Teacher Resignation Letter Template
[Your Name] [Your Grade Level/Subject Area] [Your Phone Number] | [Your Personal Email]
[Date]
[Principal's Name] [School Name] [School District Name] [School Address]
Subject: Resignation - [Your Name]
Dear [Principal's Name],
Please accept this letter as formal notification that I am resigning from my position as [Your Job Title, e.g., 4th Grade Teacher / Biology Teacher] at [School Name]. My final day of employment will be [Your Last Date – usually the end of the school year or per contract notice].
After much reflection, I have decided to [briefly mention reason: e.g., pursue a new opportunity in educational leadership / relocate / focus on family]. While I am excited about this next step, leaving [School Name] is a difficult decision.
Gratitude for the Journey: I want to express my deepest thanks for the opportunity to have been a part of the [School Mascot/Team Name] family for the past [Number] years.
· I am incredibly grateful for the professional development I received in [Specific Area, e.g., Literacy Frameworks].
· I have truly valued the collaboration with my colleagues in the [Department Name] department; their dedication to student success has been an inspiration.
· Most importantly, I will cherish the memories of my students. Watching them grow from [Starting point] to [End point] has been the most rewarding experience of my career.
Commitment to a Seamless Transition: I am fully committed to ensuring that my departure does not disrupt the learning environment. Over my remaining time here, I will:
· Finalize Records: Ensure all grading, attendance, and student portfolios are 100% up to date.
· IEP/504 Documentation: Complete all necessary progress reports and transition notes for students with specialized learning plans.
· Lesson Planning: Provide a comprehensive "Handover Folder" containing lesson plans and pacing guides for the remainder of the term to assist my successor.
· Classroom Close-out: Organize all classroom materials and school-owned resources for easy inventory.
Thank you again for your leadership and for the chance to contribute to the [School Name] community. I wish the students, the staff, and the district nothing but continued success.
Sincerely,
(Signature for hard copy)
[Your Typed Name] | PharmApplicants.com
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