
Writing a resignation letter as a teacher is an important step
in  your  career  transition.  It’s  essential  to  convey  your
decision  professionally  while  expressing  gratitude  for  the
experiences  gained.  Here  are  six  letter  templates  for  a
teacher’s resignation, each tailored to different situations.

 

Teacher  Resignation  Letter  Template  1:
Standard Resignation

Subject: Resignation Letter

Dear [Principal's/School's Name],

I am writing to formally resign from my position as a [Your
Position]  at  [School  Name],  effective  [Last  Working  Day,
typically two weeks from the date of the letter].

I  have  greatly  appreciated  the  opportunities  I’ve  had  to
[mention  what  you  have  learned  or  how  you  have  grown
professionally]. I have enjoyed working with my colleagues and
teaching the students, who have been a constant source of
inspiration and learning.

Please let me know how I can assist in the transition period.
I wish [School Name] continued success, and I hope to stay in
touch in the future.

Sincerely,

[Your Name]
[Your Contact Information]

 

Example for Template 1

Subject: Resignation Letter



Dear Principal Johnson,

I  am  writing  to  formally  resign  from  my  position  as  a
Mathematics  Teacher  at  Lincoln  High  School,  effective  May
15th.

I  have  greatly  appreciated  the  opportunities  I’ve  had  to
develop innovative teaching strategies and collaborate with a
dedicated team. I have enjoyed working with my colleagues and
teaching the students, who have been a constant source of
inspiration and learning.

Please let me know how I can assist in the transition period.
I wish Lincoln High School continued success, and I hope to
stay in touch in the future.

Sincerely,

Laura Smith
[Contact Information]

 

Teacher  Resignation  Letter  Template  2:
Career Change

Subject: Resignation - Career Transition

Dear [Principal's/School's Name],

I am writing to inform you of my resignation from my role as
[Your  Position]  at  [School  Name],  effective  [Last  Working
Day]. After much consideration, I have decided to pursue a
career in [New Career Field], an area I am passionate about.

I want to express my deepest gratitude for the experiences and
support I have received at [School Name]. Working here has
provided me with invaluable skills and memories, particularly
[mention any specific experiences or skills gained].



I am committed to making this transition as smooth as possible
and will do all I can to ensure a seamless handover of my
responsibilities.

Thank you once again for the opportunity to be a part of this
wonderful school.

Best wishes,

[Your Name]
[Your Contact Information]

 

Example for Template 2

Subject: Resignation - Career Transition

Dear Principal Martinez,

I am writing to inform you of my resignation from my role as
an  English  Teacher  at  Oakwood  Secondary  School,  effective
April 30th. After much consideration, I have decided to pursue
a career in educational publishing, an area I am passionate
about.

I want to express my deepest gratitude for the experiences and
support I have received at Oakwood Secondary School. Working
here has provided me with invaluable skills and memories,
particularly in developing a literature program that has been
highly successful.

I am committed to making this transition as smooth as possible
and will do all I can to ensure a seamless handover of my
responsibilities.

Thank you once again for the opportunity to be a part of this
wonderful school.

Best wishes,



Hannah Lee
[Contact Information]

 

Teacher  Resignation  Letter  Template  3:
Relocation

Subject: Resignation Due to Relocation

Dear [Principal's/School's Name],

I regret to inform you that I am resigning from my position as
[Your  Position]  at  [School  Name],  effective  [Last  Working
Day]. This decision comes due to my need to relocate to [New
Location] for [reason for relocation, e.g., family reasons,
spouse’s job].

My time at [School Name] has been fulfilling, and I have
cherished  working  with  a  dedicated  team  and  wonderful
students. I am grateful for the professional growth and the
friendships I have developed here.

I will ensure that all my duties are completed and will assist
in finding a replacement, if needed. I hope to stay connected
with [School Name] and its community in the future.

Sincerely,

[Your Name]
[Your Contact Information]

 

Example for Template 3

Subject: Resignation Due to Relocation

Dear Principal Adams,



I regret to inform you that I am resigning from my position as
a Science Teacher at Riverdale High School, effective June
5th. This decision comes due to my need to relocate to Boston
for my husband’s new job opportunity.

My time at Riverdale High School has been fulfilling, and I
have cherished working with a dedicated team and wonderful
students. I am grateful for the professional growth and the
friendships I have developed here.

I will ensure that all my duties are completed and will assist
in finding a replacement, if needed. I hope to stay connected
with Riverdale High School and its community in the future.

Sincerely,

Derek Johnson
[Contact Information]

 

Teacher  Resignation  Letter  Template  4:
For Health Reasons

Subject: Resignation - Health Reasons

Dear [Principal's/School's Name],

It is with a heavy heart that I submit my resignation from the
position of [Your Position] at [School Name], effective [Last
Working Day]. Due to unforeseen health reasons, I find myself
unable to continue with my teaching duties as required.

I have deeply valued my time at [School Name], and it has been
a privilege to work with such exceptional staff and students.
I have learned and grown much during my tenure here.

I will do my utmost to ensure a smooth transition and am
willing to assist in any way possible during this period. I
hope to remain in touch and watch the continued success of



[School Name] from afar.

With sincere gratitude,

[Your Name]
[Your Contact Information]

 

Example for Template 4

Subject: Resignation - Health Reasons

Dear Principal Williams,

It is with a heavy heart that I submit my resignation from the
position of Physical Education Teacher at Greenwood Middle
School, effective May 20th. Due to unforeseen health reasons,
I find myself unable to continue with my teaching duties as
required.

I have deeply valued my time at Greenwood Middle School, and
it has been a privilege to work with such exceptional staff
and students. I have learned and grown much during my tenure
here.

I will do my utmost to ensure a smooth transition and am
willing to assist in any way possible during this period. I
hope to remain in touch and watch the continued success of
Greenwood Middle School from afar.

With sincere gratitude,

Mike Roberts
[Contact Information]

 



Teacher  Resignation  Letter  Template  5:
Pursuing Further Studies

Subject: Resignation for Further Studies

Dear [Principal's/School's Name],

I am writing to resign from my position as [Your Position] at
[School Name], effective [Last Working Day]. I have decided to
pursue  further  studies  in  [Field  of  Study]  to  enhance  my
professional skills and contribute more effectively to the
field of education.

My tenure at [School Name] has been incredibly rewarding, and
I

 am thankful for the support and opportunities provided to me.
Teaching  here  has  been  a  remarkable  journey,  filled  with
learning and growth.

I am committed to ensuring a smooth handover and transition of
my responsibilities. I hope to apply the knowledge gained from
my further studies to the educational sector in the future.

Thank you for your understanding and support.

Best regards,

[Your Name]
[Your Contact Information]

 

Example for Template 5

Subject: Resignation for Further Studies

Dear Principal Thompson,



I am writing to resign from my position as an Art Teacher at
Sunnyvale High School, effective August 15th. I have decided
to  pursue  further  studies  in  Art  Therapy  to  enhance  my
professional skills and contribute more effectively to the
field of education.

My  tenure  at  Sunnyvale  High  School  has  been  incredibly
rewarding, and I am thankful for the support and opportunities
provided to me. Teaching here has been a remarkable journey,
filled with learning and growth.

I am committed to ensuring a smooth handover and transition of
my responsibilities. I hope to apply the knowledge gained from
my further studies to the educational sector in the future.

Thank you for your understanding and support.

Best regards,

Emma Gonzalez
[Contact Information]

 

Teacher  Resignation  Letter  Template  6:
Personal or Family Commitments

Subject: Resignation - Personal Commitments

Dear [Principal's/School's Name],

I regret to inform you that I must resign from my role as
[Your  Position]  at  [School  Name],  effective  [Last  Working
Day], due to personal/family commitments that require my full
attention.

Working at [School Name] has been a fulfilling experience, and
I  am  grateful  for  the  time  spent  with  my  colleagues  and
students. I have learned a lot and hope I have positively
impacted the lives of the students.



Please know that this decision was not made lightly. I will do
everything  possible  to  ensure  a  smooth  transition  and  am
available to assist in finding my replacement.

Thank you for your understanding and support during this time.

Sincerely,

[Your Name]
[Your Contact Information]

 

Example for Template 6

Subject: Resignation - Personal Commitments

Dear Principal Rodriguez,

I regret to inform you that I must resign from my role as a
History Teacher at Westside High School, effective June 30th,
due to personal commitments that require my full attention.

Working  at  Westside  High  School  has  been  a  fulfilling
experience, and I am grateful for the time spent with my
colleagues and students. I have learned a lot and hope I have
positively impacted the lives of the students.

Please know that this decision was not made lightly. I will do
everything  possible  to  ensure  a  smooth  transition  and  am
available to assist in finding my replacement.

Thank you for your understanding and support during this time.

Sincerely,

Daniel Kim
[Contact Information]

 



Purpose of a Teacher Resignation Letter
The purpose of a teacher resignation letter is to formally
notify the school administration of your decision to resign.
It serves as an official document for HR purposes and provides
a clear end date for your employment. The letter also offers a
chance to express gratitude for the experiences gained while
working at the school.

 

Key  Elements  of  a  Teacher  Resignation
Letter
– Professional Tone: Keep the tone of the letter professional
and respectful.
– Clear Resignation Statement: State your intention to resign
clearly and provide your last working day.
– Reason for Resignation: Briefly mention the reason for your
resignation, if comfortable doing so.
–  Gratitude:  Express  gratitude  for  the  opportunities  and
experiences gained at the school.
–  Offer  of  Assistance:  Offer  to  assist  in  the  transition
process, such as helping find a replacement or completing
remaining duties.

 

Tips  for  Writing  a  Teacher  Resignation
Letter
1. Be Concise and Direct: Clearly state your intention to
resign and avoid unnecessary details.
2. Plan the Timing: If possible, time your resignation to
minimize disruption (e.g., end of term).
3. Maintain Positivity: Focus on the positive aspects of your
experience at the school.



4. Respectful Closure: End the letter on a respectful note,
indicating your willingness to facilitate a smooth transition.
5. Proofread: Ensure the letter is error-free and maintains a
professional tone.


