SAMPLE EVALUATION LETTER

Tenured Full Professor with Performance Deficiencies (Out-of-Unit)
Date 

Tenured Professor 
Box 8002 
Campus 

Dear Tenured Professor: 

In accordance with the Florida Administrative Code, Chapter 6C1-7.010, this letter constitutes the written evaluation of your assigned duties for this academic year and those duties and responsibilities pertinent to your employment with the University. 

  

TEACHING 

Your assignment in teaching for the past year (50%) included courses at the undergraduate and graduate levels. In addition, you served on four Masters committees (two as committee chair), and on four Doctoral Committees (one as committee chair). 

As we discussed, during your annual review, I am concerned about a number of things that have taken place in your classes. These concerns have been reflected in low student ratings, and in complaints about your teaching for the past two years; I have seen little or no improvement during this period of time. In addition, these complaints were brought to my attention on several occasions this past year by graduate students, as well as by your academic area head. These are the following: 

· Your failure to provide adequate organization and focus in your classes, as reflected in the absence of continuity in class lectures and in the manner in which you follow-up with students on their homework assignments. Once again the need for more organization and focus is an area which has been reflected in student evaluations of your teaching, and which I brought to your attention for improvement in your annual reviews in the past two years, as well as in more recent conversations you and I had earlier this past Fall; 

· Your failure to begin class meetings on time and provide appropriate syllabi and current instructional materials. These concerns were reflected in student evaluations of your teaching, and which I brought to your attention for improvement in your annual review last year, as well as in conversations you and I had earlier this Fall; 

· Your failure to maintain regular attendance at academic area meetings during which matters relating to the continuity of the academic program and to other curricular issues are discussed and decided upon. Your colleagues complain that when you do attend you are negative and are not collegial in your interactions and contributions; 

· Your failure to provide more regular formal assessment and feedback to students relative to their progress and ways in which they can work toward improvement; and 

· Your failure to perform your duties satisfactorily is further evidenced in the student ratings of your teaching over the past two semesters. Ratings in all of your fall-term courses were extremely low; specifically, your ratings in the "Overall" category were among the lowest of all faculty whose courses were evaluated during that same term. Student ratings for courses taught during the spring-term were slightly higher, but nevertheless still indicate a problem relative to the issues noted above and which we have discussed. 

In light of all of these circumstances and as we discussed, I consider your performance in the area of teaching to be unsatisfactory. I need to counsel you that if the concerns described in this letter are not corrected this coming year I will have no option but to take the actions I discussed with you. 

In an effort to assist you with your efforts for improvement, I strongly suggest that you contact the Office of Instructional Resources about having your courses video taped for your subsequent analysis. In addition, I plan to visit your classes on at least two occasions during the coming fall and spring terms. The result of my observation, along with your own analysis of your videotapes, should provide you with a means of examining your teaching for ways in which to grow and improve. I would also suggest that you have one of your senior colleagues observe your class presentation on several occasions to provide you with ideas and suggestions. 

SCHOLARLY ACHIEVEMENTS 

You have had several accomplishments in the area of scholarship during the past year. These include the publication of your research in one article in a referenced journal, and a presentation of the same research at a statewide meeting. I find this productivity to be unsatisfactory given your status as a Full Professor and the percentage of your faculty assignment (40%) which has been allocated and supported for your scholarly activities for the past three years. I will expect you to increase your scholarly output significantly during the coming year. In the absence of this output, the percentage of time assigned for research next year will be decreased to provide for the addition of one course to your load each term. 

PUBLIC SERVICE AND GOVERNANCE 

Your public service and governance activities (10%) were minimally satisfactory and included limited contributions and participation on the Department Library and Facilities Committees, as well as on the College of International Studies Committee. Given your background and experience, however, I would also expect you to be much more active in the work of one or more of the professional organizations related to your specialty area. 

In addition to the assigned duties, this year you have failed to comply with the University rules as they apply to the reporting of outside activities and conflict of interest. Enrolling your son in your class and being responsible for the evaluation of his course work is totally inappropriate and is a conflict of interest as was your extensive consulting activities which were never reported and reviewed in accordance with the University's procedures. 

In consideration of the above, as well as other duties and responsibilities expected a faculty member, I find your overall performance to be less than satisfactory and needing improvement. 

Assignments for both Fall and Spring Semesters unless noted otherwise 

Three (3) Academic Courses - It is important to mention that due to the unpredictability of final student registration, your actual assigned responsibilities during the coming year could be somewhat different from the above. It is often necessary to make adjustments in assignments after the year has begun. 

Departmental Committees as elected/assigned 
Advising 

In addition to teaching, it is expected that each member of the faculty engage in scholarly activity appropriate for the individual's position, service to the Department, College and University and those other duties and responsibilities expected of a member of the academy. All such activities may not be spelled out above. 
  

If you disagree with the evaluation and/or would like to meet with me to discuss it or your reappointment (or submit a response to be included with the letter), please make an appointment with me as soon as possible so we can complete the evaluation process. 

Sincerely, 

  

Department Chair 

By my signature, I acknowledge having discussed the above letter of evaluation and request ___ do not request ___ that the attached comments be filed with this letter in my personnel file. 

_______________________________________ 
Faculty member's signature/Date 

cc: Personnel file 
  

 

