
Letter of Introduction 

Date: [Insert Date] 

Dear [Recipient's Name], 

It is with great pleasure that I introduce you to our new teaching personnel, [New Teacher's 

Name], who will be joining us for the [School Year/Term] as a [Position/Subject Taught]. With a 

passion for education and a commitment to student success, [he/she/they] brings a wealth of 

knowledge and experience to our team. 

[New Teacher's Name] holds a [Degree] in [Field] from [University], and has previously taught 

at [Previous Schools/Institutions]. [His/Her/Their] teaching philosophy emphasizes [Brief 

Description of Teaching Philosophy], ensuring that each student feels supported and engaged. 

Please join me in welcoming [New Teacher's Name] to our school community. [He/She/They] is 

eager to meet everyone and is looking forward to contributing positively to our students' 

academic journeys. 

If you have any questions or would like further information, please feel free to reach out to me. 

Warm regards, 

[Your Name] 

[Your Position] 

[School Name] 

[Contact Information] 


