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Term Contract Renewal/Nonrenewal  
Cycle 

The following timeline for contract administration applies to term contract renewal and nonre-
newal only. Continuing contracts are not reviewed and reissued annually and multiple-year con-
tracts are not required by law to be renewed until the end of the contract term. This suggested 
timeline incorporates statutory requirements. 
 

CONTRACT ADMINISTRATION CYCLE 
  Time of Year Actions Needed 

September–December  Principals identify and document performance problems and 
counsel employees (e.g., identify problem, provide directives to 
improve, and follow-up as needed). 

January/February  Principals notify central office of concerns and possible 
nonrenewals. 

 Central office reviews documentation and counsels principals 

March/April  Principals submit contract recommendations to the 
superintendent. 

 Cases that involve recommendations for nonrenewal are 
reviewed with the school attorney. 

April/May  Contract recommendations are presented to the board. 

 Board takes action to approve contract renewals and proposals 
for nonrenewal. 

 New contracts are distributed to employees approved for 
renewal with a specific deadline for returning a signed contract 
or submitting a letter of resignation. 

 Written notice of proposed nonrenewal is hand-delivered to 
affected employees at least 10 calendar days before the last day 
of instruction.  If the employee is not present on the day delivery 
is attempted, the notice may be mailed by certified mail or 
express delivery service. The notice for term contract employees 
must include reasons and an explanation of the employee’s right 
to a hearing and the hearing process. 

 Within 15 days of receipt of the hand-delivered notice or 15 
days of delivery of the notice by mail or express deliver, the 
employee must request a hearing. 
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May/June  Within 15 days of an employee’s request for a hearing, the 
board provides the employee with an appropriate hearing 
(hearing must be held within 15 days of request unless the 
parties agree in writing to a different date). If a hearing is not 
requested, the board takes final action and provides written 
notice to the employee within 30 days of the date notice of 
proposed nonrenewal was sent to the employee. 

June/July  Employees who have been nonrenewed may file an appeal with 
the commissioner of education within 20 days of receiving 
notice of the board’s decision.  

 Employees who have returned contract renewals may resign 
without penalty up to 45 days before the first day of instruction. 
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