
8.44—CLASSIFIED PERSONNEL CONTRACT RETURN

An employee shall have thirty (30)1 days from the date of the receipt of his contract for the following school
year in which to return the contract, signed, to the office of the Superintendent. The date of receipt of the
contract shall be presumed to be the date of a cover memo2, which will be attached to the contract.

Failure of an employee to return the signed contract to the office of the Superintendent within thirty (30) days of
the receipt of the contract shall operate as a resignation by the employee. No further action on the part of the
employee, the Superintendent, or the School Board shall be required in order to make the employee’s
resignation final.3

Notes: 1 The thirty (30) days here is entirely optional as there is no statutory timeline by when classified
employees must return their contracts. We have used thirty (30) days here because it matches the
timeline for licensed employees, but you may adjust the timeline to best suit your local needs. If you
adjust the timeline in the policy, remember to also adjust the timeline included in the cover memo
language set forth in footnote 2.

2 The following language is offered as suggestive for the cover memo:
Attached please find your contract of employment for the (date/date) school year. You have thirty (30)

calendar days from the date of this memo to sign and return your contract of employment to the
office of the Superintendent. According to personnel policy 8.44, the failure of an employee to sign
and return his or her contract by the thirtieth (30th) day shall operate as a resignation, and steps will
immediately begin to fill that vacated position for the next school-year.

3 The paragraph is optional and works well for districts that get their contract renewals out well before
school is out; however, for districts that issue contracts late, the paragraph serves as an additional
opportunity for employees to get out of their contracts by simply declining to return them signed and thus
activate the provisions of the second paragraph of the policy.
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