.A. from an accredited
institution

● Current MN Administrator licensure or equivalent experience.
● Responsibility for direct supervision of the following positions:

○ Lower School Principal
○ Middle School Principal
○ Upper School Principal
○ Student Support Services Director
○ Activities Director
○ Facilities Director
○ Technology Director

Essential Skills Required

● 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.
● Passionate commitment for the organization’s mission.

Working Conditions

● Work involves continuous contact and interactions with students, staff, and parents.
● Physical Job Requirements: Indicate according to essential duties /responsibilities

Employee is required to:
Never Occasionally Frequently Continuously

0% 1-33% 34-65% 66-100%

Stand X

Walk X

Sit X

Use hands dexterously X

Reach with hands and arms X

Climb or balance X

57



Stoop/kneel/crouch/crawl X

Talk or hear X

Taste or smell X

Physical (lift & carry)

Up to 10 pounds

Up to 25 pounds X

Up to 50 pounds

Up to 75 pounds

Up to 100 pounds

More than 100 pounds
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Comp

District Type Location Students Grades FY23 FY24 FY25 FY26 FY27 Vehicle Tech TSA HSA Vacation Payout Relocation Retention/Year Bonus

River Falls (District) Public MN 3479 K-12 $192,000 197760 $203,693 Travel Reimburse
7.36% of base salary

all remaining paid out at daily rate

Hastings (District) Public MN 4160 K-12 $194,948 $204,328 $213,708 Travel Reimburse 3-4% matching $10,000 reimburse

White Bear Lake (District) Public MN 8481 K-12 $219,900 $224,300 $228,800 Travel Reimburse $2500/yr
up to $10,000/yr 

match $3500/yr 15 days/yr to TSA or payout $500/yr

Stillwater (District) Public MN 8203 K-12 $210,000 $218,000 $225,000 $231,750 Travel Reimburse $5200.00 35 days upon seperation $9000 reimburse

Hudson (District) Public WI 5431 K-12 $235,755 242827.65 $250,112
$400/month for 
business travel $2200/yr 9% of salary/yr

Varies on Plan
12 days/yr

possible if approved by board

South Washington (District) Public MN 18,700 K-12 $240,435 $247,675 $255,200 $500/month available 10 days/yr to TSA

Charter School Type Location Students Grades FY23 FY24 FY25 FY26 FY27 Vehicle Tech TSA HSA Vacation Payout Relocation Retention/Year Bonus

Hope Community Academy Charter St. Paul 948 K-12 $113,599 $117,007 $120,517 $124,133

Nova Classical Charter St. Paul 1138 K-12 $150,960 $153,920 $158,538
Same Bonus as Staff (10% in 
FY25)

Lakes International Charter Forest Lake 1517 K-12 $153,920 $160,076 $166,479 $173,138

MN Transitions Charter Minneapolis 5530 K-12 $160,000 $164,800 $169,744 $174,836 $300/month

Higher Ground Charter St. Paul 1204 K-12 $162,000 $166,860 $171,866 $177,022

Parnassus Prep Charter Maple Grove 1470 K-12 $178,606 $183,071 $187,647 $1500/yr $400/month $5000/yr

Eagle Ridge Charter Minnetonka 1592 K-12 $178,600 $180,336 $183,944 $187,622 $75/month 10 days/yr @$452 each $3500

Prairie Seeds Charter Brooklyn Park 829 K-12 $171,360 $176,501 $181,796 $187,250

St. Croix Prep Charter Stillwater 1314 K-12 $180,778 $186,201 $191,787 $197,541 $100/month payout @$521.48 upon retirement

Community School of Excellence Charter St. Paul 1637 K-12 $182,368 $187,839 $193,474 $199,278

Hmong College Prep Charter St. Paul 2605 K-12 $199,704 $205,695 $211,866 $218,222

Hiawatha Charter Minneapolis 1852 K-12 $208,000 $214,240 $220,667

PACT Charter Ramsey 1048 K-12 $225,000 $230,000 $235,000 $200/month $100/month $13,500/yr match 10 days/yr to TSA/payout @ $9000

Other Comp

Executive Director -COMPENSATION  COMPARABLES 

59



Executive Director -  COMPENSATION  COMPARABLES  2025-
2026 Metro Charter School Salaries 

By School High/Low/Average
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Executive Director -  COMPENSATION  COMPARABLES  2025-
2026 Neighboring District Salaries 

By District High/Low/Average
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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 62
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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 the 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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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 
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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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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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