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Overview

● Disclaimer: We are not your legal team
● Pre-employment 

○ Considerations in the hiring process
○ Conditional offers
○ Who gets a contract vs who doesn’t 



Overview Continued
● What elements should be included in a contract

○ Days
○ Term
○ Job title
○ Other

● Examples: Let’s play real or fake contract?
● Dealing with extra curricular activities, coaching, other pay



Overview Continued

● Contract administration
○ Statutory requirements and timelines
○ Renewal of contracts vs Issuing new each year 
○ Tips and tricks to perfect your processes



Turn and Talk
What is one thing in your employee contracting process that you currently 
struggle the most with?

Examples
● Contract doesn’t match handbook or board policy
● Struggle to understand what to pay and how many days a staff 

member works based on the contract
● Liquidated damages
● I have a completely paper based process



Before Entering into a Contract
Hiring Process Considerations
● Clear and accurate job posting
● Screening candidates and verifying licensing/credentials
● Signed acknowledgment of job description
● Negotiation and verbal acceptance of terms
● Conditional Offer of Employment
● Board approval (as applicable) 
● Issue contract



Acknowledgment of 
Job Description

● Transparency/clarity
● Awareness - know what they 

are signing up for
● Competence - verify ability



Conditional Offer of Employment

Once a candidate is identified and recommended for hire, a district 
may issue a conditional offer of employment. This document should 
include:
● Summary of offer (position, salary, # of days, etc.)
● Any defined conditions the offer is subject to
● A deadline by which the candidate must accept the offer (or it 

becomes void)
● That the candidate is not an employee of the district until all 

conditions are met
● Other



Potential Conditions of 
Employment

● Licensure
● Transcripts
● Release from Other Contract
● Criminal Background Check
● TB Test
● Employment Eligibility
● Drug Test
● Board Approval
● Other…



Questions

Questions



Elements of a Contract



General Elements of a Contract
1. Offer 

a. What each party commits to doing/offering

2. Consideration
a. What is being promised in exchange

 
3. Acceptance 

a. Agreement to the terms and conditions



General Elements of a Contract (Continued)

4. Awareness 
a. Both parties know what they are signing up for

5. Competence/Capacity
a. Capable and authorized



Teacher Contracts



Teacher Contracts

● Subject to Wis. Stat. 118.21 and 118.22
● Components of a teacher contract 

○ Teacher’s Name 
○ Teacher’s fixed wage and FTE 
○ Any potential travel expenses (optional) 
○ Contract term 
○ Start and end dates 
○ Number of days 
○ Liquidated damages 
○ Signatures 



Dealing with Stipends for Other Duties

Coaching, activities, curriculum, etc
○ Best practices

■ Separate “letter of assignment” from regular 
contract or agreement

■ Maybe a “one way” memo to staff with basics
■ Understand standard to separate/terminate



Samples 
Sample Contracts and Letters of Assurance

Click the link here 

https://drive.google.com/drive/folders/113gKJYh5jGOjMQrHldk9TG7eGAKEqE_f


Real or Fake Contract / Contract Language 
Audience participation required

● Examples 1 & 2
● Example 3
● Example 4

https://docs.google.com/document/d/1sZBFQWco_fQXdGqibW8Ei1OEwFev2-fMaNr4e7I_POw/edit
https://docs.google.com/document/d/1NNNzXZJG5uhlySm5etQ79Wvuo-cZSkR6KCjHhHlOji0/edit
https://docs.google.com/document/d/1jFax5Lx2mpfWbIwmt0E0eJRkjxSeomaYMCy-0kg1bIk/edit




Contract Administration



Process Considerations
● Be aware/ahead of statutory deadlines and internal dates

○ Preliminary notice of nonrenewal
○ Renewal / non renewal
○ Board meeting schedule
○ Handbook language

● Create an annual work calendar
○ Include renewal timelines for both admin and certified staff
○ Email principals inquiring about potential non renewals
○ Remind one-year employees their contract is not subject to renewal



Annual Work Calendar

● Choose a tool (Google/ 
spreadsheet/ etc.)

● Make is something you look 
at every day

● Make visible to team for 
shared accountability

● Consider it a working 
document



Standardize Annual Processes

● Don’t reinvent the wheel
● Save recurring communications 

(by employee group)
○ Emails
○ Video tutorials
○ Notice templates
○ Skyward reports
○ Other

● Consistency and routine benefits 
everyone



Automate and Streamline Administration

● Hand delivering paper contracts vs. fully automated
● Tools: Skyward, Frontline Central, Powerschool, Other
● Benefits of automation

○ Time, tracking, sending reminders, ensuring accuracy, 
● Document management considerations

○ Paper files
○ Electronic files
○ Mix of both…



Admin Notice of Intent to Renew 

● Process/timeline governed by 118.22
● Be aware of the contract term 

○ One or two year
○ Rolling or fixed

● Typical July 1 - June 30
○ Preliminary notice: registered mail five months prior
○ Notice: four months before contract expiration
○ Accept or reject three months prior to expiration



Teacher Notice of Intent to Renew 
● Process/timeline governed by 118.22
● Issued pursuant statute on or before May 15 
● Teacher must inform district by June 15
● Renewal/Contract Process (pros and cons)

○ Contract can be issued to teacher after June 15
○ Contract can be issued at the same time of notice of intent





Contract Administration

● It is a legally binding document - consult your legal council
● Review standards defined (or omitted) in contract, policy, 

employee handbook
● Don’t wait until there is an issue to stress test your 

policies/procedures



Questions

Questions


