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Sample Letter:  Second Annual Review
January 10, 20XX
Dr. S. A. Smart 

Department of ABC 

College of XYZ 

West Virginia University 

Dear Dr. Smart: 

The Department of ABC Personnel Committee has reviewed your performance during the 20XX-XX academic year, which was your first full year on our faculty.  As the committee letter of January 6 indicates, they believe your overall performance is at a level that supports a recommendation for your retention on the faculty.  I concur with their recommendation based on your performance in the areas discussed below. 

Teaching

The annual review letter from me of January 10, 20XX dealt with your instructional activities during Fall Semester, 20XX. Thus, this review deals with your performance during Spring Semester, 20XX. During that semester you taught one section of the undergraduate course, "Introduction to Social Ecology" and one section of the graduate course, "Social Interaction and Space."  The undergraduate course was a new preparation for you. 

The course syllabi for both of these courses were well developed. The assignments for the undergraduate course appeared especially well conceived as a means of progressively introducing students to the content in our field. I was pleased to note that you expanded the bibliography for the graduate course as I had suggested in my earlier annual review letter. 

Student evaluations of instruction indicate an overall rating of slightly above average. While students perceive you to be knowledgeable in the subject matter you teach, they do report some difficulties in the way you communicate that knowledge. I think it important that you improve your communication skills. Additional experience in the classroom may add to your skills as may participation in some of the college and campus faculty development activities, particularly those of the Teaching and Learning Commons. 

My observations of your instruction confirm the student reports. Your evaluation file includes a report of the observations I made of each of your courses. You appeared to be able to communicate effectively with the graduate students you taught. However, the undergraduate students did appear to have difficulty grasping some of the concepts you described. Since our department has a significant undergraduate enrollment, it is important that you demonstrate your effectiveness with undergraduate students. 

I am certain you can achieve the level of effectiveness needed for your continued retention and promotion and tenure. Please feel free to consult with me about activities that may further serve to develop your instructional skills.

At this time, my rating of your contribution in teaching for 20XX-XX is satisfactory. 

Research

During the past academic year, you developed two scholarly articles based on your dissertation and submitted them to professional journals. Your activity reports that one of the articles has been accepted by The Social Ecology Reporter. You are waiting to learn the status of the second article. You are to be congratulated on this accomplishment!   Contributing to the knowledge base of our field is an important activity and one that reflects positively on you and the University. 

You also received a grant from the Senate Research Grant program. I know that you hope the research supported by this grant will enable you to submit a request for external funding. Your ability to obtain external funding to support your research program will play an important role in your evaluation for tenure and promotion. 

Your progress in the area of research is very important since this is one of the two areas in which significant contributions are required, and on which your request for promotion and tenure will be judged. You should be pleased with both your effort and your progress during the past academic year. I hope you will experience comparable progress during the current academic year.  
In the context of this review, and considering both effort and output, your research contribution for 20XX-XX is good. 

Service

Service remains your weakest area of performance.  As my letter of January 10, 20XX noted, your service during the last academic year was limited to the departmental curriculum committee. Over the next few years, it will be important to expand your service activities. If you wish, I would be glad to work with you to identify appropriate service activities. 

In the context of this review, your service contribution is satisfactory. 

Conclusions

Your first full academic year at West Virginia University was marked by significant progress. Your accomplishments in the area of research were especially strong. Your instruction was satisfactory and I am confident that, with additional classroom experience, it will continue to improve. Over the next few years, your service activities need to be expanded. 

In order to make appropriate progress toward tenure, your success as a teacher will have to improve, and your productivity in research, as measured by refereed journal articles, will have to continue to increase. My review of these areas of required significant contribution will become more rigorous in the future.
Please schedule a conference with me in the near future, so that we can discuss any questions you have about this evaluation, and also ways in which your performance can be further strengthened. 

I again note that although I did not reference everything in your evaluation file in this report, my review of those materials was holistic.

Sincerely, 

Name, Chair 

c:
Smart Evaluation File


Name, Dean, College of XYZ
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