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More than School Finance… 

 

Partners in LEADING THE DISTRICT 
 

Superintendents surveyed say that they are feeling the 
pressure of “an increased demand to focus on student 
achievement, teacher evaluations and a host of other 
mandates.” At the same time, school districts are 
working with more and more limitations on their 
financial resources. 

Recognizing these factors, it is essential for every 
district to have a leader within the district with a focus 
and expertise in financial management. Having this 
dedicated partner helps the Superintendent to focus on 
the organizational and instructional leadership. 

 

Partners in STRATEGIC PLANNING 
 

Another major role of a school business official is to 
coordinate with the Superintendent, Board and 
community to support the vision and the mission of the 
district. A school business official brings a long-range 
financial vision and strategic thinking that is invaluable 
to a Superintendent who comes from a primarily 
education-focused background. 
 
The Superintendent looks to the SBO to provide 
financial strength, vision and guidance. The Board looks 
to the SBO to “make the complicated understandable” 
and lead them through the long-term ramifications 

of their decisions. SBOs often sit on the 
Superintendent’s cabinet and present to the Board on 
district financial issues. 
 
Together with the Superintendent and Board of 
Education, SBOs are ultimately accountable to the 
community that every dollar invested in the district is 
well spent. With the pressing concerns of educational 
performance, tax funding, new mandates and legal 
issues, the expertise an SBO brings makes them an 
invaluable member of this strategic team. 

 

A MULTI-FACETED LEADER: 
 

The skill and knowledge base of school business officials reaches far beyond the budget.  School Business Officials 

are responsible for, and must have extensive knowledge of, all these complex areas of school operations. 

 Accounting and reporting 

 Operations and maintenance of plant 

 Purchasing and supply management 

 Food service operations 

 Insurance 

 Transportation 

 Financial planning and budgeting 

 Administrating personnel functions 

 Data processing 

 Grant application and reporting 

 Collective bargaining 

 

When asked, school business officials said they spend the majority of the day on administrative tasks to 

keep the district running. Other daily responsibilities included fiscal/budgeting, educational performance 

accountability and creative brainstorming to identify underutilized resources for opportunities for the 

district. 

 
 

BOTTOM LINE: THE WIDE-RANGING EXPERTISE A SCHOOL BUSINESS 

OFFICIAL BRINGS TO THE DISTRICT IS INDISPENSIBLE. 
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RESUME OF A SCHOOL BUSINESS OFFICIAL: 

A PORTRAIT OF CURRENT SBOs IN CONNECTICUT 
 

COMMON TITLES INCLUDE: 
 Assistant Superintendent for Business 

 Business Manager 

 Chief Financial Officer 

 Director of Business Services 

 Director of Finance 

See the need for an SBO but not sure where to start? 
Use this document, prepared by CASBO, as a resource 
on how to choose the background and scope of duties 
of your SBO and other aspects of the hiring process. 

 

 

EDUCATION* 

Over 76% have earned a Doctorate or Master’s Degree 
_____________________________________________________________________________________________ 

EXPERIENCE* 

Approximately 22% have been in the profession 

for more than 20 YEARS 
_______________________________________ 
Approximately 21% have been in the 

profession for 5 – 9 YEARS 
 

Approximately 28% have been in the profession 

between 10 – 19 YEARS 
___________________________________ 
Approximately 28% are in their first  

five years in the profession 

Master’s degrees typically include: Master’s in Finance, Accounting, Business Administration, Organizational 

Leadership, Education and Public Administration. 
 

* Based on a 2014 survey of CASBO Members 

 

 

ROI OF A SCHOOL BUSINESS OFFICIAL: 
 

National estimates indicate that school business officials may save school districts up to two or three times their 

average salaries.   

Some examples of how SBOs have achieved this money savings include: 
 

 Seeking cooperative purchasing opportunities and bidding out many contracts 

 Negotiating collective bargaining, health insurance and transportation contracts, monitoring internal controls, 

and accountability for budgeting and staffing decisions 

 Continually reviewing procedures and operations for the most effective and efficient use of district resources 
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INVEST IN THE SUCCESS OF YOUR SCHOOL BUSINESS OFFICIAL 
 

With all the challenges facing school districts, the demands of this profession are constantly increasing. In order to 

get the most from your school business official it is important for you to support their ongoing growth. 

 

The Connecticut Association of School Business Officials is devoted to the success of your school business official 

and provides them with the opportunity to continue their professional development and to exchange ideas with 

fellow SBOs. 

 

COMMIT TO THEIR PROFESSIONAL DEVELOPMENT 
 

In a constantly changing field, keeping up-to-date with industry best practices is vital. Through CASBO’s seminar 

offerings, your school business official will keep up with his/her certification requirements; and concomitantly, 

keep abreast of all the changes coming down the line. 

 

Membership with CASBO will also keep your SBO updated on current legislation and involved in the legislative 

process so that he/she will be able to serve as another voice in helping you articulate the potential impact of 

pertinent legislation on your district. 

 

CONNECT THEM TO A COMMUNITY OF PROFESSIONALS 
 

CASBO facilitates invaluable networking opportunities for school business officials such as serving on a committee, 

attending a conference, through participation in the mentorship program or sharing solutions through our listserv. 

By encouraging your SBO to get involved, you are investing in the success of your district. 

 

CONTACT CASBO FOR MORE INFORMATION:  860.519.0023 
 

Congratulations on your decision to bring the experience and expertise of a school business official (SBO) to your 

district! At a time when resources are limited, hiring a school business official is a solid investment in the success 

of your organization. 

 

CASBO is committed to assisting you in the process of finding the right person for your district. Once s/he is hired, 

we are also committed to supporting the school business official in order to assure her/his effectiveness.  This is 

accomplished through employing a vast array of professional development and networking opportunities, and 

through making available a variety of useful materials and resources that can readily be adapted for use. 

 

To view an online version of this guide with downloadable documents, visit www.ct-asbo.org. 

 

If you have questions or need any additional assistance, please do not hesitate to contact CASBO: 

Sharon S. Bruce, CAE, Executive Director 
11 High Gate Lane, West Hartford, CT 06107-1010 
860.519.0023 phone/fax    ssbruce@comcast.net 
 

4



 
 

HOW TO USE THIS GUIDE 
 

This resource is meant as a starting point to help you determine what you’re looking for as you 

begin the search. We have divided the process into six steps: 

 

STEP ONE: DETERMINE THE ROLE OF YOUR SBO 
Begin by filling out the task and function checklist to understand the scope of duties that you want your 

school business official to perform. This will provide a frame-of-reference as you continue on to the next 

step in the process. 

 

STEP TWO: DETERMINE TITLE, QUALIFICATIONS & SALARY RANGE 

Based on your decisions in step one, use the chart of typical titles and qualifications as a guide 

in your search for a qualified candidate. 

 

STEP THREE: CREATE A JOB DESCRIPTION 

Use the sample job descriptions included as a springboard to create a job description that 

matches specifically with the tasks and functions for your school business official. These 

documents are also available online for you to customize. Find them at www.ct-asbo.org. 

 

STEP FOUR: FIND A QUALIFIED CANDIDATE 

Once you have decided the role of your school business official, and determined your desired 

qualifications, list the job posting on CASBO’s website under Member Services.   

http://www.ct-asbo.org/networking/ 

 

STEP FIVE: INTERVIEWING & SELECTION 

Determining whether you’ve found the right candidate is all about asking the right questions! 

Use the sample list of interview questions to get started as you narrow down the field of 

potential candidates. 

 

STEP SIX: COMMIT TO THEIR PROFESSIONAL GROWTH 

CASBO provides an array of resources and opportunities to help your newly hired SBO reach 

their potential. Start with this document to see what offerings meet their specific needs. 
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STEP ONE: DETERMINE THE ROLE OF YOUR SBO 
 

WHAT DO I WANT MY SCHOOL BUSINESS OFFICIAL TO DO? 

Task & Function Checklist – Check all that apply 

 

 FUNCTIONS 

TASKS Perform Specific 

Tasks (i.e. payroll) 

Direct, Oversee 

and/or Supervise 

Key Decision 
Maker 

and/or Evaluator 

Financial Planning/Budgeting    

Accounting & Finance Systems    

Debt Services & Capital Fund Management    

Auditing    

Purchasing & Supply Management    

School Facility Planning & Construction    

Facility Operations    

Insurance/Risk Management    

Cost Analysis    

Reporting & Compliance    

Collective Bargaining    

Data Processing    

Cash Management & Investments    

Food Service    

Legal & Policy Management    

Personnel Management    

Grant Writing & Management    

Office Management    

Community Relations    

Property Management    

Campus Security    

Staff Development    

Student Activity Funds    

Transportation Services    

Health & Safety    
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STEP TWO: DETERMINE TITLE, QUALIFICATIONS, AND SALARY  
 

WHAT TITLE SHOULD I CHOOSE FOR MY SCHOOL BUSINESS OFFICIAL? 
 

Below is an outline of typical SBO titles, qualifications and primary responsibilities. Refer to the 

School Business Official Task & Function Checklist to understand what responsibilities you 

would like your school business official to perform. For example, if you checked “Key Decision 

Maker and/or Evaluator” and/or “Directs, Oversees and/or Supervises” for a wide scope of 

functions, consider a title that reflects this.  Current salary data is available to superintendents 

upon request at the CASBO office. 
 

Please note that titles and scope of responsibilities vary significantly from district to district. This 

is not intended for the purpose of re-classifying current school business professionals. 
 

Typical Titles Scope of Responsibilities Typical Qualifications 

Assistant 

Superintendent for 

Business or Finance 

Oversees, supervises 

and/or is a key decision 

maker for all finance and 

operational aspects of a 

school district. 

 Master’s Degree Preferred 

 State SBA Certification  

Required (085 or 092) 

 National SFO (School Finance 

Officer) Certification 

Preferred 

 Prior Experience as an SBO or 

other School District Official 

Business Manager or 

Director of Finance 

Oversees and/or 

supervises some or all 

financial and operational 

aspects of a school district. 

 Master’s Degree Preferred 

 State SBA Certification 

Required (085 or 092) 

 

Chief Financial Officer 

or Comptroller 

Oversees school finance 

and accounting functions 

and/or performs specific 

tasks. Operational 

oversight may also apply 

depending upon size of 

district and staffing 

infrastructure. 

 CPA or Master’s Degree in 

Finance or Accounting  

 State SBA Certification 

Required (085 or 092) 

 National SFO (School Finance 

officer) Certification 

Preferred 

 Prior Experience as an SBO or 

other School District 

Administrator 
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STEP THREE: CREATE A JOB DESCRIPTION 
 

You can use the sample job descriptions as a starting point, and customize them to 

accommodate your needs.  For links to additional Sample Job Descriptions that you can use 

and customize, visit www.ct-asbo.org. 

 

STEP FOUR: FIND A QUALIFIED CANDIDATE 
 

Once you have decided the role of your school business official and selected your desired 

qualifications, a great place to find the best possible candidate for the position is to post the 

notice of position vacancy in the “Job Postings” available on CASBO’s website;  

www.ct-asbo.org. 

 

STEP FIVE: INTERVIEWING & SELECTION 
 

Refer to the Sample Interview Questions document to get a starting point to determine what 

questions you would like to have answered at different stages in the interview and selection 

process.  To download this document in Word or .PDF, please visit www.ct-asbo.org. 

 

STEP SIX: COMMIT TO THEIR PROFESSIONAL GROWTH 
 

Once you have invested in a school business official as a member of your administrative team, 

continue to invest in their success through their development and training. This ensures that 

your investment will return the highest possible dividends. 
 

Refer to “CASBO Helps Your School Business Official to Succeed” (later in this document) to get 

a recommended path of professional development that will help your newly hired or trained 

school business official reach their potential within your district. 
 

To find this resource and learn about other opportunities available through CASBO to help your 

School Business Official succeed, please visit www.ct-asbo.org. 
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SCHOOL BUSINESS OFFICIAL SAMPLE JOB DESCRIPTIONS 

The State of Connecticut Department of Education has defined eleven areas of competency for 

the school business official for certification purposes.  For those employed by a board of 

education and responsible for 6 or more of these areas, individuals should hold a 085 business 

administrator certificate.   

 

The eleven competency areas are:  1. Accounting and reporting; 2. Financial planning & 

budgeting; 3. Operations & maintenance of plant; 4. Administering personnel functions; 5. 

Purchasing & supply management; 6. Data processing; 7. Food service operations; 8. Grant 

application & reporting; 9. Insurance; 10. Collective bargaining; and 11. Transportation. 

 

A School Business Official's knowledge and experience is required as a resource to municipal 

boards, community groups, and various Board of Education committees. He or she may be 

called upon for participation in such meetings as long range planning, building committee, 

budget hearings, and board of finance meetings on bond issues, crisis planning, PTA/PTO, safety 

committee, contract negotiations, capital improvement plan, redistricting, and fields 

committee.  

 

School Business Officials' duties have grown tremendously as legal, environmental and 

regulatory issues have changed, extending the responsibilities far beyond the 11 basic areas. 

School Business Officials are accountable, not only for the quantitative, but for the qualitative 

side of expenditures. School Business Officials must be partners in the education process, 

understanding the current educational theories, goals and terminology and, moreover, that the 

ultimate goal of the partnership must be the development of well-rounded students, the future 

citizens of our towns, cities and state. Such understanding is vital to developing and monitoring 

financial strategies to meet this goal. 

 

To download these job descriptions as Word documents that you can customize, refer to the 

CASBO website: www.ct-asbo.org. 

 

If you have questions or need additional assistance please do not hesitate to contact CASBO: 

 

CONNECTICUT ASSOCIATION OF SCHOOL BUSINESS OFFICIALS, INC. 

11 High Gate Lane, West Hartford, CT 06107-1010    860.519.0023 

  

9



 
 

SCHOOL BUSINESS OFFICIAL SAMPLE JOB DESCRIPTIONS 
 

HOW TO USE THESE SAMPLES:  Please review this list and incorporate the applicable 

responsibilities based upon your district’s needs.  There are actual sample job descriptions 

and contracts at the end of this document. 

 

RESPONSIBILITIES 

ACCOUNTING AND REPORTING 

 Plan, develop, organize, implement, direct and evaluate the District’s fiscal function and 
performance. 

 Supervise the preparation of all claims for reimbursement from local, state and federal 
agencies as they apply to areas of responsibility. 

 Direct and implement an effective system of internal financial controls. 

 Oversee the maintenance of finance and business records, reports and district files as 
determined by district policies and state laws. 

 Insure district compliance with pertinent state and federal regulatory programs (i.e. 
AHERA, ADA). 

 (Regional Schools and Districts) Prepare annual assessment levels. 

 (Regional Schools and Districts) Optimize the handling of bank and deposit relationships 
and initiate strategies to enhance cash position and ensure appropriate investment of 
school district funds as provided by School Code and Board of Education policy. 

 Review Business Office performance with respect to overall financial condition. 

 Ensure that accounting procedures meet state requirements and direct the 
administration of all accounting records. 

 Payment of bills and other accounts payable; the preparation of payrolls; the receiving 
and custodianship of cash receipts; and the preparation of all financial reports. 

 Prepare monthly financial reports for all program administrators and the School 
committee, and highlight any permanent variances in revenues or expenditures. 

 Investigate pertinent areas of operation through appropriate use of the internal audit 
process. 

 Coordinate the submission of claims for Free and Reduced Lunch and Breakfast 
Program, Gifted Education, Bilingual Education, Special Education, and other state and 
federal categorical programs. 

 Arrange and coordinate the preparation of the annual financial audit and any internal 
audit assignments requested by the Superintendent or the Board. 

 Implement audit suggestions on a timely basis. 

 Work closely and cooperatively with State and/or independent auditors, notify local 
media of completed audits and make audit report available to the public. 

 Establish and supervise a program of accounting and reporting for the financial affairs of 
the District. 

 Establish controls for transfer of budgeted funds, as necessary. 
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 Prepare financial reports as required by state and federal agencies. 

 Prepare appropriate financial reports to record data and provide information for 
management decisions. 

 Maintain liaison with the school’s legal counsel, and other local government officials. 

 Complete, monitor, and report the activities applicable to state and federal funded 
activities. 

 Monitor a district-wide plan for the management of student activity and school-based 
internal funds. 

 

FINANCIAL PLANNING AND BUDGETING 

 Plan, coordinate and direct the District’s budget development activities and budget 
administration process. 

 Continually improve the budgeting process through education of building and district 
management on financial issues impacting budgets. 

 Prepare enrollment projections, long-range plans, and projections pertinent to the 
financial needs of the district. 

 Assist building principals in developing building-based budgets and provide regular 
counsel on fiscal and operational areas. 

 Explore feasibility of using long-term funding for special projects, monitor bonded 
indebtedness, and counsel the Superintendent and School Committee on referenda 
possibilities. 

 Prepare and submit the annual school budget and the audited annual financial report in 
compliance with the state requirements. 

 Prepare multi-year projections of revenues and expenditures. 

 Utilize site and program-based budgeting procedures in preparing the district budget. 

 Coordinate any additional analyses required to understand the budget proposal for 
action by the School Committee. 

 Submit periodic statements to the School Committee detailing the status of the budget 
appropriation. 

 

OPERATION AND MAINTENANCE OF PLANT 

 Administer the continuous maintenance of property records. 

 Supervise Buildings and Grounds staff. 

 Coordinate a system of preventative maintenance and duty schedules. 

 Develop plans of compliance with safety regulations for school facilities. 

 Make recommendations to the Superintendent and School Committee for needed 
repair and maintenance which should be included in the budget. 

 Ensure appropriate maintenance, groundskeeping, security and custodial requirements 
for each school building and installation. 

 Facilitate training for employees that will enable them to be more cognizant of 
dangerous environmental factors. 
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 Develop and implement a process for assessing potential safety hazards in school 
buildings and on school grounds. 

 Prepare a school district disaster preparedness and recovery plan. 

 Administer a program of plant operation and maintenance, security and property 
protection and community use of school facilities. 

 Participate as part of the team in making decisions related to construction planning. 

 Review, process and pay invoices for new construction. 

 Develop appropriate procedures for selecting and using the professional services of 
architects, engineers, risk managers, construction managers, general contractors and 
other professionals and understand their roles and responsibilities. 

 Apply the protocols and procedures involved in developing and using educational 
specifications and selecting school sites. 

 Analyze the legal and administrative responsibilities of advertising, awarding, and 
managing construction contracts and possess an understanding of how to respond to 
contractor bankruptcy, product failure, and poor workmanship. 

 Evaluate the research, current practices and issues regarding the impact of energy, 
safety, and environmental factors. 

 Analyze the legal context within which school facilities are planned, constructed and 
operated and the various federal and State agencies and their roles in the process. 

 Plan for facilities-related needs: prepare population projections, develop educational 
specifications, analyze amortization of bond issues, evaluate buildings, etc. 

 

ADMINISTERING PERSONNEL FUNCTIONS 

 Supervise and evaluate Business Office personnel and budget. 

 Plan for continual improvement of the efficiency and the effectiveness of employees as 
well as provide individuals with professional and personal growth. 

 Ensure that payroll checks are issued to all district employees on a timely basis. 

 Make timely payments of employee withholdings to appropriate government and 
retirement systems. 

 Monitor compliance with 403(b) rules. 

 Submit required state and federal payments and reports. 

 Periodically gather market data on prevailing salaries and wages of school district 
employees. 

 Provide necessary research for successful rate and salary administration. 

 Plan and coordinate the development of statistical, financial and management 
information related to employee relations. 

 Supervise the administration of the district’s retirement system. 

 Responsible for personnel and human resource operations, insurance and medical 
benefits. 

 Verify employee services and prepare special reports required for income tax, social 
security and other special withholdings. 
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 Prepare pertinent fiscal data for negotiations, including data relevant to benefit 
programs. 

 Oversee the selection and revision of employee health insurance programs. 

 Oversee the day-to-day operations of the district finances and business operations. 

 Recruit and interview qualified personnel for staff openings assigned. 

 Establish programs of orientation and staff development for assigned staff. 

 Make salary recommendations for budget purposes for assigned staff. 

 Evaluate and make employment decisions and recommendations to the Superintendent 
of Schools. 

 Establish procedures for record keeping and maintaining all records that audit and legal 
requirements demand. 

 Establish standard operating procedure manuals for the deployment of efficient work 
processes, effective workflow and minimal paper processing. 

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

 Develop a comprehensive plan for the operation of the total school business services 
program. 

 Delegate the authority necessary to accomplish department functions. 

 Implement and observe all School Committee business policies for the District. 

 Develop and operate a management control system that monitors department 
activities. 

 

PURCHASING AND SUPPLY MANAGEMENT 

 Ensure all purchasing, receipt, storage and distribution of supplies and equipment for all 
funds. 

 Develop specifications and bids as directed by pertinent Connecticut statutes and School 
Committee policy. 

 Ensure that the process operates in an economical manner and in accordance with 
budget limitations, School Committee policy and the state laws. 

 Ensure accurate and timely payments of all legitimate accounts payable items. 

 Prepare required warrant payment reports for School Committee approval. 

 Monitor the bid and request for proposal process, act as final negotiator for all supplier 
contracts, complete all purchase order and all contract requirements. 

 Work with other administrators and architects in planning construction and contracting. 

 Coordinate the purchase, maintenance and inventory of all supplies and equipment for 
operational and instructional area in a manner that will take advantage of bidding and 
cooperative and bulk purchasing based processes. 

 Develop and administer a program for securing contracted services. 

 Direct the purchase, by competitive bidding, informal quotations and negotiation, of 
items of supply, equipment and contracted services necessary for the operation of the 
school district. 
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 Review or prepare bid documents, including notice to bidders, instruction to bidders, 
specifications and the form of proposal. 

 Develop a fixed asset inventory for insurance and control purposes. 
 

DATA PROCESSING – INFORMATION TECHNOLOGY 

 Oversee technology department. 

 Ensure adequate staffing, funding, training, and equipment for effective use of 
technology by staff and students. 

 Work with the technology director on the development of a long-range technology plan. 

 Work with the technology director to ensure successful SBAC testing district-wide. 

 With the technology director, develop and reassess any BYOD policies. 
 

FOOD SERVICE OPERATIONS 

 Supervise the Food Service Director for in-house contract service provider food service 
programs. 

 Direct the general operations and financial procedure of the food service program. 

 Manage the free and reduced price federal lunch program component. 

 Work with the Food Service Director to monitor the meals per labor hour estimates on a 
quarterly basis. 

 Supervise the health and safety standards compliance of the food service program. 

 Approve pay requests for services provided and contract modifications. 

 Oversee all food service operations and/or contracts. 

 Apply State and federal guidelines regarding free and/or reduced-price meal subsidies 
and qualification for participation.  

 Interact with representatives of nutritional and regulatory agencies in planning, 
conducting, and reporting on food service programs 

 

GRANT APPLICATION AND REPORTING 

 Oversee implementation of all grants from a financial perspective. 

 Ensure the timely completion and submission of State reports such as the ED001 and 
other required reports. 

 

INSURANCE 

 Manage the district insurance programs for property, casualty, liability, transportation, 
health, dental, life, and workers’ compensation. 

 Provide resources to answer staffs questions regarding insurance. 

 Ensure the timely submission of required reports related to insurances. 
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COLLECTIVE BARGAINING 

 Participate in collective bargaining sessions. 

 Stay current on trends in collective bargaining. 

 Maintain contract records. 
 

TRANSPORTATION 

 Oversee the maintenance and safety inspection of school’s transportation equipment. 

 Develop systems for reporting accidents, travel and service information. 

 Work with contracted service provider to develop bus routes and coordinate efforts to 
provide efficient services. 

 Approve pay requests for services provided and contract modifications. 

 Assign staff the responsibility for care and service of school vehicles. 

 Cause the staff to be oriented to the safety and travel regulations associated with school 
transportation vehicles. 

 Coordinate the services provided by the contract service provider. 

 Administer the district transportation program and prepare and administer its budget. 

 Develop recommendations for future transportation needs based on forecasts of 
resident students. 

 

ADDITIONAL GENERAL ADMINISTRATION 

 Operate within the policies of and implement regulations developed by the District. 

 Establish annual personal and professional development goals focused upon effective 
leadership characteristics, specific job performance target areas, and in accordance with 
the School Business Official Evaluation Rubric. 

 Participate in workshops, conferences, and/or other activities designed to maintain 
knowledge and skills regarding educational management, employee supervision and 
other matters pertaining to effective management.  Participate in local, regional, state 
and national professional/educational organizations to stay abreast of school finance 
and related issues. 

 Develop policies relating to financial management. 

 Comply with legitimate FOI requests. 

 Act as advisor to the Superintendent concerning financial affairs and matters of general 
importance to the educational program. 

 Provide necessary business services in cooperation with the instructional activities of 
the school district. 

 Participate in the decision-making and policy development processes within the system. 

 Participate constructively in professional meetings with administrative staff and 
colleagues. 

 Performs such other tasks and assumes such other responsibilities as the 
Superintendent may assign from time to time. 
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 Develop and implement district policies regarding students and staff infected with 
contagious diseases. 

 Regularly confer with building principals and administrators regarding 
problems/solutions related to district operations. 

 Perform additional duties and responsibilities as assigned by the Superintendent of 
Schools. 
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SAMPLE INTERVIEW QUESTIONS 

HOW TO USE THESE SAMPLES:  Please review this list and incorporate the applicable 

questions based upon your district’s needs. 

GENERAL 

1. What have been some of the highlights in your professional career? 

2. Why are you interested in the ____________ position at our district? 

3. Being a ____________ is a demanding job. What are some of your favorite activities outside of work 

that enable you to maintain balance and fulfillment in your life? 

4. As you reflect on your current job assignment, what do you do extraordinarily well? 

5. What do we need to know about you that would help convince us that you can effectively perform 

the duties of a (job title)____________ at (district)____________? 

6. Why are you interested in this position at this point in your career? 

7. What have you done in your current position to enhance educational opportunities for students? 

8. If you were hired for this position, what would you hope to accomplish by (insert date here)? 

9. As you reflect on your current job assignment, what do you need to do to get better? 

10. What is the best workshop or conference that you have attended in the past two years? In what 

specific ways has this experience helped you in your current job market? 

11. What would be the first three things you would do during your first week of work if you got this 

position? 

12. What are your priorities and goals in adapting to a new administrative position? 

13. What three questions would you like for our interview team to answer? 

14. In summation, what can you offer  ____________ to make it a better district? 

 

COLLECTIVE BARGAINING 

1. What is your expertise managing both union and non-union bargaining agreements? 

2. Describe your experiences with collective bargaining. 

 

PROGRAM MANAGEMENT 

1. What is your experience managing a school transportation department? 

2. Describe your experience in the area of technology operations (e.g. computer networking, phone 

communications,). 

3. What will be your performance expectations of administrators that report directly to you (Director 

of Facility Operations, Director of Transportation, etc.)? In turn, what can we expect from you 

regarding the day-to-day operation of our departments? 

4. Tell us about your knowledge of special education funding, special education expenditures, and 

special education transportation issues? 

5. Discuss your preferences for utilizing in-house services (e.g. custodial, maintenance, transportation, 

etc.) or outsourcing these services? At would point do you look at outsourcing? 
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FINANCIAL PLANNING, ACCOUNTING & CASH MANAGEMENT 

1. Accounting for, and managing, the school district’s financial resources are important responsibilities. 

What has been your experience in these areas? 

2. What are the steps that you take to prepare the annual school district budget? What stakeholders 

should be involved in budgeting? 

3. Tell us about a serious financial crisis that you have been involved in during your professional career. 

What was it, how were you involved and how was the crisis resolved? 

4. A principal comes into your office in August with a proposal to spend $10,000 on musical 

instruments. While this expenditure was not accounted for when the budget was being prepared in 

the spring, it is an excellent proposal with significant cost savings to the school district. How would 

you respond to the building principal? 

5. What have you done in your current position to cut unnecessary expenditures and realize cost 

efficiencies? 

6. What is your experience with writing grants, supervising the grant writing process, and/or ensuring 

the grant dollars are spent in an appropriate fashion? 

 

SCHOOL FACILITY OPERATIONS, PLANNING & CONSTRUCTION 

1. What is your experience running a school operations (e.g. custodial, maintenance, grounds and 

security personnel) department? 

2. What is your experience with facility planning and school construction? 

3. What is your experience in working with school architects, civil, mechanical and landscape engineers 

and construction managers?  Do you have a preferred method of building and renovating? 

4. Describe your experience in the area of technology operations (e.g. building security, 

heating/cooling of the buildings). 

 

COMMUNITY RELATIONS 

1. School finance is a complicated and often a confusing topic for new Board members.  What have 

you done in your past that has helped new Board members better understand the financial side of 

running a school district? 

2. It’s the first day of school. Your office assistant receives several phone calls from irate parents 

complaining about the location of a bus stop in their neighborhood. They want you to change the 

bus stop. How would you respond? 

3. This is a very public position requiring frequent presentations to the community. In your previous 

work, tell us about the groups that you have met with and explain why you met with these groups. 

4. What have you done in your prior work as a school business manager to assure your colleagues, the 

Board of Education, the Board of Selectman/Finance, the unions, and the public that you’re financial 

reporting and forecasting is sound? 

5. Give an example of a time when you were publically challenged on facts, data or conclusions you 

provided to the Board of Education. What happened and how did you respond? 
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OFFICE & PERSONNEL MANAGEMENT 

1. Describe your style of communication and the ways that you connect with the office staff that 

report to you? 

2. If we walked into your office today, what would we see and how would your office make us feel? 

3. How would the staff in the business office where you currently work describe you? 

4. Describe your leadership style, including examples of how it might be experienced by members of 

the business office staff as well as the administrative team? 

5. What is progressive discipline?  How would you implement it? 
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CASBO HELPS YOUR SCHOOL BUSINESS OFFICIAL SUCCEED 

CASBO is the recognized leader in providing high-quality professional development, resources, 
and services to Connecticut school business officials. 

CASBO’S SCOPE OF SERVICES 

 

PROFESSIONAL DEVELOPMENT 

CASBO provides professional development opportunities that are relevant, timely, accessible, 
differentiated, and geared toward enhancing members’ mastery of the school business 
profession. 

MEETINGS AND WORKSHOPS 

Quarterly Workshops. These full-day meetings provide presentations on important current 
topics as well as opportunities for discussion with other school business officials. 

Mentorship Academy. These half-day meetings are focused on the critical information that 
newer school business officials need to know to be successful. 

Annual Institute. This two-day conference is held each spring and features recognized 
authorities with lectures and discussions on such professional development topics as leadership 
and best practices. 

BETTERMENT 
OF 

EDUCATION

EDUCATIONAL

RESEARCH

WEBSITE

WEBINARS

PROFESSIONAL

DEVELOPMENT

WORKSHOPS

LEGISLATIVE 

EFFORTS

SUPPORT

PERSONNEL 

TRAINING

MENTORSHIP 
PROGRAM

SOCIAL 

RESPONSIBILITY

INITIATIVE

NEWSLETTER
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Webinars. These webinars allow members to learn from the comfort of their offices. Topics 
have included the Affordable Healthcare Act, technology basics, and data collection. 

Associate Member Meetings. These half-day meetings are offered for the IT, payroll and 
general business professionals in the school districts. 

Vendor Day. The CASBO Trade Show, which takes place each spring, features an annual exhibit 
showcasing the most current products and services available to school business officials. 

CAREER DEVELOPMENT 

Mentorship. Those new to the school business profession, or some aspects of it, can enroll in 
the Mentorship Program whereby, an experienced school business official is assigned to offer 
guidance during those first critical years. 

Wilkes University. CASBO has partnered with Wilkes University in Pennsylvania to offer a 
Masters in School Business Administration.  This unique Masters program is taught by current 
school business officials for school business officials.  It is offered entirely online which fits well 
with the busy schedule of the school business official. 

ASBO International Certified Administrator of School Finance and Operations® (SFO®) Pro-
gram. Developed by school business management professionals and supported by ASBO 
International, the Certified Administrator of School Finance and Operations (SFO) defines the 
essential skills and knowledge that every effective school business professional should possess. 
CASBO supports the SFO program by providing training for the SFO exam and encourages 
CASBO members to obtain their SFO. 

Job Assistance. CASBO can help school business officials find employment. CASBO hosts a job 
board where Connecticut public school districts can post openings. Individual assistance is also 
provided by CASBO staff. While the association does not guarantee that all open Connecticut 
school jobs are represented on the job board, it offers a glimpse of the types of job roles that 
are available and some of the duties required. 

 

TOOLS AND RESOURCES 

CASBO provides a variety of tools and resources to help school business officials be more 
effective professionals. 

CASBO Briefs. This bi-monthly newsletter provides cutting-edge information, articles written by 
practitioners, meeting schedules, announcements, and an ongoing array of information aimed 
at helping CASBO members succeed. 

CASBO Website. The CASBO website (www.ct-asbo.org) provides up-to-date information about 
what’s going on at CASBO and in the world of school business management. Members can find 
information about CASBO, about upcoming professional development opportunities, and about 
resources and tools available to help them be more effective. 

Research and Data Collection. Members benefit from a variety of research and research-based 
documents, including budget reports, district demographics, legislative and regulatory impact 
whitepapers, and shared services report. 
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Volunteer Opportunities. CASBO offers many ways for members to get involved in the process 
of improving the state of education through volunteer opportunities on various taskforces such 
as legislative, data reports, position papers, and social awareness.  

Coalition Building. CASBO was a founding member of the What Will Our Children Lose 
Coalition.  Joining with the Connecticut Association of Boards of Education, the Connecticut 
Association of Public School Superintendents, and the Connecticut Association of Schools, we 
champion the best education for Connecticut public schools.  
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SAMPLE Public Schools 

Title:  Finance Manager 

Position Definition:  Performs accounting, auditing and supervisory work of complexity and variety in 

maintaining the accuracy of financial data and timeliness of reporting in all fiscal areas of the District’s 

business services. Serves as principal liaison of department to schools and department administrators, 

Town, State and Federal government offices on fiscal matters, including required reporting to respective 

government agencies.  

Supervision Received: Receives general direction from the Chief Financial Officer (CFO), who outlines 

policies, assigns duties and reviews work for conformance with standards; performs regular duties and 

reviews work for conformance with standards; performs regular duties on own initiative, exercising a 

high degree of judgment and tact, and reports to the CFO upon completion of assignments. 

Supervision Exercised: Provides fiscal administrative guidance to program administrators and general 

supervision to Fiscal Services staff members in the absence of the CFO. 

Essential Duties: 

Performs auditing, calculating, posting, data entry, and verifying tasks in overseeing financial record 

keeping in a centralized accounting control system and to ensure balances with Town. Audits accounts 

receivable, accounts payable and/or payroll for respective programs. Runs balance reports in Munis. 

Monitors program budgets, and advise CFO of any related budget problems. Recommends corrective 

actions in order to remain within approved allocations.  

Creates new grant accounts in Munis, and sets up all revenue and expenditure accounts. Confers with 

program administrator to review controls to receive process and expend funds within general financial 

policies of department.  

Prepares information sheets for encumbrances, account adjustments, payments and related information 

and processes as necessary. 

Performs calculating, posting, verifying, and reconciling financial data for accounts receivable purposes. 

Prepares and bills outside agencies for special school services and records and processes payments. 

Prepares regular financial reports for supervisor as required.  Prepares ED 141 and ED 001 for all 

corresponding schedules and fiscal agent reports.  

Oversees all financial facets of food service vendor, including but not limited to verifying checking 

account, verifying monthly vendor statement, vendor payment, coordinating with vendor all pertinent 

information for Child Nutrition Program. 

Incidental Duties: 

Performs backup or relief tasks in all functional areas of department as necessary. 
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Analyzes office and administrative procedures. Makes recommendations to CFO to improve workflow 

and to effect efficiencies. 

Establishes and maintains financial and office administrative records/files as needed.  

All other duties as assigned by Chief Financial Officer. 

Minimum qualifications required:  The skills and knowledge required would generally be acquired with 

an Associate’s degree in Accounting, Business Administration or a related field, and five years of 

progressively responsible administrative work in accounting, business planning and/or management; or 

any equivalent combination of education and experience.  

Knowledge, skills, and abilities:  Must be able to acquire a working knowledge of Board of Education 

policies, procedures and educational philosophy. Must be able to examine, analyze and interpret System 

financial records, and to recommend improvements for increased accuracy, efficiency and productivity. 

An ability to apply principles of accounting to solve practical problems and to deal with a variety of 

concrete variables in situations where only limited standardization exists is required. Ability to interpret 

a variety of instructions furnished in written, oral, and diagrammatic or schedule form. Must be able to 

acquire a proficiency in departmental computer applications, including State Department of Education 

interfacing applications, and have a good working knowledge of Microsoft Word and Excel. Must be able 

to utilize the school system’s email system. Must be able to perform budget management. Must have 

the ability to organize and maintain diverse data, files and records.  

License or Certificate: Connecticut Motor Vehicle Operator’s license is desirable.  

Physical, mental exertion/environmental conditions: Performs duties in an office environment. 

Routinely and intermittently exposed to computer screen, and must take periodic breaks from screen. 

May be required to lift and move light to medium weights, for example, office supplies, etc. Uses 

repetitive motions in operating office equipment, including keyboards, calculators, fax machines and 

copiers. Must be able to hear clearly (correctable to within normal limits) to record telephone 

information, and to see (vision correctable to 20/20) to complete applications and forms. Adaptive 

technology may be used. There is some stress in interacting with staff, intergovernmental agencies or 

public and meeting deadlines.  

Note: The above description is illustrative of tasks and responsibilities.  It is not meant to be all inclusive 

of every task and responsibility. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential duties.  
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SAMPLE PUBLIC SCHOOLS 

Job Description 

 
Position: Business Manager 

 

General Description: To administer the business affairs of the district in such a way as 

to provide the best educational services with the financial resources available. School 

business management includes the areas of accounting and reporting; financial planning 

and budgeting; operation and maintenance of plant; administering personnel functions; 

purchasing and supply management; data processing; food service operations; grant 

applications and reporting; insurance; collective bargaining; and transportation. 

 

Reports to: Superintendent of Schools 

 

Term of Service: 12 month position with continuing service contingent upon satisfactory  

performance of duties. 

 

Certification: School Business Manager (85) 

 

Qualifications: Bachelor’s or Master’s degree in education, business management, 

accounting or other appropriate major.  Connecticut certification as a school business 

manager.  Four years experience as a school business manager or acceptable alternative. 

Expertise in accounting and management. Excellent communication, financial, analysis, 

and team collaboration skills.  

 

DUTIES AND RESPONSIBILITIES 

 
Note: It is impractical to attempt to list every duty and responsibility of this position 

inasmuch as both the conditions and human variables involved are both unpredictable and 

subject to change.  These, then, are the major duties and responsibilities of the position, 

but there are many additional specific tasks and processes required to fulfill this role in a 

satisfactory manner in addition to the character traits, personal values, and mannerisms 

one utilizes in interacting with a variety of people. 

 

Performance Responsibilities: 

 

1. Assumes responsibility for the design and implementation of accounting systems that 

are appropriately detailed and compliant with all legal requirements. 

 

2. Prepares financial reports as required by state and federal agencies and is responsible 

for the disbursement of funds in accordance with state laws and budget authority. 

 

3. Ensures the effective design and implementation of district payroll systems and 

procedures. 
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4. Coordinates an appropriate system of purchasing and payments including bid processes 

as appropriate. 

 

5. Prepares and analyzes financial statements and communicates notable observations to 

appropriate parties. 

 

6. Monitors school and program budgets including activity accounts to ensure proper 

accounting and application of funds. 

 

7. Works closely and cooperatively with auditors and in carrying out recommendations 

for corrections or improvements. 

 

8. Assists in gathering and preparing information for contract negotiations and advises 

the Superintendent and Board of the impact of various actions. 

 

9. Facilitates the management of the financial aspects of all grants. 

 

10. Ensures that all insurance needs are addressed through comprehensive but cost 

effective plans. 

 

11. Oversees an inventory process for school district inventory. 

 

12.  Develops budgeting procedures, coordinates the preparation of the budget and assists 

in reviewing and adjusting budgets. 

 

13. Provides ongoing monitoring of the district budget and advises the Board and 

Superintendent of trends and events that create departures from planned patterns of 

expenditure. 

 

14. Ensures that systems for effective personnel records are maintained (time cards, 

attendance, etc.) 

 

15. Assists in ensuring that the district complies with all labor contracts. 

 

16 . Ensures that the district is in compliance with all state and federal tax laws. 

 

17. Provides general supervision for personnel practices related to all non certified 

personnel and direct supervision and management of business office personnel. 

 

18. Oversees records management in compliance with state and federal laws. 

 

19. Interprets financial concerns of the district to the community. 

 

20. Maintains appropriate communication with town officials and employees on district 

financial  

matters. 
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21. Assists the Board in the negotiation and implementation of transportation contracts. 

 

22. Provides financial supervision and support for food service operations. 

 

23. Collaborates with the technology department in relation to data processing needs and 

requirements. 

 

24. Oversees the billing for tuition and other services. 

 

25. Maintains supervision and support in regards to plant operations and maintenance. 

 

26. Advises the Superintendent and Board on the necessity of policy revisions. 

 

27.  Maintains currency in all aspects of school business administration. 

 

28.  Attends necessary meetings and serves as an advisor to the Board and Superintendent 

on all questions relating to the business and financial affairs of the district. 

 

29. Other duties as may be assigned by the Superintendent. 

 

Evaluation: Annually by the Superintendent. 
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 BUSINESS MANAGER 
 
 PERFORMANCE RESPONSIBILITIES 
 
1. Financial Planning and Budgeting 
 
 a. Develop budget guidelines, coordinate preparation of the budget, and assist 

administrators in review of the budget. 
 
 b. Utilize program budgeting procedures in preparing the District budget. 
 
 
 c. Coordinate the presentation of, justification for, and preparation of 

additional analyses required to understand the budget proposal for action 
by the Board of Education and Town Council. 

 
 d. Submit periodic statements to the Board of Education detailing the status of 

the budget appropriation. 
 
2. Accounting Services 
 
 a. Establish and supervise, through the Accountant, a program of accounting 

and reporting for the financial affairs of the District. 
 
 b. Establish controls for transfer of budgeted funds, as requested by program 

directors, department heads, and school administrators. 
 
 c. Prepare financial reports as required by state and federal agencies. 
 
 d. Prepare appropriate financial reports to record data and provide information 

for management decisions. 
 
 e. Appraise existing accounting and financial policies and procedures as to 

their adequacy and effectiveness. 
 
 f. File a financial report annually for audit by an independent certified public 

accountant. 
 
 g. Coordinate the programs of outside auditors. 
 
 h. Implement audit suggestions on a timely basis. 
 
 i Process invoices and receipts and prepare Town Treasurer Reports on 

special revenues, such as community use of building charges, summer 
school,  tuition students, etc. 
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2. Accounting Services (continued) 
 
 
 j. Complete, monitor, and report the activities applicable to state and federal 

funded activities. 
 
 k. Prepare a District-wide plan for the management of school activity, student 

body, and school-based internal funds. 
 
3. Purchasing 
 
 a. Coordinate the purchase, maintenance, and inventory of all supplies and 

equipment for offices and instruction to take advantage of bidding, 
cooperative, and bulk purchase, based upon requisition specifications.  
Excepted are textbooks, library, music, and those other material aids 
deemed not suited.  Included are copiers, typewriters, service contracts, 
etc. 

 
 b. Develop and administer a program for securing contracted services. 
 
 c. Directs the purchase, by competitive bidding, informal quotations, and 

negotiation, of items of supply, and equipment, and contracted services 
necessary for the operation of the school district. 

 
 d. Reviews or prepares bidding documents, including notice to bidders, 

instruction to bidders, specifications and the form of proposal. 
 
 e. Develop a fixed asset inventory for insurance and control purposes. 
 
4. Transportation 
 
 a. Develop and administer a transportation program to meet the Board of 

Education requirements for the public and nonpublic schools in the District. 
 
 b. Prepares and administers the transportation budget. 
 
 c. Develop recommendations for future transportation needs based on 

forecasts of resident students. 
 
5. Personnel Administration 
 
 a. Supervise the staff accounting, payroll, and all related data in the area of 

personnel administration; i.e., keeping the needed information concerning 
number of personnel, dollars involved with such personnel, and all other 
related data concerning professional and support staff. 

 
 b. Verify employee services and prepare special reports required for income 

tax, social security, and other special withholdings. 
 
 33



5. Personnel Administration  (continued) 
 
 c. Prepares pertinent fiscal data for negotiations, including data relevant to 

benefit programs. 
 
 d. Assists in the selection and revision of employee health insurance 

programs. 
 
6. Office Services 
 
 a. Establish procedures for record keeping and maintaining all records that 

audit and legal requirements demand. 
 
 b. Establish standard operating procedure manuals for the effective workflow 

of paper processing. 
 
 c. Review form design and update form requirements as needed. 
 
 d. Provide administrative office services dealing with telephone, postage, and 

office equipment operation, general mail receipt and distribution, including 
courier service for interschool mail, and centralized copying/duplicating 
services. 

 
7. Insurance 
 
 In accordance with the requirements of the programs in which they are employed, 

coordinate the student, workers' compensation, liability, automobile, and property 
insurance. 

 
8. Facilities Services 
 
 Administer, through the Director of Maintenance, a program of plant operation and 

maintenance; security and property protection; and community use of school 
facilities. 

 
9. Food Services 
 
 Administer, through the Food Services Director, the school lunch program and 

cafeteria services. 
 
10. Program Management 
 
 a. Develop a comprehensive plan for the operation of the total school 

business services program. 
 
 b. Delegate the authority necessary to accomplish department functions. 
 
 c. Implement and observe all Board of Education business policies for the 

District. 
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10. Program Management (continued) 
 
 d. Develop and operate a management control system that monitors 

department activities. 
 
 e. Effectively communicate with staff regarding issues involving the 

educational program and the furnishing of support services to all levels of 
the school system. 

 
 f. Coordinate and communicate support services activities with appropriate 

town and state agencies. 
 
 g. Provide leadership in assessing and providing for staff development needs 

in the area of support services. 
 
 h. Provide continuous evaluation of support service programs. 
 
 i. Keeps abreast of issues and trends in the areas of school business 

administration through literature, participation in school business officials 
associations, and attendance at approved workshops and seminars. 

 
11. General Administration 
 
 a. Act as advisor to the Superintendent concerning financial affairs and 

matters of general importance to the educational program. 
 
 b. Provide necessary business services in cooperation with the instructional 

activities of the School District. 
 
 c. Participate in the decision-making and policy development processes within 

the system. 
 
 d. Participate constructively in professional meetings with administrative staff 

and colleagues. 
 
 e. Performs such other position-related tasks, and assumes such other 

responsibilities, as the Superintendent of Schools may, from time to time, 
assign or delegate. 
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Title:   Business Manager 

 

Qualifications:  School Business Administrator Certificate valid in the State of  
Connecticut 

 

Reports to:  Superintendent of Schools 

 

Supervises:  Supervisor of Building and Grounds, Director of Food Services, Business  

Office Staff, and Paraprofessionals throughout the District 
 

Job Goal:  To provide sound fiscal management in all business related aspects of  

the school district 

 

 
Job Responsibilities 

 

1. Controls all funds and accounts for further certification by outside certified public 

accountants contracted by the Board of Education. 

2. Assists in the preparation and presentation of the annual budget. 

3. Prepares financial reports to present to the Board of Education. 
4. Prepares and formulates fiscal policies and procedures for further approval and 

recommendation by the Superintendent and Board of Education where necessary. 

5. Directs and controls the business operation of the District by supervising the accounts 

receivable and payable, payroll and budgetary control operations. 

6. Directs, coordinates, and implements purchasing procedures for the school system. 
7. Invests District funds in appropriate revenue producing instruments consistent with state 

law. 

8. Maintains a fixed assets inventory. 

9. Assists in the formulation of transportation policies and regulations, and works closely with 

the transportation contractor on procedures, routing, scheduling, inspection and condition 

of school buses. 
10. Directs and works closely with the supervisor of food services in handling the business and 

financial functions of the food service operation. 

11. Assists and advises on personnel negotiation matters. 

12. Prepares and reviews agreements including certified and non-certified salary agreements 

and vendor agreements. 
13. Directs and works closely with the Supervisor of Building and Grounds in the overall repair 

and renovation of District facilities. 

14. Coordinates with the school principals and Supervisor of Buildings and Grounds the 

inspection of the physical plants and property for the purpose of insuring safety, 

cleanliness, and upkeep. 

15. Directs, maintains and controls personnel requirements of all non-certified personnel. 
16. Assists the Superintendent in coordination and preparation of all state and federal reports, 

grant proposals, and other requirements affecting the school district. 

17. Assists the staff in research and writing of state and federal grant proposals. 

18. Assumes such other business duties and responsibilities as may be assigned by the 

Superintendent of Schools. 
19. Supports and promotes the District’s Core Ethical Values with students, colleagues and 

parents. 

20. Strives to implement the District’s mission, goals and objectives outlined in the District’s 

Strategic Plan. 
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                     PUBLIC SCHOOLS 

                                 , CONNECTICUT 

 DIRECTOR OF BUSINESS & FINANCE'S CONTRACT 

 July 1, 2014 – June 30, 2017 
 

 It is hereby agreed by and between the          Board of Education of the Town of  

                (hereinafter called the "Board") and (hereinafter called the “Director of Business & 

Finance”) that the said Board has and does hereby employ the said           as Director of Business & 

Finance for                     , Connecticut, and that she hereby accepts employment as Director of 

Business & Finance upon the terms and conditions hereinafter set forth. 

 

I. EMPLOYMENT AND DURATION 

  

 A. The term of employment under this contract is three years, from July 1, 2014 to June 

30, 2017.  At least three (3) months prior to the end of the second year of the contract, the Board 

at the request of the Director of Business & Finance may vote as to whether to issue a new 

contract.   

 

 B. If the Board does not exercise the option described in paragraph A hereof, this 

Agreement shall remain in full force and effect according to its terms 1) until it expires, 2) until 

it is terminated in accordance with its provisions, or 3) until a successor agreement is entered 

into by the parties. 

 

 C. Anything in this Section to the contrary notwithstanding, the provisions of Section 

VII shall take precedence and the Director of Business & Finance's employment may be terminated 

under the provisions of said Section. 

 

II. CERTIFICATION AND RESPONSIBILITIES 

 

38



2

 

 

 
 

 A. Certification.  At all times during the term of this Agreement, the Director of 

Business & Finance shall hold such valid certification as required of school Director of Business 

& Finances by the Commissioner of Education of the State of Connecticut.  If the Director of 

Business & Finance fails to so possess or maintain such certification, then this Contract shall be 

void, and the Director of Business & Finance’s employment may be immediately terminated 

without any right to the proceedings provided in Section VII or any other redress at law or in 

equity.  

 

 B. Duties.  The Director of Business & Finance, shall perform all duties incident to 

the office of the position as described in the job description, Board policies, administrative 

regulations, and state and federal laws, and shall perform such other duties as the Superintendent 

may require from time to time including, but not limited to, planning, directing, coordinating and 

supervising the business office operations and staff.   The Director of Business & Finance shall 

report and be responsible to the Superintendent.  

 

 C. As long as the Director of Business & Finance executes (and can continue to 

execute) all of her duties in a satisfactory manner, the Director of Business & Finance may 

perform some of his/her duties off site (e.g., by telecommunication or other electronic 

communication).        

 

III. SALARY 
 

 A. The Director of Business & Finance’s annual base salary shall be set by the Board 

of Education and shall be based upon merit assessed by the Superintendent and reported to the 

Board annually. For the 2014-2015 fiscal year, the salary shall be                                  , plus an 

additional annual school year annuity of $                    which the Director of Business & Finance 

may take as a tax sheltered annuity. 
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 B.  Thereafter, the base salary of the Director of Business & Finance shall be 

negotiated annually. 

 

 C. Any adjustment in salary made during the life of this contract shall be in the form of 

an amendment and shall become part of this contract provided, however, any such adjustment shall 

not be considered an extension of this contract.  A new contract will be executed whenever the 

Director of Business & Finance is elected to a new term.    

 

 D. Base salary for the Director of Business & Finance's services under any subsequent 

contract of employment shall be negotiated and agreed to by the Board and the Superintendent prior 

to the commencement of the new contract term.  If no agreement concerning base salary is reached, 

the Director of Business & Finance's base salary shall continue at the rate of the preceding year. 

 

IV. BENEFITS 
 

 A.  Medical Insurance. Effective July 1, 2014, the Board of Education shall provide the 
Director of Business and Finance and her eligible dependents with health insurance 
coverage through the High Deductible/HSA plan (“HSA plan”) offered to certified 
administrators employed by the Board.  The HSA plan will include the following 
elements:  

  
 In-Network Out-of-Network 
Annual Deductible 
(Individual/Aggregate Family) 
(Note: preventive care not 
subject to deductible) 

$2000/4000 

Co-insurance N/A 20% after deductible  
Cost Share Maximum 
(Individual/Aggregate Family) 

 
$5,000/10,000 

Lifetime Maximum Unlimited $1,000,000 
 

 Following exhaustion of the applicable deductible, prescription drugs shall be subject to 
post-deductible co-payments of $10/25/40.   
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 The Board will fund fifty percent (50%) of the applicable HSA deductible amount.  For 
the 2014-15 contract year, the full amount of the Board’s contribution toward the 
deductible will be deposited into the Director of Business’ HSA account in or about 
July, 2014.  Effective with the 2015-16 contract year, one-half of the Board’s 
contribution toward the deductible will be deposited into the Director of Business and 
Finance’s HSA account in July and the remaining one-half will be deposited into the 
Director of Business and Finance’s HSA account in January.  The parties 
acknowledge that the Board’s contribution toward the funding of the HSA plan is not 
an element of the underlying insurance plan, but rather relates to the manner in which 
the deductible shall be funded for active employees of the Board.  The Board shall 
have no obligation to fund any portion of the HSA deductible upon separation from 
employment.  

 
 Effective July 1, 2014, the Board shall also provide the Director of Business and Finance 

and her eligible dependents with dental coverage under the dental insurance plan 
provided to certified administrators employed by the Board.   

 
 The Director of Business and Finance shall contribute toward the costs of such health and 

dental insurance, by payroll deduction, as set forth below.  
 
  Effective July 1, 2014:  18% 
  Effective July 1, 2015:  19% 
  
 Effective July 1, 2016, and effective on each July 1st thereafter, the Director of Business 

and Finance’s insurance premium contributions shall be reduced as set forth below if 
the Director of Business and Finance and the Director of Business and Finance’s 
enrolled spouse and dependents (as applicable) participate in all applicable 
components of a wellness incentive program to be established by the Board in 
coordination with the Board’s insurance plan administrator.   

 
 Accordingly, the Director of Business and Finance shall pay the following percentages 

toward the costs of the health and dental insurance coverage set forth above, as 
applicable, based on compliance with the wellness provisions set forth above:  

 
 Discounted 

Contribution 
Non-discounted 

Contribution 
Effective July 1, 2016 20%   25% 

 
 However, the Director of Business and Finance may voluntarily elect, in writing, to waive 

insurance coverages listed above, and in lieu thereof shall receive an annual lump sum payment 
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in the amount of $1,000.  

 If the Director of Business and Finance retires and is eligible for pension benefits, she 

may participate, at her own expense, in any existing health benefits offered to active employees, 

with the following stipulations: (1) such participation is limited through age sixty-five (65); and 

(2) that the rules and regulations of the insurance carrier will permit such participation.  

 

 B. Mileage. The Board shall offer one of the following, as selected annually by the 

Director of Business & Finance: 1)  Payment of                  per month, said additional monies 

included in the Director of Business & Finance’s base salary and provided through payroll, and 

subject to withholding based upon the IRS’s current regulations, or 2) monthly reimbursement for 

mileage, up to             , provided that the Director of Business & Finance shall provide 

documentation of mileage, and with said reimbursement consistent with the current IRS maximum 

rate; such reimbursement shall be provided in a monthly lump sum.         

 

 C. Long Term Disability. The Board shall pay the premium for a Long-term disability 

income protection policy with benefits to become effective after one hundred eighty (180) days of 

absence from work at rates of sixty (60%) percent of salary per month to a maximum of $7,500 per 

month effective until age sixty-five (65).  This description is intended only as a summary of certain 

aspects of said policy and it is agreed that disability requirements and benefits levels under said 

policy shall be determined in accordance with the provisions of the master insurance policy in effect. 

 The Board shall pay to the administrator, as an addition to base pay, an amount equal to the 

premium cost and the administrator shall pay, by way of salary reduction, the premium for such 

disability insurance to the carrier. 

 

 D. Life insurance. The Board will provide the Director of Business & Finance with a 

$250,000 term life insurance policy effective during the term of this contract.  The Director of 

Business & Finance may elect to purchase additional amounts of group-term life insurance, provided 

that the following conditions are observed: 
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  i. the applicable master group-term life insurance policy in effect at the time 

must permit such additional purchase; 
 
  ii. there shall be no additional cost to the Board, and the full cost of all premium 

payments for such additional coverage shall be borne by the Director of 
Business & Finance.  

 
  iii. elections to purchase additional amounts of group-term life insurance must 

be made in increments of $10,000.00; and 
 

iv. if the Director of Business & Finance makes the additional purchase via 
payroll deductions as opposed to direct arrangement with and payment to the 
insurance carrier or agent, elections to purchase additional increments of 
group-term life insurance must be made only during the month of April of 
each year, and no changes in such additional purchase arrangements shall be 
made at any time during the next year.   

 
 Upon retirement, the Director of Business and Finance may elect to maintain the life 
insurance coverage provided. If she elects this option, she will be responsible for the one hundred 
(100%) percent of the group rate premium. 
  

 E. Cell phone. The Board shall provide the Director of Business & Finance with a cell 

phone for her use, with the costs borne by the Board. 
   

 F. Tuition. The Director of Business & Finance shall receive up to $2,000 annually 

for reimbursement for taking and completing courses at an approved institution pursuant to a 

planned program approved in advance by the Superintendent of Schools, whose approval will 

not be withheld in an arbitrary or capricious manner. 

 

V. WORK YEAR AND LEAVE  
 
 A. Work Year. The Work Year for the Director of Business & Finance shall consist 

of 222 work days. The Work Year is the contract year (July 1-June 30).   
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 B. Holidays. The Director of Business & Finance will be entitled to the following 

thirteen (13) legal holidays as non-work days.  

 

 New Year’s Day  Labor Day   Martin Luther King Day 
 Good Friday   Thanksgiving   Presidents’ Day 
 Memorial Day   Day after Thanksgiving Columbus Day 
 Independence Day  Christmas   Veterans’ Day 
         Floater Holiday 
 

 C.  Non-work days.  In addition to legal holidays, the Director of Business & Finance 

shall be provided with 25 non-work days per contract year.  Such non-work days shall not be 

accumulated from year to year. 

 

 D. Sick Leave. The Board shall provide the Director of Business & Finance with 

twenty (20) sick days annually four of which can be used for family illness, with a maximum 

accumulation of 225 days.  Upon retirement or death, the Director of Business & Finance or her 

estate will be entitled to be paid for 25% of unused accumulated sick days. 

 

 E. Personnel Days. The Board shall provide the Director of Business & Finance 

annually with 3 personal days; said leave may not accumulate.    

 

VI. OUTSIDE PROFESSIONAL ACTIVITIES. 
 
 The Director of Business & Finance shall devote her full time, abilities and energies to 

her duties and responsibilities to the Board and to the _____________ Public School System.  

However, the Director of Business & Finance may undertake consultative work, speaking 

engagements, lecturing or other professional duties and obligations provided such activities do 

not in the opinion of the Superintendent of Schools interfere with the meeting of her 

responsibilities as Director of Business & Finance.  The Director of Business & Finance agrees 

to provide written notice to the Superintendent prior to any commitment to undertake such duties 
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and obligations. 

  
VII. TERMINATION OF EMPLOYMENT CONTRACT 
 
 A. The parties may, by mutual consent, terminate this contract at any time. 

 

 B. The Director of Business & Finance may terminate this contract upon written notice 

of sixty  (60) days except that the sixty (60) day notice is not required if termination is part of an 

action to implement a new contract, in which case verbal notice by the Director of Business & 

Finance, duly witnessed and recorded in the minutes, is acceptable; 

 

 C. The Board may terminate this contract of employment during its term for one or 

more of the following reasons: 

 

  1. Inefficiency or incompetence; 

 

  2. Insubordination against reasonable rules of the Board; 

 

  3. Moral misconduct; 

 

  4. Disability as shown by competent medical evidence; 

 

  5. Other due and sufficient cause. 

 

 In the event the Superintendent intends to makes a recommendation to the Board to 

terminate this contract for one of the above reasons, the Superintendent shall serve on the Director 

of Business & Finance written notice that termination of this contract is under consideration.  Such 

notice shall be accompanied by a written statement of reasons.  Within fifteen (15) days after receipt 

of written notice that contract termination is under consideration, the Director of Business & 
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Finance may file with the Board a written request for a hearing before the Board which shall be held 

within twenty (20) days after receipt of such request.  The Board shall render its decision within 

fifteen (15) days of such hearing and if the decision is adverse to the Director of Business & 

Finance, shall send a copy of its decision setting forth reasons and the evidence relied on to the 

Director of Business & Finance.  The Board's decision shall be based on the evidence presented at 

the hearing. 

 

 Such hearing may be in executive or public session, at the option of the Director of Business 

& Finance, to the extent permitted by law.  The Director of Business & Finance shall have the right 

to counsel of her choice, at her own expense. 

 

 Any time limits established herein may be waived by mutual agreement of the parties. 

 

VIII. GENERAL PROVISIONS 
 
 A. All notices or other communications to be given under this Agreement shall be in 

writing.  Notices or communications to the Board of Education shall be delivered to its business 

address; notices or communications to the Director of Business & Finance shall be delivered to 

the Director of Business & Finance’s home address as on file in the Board offices. 

 

 B. No waiver by any of the parties to this Agreement or any breach of condition, 

term or provision of this Agreement shall be deemed to be a waiver of any preceding or 

subsequent breach of the same or any other condition, term or provision.  This Agreement may 

not be amended, supplemented, or otherwise modified, except by a written instrument signed by 

both the Board and the Director of Business & Finance. 

 

 C. This Agreement contains the entire agreement between the parties hereto and 

supersedes all prior negotiations and written and/or oral agreements with respect to the 
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employment of                                as Director of Business & Finance. 

 

 D. If any provision of this Agreement shall be declared void or unenforceable by any 

court or administrative body of competent jurisdiction, such provision shall be deemed to have 

severed from the remainder of this Agreement, and the balance of the Agreement shall continue 

in all respects valid and enforceable. 

  

 

 

 

 

 IN WITNESS WHEREOF, the undersigned have executed this contract the day and year 

aforesaid. 

 
Dated this _______day of June, 2014 
 
 
 
 
_______________________________      _______________________________ 
Chairperson            Secretary 
Board of Education          Board of Education 
 
 
 
 
_____________________________ 
 
Director of Business & Finance 
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DIRECTOR OF FINANCE AND OPERATIONS TERMS OF CONDITIONS OF EMPLOYMENT 
 
The Board of Education (“the Board”) of the Town of ANY TOWN, Connecticut hereby agrees to 
employ SBO and SBO hereby agrees to serve under the direction of the Superintendent of Schools, as 
the Director of Finance and Operations in the public schools of said Town in accordance with Board 
action by vote on May 14, 2015. 
 
TERM / RESPONSIBILITIES 

The period covered by these Terms of Conditions of Employment (“Terms”) shall be July 1, 2015 
through June 30, 2018.  The terms “year” and “annual” shall refer to the period of July 1 through June 
30 during each year of the term of these Terms.  Each work year will consist of two hundred sixty-
one (261) days.  Anything in this paragraph to the contrary notwithstanding, the provisions of the 
section of these Terms entitled "Termination of Terms" shall take precedence and the Director of 
Finance and Operations’ employment may be terminated at any time for just cause during the term 
of these Terms under the provisions of such section.  Effective upon signing, this document shall 
supersede any and all prior contracts and/or other agreements between the Board and the Director 
of Finance and Operations, and all of such prior contracts and/or agreements shall be rendered null 
and void effective on such date. 
 
The Director of Finance and Operations shall be responsible for performing related duties as the 
Board, or the Superintendent of Schools, may reasonably require and direct.  SBO shall perform the 
usual and necessary duties and responsibilities as Director of Finance and Operations for the Board 
as prescribed by the laws of the State of Connecticut and by the rules, regulations and policies set 
forth by the Board. The Director of Finance and Operations shall maintain credentials consistent with 
school business management.  The Director of Finance and Operations shall report directly to the 
Superintendent of Schools, and shall be annually evaluated by the Superintendent of Schools before 
June 30 of each year covered by these Terms. 
 
TERMINATION OF TERMS  

The parties may, by mutual consent, terminate these Terms at any time for just cause. 
 
Either the Board or the undersigned employee may unilaterally terminate these Terms at any time 
for just cause during its term upon sixty (60) calendar day written notice, except that the sixty (60) 
calendar day notice is not required if termination is part of an action to implement a new contract 
between the parties hereto, in which case the execution of the new Terms shall serve to terminate 
the prior Terms between the parties.   
 
If such termination notice is given by either party, the Board may, in its discretion, inform the 
employee that sixty (60) calendar day notice period need not be entirely worked out by the employee, 
in which case the employee shall receive as a severance allowance, salary continuation for any days 
within the sixty (60) calendar day notice period not actually worked.  In consideration of this notice 
and/or severance provision, the undersigned employee knowingly waives any and all rights or claims 
they may have under any state or federal law to request or have a hearing before the Board before 
such unilateral termination. 
 
SALARY 

The salary for the 2015-2016 school year, to be paid to the Director of Finance and Operations shall 
be XXXXXX. 
   
The salary for the 2016-2017 school year, to be paid to the Director of Finance and Operations shall 
be XXXX.   
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The salary for the 2017-2018 school year is to be determined, but will not be less than the 2016-17 
salary. 
 
The stated annual salary will be divided into twenty-six (26) equal periodic installments payable bi-
weekly, except during a leap year.  If necessary, during a leap year, the annual salary may be divided 
into twenty-seven (27) equal periodic installments payable bi-weekly. 
 
Salary payments as set forth in these Terms shall be pro-rated for partial years of service. 
 
Said compensation is subject to required deductions for applicable United States Withholding Tax, 
applicable State of Connecticut Withholding Tax and other applicable deductions mandated by state 
or federal law and employee contributions toward the cost of fringe benefits.    
 
Tax-Deferred Annuity Contribution:  Effective July 1, 2015, the Board shall contribute annually an 
additional salary amount of six percent (6%) of the Director of Finance and Operations’ annual salary 
to which amount the Director of Finance and Operations will then arrange pursuant to a salary 
reduction agreement to have contributed as an elective deferral in accordance with Section 403(b) 
of the Internal Revenue Code toward the purchase of a 403(b) annuity with a tax sheltered annuity 
company in accordance with the Board’s Section 403(b) plan.  Effective July 1, 2016, the Board shall 
contribute annually an additional salary amount of seven percent (7%) of the Director of Finance and 
Operations’ annual salary to which amount the Director of Finance and Operations will then arrange 
pursuant to a salary reduction agreement to have contributed as an elective deferral in accordance 
with Section 403(b) of the Internal Revenue Code toward the purchase of a 403(b) annuity with a tax 
sheltered annuity company in accordance with the Board’s Section 403(b) plan. 
 
LEAVE TIME 

The Director of Finance and Operations is entitled to the following paid leave time: 
 
Holidays: thirteen (13) days annually (July 4, Labor Day, Columbus Day, Veterans’ Day, Thanksgiving, 
Day after Thanksgiving, Christmas, Day after Christmas, New Years, Martin Luther King Day, 
Presidents’ Day, Good Friday, and Memorial Day) 
 
Personal:  three (3) days annually (non-cumulative) 
 
Bereavement:  five (5) days for the death of spouse, child, parents, brother, sister, current spouse of 
brother or sister and parents of current spouse.  For the death of other members of immediate family, 
this absence shall not exceed two (2) days.  Members of immediate family include grandparents, 
grandchildren, aunts, uncles, brothers and sisters of current spouse, and any relative who resides in 
the employee’s household.  Additional days may be applied for under exceptional circumstances. 
 
Sick Leave:  nineteen (19) days annually shall be credited to the employee.  Sick leave may be taken 
for personal illness or the illness of a member of the Director of Finance and Operations’ immediate 
family.  Unused sick leave shall be accumulated from year to year up to a maximum of one hundred 
eighty (180) days.   
 
Vacation:  twenty-five (25) days annually.  Vacation will be scheduled by mutual agreement between 
the Superintendent and the Director of Finance and Operations.  Five (5) vacation days may be 
carried over from year-to-year with permission of the Superintendent. 
 

INSURANCE 
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Health Insurance:  On behalf of himself or herself and any eligible dependents, the Director of Finance 
and Operations may elect to participate in the PPO health insurance plan or the HSA Plan provided 
by the Board as detailed in the Agreement between the ANY TOWN Board of Education and the ANY 
TOWN Administrative Association.   
 
If the Director of Finance and Operations elects the PPO option, the Director of Finance and 
Operations shall contribute twenty-two percent (22%) of the Board’s premium costs for such 
coverage in 2015-16 and shall contribute twenty-two and one half percent (22.5%) of the premium 
costs for such coverage in 2016-17 and shall contribute twenty-three percent (23%) of the premium 
costs for such coverage in 2017-18. 
 
If the Director of Finance and Operations elects the HSA option, the Director of Finance and 
Operations shall pay fifteen percent (15%) of premium costs for such coverage in 2015-2016 and 
shall pay sixteen percent (16%) of premium costs for such coverage in 2016-17 and shall pay 
seventeen percent (17%) of the premium costs for such coverage in 2017-18. 
 
The Board will contribute fifty percent (50%) of the applicable HSA deductible amount.  The Board’s 
contribution toward the HSA deductible will be deposited into the HSA accounts throughout the 
course of the year, on the employing Board’s payroll dates.  The parties acknowledge that the Board’s 
contribution toward the funding of the HSA plan is not an element of the underlying insurance plan, 
but rather relates to the manner in which the deductible shall be funded for active Administrators.  
The Board shall have no obligation to fund any portion of the HSA deductible for retirees or other 
individuals upon their separation from employment. 
 
Any portion of premiums for such insurance for which the Director of Finance and Operations is 
responsible shall be paid by the Director of Finance and Operations through payroll deduction.   
 
The Board shall provide individual, two person, or family basic dental coverage (co-pay dental with 
Rider A) to all Administrators, subject to the same Administrator cost share for the Century Preferred 
Provider Plan.    
 
The Board shall provide a “Section 125” plan for as long as such a plan is available and recognized 
by the Internal Revenue Service. 
 
The Board of Education may provide insurance coverage through alternative carrier provided that 
the level of benefits remains equal to or better than that currently provided.  Prior to changing 
carriers, the board will consult with the ANY TOWN Administrative Association.  Any disagreement 
over whether coverage is equal to or better shall be resolved through arbitration prior to 
implementation. 
 
Life:  The Board shall provide, at Board expense, a paid term life insurance policy amounting to two-
and-a-half (2.5) times the annual salary to the nearest one thousand dollars ($1,000) to a maximum 
of five hundred thousand ($500,000) (employee only).  This policy is for the life of these Terms, 
subject to the eligibility requirements of the carrier(s).   
 
MISCELLANEOUS 

Technology:  The District shall pay one hundred dollars ($100) of the Director of Finance and 
Operations’ monthly mobile phone bill. 
 
Mileage Reimbursement:  The Director of Finance and Operations shall be reimbursed at the current 
IRS rate per mile for approved work-related travel associated with school business.   
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Pension Benefits:  The Director of Finance and Operations, if eligible, shall have the right to enroll in 
the Town of ANY TOWN’s pension plan subject to the terms, conditions and requirements of such 
plan as they may be amended from time to time by the Town.  The Pension Plan is handled through 
the Pension Committee appointed by the Town Council. 
 
If any part if these Terms is determined by a court of final authority to be invalid, that portion shall 
be severed from these Terms, and the remainder of these Terms shall remain in full force and effect.  
 
These Terms contains the entire terms of the parties.  It may not be amended orally but may be 
amended only by an agreement in writing, signed by both parties.  
 
 
 
___________________________________________  ______________________ 
 Date 
Superintendent of Schools 
 
 
 
___________________________________________ ______________________ 
SBO  Date 
Director of Finance and Operations 
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AGREEMENT 
 
 
 

IT  IS  HEREBY   AGREED   by and  between  the  Board  of  Education  of  _____ located 
in BLANK County  in the State of Connecticut (hereinafter called the "Board") and 
__________  of the Town of __________, Connecticut  (hereinafter called  the "Director of 
Finance  and Business Operations") that the said  Board  does  hereby continue  the 
employment  of said  ______________  as Director of Finance  and  Business Operations,  
which  commenced  on October  29, 2012. Both parties agree  that said employee shall 
perform the duties of the Director of Finance and Business  Operations in and for the public 
schools  in said  District as prescribed  by the laws of the State of Connecticut and by the 
rules and regulations made there under by the Board of Education  of said District. 

 

 
 

I.     TERM 
The term  of said  employment  is for thirty-six  (36)  months  from July  I, 2014  through 
June 30, 2017.   At least six months before the expiration  date of this agreement  (.January 
2016),  the  Board  shall  notify  the  Director  of Finance  and  Business  Operations  of  its 
intention to re-elect the Director of Finance and Business Operations or to permit the 
employment   relationship   to  end  upon  the  expiration   date  of  this  Agreement.    The 
Director of Finance  and Business Operations  shall not resign the position without at least 
sixty days written  notice to the Board. Anything  in this paragraph to the contrary 
notwithstanding, the  provision of Article IV shall  take  precedence  and the Director  of 
Finance and  Business  Operations' employment  may be terminated  under the provisions 
of said article as provided for therein. 

 

 
 

II.        COMPENSATION 
The salary of the Director of Finance and Business Operations shall be as per the 
following annual  Salary Schedule: 

 
Beginning  July l, 2012 
Beginning  July l, 20 13 
Beginning  July I, 2014 
Beginning  July l, 2015 

$ XXX   
$ XXX 
$ XXX 
$XXX 

 
In addition, an annuity of 4% of the base salary will be paid by the Board to an annuity 
provider selected  by the Director of Finance and Business Operations. 

 
Due to the extraordinary amount of work that is required of the Director of Finance and 
Business Operations during the Building Project, a stipend of $2500 annually will be 
paid.  This stipend  shall not be part of the base salary. 

 
Compensation for the subsequent years of this contract will be reviewed by the Board 
annually. 

 
 

Ill.  DUTIES 
The Director  of Finance and Business Operations shall: 

l.  Assist the Superintendent  in the preparation  of the budget. 
2.   Manage  income and budget expenditures. 
3.   Assist the Superintendent  in preparing the district's  personnel policies 
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and monitor their use. 
4.   Oversee and administer employee  benefits. 
5.   Serve as the main liaison with the Business Office computer  hardware and 

software  vendors. 
6.  Provide computer training and instruction for support staff and 
administrators. 
7.  Provide direction for payroll and accounts payable clerks. 
8.  Prepare state forms relative to fiscal operations. 
9.  Oversee District Office work flow. 
10.   Be responsible for bank deposits. 
II. Serve in liaison roll with auditor on fiscal matters. 
12.   Oversee the Food Services Department. 
13.  Manage commercial insurance matters. 
14.   Attend Board meetings and other job related meetings, as needed. 
15.   Be responsible for other projects, as directed by the Board/Superintendent. 

 
 
 

IV.      TERMINATION 
 

The  Board  may  at  any  time  prior to the expiration  of  this  Agreement  suspend  and/or 
discharge  the  Director  of Finance  and Business  Operations for any  legitimate  business 
reason that is not arbitrary  or capricious. 

 
The Director of Finance  and Business  Operations  shall  have the right to receive written 
notice of the reason for any suspension or discharge, and to a hearing before the Board of 
Education.  If  the   Director   of   Finance   and   Business   Operations   chooses   to   be 
accompanied   by  legal  counsel  at  this  hearing,  she  will  assume  the  cost  of  her  legal 
expenses. 

 

 
 

V.        FRINGE: BENEFITS 
 

A.        Vacation 
In 2012/2013, the Director of Finance and Business Operations shall be granted 
twenty-five (25) vacation days annually, exclusive of legal holidays (prorated 
based on start date). 

 
In 2013/2014, the Director of Finance and Business Operations shall be granted 
twenty-five (25) vacation days annually, exclusive of legal holidays. 

 
In 2014/20 I 5, the Director of Finance and Business Operations shall be granted 
twenty-five (25) vacation days annually, exclusive of legal holidays. 

 
In 2015/2016, the Director of Finance and Business Operations shall be granted 
twenty-five (25) vacation days annually, exclusive of legal holidays. 

 
In 2016/2017, the Director of Finance and Business Operations shall be granted 
twenty-five (25) vacation days annually, exclusive of legal holidays. 

 
Legal holidays include Independence Day, Labor Day, Columbus Day, Veteran's 
Day, Thanksgiving Day, Day after Thanksgiving, Christmas  Day, New Year's 
Day, MLK Day, Presidents' Day, Good Friday, Memorial  Day. 
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The Director of Finance and Business Operations  may carry over up to five (5) 
days in a subsequent year or be compensated for such number of days (5 
maximum)  at her per diem rate. Option to be decided by the Superintendent. 

 
B. Sick Leave 

The Director of Finance and Business Operations  shall he entitled to twenty  (20) 
days of sick leave annually.  Earned unused sick leave shall be accumulated  frorn 
year to year to a maximum of 270 days.  At the start of her employment,  the 
Director of Finance and Business Operations  may bring forty (40) already accrued 
sick leave days to DISTRICT. 

 
C.  Insurance Benefits 

The Director of Finance and Business Operations  will receive insurance  benefits 
identical to those provided to the School Administrators' Association. The 
Director of Finance and Business Operations  may elect to enroll in the PPO Plan 
and contribute  19.5% in 2012/20I3, 20I3/20I4, and 2014/20I5. 
Group  Life Insurance 
The Board shall  provide Group  Life Insurance Coverage in the amount  of two 
and one-half (2.5x)  times the Director of Finance and Business Operations' 
salary. Additional  coverage under such plan may be purchased by the employee. 
The Board shall provide Group Term Life Insurance coverage in the amount of 
Fifty thousand  Dollars ($50,000) for the spouse of the Director of Finance and 
Business Operations. 

 
D.  Personal Business Days 
The Director of Finance and Business Operations  shall  be annually  entitled  to 
the following leave  days without  loss of pay: four (4) personal  business  days 
may be taken  for the reasons  set forth  in the following paragraph: 

 
Personal  business days  shall  be granted  by the Superintendent for the following 
stated  reasons: Court  or legal matters,  house  closings, religious holidays  or 
actions, wedding  of self or a member  of the immediate family, financial  
matters, attendance at graduation of self or a member  of the immediate family, 
birth of a child or adoption  of a child,  funeral  of a friend  or relative,  and  illness  
of a member  of the immediate family.  Other similar reasons may  be considered 
by the Superintendent and personal  leave days granted  for these  reasons are 
subject  to the Superintendent's approval. Two of the four days  may  be taken  
without  reason.   Personal  days may be taken at any time during  the  year. 

 
All requests  for Personal Business Days leave shall  be submitted in writing, 
on the DISTRICT Leave  Request  Form at least twenty-four (24) hours  in 
advance  of the date  requested. 

 
E.  Compassionate Leave 

Compassionate days  are not deductible from sick or personal  days.  Five (5) 
consecutive days  with  full pay will be granted  in the case of the death  of a 
member  of the immediate family.  Immediate family  shall  be defined  as a 
sibling,  spouse, child,  parent,  grandparent, and grandchild. In the case of the 
death of in-laws in the same  relationship or an aunt or uncle, the Business 
Manager  shall  be granted  up to three (3) consecutive days  with full  pay. Due 
to extenuating circumstances, the Superintendent may grant additional 
Compassionate Leave  at his/her  discretion. 
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F.         Travel  Reimbursement 
The Director  of Finance and Business Operations shall receive  $200  monthly 
for travel  that  will be paid through  payroll. 

 
The cost of travel  by commercial  carriers for business purposes shall he 
reimbursed  contingent  upon the prior approval of the Superintendent. 

 
G.        The Board will provide a Long Term Disability  Plan. 

 
H.        The Board shall participate  in the State of Connecticut Municipal  Employees 

Retirement  plan on behalf of the Director of Finance  and Business Operations. 
 
 
 

VI.      PROFESSIONAL GROWTH  AND  DEVELOPMENT 
A.        Conferences, Conventions and Professional  Meetings 

When it is evident  that a conference, convention  or professional  meeting will 
contribute  to the Director of Finance and Business  Operations' knowledge and 
skills, the Board shall incur the costs of such attendance/participation with the 
Superintendent's prior approval. 

 
 
 

VII.    EVALUATION 
The Director of Finance  and Business  Operations  shall  be evaluated  at least annually  by 
the Superintendent of Schools,  in writing,  or as  otherwise  determined  by the 
Superintendent.   The Director  of Finance and Business Operations will be evaluated with 
respect to how  she  performs  the  duties set  forth  in  Article  lll,   herein,  and  also  with 
respect to any  other  legitimate  purpose or standard  determined   by the  Superintendent. 
The Director of Finance  and Business Operations will be entitled to receive a copy of the 
Superintendent's written  evaluation and to meet with the Superintendent to review the 
evaluation.   The  Director  of  Finance  and Business  Operations will  also  be entitled  to 
attach a response  to such written evaluation  which will be included  in her personnel file. 
In the second  year  of  this  Agreement,  the  evaluation  of  the  Superintendent  shall  be 
provided to the Board of Education  before the Board notifies the Director of Finance and 
Business Operations of its intention to re-elect the Director of Finance and Business 
Operations or to permit  the employment  relationship  to end  upon the expiration  of this 
Agreement. 

 
VIII.   POLICY  OF THE  BOARD 
The Director of Finance  and Business  Operations  covenants  and agrees to perform and 
exercise to the best of her ability and powers, duties and obligations  specified  in the 
Connecticut General  Statutes,  subject, however, to the right of the Board during the term 
of this contract to amend,  delete,  rescind or add to any or all of the said powers, duties or 
obligations as set forth in the policies of the Board of Education. 

 
This contract  is hereby  executed  pursuant to a favorable  vote by the Board of Education 
of the XXXX, at a meeting of said Board on March 26, 20 14. The  vote of  said  Board  
directs  the  Chairman  of  the  Board  of  Education  to sign  this contract in the name of the 
Board of Education. 
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