
Waco ISD Contract Renewal Guide

Instructional Video | https://youtu.be/Ndb4s8smBB4

The contract renewal window will be opened from March 29, 2021 - April 16, 2021. All
contracts will need to be reviewed for accuracy and marked as Renew, Non-Renew, or
Hold. The first round of professional contracts will be presented at the Board meeting on
April 22, 2021, followed by the creation of eSignature contracts pushed to the Employee
Service Center for employee approval.

Renewing Contract Positions

1. Access the My Organization entry point. (use the search bar to find My Organization)

2. Click on the drop-down next to your organization name and select the ‘Contract
Positions’ option.

https://youtu.be/Ndb4s8smBB4


3. Scroll to the bottom of the window and select the ‘Contract Renewal’ option.

4. Verify that the Next Contract Name column for each employee is showing the correct
contract for the upcoming year. If there are any corrections needed, please contact
the HR Department. For each employee, check the appropriate box for Renew,
Non-Renew/Termination, or Hold.

5. If Non-Renew/Termination or Hold are selected, click on the Reason column to the
right to select the best descriptor.



6. Once all employees have been marked, scroll to the bottom of the window and
select the ‘Verify Status’ option

7. If you have any additional questions, please contact the HR Department for additional
support.


