Principal’s/Program Manager’s Letter to Teacher to

Recommend Non-Renewal

(Date) 

(Mr. or Ms. First and Last Name)

(Address)

(City, State Zip)

Dear (Mr. or Ms. Last Name):

As we discussed in our previous meeting on (Date) this letter is to inform you that I am recommending that your assignment as teacher in (Name of School/Program) end within the probationary period and that your teaching contract not be renewed with Saint Paul Public Schools for next year.

This recommendation will be forwarded to (Name), Assistant Superintendent (include the Executive Director of Special Education for Special Education positions, the Executive Director of ELL for ELL positions or the Director of ALC) for his/her consideration.  
If you would like an opportunity to discuss this recommendation with (Assistant Superintendent), Assistant Superintendent, please contact him/her directly at (phone number) as soon as possible to set up an appointment.  If you do not wish to meet or if you would prefer to submit comments in writing, you may send them to (Assistant Superintendent) at 360 Colborne Street, Saint Paul, MN 55102, or e-mail the comments to (Assistant Superintendent’s email address).  Any written comments need to be received by May 9, 2012, at 4:00 p.m. to be considered.

If the Assistant Superintendent concurs with this recommendation, your name will be forwarded to the Superintendent.  If the Superintendent agrees with the recommendation, the Superintendent will bring the action to non-renew your contract and end your employment with Saint Paul Public Schools to the Board of Education at a meeting of the Board in June.  You will receive a letter from the Human Resource Department before July 1, 2012, notifying you of the Board’s decision.

Sincerely,

(Supervisor's Name)

(Title)

c:
(Name), Assistant Superintendent

Tim Caskey, Executive Director, Human Resources 
{Executive Director of Special Education for Special Ed., Executive Director of ELL for ELL or Director of ALC}
