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  CONTRACT OF EMPLOYMENT 

 

 

THIS CONTRACT OF EMPLOYMENT is made and entered into this _____ day of June, 2020, 

by and between the GLEN RIDGE BOARD OF EDUCATION, with offices located at 12 High 

Street, Glen Ridge, New Jersey 07028 (hereinafter “the Board”) 

 

and 

 

BARBARA MURPHY, whose position is the Business Administrator/Board Secretary 

(hereinafter “Business Administrator”). 

 

WITNESSETH 

 

 THIS CONTRACT OF EMPLOYMENT replaces and supersedes any prior Contract of 

Employment between the parties thereto; and 

 

 WHEREAS, the Board and the Business Administrator believe that a written Contract of 

Employment is necessary to specifically describe their relationship and to serve as the basis of 

effective communication between them; and 

 

 WHEREAS, the Board offered Barbara Murphy the position of Business Administrator, 

and she has accepted the Board’s offer; and 

 

 WHEREAS, the Board approved the terms of this Contract of Employment by a vote of 

its members at a regularly scheduled meeting on June 15, 2020 and has authorized the President 

of the Board to execute this Contract of Employment. 

 

NOW, THEREFORE, the Board and the Business Administrator, for the consideration 

herein specified, agree as follows: 

 

1. TERM 

 

The Board hereby agrees to employ Barbara Murphy as the Business Administrator of the 

Glen Ridge School District for the period beginning on July 1, 2020 and ending at midnight 

on June 30, 2021. 

 

2. CERTIFICATION AND RESPONSIBILITIES 

 

A. Certification: 

 

The Business Administrator shall maintain a current and valid certificate issued by the New 

Jersey Department of Education for the position of Business Administrator/Board 

Secretary. In the event the Business Administrator’s certificate issued by the Department 

of Education is revoked, this Contract of Employment is null and void as of the date of the 

certificate revocation. 
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The Business Administrator further agrees to comply with all other legal requirements 

respecting the employment of a Business Administrator. 

 

B. Duties: 

 

The Business Administrator shall be the Chief Financial Officer of the Board and shall 

have general supervision over all fiscal operations and the buildings and grounds of the 

district and shall supervise the staff concerning the physical plant and the business affairs, 

which in her judgment, best serve the district.  The Business Administrator shall report 

directly to the Superintendent of Schools, and serve in accordance with the Laws of the 

State of New Jersey, Rules and Regulations adopted by the State Board of Education, 

existing Board policies and those which are adopted by the Board in the future. 

 

All duties assigned to the Business Administrator by the Superintendent of Schools and the 

Board should be appropriate to and consistent with the professional role and responsibility 

of the Business Administrator, and shall be set by Board policy and in the Job Description 

for the Business Administrator which may be modified from time to time, consistent with 

the intent set forth above. 

 

The Business Administrator shall devote her full time, attention, and energy to the business 

of the school district.  However, she may serve as a consultant to other districts or 

educational agencies, lecture, engage in writing activities or speaking engagements, and 

engage in other activities which are of a short-term duration.  Such activities, which require 

the Business Administrator to be absent from the district for more than one full working 

day, shall be reported to the Superintendent and if the Business Administrator intends to 

be absent from the District for three (3) or more consecutive working days, including 

vacation and personal days, such absence shall require the prior approval of the 

Superintendent.  In the event that the Business Administrator intends to use more than three 

(3) full working days for such activities in one academic year, the prior approval of the 

Superintendent shall be required. 

 

3. PROFESSIONAL GROWTH OF BUSINESS ADMINISTRATOR 

 

The Board encourages the continuing professional growth of the Business Administrator 

through her participation as she and the Superintendent might decide, in light of her 

responsibilities as the Business Administrator, in the following ways: 

 

A. The operations, programs and other activities conducted or sponsored by local, state 

and national school administrator and/or school board associations, including but 

not limited to, conferences, conventions, and workshops;  

 

B. Seminars and courses offered by public or private educational institutions;  
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C. Informational meetings with other persons whose particular skills or backgrounds 

would serve to improve the capacity of the Business Administrator to perform her 

professional responsibilities for the Board; 

 

D. Visits to other institutions; and  

 

E. Other activities promoting the professional growth of the Business Administrator. 

 

  The Board upon approval of the Superintendent, shall permit a reasonable amount of release 

time for the Business Administrator, as appropriate, to attend such matters.  

   

  The Board agrees to pay for all related expenses incurred while attending conferences, 

conventions and workshops in accordance with the New Jersey OMB Circular and 

Regulations pursuant to N.J.A.C. 6A:23A-3.1(e)3 and N.J.S.A. 18A:11-12 and Board Policy.  

 

  The Business Administrator shall attend all monthly Essex County Business Administrator 

meetings.   

 

 4. COMPENSATION 

 

A. Salary: 

 

The Board shall pay the Business Administrator an annual salary of One Hundred Eighty 

Thousand Seven Hundred and Seven Dollars ($180,707).  This annual salary shall be paid 

to the Business Administrator in accordance with the payroll schedule for other certified 

employees.     

 

B. Other Provisions: 

 

During the term of this Contract of Employment, including any extension thereof, the 

compensation and/or benefits of the Business Administrator shall not be reduced.  Any 

adjustment in salary made during the life of this Contract of Employment shall be in the 

form of an amendment, to be approved by the Executive County Superintendent for Essex 

County, and shall not be deemed that the Board and the Business Administrator have 

entered into a new Contract of Employment. 

 

5. BENEFITS 

 

A. Vacation/Personal Days/Holidays: 

 

The Business Administrator shall be granted thirty (30) vacation days annually, calculated 

and prorated on an annualized basis, all of which shall be available to the Business 

Administrator on July 1, 2019.  The Business Administrator is encouraged to take vacation 

days at times when the District is closed.  If the Business Administrator wishes to take a 

vacation day during a District work day, she must provide the Superintendent with at least 
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forty eight (48) hour’s advance notice of her vacation day request and obtain the 

Superintendent’s prior approval of such vacation days.   

 

The Board, through its business office, will be responsible for maintaining written 

documentation of the Business Administrator’s earned, used and accrued vacation days 

(and other leave).  If the Business Administrator does not complete a Contract of 

Employment year, the number of days shall be prorated at two-and-a-half (2.5) vacation 

days per month for the completed months of service.  If the Business Administrator utilized 

days in excess of this rate, compensation for those days shall be deducted from the Business 

Administrator’s last check. 

 

If business demands prohibit the Business Administrator from using all of her allotted 

vacation days in a given year, she may carry over up to five (5) unused vacation days to be 

used during the next year pursuant to law and/or paid up to fifteen (15) unused vacation 

days at her per diem rate of pay, which shall be calculated at 1/260 of the Business 

Administrator’s annual salary.  Any vacation days carried over from the previous year that 

are not used shall be forfeited.   

 

The Business Administrator shall be granted three (3) personal days, with pay, annually, 

calculated and prorated on an annualized basis, for personal matters which require absence 

during school hours, to be used at the Business Administrator’s discretion with 24 hours 

prior notice provided to the Superintendent.  Unused personal days shall convert to sick 

days at the end of the Contract of Employment year provided that the Business 

Administrator shall not be permitted to accumulate more than fifteen (15) sick leave days 

for any school year, as provided by law. 

 

The Business Administrator shall be granted up to five (5) bereavement days with pay, per 

incident, for the purpose of attending to matters following the death of one of the Business 

Administrator’s immediate family members.  Immediate family member shall be defined 

as the Business Administrator’s spouse, parent, child, brother, sister, brother-in-law, sister-

in-law, mother-in-law, father-in-law, or other relatives residing as members of the Business 

Administrator’s immediate household.  The Business Administrator shall be allowed one 

day leave with pay, per incident, for the death of a relative outside the Business 

Administrator’s immediate family or a close friend.  Unused bereavement leave at the end 

of the contract of employment year shall not be cumulative. 

 

The Business Administrator shall be entitled to the following paid holidays:   

 

a. July 4      i.       New Year’s Eve Day 

b. Labor Day     j.       New Year’s Day 

c. Rosh Hashanah (if schools are closed) k       Martin Luther King Day 

d. Yom Kippur (if schools are closed)  l.       Presidents’ Day 

e. NJEA Convention days (2)   m.     Good Friday 

f. Thanksgiving Day and Friday after  n.      Memorial Day 

 g. Christmas Eve Day    o.      One (1) floating holiday 

 h. Christmas Day    
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The Business Administrator, with prior approval of the Superintendent, may telecommute 

to work up to seven (7) days per contract year when school is not in session and there is no 

scheduled in-service training. 

 

B. Health Benefits: 

 

The Board shall provide health benefits to the Business Administrator, and if applicable, 

her dependents.  The Business Administrator shall be eligible for family medical, 

prescription, dental and vision coverage under the same plans offered to the Glen Ridge 

Administrators Association.  The Business Administrator shall contribute towards her 

health benefits including medical, prescription, dental, and vision in accordance with P.L. 

2011 c. 78 (Tier IV). 

 

Upon proof of other insurance coverage, the Business Administrator may elect to waive 

coverage in the Board’s program.  If the Business Administrator waives insurance coverage 

with the Board she shall be eligible to receive a waiver payment of up to $3,000.00, as 

provided by law.  If discontinuance is less than one year, the reimbursement will be 

prorated. 

 

C. Sick Leave: 

 

The Business Administrator shall be granted fifteen (15) sick days annually, calculated and 

prorated on an annualized basis, all of which shall be available to the Business 

Administrator on July 1st.  The unused portion of such leave, at the end of any year, shall 

be cumulative.  The Business Administrator shall confirm absences resulting from personal 

illness in accordance with District policies. 

 

D. Membership Fees: 

 

The Board shall pay for the Business Administrator’s membership fees and/or dues to the 

following professional groups: 

 

 Association of School Business Officials International;  

 New Jersey Association of School Business Officials; and 

 Essex County Association of School Business Officials.   

 

E. Expense Reimbursement: 

 

No reimbursement shall be made by the Board to the Business Administrator for expenses 

incurred for in-district travel in the performance of her duties under this Contract of 

Employment.  
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F. Disability Insurance 

 

The Board shall provide the Business Administrator with a long-term disability insurance 

policy.  The policy shall provide for payment at 90 days for 66.23% of salary up until the 

age of sixty-five (65) years.    

 

G. Tuition Reimbursement: 

 

  The Board shall reimburse the Business Administrator for graduate level courses and/or 

professional development workshops upon the recommendation of the Superintendent.  

Upon the Business Administrator’s submission of an official transcript indicating 

satisfactory completion of the course work, the Board shall reimburse the Business 

Administrator for tuition, fees, and related course materials.  Courses shall be taken at an 

accredited institution and the Board shall reimburse the Business Administrator up to five 

thousand-five hundred dollars ($5,500.00) per year, provided such coursework culminates in 

the acquisition of a graduate degree conferred by a duly accredited institution of higher 

education as defined in N.J.A.C. 6A:9-2.1 and received the prior approval of the 

Superintendent.   

 

H. Computer 

 

The Board shall provide the Business Administrator with the use of a laptop computer.  

The laptop computer and modem remain the property of the Board of Education and will 

revert to the District if the Business Administrator ceases her employment with the District.   

 

I. Cell Phone/Internet 

 

The Board shall provide the Business Administrator with the use of a cellular telephone or 

shall reimburse her for the cost of her cellphone.  The cellular telephone shall remain the 

property of the Board of Education and will revert to the District if the Business 

Administrator ceases her employment with the District. The Board will reimburse the 

Business Administrator $500 per year, payable on June 30, for Internet Service at home for 

the prior school year. 

 

J. Indemnification: 

 

The Board shall defend, hold harmless and indemnify the Business Administrator in 

accordance with the applicable State law.  If in the good faith opinion of the Business 

Administrator a conflict exists in regard to the defense of any claim, demand or action 

brought against her and the position of the Board in relation thereto, the Business 

Administrator may engage counsel in which the Board will indemnify her for her legal 

defense. 
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6. SEPARATION FROM SERVICE OR RETIREMENT  

 

A. Accumulated Unused Vacation Days: 

 

Upon the Business Administrator’s separation from employment with the District or 

retirement from employment with the District, the Board will pay all unused, accumulated 

vacation days earned while an employee of the Board, in accordance with law.  Payment 

shall be calculated at the Business Administrator’s daily rate of pay, based upon a 260-day 

work year, following her last day of employment, unless otherwise provided by law.  

Payment by the Board to the Business Administrator for her accumulated unused vacation 

days shall be made within 30 days of her separation from employment.   

 

B. Accumulated Unused Sick Days: 

 

Upon the Business Administrator’s retirement from employment with the District after at 

least ten (10) years of service, the Board will pay for one half of the Business 

Administrator’s accumulated sick days earned while the Business Administrator was an 

employee of the Board.  Sick days shall be reimbursed at the final per diem rate which shall 

be calculated at 1/260 of the Business Administrator’s then annual salary, and 

reimbursement for accumulated unused sick days shall not exceed Fifteen Thousand 

($15,000.00) Dollars.  Payment by the Board to the Business Administrator for her unused 

sick days shall be made within thirty (30) days of her last day of employment.     

 

C. Payment to Estate: 

 

If the Business Administrator dies before her Employment Contract year is completed, 

payment for any accumulated unused vacation days due to the Business Administrator shall 

be made to her estate in accordance with law. 

 

7.  EVALUATION 

 

The Superintendent shall evaluate the performance of the Business Administrator at least 

once a year in accordance with law.  Each evaluation shall be in writing, a copy shall be 

provided to the Business Administrator, and the Superintendent and Business 

Administrator shall meet to discuss the findings.  The evaluations shall be based upon the 

responsibilities of the Business Administrator as set forth in the job description for the 

position of the Business Administrator, and such other criteria as the State Board of 

Education shall by regulation prescribe.   

 

In the event that the Superintendent determines the performance of the Business 

Administrator is unsatisfactory in any respect, the Superintendent shall describe in writing 

and in reasonable detail the specific instances of unsatisfactory performance.  The 

evaluation shall include recommendations as to the areas of improvement in all instances 

where the Superintendent deems performance is unsatisfactory.  The Business 

Administrator shall have the right to respond in writing to the evaluation.  This response 
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shall become a permanent attachment to the Business Administrator’s personnel file.  On 

or before July 1st of each year of the Contract of Employment, the Business Administrator 

and the Superintendent shall meet to review the evaluation format and to mutually 

determine the evaluation format to be used in the subsequent school year. 

  

8. TERMINATION OF CONTRACT OF EMPLOYMENT 

 

This Contract of Employment may be terminated by: 

 

A. Mutual agreement of the parties; 

 

B. Upon sixty (60) days’ written notice to the other party; 

 

C. Actions consistent with law, and in keeping with all rights associated with a tenured 

employee; or 

 

D. Pursuant to N.J.S.A. 18A:17-15.1, in the event that the Business Administrator’s 

certificate is revoked, this Contract of Employment shall become null and void as 

of the date of revocation. 

 

9. COMPLETE AGREEMENT 

 

This Contract of Employment embodies the entire agreement between the parties hereto 

and cannot be varied except by written agreement of the undersigned parties and the prior 

approval of the Executive County Superintendent. 

 

10 RESERVATION OF RIGHTS 

 

The Business Administrator reserves the right to negotiate the restoration of Contract of 

Employment provisions that were modified, to the detriment of the Business 

Administrator, as a direct result of the July 2008 Accountability Regulations and/or of 

related directives from the Office of the Executive County Superintendent, following any 

legal action that permits or requires same. 

 

11. MODIFICATION 

 

The terms and conditions of this Contract of Employment shall not be modified except by 

the written consent of both Parties hereto and after review and approval by the Executive 

County Superintendent.  Any amendments to this Contract of Employment shall not create 

a new Contract of Employment or Contract term but shall only constitute an amendment 

to the existing Contract of Employment. 

 

12. CONFLICTS 

 

In the event of any conflict between the terms, conditions and provisions of the Board’s 

policies, or any permissive state or federal law, then, unless otherwise prohibited by law, 
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the terms of this Contract of Employment shall take precedence over the contrary 

provisions of the Board’s policies or any such permissive law during the term of the 

contract of employment. 

 

 

13. SAVINGS CLAUSE 

 

If during the term of this Contract of Employment, it is found that a specific clause of the 

Contract of Employment is illegal to federal or state law, the remainder of the Contract of 

Employment not affected by such a ruling shall remain in force. 

 

14. RELEASE OF PERSONNEL INFORMATION 

 

The Board acknowledges and agrees that disclosure of personnel information is governed 

by the Open Public Records Act, codified at N.J.S.A. 47:1A-1, et. seq., Executive Order 

No. 11 (November 15, 1974), Executive Order No. 21 (July 8, 2002), Executive Order No. 

26 (August 13, 2002), and case law interpreting them. 

 

 

 

WHEREAS, the Business Administrator approves the terms and conditions of this 

Employment Contract, and agrees to be bound by same; 

 

WHEREAS, this Employment Contract has been approved by a vote of the Members of 

the Board of Education at its meeting of June 15, 2020 said action having been made a part 

of the official minutes of that meeting. 

 

IN WITNESS WHEREOF, the parties set their hands and seals to this Employment 

Contract effective on the day and year first above written. 

 

 

 

___________________________________  __________________________________ 

Witness:      BARBARA MURPHY 

Business Administrator/Board Secretary 

 

 

___________________________________  __________________________________ 

Witness: ELISABETH GINSBURG, President 

BOARD OF EDUCATION 

 

 
 


