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Sample Letter:  First Annual Review

January 10, 20XX 

Dr. S. A. Smart 

Department of ABC 

College of XYZ 

West Virginia University 

Dear Dr. Smart: 

The Personnel Committee of the Department of ABC has reviewed your performance during your first semester at West Virginia University and unanimously recommended your retention on the faculty. I concur with their recommendation. This recommendation reflects your performance and potential in the areas of teaching, research, and service as summarized below.  

I note, by way of reminder, that in order to be awarded tenure in your assignment, you must make significant contributions in teaching and in research, and at least reasonable contributions in service. 

Teaching
During Fall Semester, 20XX you taught two undergraduate courses on "The Principles of Social Ecology" and a graduate course on "Social Interaction and Space." Your Digital Measures file included copies of course syllabi for each of these courses and student evaluations of instruction. Your file also included a report of two observations of one of your undergraduate courses by Professor Tom Trumble, Chair of the Personnel Committee. 

Your course syllabi are well conceived with appropriate expectations for student performance. You may wish to expand the bibliography for the syllabus for the graduate course to reflect some of the more recent publications in this area. I recognize, however, how difficult it is to prepare for two new courses during your first semester and anticipate that future syllabi will be further expanded. 

The student evaluations indicate your overall ratings are slightly above average. The evaluations are more positive in your graduate course, which was a smaller section, than the two sections of your undergraduate course. You may want to explore teaching techniques that will better meet your goals and those of students in larger sections. The WVU Teaching and Learning Commons would be a good resource for this purpose.
Dr. Trumble's reports on his observations of your class suggest you have the potential to be a superior instructor. Dr. Trumble made some specific suggestions for changes that might enhance your instruction. I would encourage you to consider those suggestions.

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

Research
It is admittedly difficult during one semester to demonstrate significant productivity in research. Your summary of activities during the semester indicates you are developing portions of your dissertation into manuscripts suitable for submission to a scholarly journal. I would encourage you to continue these efforts. As we have discussed and as your letter of appointment indicates, evidence of scholarly output will be very important for your future retention and promotion and tenure.

In the context of this review, my rating of your contribution in research for 20XX is satisfactory. 

Service
Your service activities are somewhat limited, but adequate. Your activity report indicates you are serving on the departmental curriculum committee. With the further development of your instructional abilities and research program, I anticipate that your service activities will be expanded. While service is not one of the two areas in which you are expected to make a significant contribution, you must still make at least reasonable contributions in this area. 

At this time, my rating of your contribution in service for 2017 is satisfactory.

Conclusions
You have made a fine start on your career at West Virginia University, and, at this time, you are making progress toward tenure. I look forward to your continued progress in the quality of instruction you provide and in your research program. Please schedule a conference with me in the near future, so that we can discuss both my assessment of your contributions and activities that might further enhance your achievement. 

Please 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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