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HR / Business Services Committee

Duluth Public Schools, ISD 709
Agenda

Monday, November 7, 2022
United Health Group (UHG)

4316 Rice Lake Rd
Suite 108

Duluth, MN 55811
4:30 PM

 
1. Guest Presentations for this Meeting - Nathan Norton & Pat Overum | 
Change Events/Change Orders Discussion for New Construction
2. Department Reports

A. Human Resources
1) HR Monthly Department Summary Report

B. Business Services
1) Finance Department Report - Verbal
2) Enrollment Report
3) Child Nutrition Department Report
4) Facilities Department Report
5) Technology Department Report
6) Transportation Department Report 

3. Recommended Resolutions
A. B-11-22-3921 - Acceptance of Donations to Duluth Public Schools
B. B-11-22-3922 - Acceptance of Grant Awards to Duluth Public Schools

4. Consent Agenda
A. HR Staffing Report

1) Job Description for Purchasing Coordinator
2) Job Description for Accounting Supervisor
3) Job Description for Health Services Coordinator

B. Finances
1) Financial Report
2) Fundraisers

C. Bids, RFPs, and Quotes - None
D. Contracts, Change Orders and Leases - None

5. Miscellaneous Informational Items (no action required)
A. District Properties Update
B. Expenditure Contracts
C. No Cost Contracts
D. Revenue Contracts - None
E. Grant Applications
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November 7, 2022 

 

Duluth Public Schools – ISD #709 

4316 Rice Lake Road, Suite 108 

Duluth, MN 55811 

 

RE: ISD#709 ICS Project Update 

 

Dear Members of the Board, 

 

ICS, in conjunction with Dave Spooner, has reviewed the following construction change events.  Once 

reviewed and concurrence achieved, Dave Spooner approved the following items. 

 

Many of the change events were expected, as they consist of material or work changes that had been 

previously considered and are funded by previously School Board approved allowances or 

contingencies. 

 

These change events to date fit within the budget and the entire project is trending as planned.  In 

addition, these change events do not impact the overall budget. 

 

Facilities: 

a) CE-020 – PR-004 – Adding Power to Door 119.1    $5,743.37 

b) CE-024 – Misc. FWO’s        $12,118.05 

a. CMU patching, Wood bucks OHD, Scuppers Mods 

c) CE-025 – Misc. FWO’s        $1,693.65 

a. Repaid Janitor Sink and Demo Letters 

d) CE-027 – PR-007 Aiphone and Master Station Add    $7,522.20 

e) CE-028 – ERU-1 Duct Modifications      $1,732.50 

f) CE-029 – Replace Existing Flush Valves     $2,077.57 

g) CE-030 – Inspector Request; Add CO Sensor Boiler Room   $2,438.10 

$33,325.44 

            

DSC/Transportation/Roadways: 

a) CE-009 – Steel Modifications at Firewall/Snow loading   $37,455.60 

b) CE-013 – AS-003 Add Bollards       $4,138.05 
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c) CE-016 – Rock Removals thru 6.7.22      $59,575.00 

d) CE-017 – Flag Pole Change from Banner Type    -$1,525.00 

e) CE-018 – ASI-005 Interior Update      $12,991.36 

a. Mailroom and workroom casework add 

b. Wall modifications, itinerant ceiling, and floor changes 

f) CE-019 – ASI-006 Conformance Set      $5,101.84 

a. Door frame rating changes 

b. Door size modifications and hold opens added 

c. Fire ratings of wall changes 

g) CE-020 – Veit FWO’s thru 6.29.22      $9,232.71 

a. MN Power Excavation of trenches 

b. Remove unforeseen concrete electrical vault 

h) CE-021 – Glazing Rating and Tint Additions     $62,199.39 

i) CE-022 – Central HS Temporary Power     $45,272.00 

j) CE-024 – ASI-008 Elevator Furring Wall     $5,882.80 

k) CE-025 – PR-006 Added Fire Dampers     $6,834.00 

l) CE-026 – Rock Removals thru 8.3.22      $44,675.00 

m) CE-027 – Thelen FWO Temp Water at Central HS    $629.00 

n) CE-028 – Bedrock Footing Modifications DSC    $32,832.98 

o) CE-029 – PR-007 – Drawing A6.8 Railing Revision    $8,706.26 

p) CE-030 – PR-008 – Aiphone and Master Station Add/Changes  $6,404.00 

q) CE-032 – STC Water Connection      $17,700.00 

r) CE-033 – Stair Hatch Added Steel Support     $1,332.43 

s) CE-034 – PR-009R1 Central Entrance Sanitary Conflict   $24,954.35 

t) CE-035 – Canopy Support Modifications Transportation   $1,131.53 

u) CE-039 – Veit FWO’s 7, 8, 9, 10      $12,253.00 

a. Core drill Courtney Drive for Existing Drain Tile Connection 

b. Additional Crane Road Install 

c. Furnish/Install Ramp inside DSC 

d. Soil Corrections inside Transportation Building 

v) CE-041 – Central Entrance Asphalt Thickness    $15,521.22 

w) CE-042 – Temp Rain Leaders DSC      $4,583.00 

$417,880.52 

Demolition Central HS: 

a) CE-001 & 2: Regulated Waste Transfer & Salvage Reduction  $35,230.00 

 

Sincerely, 

 

 

Nathan Norton 

Senior Project Manager 
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Human Resources Report Summary
November 2022 Activities

Staffing Updates:
Number of staffing changes Received by HR during the month of October. This is a summary of
the consent agenda.

Certified Non-Certified

# New Hires 4 22

# Retirements 4 1

# Resignations 1 8

# Leave of Absences 0 3

HR Department Updates:

Our Human Resources Manager, Kate Elling, resigned on November 4, 2022, after securing a
Human Resources position with the Minnesota Department of Education.  Kate served the District
for almost 5 ½ years.  She held the manager position for 1 ½ years and prior to that served as the
District’s Benefits Coordinator.  Kate was responsible for providing overall direction forstaffing
activities of non-certified and certified staff and also assisted with many personnel activities,
including discipline, labor negotiations and investigations.  We are sad to see Kate go, but are
very excited for her new opportunity and wish her well in her new position.  Interviews will be held
on Friday November 11, 2022 to find a suitable replacement.

Paraprofessionals at two sites started using electronic timesheets in mid-October. We hope to the
paraprofessionals on electronic timesheets by the end of the year.

The Human Resources Director attended the Minnesota Association of School Personnel
Administrators(MASPA) October 12-14, 2022. The primary focus of the training was Equity and
Inclusion.  Human Resources staff attended the Harvest Job Fair on October 19, 2022 at the
Cloquet Memorial Hospital and continue to look for other opportunities to promote jobs at ISD709
throughout the region.

Benefits Updates:

It is that time of year and there are a lot of happenings within the Benefits Department.  The
Benefits Team survived the papercuts of stuffing over 1000 envelopes over the last few weeks
and are in the FULL swing of Retiree open enrollment for Health, Vision and Dental and Active
Employee Open Enrollment for Dental, Vision, Flex Spending and LTD. The Open Enrollment
period ends on November 15, 2022 for active employees, and November 18, 2022.

On Wednesday October 26th Human Resources hosted our first of many retirement information
sessions.  This session was strictly for certified staff and was a full house with 24 participants
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attending. We plan to host another session on Monday November 28th, and will have multiple
sessions in December and January.  These sessions will be open to all employees.

Benefits hosted their second Calm challenge in October which had    participants.  Molly Buettner
was drawn as the random winner of the challenge and received a Wellness/Self Care Basket
valued at $150. To date ther are 612 employees that have signed up for the Calm App

Although Open Enrollment will take up a lot of the time for the Benefits Team in November, they
continue to look for opportunities to improve processes and for more efficient ways to keep our
employees engaged and healthy.

Hiring Updates:

Current Openings as of November 4, 2022:

Licensed:
Teachers, Adult Basic Education (1)
Teachers, District Wide (3)
Teachers, High School (2)
Teachers, Middle School (1)
Teachers, Special Education (8)

Non-Licensed:
Activities/Athletics (1)
Administration (1)
Administrative/Management (1)
Child Nutrition (20)
Maintenance/Transportation (1)
Playground/Cafeteria Monitor (9)

Paraprofessionals (19)
American Indian Home School Liaison (1)
Duluth Pre-School Program Paraprofessional (1)
Licensed Sign Language Interpreter (2)
Sign Language Facilitator (1)
Special Education Program (7)
Special Education Student Specific Setting III (5)
Supervisory Paraprofessional (3)

Contract Negotiations:

The Human Resources Director has been in continued discussion with management leaders and
the union leadership regarding an alternate proposal.
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Duluth Public Schools Projected Average Daily Membership (ADM) Report
November 2022

Grade

Total Number 
of 

Enrollments

Unique 
Student 
Count

Current 
Enrollments

Projected 
ADM Budgeted ADM

Enrollments 
/ADM ADM /Student  

EC 370 311 272 137.39 102.00 2.69 0.44

PK 33 31 31 21.94 42.65 1.50 0.71
HK 127 114 109 117.00 90.00 1.05 1.06
KG 557 505 529 520.04 522.00 1.09 1.01

1 671 617 586 579.47 605.00 1.15 0.94
2 706 644 615 608.15 602.00 1.15 0.95
3 679 628 595 588.37 586.00 1.15 0.94
4 692 639 602 586.20 585.00 1.17 0.92
5 669 632 608 592.05 604.00 1.12 0.94
6 623 559 516.75 503.19 509.00 1.23 0.90
7 718 636 605.65 589.87 559.00 1.21 0.93
8 724 640 601.15 585.49 585.00 1.23 0.92
9 1005 775 735.85 697.04 648.00 1.43 0.91

10 1163 757 686.85 650.62 650.00 1.77 0.87
11 1310 822 724.35 686.14 680.00 1.90 0.84
12 1414 893 651.8 617.42 625.00 2.27 0.70
PS 187 135

Total: 11461 9203 8469.4 8080.39 7994.65 1.41 0.88
+proj-budg> 85.74

GRADE
20-21      

FINAL ADM
21-22       

FINAL ADM
22-23      

PROJECTED ADM
Add'l  

Adjustments
EC 95.45 114.57 137.39
PK 41.58 40.57 21.94
HK 83.52 113.53 117.00
KG 516.69 487.64 520.04
1 588.40 614.80 579.47
2 574.16 597.01 608.15
3 597.62 590.84 588.37
4 507.84 605.84 586.20
5 540.73 516.78 592.05
6 542.05 561.90 503.19
7 581.07 593.59 589.87
8 555.74 588.43 585.49
9 695.44 658.15 697.04

10 650.09 690.45 650.62
11 672.61 638.94 686.14
12 621.11 668.46 617.42

Total: 7864.10 8081.50 8080.39
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EC      PK HK       KG         1          2         3           4          5          6        7          8          9        10   11         12

ADM By Grade Level  20-21  - Present
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Duluth Public Schools: Enrollments, Students and  Projected Average Daily Membership (ADM)
November  2022

Grade

Total Number 
of 

Enrollments

Unique 
Student 
Count

Current 
Enrollments

Projected 
ADM Budgeted ADM

Enrollments 
/ADM ADM /Student  

EC 370 311 272 137.39 102.00 2.69 0.44

PK 33 31 31 21.94 42.65 1.50 0.71
HK 127 114 109 117.00 90.00 1.05 1.06
KG 557 505 529 520.04 522.00 1.09 1.01

1 671 617 586 579.47 605.00 1.15 0.94
2 706 644 615 608.15 602.00 1.15 0.95
3 679 628 595 588.37 586.00 1.15 0.94
4 692 639 602 586.20 585.00 1.17 0.92
5 669 632 608 592.05 604.00 1.12 0.94
6 623 559 516.75 503.19 509.00 1.23 0.90
7 718 636 605.65 589.87 559.00 1.21 0.93
8 724 640 601.15 585.49 585.00 1.23 0.92
9 1005 775 735.85 697.04 648.00 1.43 0.91

10 1163 757 686.85 650.62 650.00 1.77 0.87
11 1310 822 724.35 686.14 680.00 1.90 0.84
12 1414 893 651.8 617.42 625.00 2.27 0.70
PS 187 135

Total: 11461 9203 8469.4 8080.39 7994.65 1.41 0.88
+proj-budg> 85.74
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Child Nutrition Report
October 2022

Child Nutrition Employee Update:
We remain 21 employees short, and have experienced really short days with illness, leaves, 
and other normal work year absences.

Farm to School Grant for 22-23
Child Nutrition has applied for a Farm to School Mini Grant.  This grant will give us the 
opportunity to revamp our Farm to School Program.  It’s a back to basics plan that feels 
manageable at this time.

Large employer of the year award from MOAH (Minnesota Organization for Habilitation and 
Rehabilitation)
Child Nutrition was named a 2022 outstanding disability employer for providing exceptional 
work opportunities for employees with disabilities.  These employees assist our program as 
dishwashers and other tasks as they are able.  We are grateful for the award and for having 
them in our kitchens to help us get students fed.

8



9



1

Facilities Management & Capital Project Status Report
October 2022

Facilities Management – Maintenance and Operations - General
● In the past month, the Facilities maintenance crews have completed 301 work orders and are 

currently working on 335 open work orders.

Capital Construction

● Denfeld tower work is progressing well with all masonry pointing done, and just the roof 
(spire) and finial need to be installed..

● The Congdon Park window replacement project is almost done and looking good!
● New Denfeld SPED bathroom construction should be done by late October.
● LTFM projects for next summer are being discussed.
● Stowe Elementary is getting a fresh coat of paint on the interior.

● Ongoing Discussion with Legal Representation
➢ PSS Track Lane 1 Ponding Remediation is in negotiations..

● Construction Tasks “On The Hill”
➢ Facilities building is completed with new furniture installed.
➢ Great progress is ongoing at the DSC and Transportation Building. 
➢ The first lift of bituminous is placed in front of Facilities, the lot between Facilities, and 

the road all the way to Central Entrance..
➢ Abatement is completed at CHS, and demo will start in the 11/14/2022
➢ DSC furniture is finalized and being ordered.

Building Operations
·        

● Operations staff have been performing an excellent job with minimal staff, many are working 
OT, but doing their best to keep buildings looking good.

● There are 18 vacancies in the Facilities Operations that we are working hard as well as need to 
fill.

Health, Safety & Environmental Management 

● First labor management safety committee held
● Several school security audits completed - results to be reviewed at November safety 

committee meeting
● User maintenance on Vector & Navigate360 training platforms

Workers’ Compensation Activities 

October 2022
● First report of incidents:----------------------------- 25
● OSHA recordable incidents:------------------------ 0
● Days away from work:------------------------------ 0
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● Days of restricted work:----------------------------- 0

2022 YTD Incidents (January 1, 2022 - December 31, 2022)
● First report of incidents:----------------------------- 134
● OSHA recordable incidents:------------------------ 20
● Days away from work:-------------------------------123
● Days of restricted work:----------------------------- 338
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Technology Department - October Report (10/1 - 10/31)

● Cybersecurity
○ Google Security

■ Gmail

● 1.5M Emails Messages Accepted/Delivered

○ 158K were rejected

○ 50K were identified as Spam

○ 6.4K were identified as Phishing

○ 37 were identified having a suspicious attachments

○ 8.8K were identified as Spoofing
○ 0 emails were identified as Malware

■ Account Information

● 10,859 Active Accounts

● 23.46TB of storage

● 589.8K Files shared externally

● 565 Suspicious login attempts

● 2.1K Failed user login attempts
● Data Loss Prevention (DLP) policy

○ 19 High Severity Incidents that were blocked

● E-Rate RFP/Bid
○ 1307 Data Center Colocation Services opening is at 2:00 pm on Tuesday, November

29, 2022
○ Near future

■ E-Rate Network Switches
■ E-Rate Network Wireless Controller

● Technology Help Desk Tickets
○ 525 New Technology Support Tickets Created (65%)

○ 763 Tickets were resolved (53%)

○ 206 Tickets remain unresolved (52%)

● Projects
○ Cybersecurity - Continue working on security vulnerabilities that have been identified

by Arctic Wolf.
○ Continue to work with Benson Electric to install/move wireless access points following

our Blended Learning Wireless Assessment report
○ New AV equipment has been ordered for the DSC School Board Meeting Space.

Some items have been received
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Transportation Report
October 2022 Activities

The ISD #709 Transportation department manages both a district owned fleet of vehicles and 
district employees, including bus drivers, monitors, and mechanics, along with the coordination 
of contracted transportation services through Voyageur Bus Company.

We continue to await the arrival of our two new buses which are expected to be delivered in 
March. 

We are transitioning to using Transversa for routing. Implementation is expected in 
November – December. Transportation currently uses Versatrans for routing. Our department 
continues to navigate daily changes in routing per school requests. 

There are daily changes on a total of 434 individual routes (routing, day changes, time 
changes, etc.).

The department continues to work on fine tuning routes.  

• 115 trips in October, 2022
• 47 scheduled so far for November, 2022

Of the last five new hires, two continue to work for us. We anticipate losing four more in the 
next month. Average training time for new drivers is around five weeks. 

Covid continues to be a concern for our staff due to quarantine time. 

Bus Maintenance 
• Maintenance on (non-transportation) vehicles x6.
• A&B scheduled maintenance inspection (checklist of items checked on each bus)
• Jump starts x approx. 0. 
• Manual regenerations (multiple) (Emissions system) weekly shop item
• Electrical maintenance to correct wiring issues (ongoing)
• Bus services (Tires, body work, replacement windows) (Multiple)
• Gen maintenance

The average fleet age is 7.4 years. Current average mileage is 73,500 (goal is 50,000 – 
60,000).

ELDT is still and will likely continue to be troublesome for some time. ELDT stands for Entry 
Level Drivers Training. It is a new requirement by the FMCSA (Federal Motor Carriers 
Safety Administration) that started on February 2nd of this year. Basically, the new requirement 
makes us train drivers to a different standard than we have for many years and adds in training that is 
not specific to bus drivers, or training that has not been required in the past.
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RESOLUTION
Acceptance of Donations to Duluth Public Schools

WHEREAS, Minnesota Statute 465.03 requires a school district to accept donations by 
resolution expressed in the terms prescribed by the donor in full; and,

WHEREAS, acceptance of the donations in accordance with the donor’s terms is in the 
best interest of the Duluth Public Schools:

NOW, THEREFORE, BE IT RESOLVED that the Duluth Public Schools does accept the 
below-described donations from said organizations in accordance with the terms set forth herein.

BE IT FURTHER RESOLVED that the Duluth Public Schools wishes to extend its 
grateful appreciation to these various individuals and organizations.

SCHOOL DONOR AMOUNT RESTRICTION COMMENTS

Head Start Jane Killough $250.00

Donor is 
requesting this be 
used solely for 
Head Start

Deposited into the 
Preschool Student Activity 
Account

Laura MacArthur 
ES

Centricity 
Credit Union In-kind

Centricity Credit Union ran 
a Back-2-School drive this 
August into September, 
where they selected 3 
schools near their branches 
for the funds to go to. They 
chose Laura MacArthur in 
Duluth. They raised $250 
with the help of their 
members.

Laura MacArthur 
ES

Minnesota 
Wilderness 
Hockey Team

Funding for 
Level 3 SPED 
students to go on 
a DAPE, swim 
field trip, $5. per 
student.  = $80. 
and pizza party 
$20.  Total = 
$100.

Only used for the 
DAPE field trip.

Laura MacArthur 
ES

Great Voices 
- Lisa & 
Jeremy 
Harala

$250.00
Prairie Fire 
Theatre fee - 4th 
grade

This is to help offset the 
fees for Prairie Fire - Laura 
MacArthur 4th grade

Denfeld HS Ralph & Janet 
Bierbaum $250.00

Denfeld HS Anonymous $2,000.00
Classroom 
supplies for 
Setting III
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Denfeld HS Kathi Snider $250.00 Parent 
Involvement

Denfeld HS Bret & Heidi 
Johnson $50.00 Parent 

Involvement

Denfeld HS David & Jill 
Blazevic $100.00 Parent 

Involvement

Denfeld HS Steve & 
Kristin Regas $50.00 Parent 

Involvement

Denfeld HS Glenda 
Latour $50.00 Parent 

Involvement

Denfeld HS
Brian & 
Karen 
McCormick

$50.00 Parent 
Involvement

Denfeld HS Tim & Amy 
Doyle $50.00 Parent 

Involvement

Denfeld HS Michelle 
Williams $25.00 Parent 

Involvement

Denfeld HS
Pete & 
Michelle 
Kilroy

$25.00 Parent 
Involvement

Denfeld HS Eric & Holly 
Johnson $25.00 Parent 

Involvement

Denfeld HS Lisa 
Wormuth $20.00 Parent 

Involvement

Denfeld HS Holly Fearn $20.00 Parent 
Involvement

Stowe ES

Asbury 
United 
Methodist 
Church

In-kind Backpacks for 
students

Stowe ES Suzy 
Fairchild $150.00 Stowe School 

lunch accounts

Congdon ES Maurices In-kind Winter hats, gloves, mittens 
and scarves

Resolution B-11-22-3921           November 15, 2022
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RESOLUTION
Acceptance of Grant Awards to Duluth Public Schools

WHEREAS, Minnesota Statute 465.03 requires a school district to accept grants by resolution 
expressed in the terms prescribed by the donor in full; and,

WHEREAS, acceptance of the grant in accordance with the donor’s terms is in the best interest 
of the Duluth Public Schools:

NOW, THEREFORE, BE IT RESOLVED that the Duluth Public Schools does accept the below-
described grant from said organization in accordance with the terms set forth herein.

BE IT FURTHER RESOLVED that the Duluth Public Schools wishes to extend its grateful 
appreciation to this organization.

Organization Authors or 
Contacts School Award 

Amount Terms

Metronet
Cindy 

Miller/Media 
Specialist

District Wide $237.24

Professional Development in 
coursework called Engage 

Your Community by Uniting 
Marketing and Outreach 

(virtual)

Resolution B-11-22-3922    November 15, 2022
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HUMAN RESOURCES ACTION ITEMS FOR:  NOVEMBER 15, 2022

CERT APPOINTMENT POSITION
ANDERSON, NATHAN T INTERIM ASST PRINCIPAL/LOWELL, 40 WK, CLASS IV/STEP 1 10/24/2022
BROWN, JESSICA A SPEC ED B-6 TEACHER/DISTRICT WIDE, MA STEP 9, 0.6 FTE 11/01/2022
DAVIDSON, GERALDINE A MEDIA SPECIALIST/LINCOLN PARK/DENFELD, MA/IV,9/C.KNETTEL 10/10/2022
THURSTON, LORA R DIRECTOR, SPECIAL SERV/UHG, 52WKS 11/11/2022

CERT RESIGNATION POSITION
BREILEIN, ALEXANDRA L SPEC ED TEACHER/DENFELD 10/14/2022

CERT RETIREMENT POSITION
PARO-STROTHER, DAWN R GRADE 6/ORDEAN EAST 08/31/2023
PAVLISICH, KARA C GRADE 6 TEACHER/ORDEAN EAST 06/09/2023
WHITE, TIMOTHY F MATH TEAHCER/DENFELD 06/09/2023
WITTMER, NANCY J SPECIAL EDUCATION TEACHER/CHESTER CREEK 07/31/2023

NON CERT APPOINTMENT POSITION
ALLEN, FRANKLIN P, IV SPEC ED PARA/EAST, 32.5/38WKS, $20.12/HR 09/19/2022
BALLMER, LAUREN E OFF SPEC SENIOR/COMMUNITY ED, 40/52 WKS, $19.83/HR 10/18/2022
CLINK, MARGARET R SPEC ED PARA/LINCOLN PARK, 32.5/38WKS, $18.61/HR 09/26/2022
COURTRIGHT, ELISE L SPEC ED PARA BW/ORDEAN, 32.5/38WKS, $17.77/HR 10/03/2022
DEGLER, HEATHER A SPEC ED PARA/CHESTER CREEK, 31.25/38WKS, $18.74/HR 09/19/2022
DODGE, VALERIE A IMMERSION PARA/LOWELL, $18.90/HR 10/24/2022 12/22/2022
ETHIER, MARY C INSTRUCTIONAL PARA/MYERS-WILKINS, 31.25/38WKS, $16.18/HR 09/23/2022
GAUTHIER, BROOKE A OFF SUPP SPEC/LOWELL, $16.83/HR 10/03/2022
HILLMAN, MICHAEL E SSPEC ED PARA/EAST, 32.5/38WKS, $18.61/HR 08/31/2022
HURST, WILLIAM C CERT LIFEGUARD/LINCOLN PARK, 32.5/38WKS, $18.41/HR 09/06/2022
MAXIM, GALEN M SPEC ED PARA/PIEDMONT, 31.25/WJSM $18.74/HR 10/05/2022
NEUMEYER, MELISSA K SPEC ED BW PARA/DENFELD, 32.5/38WKS, $17.77/HR 09/20/2022
PETERSON, BETH A FOOD SERVICE ASST/CONGDON, 15/38WKS, $13.22/HR 09/19/2022
REED, KRISTIN N FOOD SERVICE ASST/DW, 30/38WKS, $13.22/HR 09/26/2022
ROBARGE, JESSICA L AMER INDIAN LIASISON PARA/DW, 40/38WKS, $20.05/HR 10/11/2022
SCHERER, GRAINGER H CUSTODIAN/EAST, $15.31/HR 09/26/2022
SISTO, FAITH M SPEC ED PARA/PIEDMONT, 31.25/38WKS, $19.12/HR 09/21/2022
TRANBY, CHANTEL N FOOD SERVICE ASSISTANT/EAST, $13.22/HR 10/03/2022
TRANBY, CHANTEL N ECSE/DW, 31.25/38WKS, $18.61/HR 10/05/2022
TUCKER-GRAFF, ANEESA R SPEC ED PARA/PIEDMONT, 31.25/38WKS, $18.61/HR 09/21/2022
VICHE, RIEGER J HELP DESK TECH/UHG, $781/WK 10/03/2022
WEST, LARRY I BUS DRIVER/TRASNPORTATION, $19.54/HR 10/28/2022

NON CERT RESIGNATION POSITION
BELL, JONAH W SPEC ED PARAPROFESSIONAL/STOWE 10/31/2022
BUTLER, RYAN L CUSTODIAN I/EAST 10/07/2022
ELLING, KATHERINE A HUMAN RESOURCES MANAGER/UHG 11/04/2022
KELLER, JODI M OFFICE SUPP SPEC SENIOR/DENFELD 10/07/2022
KOLODGE, AMY A CHILD NUTRITION ASSISTANT/STOWE 10/03/2022
PHELPS, JACQUELIN A SPEC ED PARAPROFESSIONAL/ORDEAN EAST 09/28/2022
PIERCE, DIANE L SCHOOL BUS DRIVER II/TRANSPORTATION 12/20/2022
TUCKER-GRAFF, ANEESA R SPEC ED PARAPROFESSIONAL/PIEDMONT 10/21/2022

NON CERT RETIREMENT POSITION
HUTCHINGS, RAEBETH A SCHOOL BUS HELPER/TRANSPORTATION 12/5/2022

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
Title of Immediate 
Supervisor:  Executive 
Director of Business 
Services and Finance 

 

Department:  
Purchasing 

 
 

FLSA Status: 
Exempt 
 

 

Accountable For (Job 
Titles):  
Clerical Level F, Clerical 
Level E, or Clerical Level 
D 

 

 Pay Grade Assignment: 
Non-Certified Business 
Division, Pay Class  

 
General Summary or Purpose Of Job: 
Under supervision, performs advance level duties in the purchase of supplies, equipment, and 
materials for the District; assists in the preparation of specifications and legal bids; and performs 
related duties as assigned. Responsible for the day-to-day functions in process and procedure of 
obtaining goods and services district-wide; determining best practices for methods of purchasing. 

 
 

DUTY 
NO. 

 
ESSENTIAL DUTIES: (These duties are a representative sample; 
position assignments may vary.) 

FRE- 
QUENCY 

   
 1. Purchase materials and equipment for the district by competitive bids, 

competitive sealed proposals, requests for proposals, government 
catalog contract purchases, informal quotations, and negotiations 
following established district criteria and state purchasing rules. 
Prepare of all bidding documents, including notice and instructions to 
bidders, specifications, and form of proposal. Receive and evaluate 
formal bids and make recommendations for the award of contracts  
to director for school board approval. Initiate contact with vendors to 
check on supply and equipment availability, invoices, purchase  
orders, and contracts. Analyze and compare vendor information for 
best price, performance, availability, terms, conditions and value of 
purchase. 
 
 

Daily 
30% 
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
 2. Reviews requisitions and specification for completeness of 

description, including state contract verbiage when applicable, 
accuracy in billing and shipping addresses and determines if special  
circumstances exist in the delivery of goods to a location, for correct 
budget code and for approval authorization. Completes purchase order 
process by emailing or uploading purchase order to the vendor, 
accounts payable and the requisitioner for our district and non-publics 
when applicable. Confers with suppliers regarding back orders and 
researches late deliveries. Assists with quality control by contacting 
vendors about unacceptable goods or services and takes corrective 
action. Shares purchase order confirmations, tracking and backorder 
information and other communication received from the vendor with 
the requisitioner. 

Daily 
25% 

   
3. Continually updates computer software knowledge and skills in order 

to stay current with District changes in purchasing, accounting, word 
processing, spreadsheet, database, Internet, and e-mail packages and 
version changes.  Analyzes product and procedure changes and 
implements into Purchasing Department practices.  Maintains current 
and detailed knowledge of computer hardware, software and 
peripherals that meet District standards and needs for use in 
classrooms and in administrative functions. 

Daily 
20% 

   
4. Create purchase requisitions and utilize the P-card to order equipment, 

tools and supplies as needed for the Finance Department. Process 
Finance Department's annual blanket purchase orders for a new fiscal 
year. Assists in monitoring P-card expenditures and limits. Prepares 
necessary quarterly and end-of-year reports as requested. 

Monthly 
10% 

   
5. Builds and maintains relationships with vendors. Adds new vendors 

when requested by district staff, including contacting the company or 
individual to obtain a W-9 or social security number and necessary 
information for maintaining their vendor page. Maintains a vendor 
file for vendor selection in bids, quotes and RFP’s.  Performs 
tasks as requested by Accounts Payable to resolve invoice change 
issues on a purchase order. 

Daily 
5% 

   
6. Manages the district mailroom in interoffice and USPS mail processes, 

administers postage with mailing system and directs to the correct 
mailing facility. Assesses daily mail for use of money saving pre-sort 
option. Manages and directs the shipping and receiving of packages 
with all major couriers. Responsible for maintaining funds in the 
mailing system machine, the district's bulk permit and equipment 
lease. Keeps mail machine functioning with necessary updates, regular 
maintenance, webinar attendance and sustaining a relationship with 
supplier. Prepares end-of-year postage reports for auditing purposes. 

Daily 
25% 
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
7. Responsible for coordinating and purchasing all district air travel 

through the district's state travel agency contract. Ensuring that proper 
paperwork and necessary budget and airline information has been 
obtained and shared with the traveler. Maintains and archives Pre-
approval for Professional Leave and/or Travel files of district staff.  

Monthly 
5% 

   
8. Performs other duties of a comparable level or type. 

 
As required 

 
Minimum Qualifications:  (necessary qualifications to gain entry into the job not 
preferred or desirable qualifications) 

Requires a minimum of an associate’s degree in business, accounting, management 
information systems or a closely-related field and at least five years experience in purchasing, 
inventory control, accounting or accounts payable; an equivalent combination of education, 
training and/or experience necessary to successfully perform the essential functions of the 
work. 

 
Certification or Licensing Requirements (prior to job entry): 
Certified Purchasing Manager (CPM) preferred. 

 
Knowledge Requirements: 
Requires knowledge of: 
 Procurement policies, procedures, state and local regulations, writing specifications, 

issuing/analyzing bids, designing and reviewing contracts, mediating disputes in the best 
interest of the school system. 

 Inventory control techniques. 
 Purchasing and inventory control computer software systems such as Skyward. 
 Computer software and vendors, especially as related to accounting, purchasing, 

inventory, word processing, spreadsheets, databases, Internet, and e-mail. 
 Procedures for purchasing, invoicing, and travel. 
 Computer hardware products and manufacturers. 

 
Skill Requirements: 
Skilled in: 
 Communicating effectively both orally and in writing with individuals at many levels 

within and outside the school system, and to serve as a trainer for procurement related 
issues. 

 Organizing, planning, and executing work with minimal supervision.  
 Ability to operate a personal computer, (e.g., word processing, spreadsheet, and other 

software as needed.) 
 Excellent analytical, organizational, and detail skills. 
 Ability to gather data, compile and analyze information, and prepare reports. 
 Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists.  
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
 Direction and supervision of assigned staff. 
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule 

form. 
 Basic mathematics. 
 Excellent interpersonal and public relations skill to interact with all levels of employees, 

staff members and the general public. 
 
Physical Requirements:  Indicate according to the requirements of the essential 
duties/responsibilities 
Employee is required to: Never 1-33% 

Occasionally 
34-66% 

Frequently 
66-100% 

Continuously 
Stand  √   
Walk  √   

Sit   √  
Use hands dexterously (use fingers to handle, 

feel) 
  √  

Reach with hands and arms   √  
Climb or balance √    

Stoop/kneel/crouch or crawl √    
Talk and hear    √ 

Taste and smell √    
Lift & Carry:                         Up to 10 lbs.  √   

Up to 25 lbs.  √   
Up to 50 lbs. √    

Up to 100 lbs. √    
More than 100 lbs. √    

General Environmental Conditions: 
 

Work is performed under normal office conditions and there are minimal environmental 
risks or disagreeable conditions associated with the work.  The typical noise level is 
considered to be moderate. 

 
General Physical Conditions: 

Work can be generally characterized as: 
 
Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
force frequently, and/or a negligible amount of force constantly to move objects. 

 
Vision Requirements:  Check box if relevant                             Yes       No 

No special vision requirements  √  
Close Vision (20 in. of less)   

Distance Vision (20 ft. of more)   
Color Vision    
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
Depth Perception   
Peripheral Vision   

 
 
 
Job Classification History: 
 

Classification reviewed and revised by Penn, Inc., Human Resource Management 
Consulting 
 
Position Eliminated April 30, 2012 by ER115735 
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
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CLASSIFICATION DESCRIPTION 
    

TITLE: Purchasing/Procurement Coordinator 
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CLASSIFICATION DESCRIPTION 
     

TITLE: Accounting Supervisor 
Title of Immediate 
Supervisor:  Executive 
Director of Business 
Services and Finance 

 

Department:  
Business Services, Finance 
and Budget 

 
 

FLSA Status: 
Exempt 

 

Accountable For (Job 
Titles): Accountant I, 
Accountant II, Clerical 
Level F, Clerical Level C, 
Clerical Level B 

 

 Pay Grade Assignment: 
Non-Certified Business 
Division Administrators’ 
Association; Pay Class  

 
General Summary or Purpose Of Job: 

Supervises plans, directs, and coordinates such functions as accounts payable, accounts 
receivable, student activities accounts, and grants accounting.  Reviews and performs a 
variety of technical and accounting duties involved in performing responsible financial 
record keeping and the related reporting duties; reviews and participates in the 
establishment and maintenance of procedures; reviews and performs analysis of fiscal, 
financial, and statistical records; reviews and approves various reports.  Ensures that the 
District’s finance and budget activities are managed and processed in an accurate and 
timely manner, and that financial activities are conducted in compliance with School 
Board policies and procedures, governmental regulations, the Uniform Financial 
Accounting and Reporting Standards (UFARS), and generally accepted accounting 
principles.  Works with the director on State aid and other revenue sources.  Assists with 
the preparation of the annual audit.  Reconciles general ledger accounts on a monthly 
basis.  Monitors account receivable aging reports and delinquent accounts.   
 

 
DUTY 

NO. 
 

ESSENTIAL DUTIES: (These duties are a representative sample; 
position assignments may vary.) 

FRE- 
QUENCY 
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CLASSIFICATION DESCRIPTION 
     

TITLE: Accounting Supervisor 
 1. Oversees the accounts payable and receivable functions and is 

responsible for ensuring all essential duties and responsibilities are 
carried out on a daily basis. Reconciles the receivable accounts and 
monitors the aging reports.  Researches and interprets fiscal and 
accounting regulations, laws and guidelines; recommends  
account numbers and performs system maintenance transactions of 
assigned area..Responds to problems and inquiries from accounting 
system users requiring detailed knowledge of policies, procedures, 
systems and regulations of assigned area.  

Daily 
20% 

   
 2. Collects, maps, measures, analyzes and evaluates business and 

technical processes, identifying options for improvement and acting as 
the liaison between finance, human resources and technology.  Re-
engineer business processes by elevating the efficiency and 
effectiveness of those business processes that exist within the finance 
department and across business services. Make recommendations 
regarding project feasibility, priority, schedules and implementation 
using clear, concise, grammatically correct written and verbal 
communications to multiple levels of staff. 

Daily 
15% 

   
3. Coordinates the accounts payable and grant accounting processes to 

ensure achievement of departmental goals, as well as the overall goals 
of the District.  Researches, analyzes and summarizes information 
relating to District expenditures and other projects.  Composes edits 
and implements analytical information for management use.  Analyzes 
accounts payable aging for propriety.  Directs the accounts payable 
and grant accounting staff in compliance of government regulations, 
district policy and procedures, UFARS and grants.  Reconciles State 
Aid Revenue received from the Minnesota Department of Children, 
Families and Learning.  Creates and maintain spreadsheets and reports 
related to audits, expenditures, general education revenues and other 
projects. Examines records and accounts on a periodic basis for the 
purpose of determining the accuracy, reliability and 
completeness of financial records and report. Reconciles payable 
accounts and prepares adjusting entries, as necessary. 

Daily 
20% 

   
4. Maintains and prepares a variety of detailed financial, accounting, and 

statistical statements, analyses, documents, and reports; gathers and 
organizes data and participates in the preparation of reports and 
recommendations; maintains and prepares financial, accounting, and 
statistical studies and reports. Assists in the preparation of the annual 
financial statements single audit, and various audit worksheets and 
monthly reconciliations  

Monthly 
15% 

   

26



CLASSIFICATION DESCRIPTION 
     

TITLE: Accounting Supervisor 
5. Serves as the subject matter expert and conduct quality control audits 

of data inputted in the integrated systems of finance. Provides 
technical assistance to staff of the finance department in resolving day-
to-day systems or business problems, including specific 
project support or computer-based applications. 

Weekly 
15% 

   
6. Identifies bad debt accounts that need to be sent to collection agencies.  

Updates bad debt spreadsheets and reconciles to monthly statements 
from collection agencies.  Sends out new collection accounts to 
agencies as presented by other departments. 

Weekly 
As required 

   
7. Supervises, directs and assigns the duties of the accounts payable, , 

accounts receivable and grants staff.  Promotes high morale and 
recognition for quality of work.  Coordinates the development of 
employer expectations and performance appraisals.  Creates a positive 
atmosphere for communications between management and staff.  
Resolves daily operating problems.  Communicates with staff to solve 
problems through staff and individual meetings. 

Daily 
5% 

   
8. 
 
 
 
 

9. 
 
 
 
 
 
 

10. 

Monitors the District’s expenditures to ensure adherence to UFARS 
account codes and District policy.  Communicates, educates and 
directs accounting staff regarding proper account coding for UFARS 
reporting and adherence to District policy. 
 
Provides for student activities accounting, including monitoring all co-
curricular and extracurricular activities of the District, and reviewing 
monthly reports prepared by sites for propriety.  Approves all student 
activities journal entries for inclusion into the District’s general ledger 
accounts.  Prepares the District’s year-end student activities financial 
statements. 
 
Performs other duties of a comparable level or type. 
 

Daily 
5% 

 
 
 

Daily 
5% 

 
 
 
 
 
As required. 

 
Minimum Qualifications:  (necessary qualifications to gain entry into the job not 
preferred or desirable qualifications) 

Requires a minimum of a baccalaureate degree in Accounting, and at least five years of 
progressive general accounting experience and professional level experience with general 
ledger accounting in a non-profit or governmental setting;; and up at least two years in first 
level management role with responsibility to manage a process and/or department function; 
or an equivalent combination of education, training and experience necessary to successfully 
perform the essential function of the position. 
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CLASSIFICATION DESCRIPTION 
     

TITLE: Accounting Supervisor 
Certification or Licensing Requirements (prior to job entry): 
Certified Public Accountant (CPA) (Preferred) 

 
Knowledge Requirements: 
Requires knowledge of: 
 Knowledge of and ability to use accounting principles, practices and procedures 

including governmental accounting, and computerized accounting systems. Accounting, 
auditing, budgeting and generally-accepted accounting principles and procedures. 

 Understanding of balance sheet and income statement accounts. 
 Financial statement preparation, as well as Uniform Financial Accounting Reporting 

System (UFARS) reporting. 
 Familiarity with school district accounting policies and procedures. 
 Knowledge of reports required for a school district, which include federal, state, local 

governance policies, and grant requirements. 
 Computer applications, especially as applied to general ledger reporting and journal 

entry preparation.  Knowledge of specific computer software, such as the Skyward 
enterprise software, the MS-Office Suite, including Excel and Word, and software for 
student applications.   

 
 
Skill Requirements: 
Skilled in: 
 Strong organizational skills that reflect ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail. 
 Supervision, especially in dealing with employee-related concerns and conflicts.   
 Strong problem solving and analysis skills for integrity purposes, performance and other 

related tasks.  
 Advanced mathematical skills. 
 Demonstrated ability to work independently and according to established schedules and 

plan the work of others. 
 Demonstrated ability to perform standard accounting transactions and maintain accurate 

and orderly accounting records. 
 Demonstrated ability to communicate effectively orally and in writing and to establish 

cooperative working relationships with persons contacted in the course of performing 
assigned duties. 

 Demonstrated ability to learn, apply, and communicate policies, procedures, and 
regulations relevant to assigned account functions and make basic mathematical 
computations rapidly and accurately. 

 Demonstrated ability to develop and project budgets. 
 Demonstrated ability to work with Senior Management advising them on process 

improvement initiatives. 
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CLASSIFICATION DESCRIPTION 
     

TITLE: Accounting Supervisor 
 Demonstrated ability to work under pressure and meet assigned deadlines. 
 Communication skills, including verbal and written, and especially listening. 
 Demonstrated ability to resolve complex accounting issues, which arise on a daily basis. 
 

 
Physical Requirements:  Indicate according to the requirements of the essential 
duties/responsibilities 
Employee is required to: Never 1-33% 

Occasionally 
34-66% 

Frequently 
66-100% 

Continuously 
Stand  √   
Walk  √   

Sit    √ 
Use hands dexterously (use fingers to handle, 

feel) 
   √ 

Reach with hands and arms  √   
Climb or balance  √   

Stoop/kneel/crouch or crawl  √   
Talk and hear   √  

Taste and smell √    
Lift & Carry:                         Up to 10 lbs.  √   

Up to 25 lbs. √    
Up to 50 lbs. √    

Up to 100 lbs. √    
More than 100 lbs. √    

General Environmental Conditions: 
 

Work is performed under normal office conditions and there are minimal environmental 
risks or disagreeable conditions associated with the work. 
 
The typical noise level is considered to be moderate. 

 
General Physical Conditions: 

Work can be generally characterized as: 
 
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible 
amount of force frequently or constantly to lift, carry, push, pull or otherwise move 
objects, including the human body.   
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CLASSIFICATION DESCRIPTION 
     

TITLE: Accounting Supervisor 
Vision Requirements:  Check box if relevant                             Yes       No 

No special vision requirements  √  
Close Vision (20 in. of less)   

Distance Vision (20 ft. of more)   
Color Vision    

Depth Perception   
Peripheral Vision   

 
 
Job Classification History: 
 

Classification reviewed and revised by Penn, Inc., Human Resource Management 
Consulting, May, 2002.  Revised June 2019. 
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 CLASSIFICATION DESCRIPTION 

 TITLE: Health Services Coordinator 

 Title of Immediate 
 Supervisor  :  Facilities 
 Manager 

 Department: 
 Facilities Management 

 FLSA Status  : 
 Exempt 

 Accountable For (Job 
 Titles)  : 

 Pay Grade Assignment  : 
 Non-Certified Business 
 Division, Pay Class 

 General Summary or Purpose  Of Job: 
 Provide leadership in development, implementation, and coordination of a comprehensive program 
 of health services for the district. Participates in nursing policy formulation and decision making. 
 Develop and implement strategies and safeguards to protect, promote and manage the health and 
 safety of students and staff, prevent and address student health concerns that interfere with learning 
 as well as prevent illness and injury throughout the school year. 

 DUTY 
 NO.  ESSENTIAL DUTIES:  (These duties are a representative  sample; 

 position assignments may vary.) 

 FRE- 
 QUENCY 

 1.  Provides consultation as health expert to district administration 
 regarding health-related district needs and advises in the development 
 and ongoing management of district programming.. Helps staff 
 interpret school health and immunizations, communicable diseases, 
 medication, and emergency care of the ill and injured. Determines 
 objectives and policies of the health program in conjunction with 
 nurses and other physical education teachers to all concerned. 

 Daily 
 15% 

 2.  Serves as member of district committees related to health and safety 
 issues of students and staff, such as crisis intervention, planning teams, 
 staff wellness programs, and exposure control committees. 

 Daily 
 20% 

 3.  Works directly with students and families when appropriate regarding 
 health concerns; Advises on medical concerns related to medically 
 fragile students and in-school nursing and medical care of all children 
 as needed. 

 Daily 
 15% 
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 CLASSIFICATION DESCRIPTION 

 TITLE: Health Services Coordinator 
 4.  Serves as a resource to staff and monitors daily health services 

 activity; Collaborates with school principals and district administrators 
 in the selection and development of appropriate programs, strategies, 
 and initiatives that will result in positive school experiences leading to 
 successful school completion of all students. 

 Daily 
 15% 

 5.  Establishes and implements district health policies and procedures that 
 guide health practices or training to ensure compliance with state and 
 federal laws. Develops, implements, and manages state and federally 
 required programs or training as they pertain to healthcare and medical 
 practices within the district.  Supports the advancement and ongoing 
 management of occupational health programming wherein the need of 
 health expertise may be necessary such as bloodborne pathogens, 
 respiratory protection (fit testing), first aid kit management,  and 
 others. 

 Daily 
 10% 

 6.  Plans and networks with community partners to support student health. 
 Coordinate activities of the nursing and health program with outside 
 agencies and members of medical and health care community to 
 ensure that students have access to adequate health care services. 

 Daily 
 25% 

 7.  Advises human resources regarding Workers Compensation and 
 staff/student injury programs for the district.  Supports the 
 accommodation of restrictions following workers compensation 
 injuries in coordination with the district’s return to work program and 
 qualified rehabilitation consultants. Manages ongoing entry and 
 management of student injury data for the purpose of reducing the 
 district’s loss profile. 

 Monthly 
 5% 

 8.  Performs other duties of a comparable level or type.  As required 

 Minimum Qualifications  :  (necessary qualifications  to gain entry into the job not 
 preferred or desirable qualifications) 

 Requires a minimum of a bachelor’s degree in nursing and at least three years’ experience 
 working as a Licensed School Nurse.  Masters degree preferred. 

 Certification or Licensing Requirements  (prior to  job entry): 
 Current Registered Nurse (Required) 
 Public Health Nurse Certificate (Required) 
 Licensed by the Minnesota Department of Education as a School Nurse (Required) 
 CPR & First Aid (Required) 
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 CLASSIFICATION DESCRIPTION 

 TITLE: Health Services Coordinator 
 Knowledge Requirements  : 
 Requires knowledge of: 

 ▪  Pediatric nursing, especially in a school setting. 

 ▪  CPR and first aid training. 

 ▪  General knowledge of assessing health and safety issues of students and staff; such as 
 crisis intervention, planning teams, staff wellness programs, and exposure control 
 committees. 

 ▪  General knowledge of health issues such as immunizations, diabetes, blood-borne 
 pathogens, asthma, seizures, allergies, and so forth. 

 ▪  Immunization schedules and laws. 

 ▪  General knowledge of administering such medications as Epi-pens, Insulin Pens, 
 nebulizers, and so forth. 

 ▪  Familiarity with database programs for entering health records. 

 Skill Requirements  : 
 Skilled in: 

 ▪  Ability to handle multiple tasks at one time. 

 ▪  Ability to work well with others and possess exceptional interpersonal skills 

 ▪  Ability to constantly make decisions and act within the district and building policies, 
 procedures, and guidelines 

 ▪  Accurate record keeping. 

 ▪  Ability to work in a diverse environment. 

 ▪  Ability to communicate effectively with students, parents, teachers, administrators, 
 community, and other staff. 

 ▪  Ability to maintain confidentiality regarding student information. 

 ▪  Ability to continue training in health-related areas. 

 ▪  Ability to be flexible and work independently. 

 ▪  Knowledge of medical support systems within our community. 
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 CLASSIFICATION DESCRIPTION 

 TITLE: Health Services Coordinator 
 Physical Requirements  :  Indicate according to the requirements of the essential 
 duties/responsibilities 
 Employee is required to:  Never  1-33% 

 Occasionally 
 34-66% 

 Frequently 
 66-100% 

 Continuously 
 Stand  √ 
 Walk  √ 

 Sit  √ 
 Use hands dexterously (use fingers to handle, 

 feel) 
 √ 

 Reach with hands and arms  √ 
 Climb or balance  √ 

 Stoop/kneel/crouch or crawl  √ 
 Talk and hear  √ 

 Taste and smell  √ 
 Lift & Carry:  Up to 10 lbs  .  √ 

 Up to 25 lbs.  √ 
 Up to 50 lbs.  √ 

 Up to 100 lbs.  √ 
 More than 100 lbs.  √ 

 General Environmental Conditions  : 

 Work is performed under normal office conditions and there are minimal environmental 
 risks or disagreeable conditions associated with the work.  Occasionally, there is a risk 
 from handling toxic or caustic chemicals, such as medications, and some risk may be 
 experienced when using certain medical equipment. 

 The typical noise level is considered to be moderate. 
 General Physical Conditions: 

 Work can be generally characterized as: 

 Sedentary Work:  Exerting up to 10 pounds of force  occasionally and/or a negligible 
 amount of force frequently or constantly to lift, carry, push, pull or otherwise move 
 objects, including the human body. 

 Vision Requirements  :  Check box if relevant  Yes       No 
 No special vision requirements  √ 

 Close Vision (20 in. of less) 
 Distance Vision (20 ft. of more) 

 Color Vision 
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 CLASSIFICATION DESCRIPTION 

 TITLE: Health Services Coordinator 
 Depth Perception 
 Peripheral Vision 

 Job Classification History  : 

 Classification created and reviewed by Bjorklund 
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Nov 7 2022 Board Meeting 11/1/2022

REVENUES 22-23 22-23 22-23 22-23 22-23
CURRENT YEAR ADOPTED BUDGET CURRENT YEAR REVISED BUDGET RECEIVED TO YEAR TO DATE RECEIVED ENCUMBERED BUDGET BALANCE

FUND Jul-22 JULY 22 -23 July - Sept July -Sept July- Sept
General 1 107,743,537.86$                   107,813,250.73$                                                               28,591,812.83$                         79,221,437.90$       
Food Service 2 3,985,000.00$                        3,985,000.00$                                                                    424,709.60$                              -$                         3,560,290.40$         
Transportation 3 5,900,000.00$                        5,900,000.00$                                                                    1,106,712.30$                           4,793,287.70$         
Community Ed 4 8,114,000.00$                        8,114,000.00$                                                                    1,642,268.23$                           6,471,731.77$         
Operating Captial 5 5,462,130.31$                        5,462,130.31$                                                                    341,039.81$                              -$                         5,121,090.50$         
Building Construction 6 -$                                         -$                          
Debt Service Fund 7 22,979,390.64$                      22,979,390.64$                                                                  1,538,333.22$                           21,441,057.42$       
Trust Fund 8 258,575.00$                           258,575.00$                                                                       258,575.00$            
Dental Insurance Fund 20 917,000.00$                           917,000.00$                                                                       237,529.20$                              -$                         679,470.80$            
Student Acitivity 79 236,006.00$                           236,006.00$                                                                       29,819.15$                                 206,186.85$            
REVENUE TOTALS: 155,595,639.81$                   155,665,352.68$                                                               33,912,224.34$                         -$           -$                         -$                     121,753,128.34$    

EXPENSES 22-23 22-23 22-23 22-23 22-23
CURRENT YEAR ADOPTED  BUDGET CURRENT YEAR REVISED BUDGET EXPENSES TO YEAR TO DATE EXPENSES ENCUMBERED BUDGET BALANCE

FUND Jul-22 JULY 22-23 July - Sept July -Sept July-Sept
General 1 104,358,876.11$                   104,428,588.98$                                                               26,417,644.83$                         3,252,897.06$       74,758,047.09$       
Food Service 2 4,427,346.56$                        4,427,346.56$                                                                    752,863.10$                              1,494,641.32$       2,179,842.14$         
Transportation 3 6,176,300.00$                        6,176,300.00$                                                                    1,454,773.84$                           390,914.93$           4,330,611.23$         
Community Ed 4 8,658,980.50$                        8,658,980.50$                                                                    1,713,598.36$                           32,558.40$             6,912,823.74$         
Operating Captial 5 8,394,018.57$                        8,394,018.57$                                                                    2,118,283.41$                           1,181,549.74$       5,094,185.42$         
Building Construction 6 -$                                         8,462,095.81$                                                                    7,765,156.09$                           820,662.00$           
Debt Service Fund 7 24,691,484.56$                      24,691,484.56$                                                                  2,568,157.81$                           22,123,326.75$       
Trust Fund 8 250,000.00$                           250,000.00$                                                                       -$                                             250,000.00$            
Dental Insurance Fund 20 924,000.00$                           924,000.00$                                                                       234,036.44$                              689,963.56$            
Student Acitivity 79 414,040.00$                           414,040.00$                                                                       18,515.12$                                 539.54$                  394,985.34$            
EXPENSE TOTALS 158,295,046.30$                   166,826,854.98$                                                               43,043,029.00$                         -$           7,173,762.99$       -$                     116,733,785.27$    

Fin 160 ESSER III Expenses Fund 06 Build construction Expenses Ex Curricular Fund 01
Program 108  Tech 1,787,261.07$           debt serv payment/prof serv  course 000/000 498,297.44$                              Program 298 Revenue 65,543.70$              
Program 203  Elem 467,547.42$               admin owner pymnt course 800 4,347.53$                                   Program 298 Expense 82,942.58$              
Program 211  Secondary 79,469.76$                 admin design serv course 801 49,638.16$                                 
Program 805 Operations 85,859.82$                 admin constru mngmt course 802 57,244.39$                                 
Program 740 Pupil Engage 70,275.78$                 admin commissions course 803 10,076.17$                                 

2,490,413.85$           interior surf constr costs course 804 7,750,153.81$                           
admin site services 805 90,688.31$                                 
long term lease 806 1,650.00$                                   

8,462,095.81$                           

HR/BS Services Committee Monthly Fund Balance Report
Nov 7 2022 Committee Meeting
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ESSER 2 Fin 155 Grant Award: $8,675,210.52
From 07.01.21 to 06.30.22

Location Actual expenses Description of spending

Program 0 Admin $46,610.45

Program 100 Tech $4,119,509.66 Chromebooks, wifi, non instructional and instructional software
Bus Services $864,244.92 Admin, stipends, non certified

Program 200 Elementary $1,912,121.43 (wages= $1,352,953.33
Secondary $1,423,026.41 (wages= $784,064.81

Program 600 Staff Develp $28,568.39

Program 700 Pupil Engagment $226,362.63 Attendance

Program 800 Maintenance $47,566.63

FUND 03
Bus purchase bought prior year FY21

FUND 04
Key Zone $7,200.00

Total spent $8,675,210.52
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ESSER UPDATE: Spending/Budget Expenses  for Fin 160 as of 10.25.22
FIN 160

Budget Program Budget Dept. Description Budget Amount FY 23 Proposed Budget
0 Administration Strategic Planning/Equity Audit/Boundary Study $200,000.00 $100,000.00

100 Dist. Services 
100 Dist. Services Skyward Devices for Online Timecards $30,000.00 $15,000.00

100 Dist. Services 
Support for recruitment, Skyward/Frontline TOC  
conversion, business services $90,000.00 $45,000.00

30 Elem/Sec Instruct. Para extended time $100,000.00 $50,000.00
200 Elem/Sec Instruct. Temporary Elem Interventionists 6 FTE $600,000.00 $600,000.00
200 Elem/Sec Instruct. Temporary Secondary  2.6  FTE $260,000.00 $260,000.00
200 Elem/Sec Instruct. Social Workers SpEd $200,000.00 $200,000.00
200 Elem/Sec Instruct. TOC high need building subs $280,000.00 $280,000.00
200 Elem/Sec Instruct. Title reduction offset $320,000.00 $320,000.00
200 Elem/Sec Instruct. Eng, Vis Arts, Soc Studies and Gr 4 $400,000.00 $400,000.00
200 Elem/Sec Instruct. Leadership TOSA's  $600,000.00 $600,000.00
600 Intruct. Support Seconday MTSS Strategies coded to Fin 161  13 FTE
600 Instruct. Support Professional Development Investment $1,500,000.00 $500,000.00

600 Intruct. Support
Blended Learning Supports - Devices, Staff, 
Infrastructure 9 digital specialists FTE + 2 fte $1,990,000.00 $1,100,000.00

600 Intruct. Support
Technology Devices - SmartBoards Smart TV's 
(Primary Elementary) $1,000,000.00 $1,000,000.00

600 Intruct. Support
Technology Devices - Replacement Desktops (District 
Wide) $1,100,000.00 $1,100,000.00

600 Intruct. Support Director of Instruction investment $200,000.00 $150,000.00
700 Pupil Support Secondary Counselors - Site & Sources of Strength 3 FTE $300,000.00 $300,000.00
700 Pupil Support Social Emotional Supports $400,000.00 $300,000.00
700 Pupil Support Social Emotional Curriculum (2nd Step) $100,000.00

700 Pupil Support 
Support for Transportation, Food Service, and Site 
Monitors $85,000.00 $42,500.00

700 Pupil Support District Attendance Supports $150,000.00
700 Pupil Support Additional COVID Supports - Clerical 
800 Sites and Blds. Building Improvements $850,000.00 $100,000.00
200 Elem Sec Suppt. Alternative for Suspension Program $300,000.00
700 Pupil Support Support at Denfeld $300,000.00 $300,000.00
ALL All Departments COVID Stipend $36,000.00
200 Elem Sec Suppt. Additional Professional Development Day $658,704.57 $370,000.00

FD BAL ESSER INVESTMENT for Staff & Programs $4,000,000.00 $1,500,000.00
Totals $16,013,704.57 $9,668,500.00

District must also use $4,048,000.00 million 
(Fin 161) for out of school day/year ESSER III Estimated Revenue: $16,013,704.57 Estimated Spending FY23: $9,068,500.00
programs/costs (9/30/24) $16,013,704.57 38



Fundraisers Reported
October 2022

The following fundraisers were reported in the above timeframe and per Policy 511–Fundraising, 
require School Board approval:

School Organization 
Fundraising

Estimated
Profit Description of Fundraiser

Lakewood ES 5th Grade $1,500.00 Candy Bar Sales

Lakewood ES 5th Grade $2,375.00 Wolf Ridge Calendar Sales

Lester Park ES Schoolwide $1,500.00 21-22 Yearbook

Stowe ES
School Wide - 
Supporting 5th Grade 
Wolf Ridge

$500.00 Selling beef sticks to support 5th grade 
field trip to Wolf Ridge

East HS Hound Pack $500.00 East clothing sales through Advantage 
Emblem

East HS East Music 
Department $2,000.00 Fundraising at the DECC, concession 

work fundraiser

East HS East Music 
Department $2,000.00 Drive Coffee Fundraiser
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ISD #709
Duluth Public Schools

HOCHS Relocation Project

Monthly Progress Report
October 2022

Project(s) Address: 730 E Central Entrance, Duluth, MN 55802

Recent Progress and Activities:
• The Facilities remodel project construction progress:

o The site grading was completed. 
o All punchlist items have been addressed. 
o All furniture was moved in and installed in all areas.
o The base course of asphalt (1st lift) was paved at the Facilities parking lot. 
o The Curb & Gutter was poured.
o The Contractor commenced pouring the sidewalks. 
o All glazing were installed at exterior doors.

• The Public Roadway/DSC/Transportation project construction progress:
o Interior metal stud framing completed on the 2nd level and continues on the 1st level of the DSC building. 

▪ Drywall installation commenced on the 2nd floor. 
o Temporary enclosures were installed at the DSC building. 
o Duct work installation continued on the 1st & 2nd level at the DSC building. 
o Plumbing, electrical, and fire suppression rough ins have been ongoing at the DSC building. 
o The Columns & Beams have been set at the Bus Garage.
o  The Bus Garage slabs have been 100% poured. 
o Area A (Administration) roof work has continued at the Transportation building. 
o Underground Plumbing installation continued at the Transportation building. 
o The DSC parking lot Base Course of Asphalt (1st lift) was paved. 
o The gas line was ran to the DSC and Transportation buildings. 
o The storm and sewer installation continued at the Transportation loop road.                                                                                                                                                                 

• Demolition of Central High School:
o Asbestos abatement removal has been 100% completed. 

Upcoming Activities and Next Steps:

• Upcoming construction scope:
a. Facilities:

i. A final building inspection will be performed by the city. 
ii. Fire and Access monitoring panel will be installed. 

iii. Commissioning is expected to be scheduled in the coming weeks. 
iv. The sidewalks will be 100% poured.
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b. DSC/Transportation/Roadways:
i. 2nd level drywall installation to continue and 1st level framing to be completed. 

1. 1st level drywall will commence shortly after.  
ii. HVAC duct installation will continue throughout at the DSC building. 

iii. Fire suppression, electrical, and plumbing rough ins will continue at the DSC building. 
iv. The CIP slabs in the Wash Bay, Service Bay, and Tool storage area will be poured.
v. Underground MEP work will continue at the Transportation building (office area). 

vi. Storm and sewer installation will continue at the Transportation loop. 
vii. The City of Duluth to install gas meters at the DSC and Transportation buildings. 

viii. The remaining sidewalk areas to be prepped and poured.

c. Demolition of Central High School:
i. Demolition is set to commence on November 14th. 
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230 East Superior Street • Duluth, MN 55802 • 218.310.0013 • gregfollmer@gmail.com 

November 2, 2022 

John Magas 

Superintendent of Schools 

David J. Spooner, C.P.E. 

Manger of Facilities 

Simone Zunich 

Executive Director of Finance & Business Services 

Duluth Public Schools 

4316 Rice Lake Rd 

Duluth, MN  55811 

RE: Marketing Update 

800 E Central Entrance “Central High School Property” 

800 E. Central Entrance “Central High School Property” 

• Pending

Website Advertising 

• Loopnet – visible to CoStar members

• MNCAR – Minnesota Association of Commercial Realtors – membership data base

• GregFollmer.com

• Crexi.com – publicly accessible site

• Social Media Sites Facebook, Twitter, Instagram

Respectfully, 

Greg Follmer 

Broker 
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Expenditure Contracts Signed 
October 2022

For your information, the Superintendent or the CFO, Executive Director of Business Services has signed 
the following expenditure contracts during the above timeframe.

* Not to Exceed:  If asterisk is noted, then the contract has a guaranteed maximum price; District may 
not pay more than the dollar amount listed (this does not mean the vendor will invoice this amount and 
may invoice much less). 

** Contract is paid via monies from:
DR = Department Restricted (LTFM, Indian Education Funds, Compensatory, Achievement Integration)
DU = Department Unrestricted (General Fund)
G = Grant (external grants from foundations such as Northland, Duluth Superior Area Community)
SAF = Student Activity Funds (monies raised by students, gate fees, etc.)

Name Amount* Contract Source** Description 

SAS+ Associates $9,830.00* Facilities (DR) Congdon Park ES Playground & 
Field Improvements

Primex $8,190.00* Facilities (DR) Security camera agreement from 
10/15/22-10/14/27

Wipfli $9,750.00* Business Services (DU) Audit services for FY23

College of St. 
Scholastica (CSS) TBD Teaching & Learning 

(DU) Pathways 2 Teaching course

Michelle Defoe $2,500.00* Am. Indian Education 
(DR)

Provide 4-6 moccasin making classes 
for secondary age students for the 
American Indian Education 
department

Esther Humphrey $2,500.00* Am. Indian Education 
(DR)

Provide 4-6 moccasin making classes 
for elementary age students for the 
American Indian Education 
department

First Witness $5,000.00* Climate Coordinator 
(DU)

First Witness will provide in person 
mandatory reporting training for staff 
at the beginning of the school years 
2022 & 2023

The Inn on Lake 
Superior $885.00* MTSS Coordinator Event space and setup for ISD 709 

teacher training 

Blair Powless $15,000.00* OEE/AIE Providing Social Studies lessons at the 
High School level to bring a better 
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understanding of history from an 
Indigenous perspective

Secret Forest 
Playschool LLC $3,350.00* Special Services (DU)

Preschool programming for DPS student 
for 2 days per week at Secret Forest 
Playschool

Rooted Spirits Play 
School LLC $3,420.00* Special Services (DU) Provide services to student with IEP

Lakewood Little Lynx 
Preschool $122.50* Special Services (DU)

Addendum for services to student 
with IEP – Original contract 
approved in October of 2022

Creation Station $3,100.00* Special Services (DU) Agency will provide services to meet the 
needs documented in a student’s IEP

Creation Station $1,800.00* Special Services (DU) Agency will provide services to meet the 
needs documented in a student’s IEP

Creation Station $2,300.00* Special Services (DU) Agency will provide services to meet the 
needs documented in a student’s IEP

Marshall School $26,000.00* Special Services (DU) Non-public Nursing Services by a 
Licensed School Nurse

WeVideo for Schools $343.52* Ordean-East MS (DU) Video editing system for beginners 
(Renewal for FY23)

Catering by Bellisio’s $3,000.00* East HS (DU)

Food service for Harvest Ball by 
Exec. Board at East HS (Similar to a 
student council, 600 attendees 
expected)
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No Cost Contracts Signed
October 2022

For your information, the Superintendent or the Executive Director of Business Services has 
signed the following no cost contracts during the above timeframe: 

Name Contract Source Description 

Minnesota Dept. of Ed Duluth Adult Basic 
Education 

Consortium Agreement with Proctor ISD 704 
and Hermantown ISD 700 for FY22

Minnesota Dept. of Ed Duluth Adult Basic 
Education 

Consortium Agreement with Proctor ISD 704 
and Hermantown ISD 700 for FY23

Carrie Thuringer East HS

ISD 709 Construction Class will provide 
construction services for a Duluth homeowner. 
Class will frame garage on pre-poured slab. All 
materials will be purchased and delivered by 
the homeowner. 

Eric Erkilla East HS

ISD 709 Construction Class will provide 
construction services for a Duluth homeowner. 
Class will frame garage on pre-poured slab. All 
materials will be purchased and delivered by 
the homeowner.

Illuminate Education 
Assessment 
Evaluation – Dr. 
Tawnyea Lake 

Illuminate provides a streamlined solution that 
helps educators to accurately assess learning, 
identify needs, align whole child supports, and 
drive school performance. Paid for with grant 
funding that has already been received. 

CDW Government LLC Technology

The statement of work (SOW) can be used for 
small installation projects or scheduled 
maintenance for up to, but not to exceed 24 
hours per call. The SOW is valid for a 12-
month period.

Lifetouch Myers-Wilkins ES FY24 fall picture agreement

Lifetouch Piedmont ES FY24 fall picture agreement

Lifetouch Laura MacArthur 
ES FY24 fall picture agreement

Lifetouch Area Learning 
Center FY24 fall picture agreement
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Lifetouch Lincoln Park MS FY24 fall picture & yearbook agreement

Lifetouch Ordean-East MS FY24 fall picture agreement
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Grant Applications
October 2022

For your information, the Assistant Superintendent and/or the CFO, Executive Director of 
Business Services have approved the following grant applications during the above month:

Organization Author/Contact Project Title Amount 
Requested Terms

Metronet Cindy Miller/ Media 
Specialist

Library Media 
Tech Services $289.00

Professional Development in 
coursework called Engage 

Your Community by Uniting 
Marketing and Outreach 

(virtual)

Minnesota Power Becky 
Gamache/Preschool Home Visit Books $3,000.00

To purchase 5 years’ worth of 
books for our fall & spring 

home visits

Higher Pathways 
Grant

Amanda 
Horton/American 

Indian Homeschool 
Liaison

American Indian 
College Fund $3,000.00 College and Career Readiness 

for AI students

Greater Denfeld 
Foundation & 

Arrowhead 
Library System

Geraldine 
Davidson/Media 

Specialist

Beautifying the 
Library

$2,000.00 
(GDF) & 
$250.00 
(ALS)

The funds will be used to 
purchase the supplies needed 
to create under computer desk 

bookshelves to create extra 
storage for classroom 

textbooks that are stored in the 
library. 

Essentia Health 
Grant

Jen Jaros/ECFE 
Coordinator, Diane 

Mozol & Lynn 
Henderson ECFE 

Educators

Playground 
Equipment $36,000.00

Purchase of playground 
equipment, installation and 

ground preparation for birth to 
4-year-old children at 
Washington Center.

Northland 
Foundation (MN 

HHS Grant)

Jen Jaros/ECFE 
Coordinator

Northeastern MN 
Family, Friend & 
Neighbor Child 
Care Provider 
Outreach & 
Supportive 
Initiative

$7,500.00

Duluth ECFE will host a series of 
Play & Learn sessions for Family, 

Friend & Neighbor (FFN) care 
providers and children in their 
care. More children than we 
realize are being cared for by 
family members, neighbors or 

friends of the family (non-
licensed care providers). This will 

give these care providers some 
information about literacy, 

behavior management, school 
readiness skills as well as a 

community of support as they 
care for other people’s children.
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