SAMPLE EVALUATION LETTER
 Tenure-Earning Faculty Member (In-Unit) 

  

Professor Tenure Earning 
Cultural Arts Center 
University Station 
Gainesville, FL 

Dear Tenure Earning: 

In accordance with Article 10 of the Collective Bargaining Agreement between the United Faculty of Florida and the Board of Trustees, this letter constitutes the written evaluation of your assigned duties and professional responsibilities for this academic year. It is based in part on the periodic and annual reports with copies of your instructional materials you have provided. In addition, I based this review on your performance of your assigned and attendant duties and responsibilities, reviews of recent creative works you completed, results of the Tenure & Promotion Committee's annual review of the student teaching evaluation results, and my review and observations of your assigned and attendant duties and responsibilities. 

TEACHING INSTRUCTIONAL TEACHING (85% FTE) 

As in the past three years, you continue to be excellent in your teaching, both in the classroom and in the performance studio. Members of the Promotion and Tenure Committee who have observed your teaching have noted that you are a teacher who devotes a great amount of personal effort and interest to your daily teaching activities, as well as to your students. As one would expect, student evaluations of your teaching remain very high in all categories. This past year you undertook, as part of a teaching team, the development of a new course. Your contributions to the first-time implementation of this new course contributed significantly to its success. Above all, you remain open and receptive to comments and suggestions as to how your teaching can grow and improve. In this regard, I commend you for the ways in which you have responded positively to some of the things you and I have discussed during previous annual reviews, as well as in less formal settings. You are making an outstanding contribution to teaching and to the instructional program of our department. 

In addition to your assigned teaching responsibilities, you volunteer to serve regularly on committees, and take a great deal of time to present master classes at other institutions. Your colleagues find you to be quite candid in discussions but always ready to listen and be team player. 

SCHOLARSHIP/CREATIVE ACTIVITY (10% FTE) 

Your creative accomplishments remain excellent in every regard. You have participated in a number of faculty performances on campus and in the community this past year and your recital performances are numerous and excellent, both within the state and nationally. You also were invited to participate in a concert tour in recognition of your excellent accomplishments. 

Along with performing, you have also had great success as a composer. Your compositions include four commissions, as well as four published pieces. I am especially pleased that your pieces are receiving numerous performances, both in the United States and in other countries. This is truly an outstanding accomplishment and certainly brings recognition to the department, college and university. 

PUBLIC SERVICE AND GOVERNANCE (5% FTE) 

You continue to be involved in departmental governance through your work on the University's Appeals Committee, your participation on the Developmental Search Committee and the UF Teacher of the Year Award Committee. You were also elected by your colleagues for membership in the Faculty Senate. Additional service activities include participation in a department-sponsored symposium, an invitational festival, the development of the repertoire program list for high school students, your service on the Board of Directors of the Jacksonville Symphony, and your continued performance as part of the orchestra for Theatre productions. I find your contributions in this area to be excellent. 

As you complete your third year of tenure-earning status, your overall performance in all three areas of teaching, creative achievements and governance/service remains excellent, and completely in line with your assignment. 

PROGRESS TOWARD TENURE 

As in past years, the quality of your work has been recognized and commended by the members of the Promotion and Tenure Committee. You continue to achieve distinction, both on and off campus as noted by the reviews and comments of your colleagues and others. In addition, you continue to strive toward improvement in the manner in which you work together with your colleagues. I commend you for the ways in which you respond to constructive suggestions, and encourage you to continue with your efforts in this regard. 

As you enter the fourth year of tenure-earning status, let me suggest the following ways in which to strive for continued growth and improvement: 

1. Continue to focus on being as selective as possible relative to the types and number of professional and creative activities that you undertake. I believe your shift to more regional and national activities since last year had a very positive impact on your stature as a faculty member. I suggest you take some time now to prioritize a little more, in order to allow yourself some balance and flexibility with your time. 

2. Continue to strengthen your awareness relative to how others view you in professional settings. We all strive to be certain that our interaction with colleagues is perceived in ways that will lead toward the accomplishment of our goals. I believe you have improved in this regard over the past few years. 

3. Continue with your efforts to compose and perform in ways that will be a credit to you and to the department, keeping in mind that you want to reserve time for yourself in the process. 

4. Continue your efforts to strengthen and expand your studio recruiting efforts. The enrollment of ten students next fall looks very promising. 

5. As noted in previous years, you should be refining a comprehensive, but concise teaching portfolio, which will serve to present a thorough profile of your work as a teacher at the time you apply for tenure and promotion. 

6. Continue your efforts to explore creative ways in which to develop instructional materials for your classes and ways in which to work with students of varying abilities. I will attempt to secure the audio-visual aids as discussed when funds allow. 

You continue to make wonderful contributions to our faculty and to the department as a whole, and I am pleased to be your colleague. Thanks for your commitment and all of your hard work. I am pleased to recommend your reappointment as Assistant Professor for the 2007-08 academic year. Have a restful summer! 

Faculty members are responsible for the full and competent performance of all duties pertinent to employment in the University. The professional obligations and responsibilities are comprised of assigned duties and responsibilities (scheduled and non-scheduled) and those other duties and responsibilities attendant to being a faculty member. Therefore, in compliance with Articles 5 and 9.3 of the Agreement please find listed below your assignment for the 2007-08 academic year. It is important to mention that due to the unpredictability of final student registration, your actual 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. 

Teaching/Instructional Activities 

Performance Studio and Studio Class 
Academic Classes in Music Theory 
Composition students as assigned 
Projects Courses as needed 
Friday Afternoon Consortiums 
Faculty Meetings 
Auditions 

Members of the music faculty are expected to work cooperative with their colleagues and departmental leadership in appropriate ways to recruit excellent students to our program. 

Creative Activity and Service 

In addition to teaching and instructional activities assignment, it is expected that each member of the faculty engage in creative activities such as performance, composition, research appropriate for the individual's position and service to the department, college and university. All such activities may not be spelled out as specifically as the teaching and instructional activities are above. However, the Department is required to keep an accurate record of all faculty assignments including statements of all non-instructional assignments. Faculty members are expected to have some assignments outside of teaching, and that all evaluations are based upon the board categories of teaching, research or creative activity and service. A form will be provided at the August faculty meeting, which should be used for submitting a written statement of your plans for performances, research or other creative activity for the academic year 2007-08. The form will be due the end of the first week of classes (August 29, 2007). 

Please review the draft of your annual evaluation letter and attach any comments you might like to include in the record and return them to me no later than next Friday. If you disagree with the evaluation and/or would like to meet with me to discuss it or your reappointment, please make an appointment with me as soon as possible so we can complete the evaluation process. 

Sincerely 

  

Department Chair 

  

_______________________________________________________ 
Faculty Member's Signature/Date 

cc: Dean 
     Personnel File 

  
  

 

