TEMPLATE: Memo to School Staff About Celebrating Utrust Appreciation Days

MEMORANDUM
To: All Faculty and Staff
From: [Principal’s Name], Principal
Date: [Insert Date]
Subject: Celebrating and Appreciating Our Incredible Staff
As we begin another exciting school year, I want to take a moment to express my sincere gratitude to every member of our school community. Each of you plays an essential role in making our school a place where students feel safe, supported, challenged, and inspired every day.
Whether you work directly with students in the classroom, keep our buildings clean and safe, prepare meals, drive buses, support technology, assist in the office, counsel students, or provide leadership behind the scenes, your work matters deeply. Our success as a school is only possible because of the dedication, care, and professionalism each of you brings to your role.
Throughout the year, we want to intentionally recognize and celebrate all of the people who make our school community strong. While many of the national appreciation and recognition days occur close together on the calendar, we want to ensure that each group has its own special time to be recognized and celebrated.
For that reason, we have adopted a separate set of Appreciation Days that we will follow throughout the 2026–27 school year. These dates will allow us to spread celebrations across the year so that every staff member receives the attention and appreciation they deserve.
The attached chart outlines both the National Recognition Days/Weeks and the corresponding Utrust Appreciation Days our school will observe.
Thank you for all that you do for our students, families, and one another. I look forward to celebrating each of you throughout the year and continuing to build an outstanding school community together.
With appreciation,
[Principal’s Name]
Principal

