
Employment Contract 
 

1. PARTIES:  The parties to this Contract are the Montana Quality Education Coalition, a private 
nonprofit organization incorporated pursuant to the laws of Montana, 863 Great Northern Blvd, 
Suite 202, Helena, MT 59601 (hereinafter “MQEC”) and Dianne Burke, (hereinafter 
“Employee” or “Burke”). 
 

2. TERM AND EXPECTATIONS:  MQEC hereby employs Burke to be its full-time Executive 
Director as an exempt employee under the Fair Labor Standards Act and as described in the 
outline of job duties specified in Exhibit A, which is attached hereto and incorporated as though 
set forth fully herein.  This contract is a contract for a specific term commencing July 1, 2016 
and ending June 30, 2018.   Employee shall devote her full effort, time, and energy to the 
performance the duties expected of MQEC’s Executive Director and shall not engage in outside 
employment or outside consulting work without the express written permission of the MQEC 
Board.  Employee shall have no expectation of continued employment with MQEC upon the 
expiration of the term of this Contract.  Both parties agree that without board action, 
employment will automatically terminate upon expiration of this Contract.   

 
3. RENEWAL:  This Contract may be reviewed on or before February 1, 2018 for consideration 

of an additional term of 1 year, at which time the Board shall make a determination to extend or 
not to extend said Contract.  Should the MQEC take no action by February 1, 2018, this 
contract will automatically expire on June 30, 2018.   

 
4. COMPENSATION:  MQEC shall pay Burke a gross annual salary of Seventy Five Thousand 

Eight Hundred Fifty and 00/100 Dollars ($75,850) or Six Thousand Three Hundred Twenty and 
83/100 Dollars ($6,320.83) each month subject to all applicable payroll withholdings. Payday 
is the 2nd business day of each month.  As an example, payroll for the month of October, 
2016 will be paid on 10/4/2016.  Burke will turn a monthly timesheet into CPA Laren 
Carparelli on the last business day of each month showing the days worked or the days 
taken as vacation or sick days.  Laren Carparelli will make any adjustments, as needed, on 
the next month’s payroll. 
 

5. EVALUATION.  The Board shall evaluate and assess in writing the performance of Burke at 
least once each contract year prior to February 1.  In accordance with Paragraph 3 above, 
following or concurrent with such evaluation in the second year of this contract, the Board may 
determine whether to renew the Contract of employment for an additional period of time.  

 
6. HOLIDAYS.  Burke shall have the following days off with pay: July 4, Labor Day, Columbus 

Day, Veterans’ Day, Thanksgiving Day, Christmas Day, New Year’s Day, Martin Luther King 
Day, Presidents’ Day, and Memorial Day. 

 
7. ACCESS TO VACATION LEAVE: Burke shall have access of up fifteen (15) paid days of 

personal leave each year of this contract.  Said Burke shall accrue and be paid for vacation days 
as they are used by Burke not to exceed a total of up to fifteen (15) days per contract year. As 
such said vacation leave will not be subject to carry over from year to year and will not be 
subject to cash payout. Burke shall notify the Board Chair at least five (5) days in advance of 
taking any vacation leave.  Burke shall schedule vacation leave at a time that does not interfere 
in the performance of Burke’s duties with MQEC.   



 
8. ACCESS TO SICK LEAVE:  Burke shall have access of up to ten (10) days of sick leave 

each year of this contract.  Burke shall accrue and be paid for sick days as they are used by 
Burke not to exceed a total of up to ten (10) days per contract year.  As such, said sick leave 
will not be subject to carry over from year to year and will not be subject to cash payout. Burke 
shall inform the Board Chair in advance of use of sick leave, if practical.   

 
9. DATA PLAN FOR MOBILE DEVICES:  Burke shall be reimbursed an annual maximum 

sum of Five Hundred and 00/100 Dollars ($500.00) (or Forty and 00/100 Dollars ($40.00 per 
month) for a data plan for mobile devices for the purpose of enabling Burke to satisfactorily 
perform the functions of the position. Burke must submit actual invoices to substantiate 
reimbursement of data plan expenses. 

 
10. HEALTH INSURANCE:  MQEC will contribute up to $600 per month towards the premium 

on a health insurance plan of Burke’s choosing offered by the Montana Unified School Trust 
(MUST). to a Health Reimbursement Arrangement (HRA) for Burke to use for health insurance 
premiums and/or unreimbursed medical expenses in compliance with IRS guidelines and in 
accordance with the Summary Plan Description. 
 

11. RETIREMENT ACCOUNT:  Burke will have the option for contributing to a 401(k) 
account.  Should Burke choose to contribute to said 401(k) plan, MQEC will match funds 
contributed by Burke up to a cap of 2% of Burke’s gross annual salary ($1,517.00). MQEC 
shall establish and administer a Simple IRA for Burke and will contribute 2% of Burke’s gross 
annual salary to said Simple IRA at the end of each Contract Year. Burke, in her sole, 
discretion, may also contribute her own funds up to the limits allowed by law. 
 

12. TRAVEL EXPENSES:  MQEC shall reimburse Burke for necessary expenses associated with 
such services, such as mileage at the federal reimbursement rate, lodging and meals. All 
expenses reimbursed shall be supported by a receipt or mileage log, as applicable, though meals 
may be reimbursed without a receipt at the federal per-diem rate.   

 
13. WORK PRODUCT – OWNERSHIP:  All work product completed in whole or in part under 

this contract, including but not limited to records, reports, documents, pleadings, exhibits and 
other materials related to this Contract and/or obtained or prepared by, or supplied to Employee 
in connection with the performance of the services contracted for herein shall be confidential, 
shall not be discussed or otherwise disseminated by Employee without the authorization of 
MQEC, and shall remain the exclusive property of MQEC. Employee shall return all such work 
product to MQEC upon termination or expiration of this Employment Contract. Employee 
further agrees to supply a copy of all documents prepared or maintained in an electronic format 
to MQEC in such electronic format. 

 
14. TERMINATION OF EMPLOYMENT:  MQEC may terminate this contract for good cause 

at any time during the term of this Contract.    For purposes of this contract, “good cause” is 
defined as reasonable job related grounds for dismissal based on a failure to satisfactorily 
perform job duties, disruption of the employer's operation, or other legitimate business reason. 

 
15. ENTIRE AGREEMENT – MODIFICATION:  This Contract embodies the complete 

agreement of the parties hereto, superseding all oral and written previous and contemporary 



agreements between the parties. No alteration or modification of this Contract shall be valid 
unless evidenced by a writing signed by the parties to this Contract. 

 
I have read this Contract, understand its terms, and agree to be bound thereby. 

 
Effective the 1st day of July, 2016. 

  
MQEC:     Employee: 

 
 
 

_______________________   _____________________________ 
By:  Chairman     By: Dianne Burke  



Exhibit A 
 

Outline of Job Duties 
Montana Quality Education Coalition Executive Director 

 
Job Title: Montana Quality Education Coalition Executive Director 
 
Reports to: 
 

1. Montana Quality Education Coalition Board Chairman 
2. Montana Quality Education Coalition Board of Directors 

 
Performance Responsibilities: 
 

1. Manage the general affairs of the Montana Quality Education Coalition (MQEC). 
2. Act as MQEC’s spokesperson when communicating with Coalition members and the 

media. 
3. Assist MQEC officers in the preparation and administration of the MQEC budget. 
4. Meet with and advise MQEC officers, Board of Directors and Coalition members. 
5. Recruit and retain membership. 
6. Represent MQEC in appropriate public and political forums such as, but not limited to, 

Montana Legislative committees, the Governor’s office, the Board of Public Education and 
the Office of Public Instruction. 

7. Work to assure the Coalition’s fidelity to its established mission and strategic plan. 
8. Coordinate with and oversee legal work and strategies with retained legal counsel. 
9. Perform such other reasonable and necessary tasks as may be assigned by the MQEC 

officers and/or the Board of Directors. 
 


