Staff Appreciation Letter Templates

Ready-to-adapt letters for Montessori school leaders who believe recognition matters.

Why Written Recognition Matters

Montessori guides pour themselves into work that is rarely observed from the outside. The careful 3-hour work
cycle, the precisely calibrated lesson, the child who finally found their footing — these things happen mostly
invisibly. A culture of specific, written appreciation communicates that leadership sees the work clearly.

These templates are starting points. The most powerful letters are highly specific — replace every bracketed
placeholder with the actual detail that is true for this person. Generic appreciation lands gently. Specific
appreciation lands deeply.

This letter goes not to the staff member but to someone they love — a parent, partner, or close friend. It is profoundly
effective precisely because it is unexpected. Ask staff at the start of the year to write a loved one's address on a sealed
envelope without explanation. Send this letter throughout the year.

Dear [Name of Loved One],

| am writing to you as the [Head of School / Director] of [School Name], where [Staff Member's Name] serves as
[Role]. | want to take a moment to share with you what [he/she/they] means to this school — and to the children
here.

At the start of the year, | asked all staff members to write the name of someone they love and respect on an
envelope and give it to me. | did not explain why. Too often, the people who matter most to us don't know the full
story of who we are at work. | intend to change that.

[Insert a specific observation here. What does this guide do that sets them apart? What have you watched them
do or heard them say? Be precise — avoid adjectives like "dedicated" or "caring" in favor of a specific moment or
quality you have observed.]

Building schools that work — that truly serve children over the long term — takes people who show up fully, who
bring their whole selves to something hard and worthy. [Staff Member's Name] is that kind of person. | am grateful
you helped make them who they are.

With appreciation,

[Your Name]
[Your Title]

[School Name]



Sent directly to a staff member at the close of the school year. More formal than a verbal thank-you; meant to document
specific contributions in a way the recipient can keep.

Dear [Staff Member's Name],

As this school year comes to a close, | want to take a moment to write something down — because the things that
matter most sometimes don't get said clearly enough.

This year, [describe something specific about the year — a challenge the school navigated, a change that was
hard, or a moment that stood out]. Through all of it, | watched you [specific behavior or contribution].

[Name a specific impact: on a child, on a colleague, on the classroom environment, on school culture. Be
concrete. "The way you handled [X] changed how [Y] felt about [Z]" is more powerful than "You made a big
difference."]

What you do is hard to name from the outside. The work of a Montessori guide is precise, demanding, and mostly
invisible to the people not in the room. | want you to know that | see it. | have seen it this year, and | am grateful.

Rest well. You have earned it. | look forward to what we build together next year.
With gratitude,

[Your Name]

[Your Title]



Sent before the staff member's first day. Sets the tone that this is a school where people are known, and where culture is
built intentionally from the first interaction.

Dear [Staff Member's Name],

| wanted to write to you before your first day — not to cover logistics, but to welcome you in the way | want all new
colleagues to be welcomed here.

You were selected for this role because [something specific from the hiring process — a quality they
demonstrated, a moment in the interview, a piece of their philosophy that resonated]. That specificity matters to
us. We are not just filling a position. We are growing a team.

[School Name] is a school where [describe something true and specific about the adult culture — how guides
collaborate, how conflict gets addressed, what the community values]. That culture is built by the people in it,
including you, starting now.

What you are joining is worth the work it takes. The children here deserve guides who know why they are here. |
believe you are one of those guides.

I look forward to [something specific: their first week, a conversation you plan to have, showing them something
about the school you are proud of].

Welcome.

[Your Name]

[Your Title]



Notes on Using These Templates

Replace every bracket. Generic letters read as generic. The brackets mark the places where the letter must
become specific to be worth sending.

Write longhand first. Start by writing the specific thing you want to say before you open the template. Then use
the template to give it structure.

Frequency matters. One letter per person per year, sent at an unexpected moment, lands differently than a
quarterly routine. Unpredictability is part of what makes recognition feel genuine.

Include parents when possible. The "Letter to a Loved One" template is underused and disproportionately
powerful. A school leader who takes the time to contact a staff member's family is communicating something that
no performance review can.

Keep a copy. File a copy with HR documentation. These letters contribute to a culture record that matters during
performance reviews, references, and succession planning.



