Sample Follow up Letter 
Date

Dear (Name):

Thank you for accepting our invitation to serve as a Teacher for a Day in the Anytown Public Schools on National Teacher Appreciation Day, Tuesday, May 7.  We are delighted that you are willing to set aside your personal time to experience first-hand a day in the life of an Anytown teacher.  We know this will be a rewarding experience for you, your cooperating teacher and the students you will meet on the program day.

As a guest teacher in our schools, you will be part of a national celebration during Teacher Appreciation Week May 5-11.  Teacher Appreciation Week was initiated in recognition of the premise that the foundation of our democracy is our nation’s public schools; at the heart of the schools are the men and women who tirelessly work to share the gift of learning and help shape the lives of the next generation of young Americans.  
Your “host” teacher is (Name) at the (School Name and address).  We have asked her/him to prepare materials for you prior to (date of debriefing meeting) where we will pair you up, review school procedures, develop a lesson, and generally discuss all the details surrounding the Teacher for a Day program.   Please call or email me to confirm your attendance at this debriefing meeting.

AEA will be sponsoring a post-program reception beginning at (time) in (place) at the conclusion of the program day.  The press has been notified about this event and may be stopping by your classroom or interviewing you at the reception following the school day.  Please join us for the opportunity to meet the other guest teachers and accept our thanks for your commitment to Anytown teachers.

We look forward to your participation in our Teacher for a Day program.  We know it will be a valuable experience for the entire school community.

Sincerely,

Bethany Jones, President

Anytown Education Association
(999) 999-9999

bjones@anytownea.com
