
 
 

SCHOOL LETTERHEAD 
 
 

SAMPLE J-1 Teacher Job Offer Letter 
 
School District Name 
Address 

 
 

 
Dear name of teacher, 

 Thank you for interviewing with us last week. We would like to offer you the position of position title at 

name of school, located at address of school for the 2024-2025 school year. If you accept, you will begin on 

start date, working X number of hours per week. Based on your experience level, our salary estimate for this 

position is salary est.  This is subject to tax withholdings and applicable deductions. 

 

This offer is contingent upon the results of your background check. We also require you to obtain a 

teaching license from the state of state school is located and maintain that license while under our 

employment. You will have 90 days obtain this license after your start date.  

 

As a full-time employee of district, you will be eligible to participate in a number of school sponsored 

benefits including: 
• Insurance info 

• Holidays/PTO 

• Etc. 

For this employment offer to be valid, it must be signed and returned to the HR Director of District by date. 

Sincerely,  

    HR Director  

 

__________________________________                                                    __________ 
Signature of Acceptance by Principal                                                                   Date 
 
 
__________________________________                                                    ___________ 
Signature of Acceptance by Teacher                                                                      Date 
 
 
 
 
 
*all underlined sections are REQUIRED on all offer letters for Sagamore Institute J-1 teachers. 
 
 
 
 

 
  



CENTRAL SCHOOL 
EAGLES 

Signature of Acceptance by Teacher Date 

Signature of Acceptance by Principal Date 

 
 

 

 

March 1, 2022 
  RE: Offer of Employment  
  Dear Mrs. Maria Sanchez, 
 

Congratulations on behalf of Central School! This is an official offer to hire you as a full time,  
40 hours per week, Second Grade Dual Language Program Spanish Teacher at Central School for 
the 2024-2025 school year, beginning on August 8, 2025. 
 
At Central School we pride ourselves on providing hands-on, student focused, cultural 
education in our Dual Language Program. Here at Central School, we require all staff 
members to: 
• Stive towards excellence every day for our students. This includes showing up on time 

and well prepared to provide a quality education to our students 
• Have high expectations for yourself and your students  
• Be a solutions oriented and collaborative leader 

This offer of employment is contingent upon the following: 
• verification of your employment eligibility: that you are eligible to work in the USA 
• satisfactory reference check 
• obtaining a proper Indiana teaching license withing 90 days of employment 
• clearance following a State and National FBI background check 

Compensation  
 Your annual gross salary will be $40,000, payable biweekly, subject to tax withholdings and 
applicable deductions.  
Benefits  

As a full-time employee of Central School, you will be eligible to participate in a number of 
school sponsored benefits, including health, dental, and life insurance. You will receive 80 
hours of Paid Time Off (PTO) to be used at your discretion. In addition you will receive 11 paid 
holidays. 
Acceptance and Acknowledgment 
We hope you will join our school and enrich the lives of our students. To accept this 
position, please read the information below and provide your signature. 

This notice and any contract entered into with the Board is made expressly contingent 
upon receipt by the district of sufficient federal or state funds for performance of the 
contract. 

If for any reason you decide to terminate your employment with Central School after the 
start of your contract, you are required to provide a written notice 3 weeks in advance. If for 
any reason you decide to later decline this offer of employment before starting work, please 
provide us with a written notice as soon as possible. 

 
For this employment offer to be valid, it must be returned to the HR Director at Central 
School by March 15, 2025. 

 

 

 

Sincerely, 

John Doe 

Principal, Central School 

+123-456-7890 hello@reallygreatsite.com  123 Anywhere St., Any City 

 

mailto:hello@reallygreatsite.com

	March 1, 2022

