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Sample Letter:  Third Annual Review
January 12, 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 second year on the faculty. As the Committee's letter of January 6 indicates, they believe your performance to be excellent in research and satisfactory in teaching and service. By a 4 to 1 vote, the Committee recommended your retention on the faculty. I concur with the majority of the committee, based on your performance in the areas discussed below. 

Teaching
During Fall Semester, 20XX you taught two undergraduate sections of "The Principles of Social Ecology" and one graduate section of "Social Interaction and Space." This was the second semester you taught this particular undergraduate course and your third semester of teaching the graduate course. 

During Spring Semester, 20XX you taught two undergraduate sections of "Introduction to Social Ecology." This was the second semester you taught this course. 

Course syllabi were included in your Digital Measures file for the undergraduate courses you taught but not the most recent version of the syllabus for the graduate course.  While your file included a copy of the syllabus for this course for an earlier year, the absence of a more recent syllabus prevents me from reviewing your further development of this course. You are reminded of the departmental policy calling for the submission of all course syllabi each year. I encourage you to submit all syllabi when the present academic year is reviewed. 

As was the case during the 20XX-XX academic year, the course syllabi for the undergraduate courses were well developed and appropriately organized. The technique of grouping readings, video tapes to be viewed, and classroom topics in the "Introduction to Social Ecology" syllabus appeared to be especially effective. 

Student rating of your instruction in Section One of the "Principles" course suggest you are viewed as an above average instructor. On a five-point scale rating your teaching effectiveness, your mean rating was 3.9; the mean rating of other instructors in the University was 3.6. Students did report some difficulty with your ability to explain concepts in terms they understood and you may wish to focus on increasing this ability. 

Student ratings of your instruction in Section One of the "Introductions" course suggest you are viewed as an average instructor. On the question rating your teaching effectiveness, the mean rating was 3.1. While students perceived you to be very knowledgeable, they expressed concern about your ability to communicate that knowledge in a way that demonstrated that you cared about their learning. 

This student concern was observed by me in my two classroom observations during Spring Semester. Your responses to student questions, as my written evaluation indicated, were sometimes flippant and did not appear to further student learning. We have discussed my observations and I recognize you are focusing on this area during the current academic year. 

The "Introduction" one can be a difficult one to teach, since the course is open to majors and non-majors. However, the course is an important service course for the University as well as a means of screening potential majors. Thus, it is important to the department that faculty be prepared to teach it. 

As the Personnel Committee's annual review indicates, it was this mixed response to your instruction that resulted in one negative vote on your retention. Since instruction is one of the two areas in which you must make significant contributions, it is important that you demonstrate more than satisfactory performance in this area. In addition, it is important to our program, given the size of our undergraduate enrollment, that faculty are able to teach both beginning and advanced undergraduate students as well as graduate students. The failure to demonstrate improvement in this area could result in a recommendation from me against retention at the time of your next annual review. 

In consideration of your total assignment in teaching, my rating of your contribution in teaching continues as satisfactory. 

You are very knowledgeable about the areas in which you teach and have the potential to become a gifted teacher. I hope you will realize that potential, and am certain you will strive to do so. 

Research

The 20XX-XX academic year was one in which you made significant strides in your research program. An article accepted during the 20XX-XX academic year was published. Another article submitted during that year was accepted and published. 

Three additional scholarly articles were submitted during the 20XX-XX academic year, two of which were accepted for publication.  Your materials included a letter to the editor about one of your articles by Dr. P.C. Bees, a leading authority in our field. Dr. Bees' letter indicates that he thinks your article makes a significant contribution to the conceptual development of our field. You should be very proud of the quantity of work you produced during the last academic year, as well as the quality of the work and the responses to your work. 

You also submitted an application for NSF funding growing out of your summer Senate Research Grant funding. The NSF application was funded for $43,200 and will be of great assistance to you in establishing your research program. Your receipt of this funding reflects positively on you and the department. 

You are making a significant contribution in the area of research. Continued performance at this level will enhance your reputation as a scholar in our field. I am pleased to be able to characterize your research as excellent.  

Service

I was pleased to learn that you have expanded your service activities during your last review. You continue to serve on a departmental curriculum committee and have been appointed to the College Faculty Welfare Committee. Your materials included a curriculum proposal you submitted to the department, which was well-developed and well-written. 

You have also served as an unpaid consultant to the State Department of Health in the area of spatial interactions. A letter from the Assistant Director of the Department expresses appreciation for the contributions you have made. 

The increased service activities you have engaged in and the positive response to that service suggests you are meeting the goal of making at least reasonable contributions in service.  I rate your service as satisfactory.   

Conclusions

Your performance in the area of research during the 20XX-XX academic year was excellent and your service performance was satisfactory.  The major concern I have after reviewing your performance during that year deals with the quality of the instruction you provide. You must take the steps necessary to improve in this category, to a level that can be characterized as good or, preferably, excellent. Failure to achieve and maintain ratings at these levels will demonstrate a lack of progress toward an award tenure and promotion to Associate Professor
Please schedule a conference with me by February 15, 20XX, so that we can discuss any questions you have about this evaluation, and also ways in which your performance in teaching 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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