SAMPLE EVALUATION LETTER
Tenured Full Professor with a Sustained Performance Review Unsatisfactory (In-Unit or Out-of-Unit)
Date 

Tenured Full Professor 
Box 8001 
College Station 
CAMPUS 

Dear Tenured Full Professor: 

This letter represents a draft of my evaluation of your annual and sustained performance as a tenured full-professor. The evaluations focus on the three major areas of your assignment in instruction, research and service as well as those other duties and responsibilities expected of and pertinent to your employment with the University. 

Annual Evaluation 

Your teaching, which is 50% of your assignment, continues to be of excellent quality as evidence by my review of your teaching and instructional material and the results of your fall student evaluations. You have maintained a reputation as one of our most popular and informative teachers. Your involvement in teaching those difficult beginning level courses as well as the core undergraduate courses is appreciated. You have performed equally as well in your other teaching-related activities and assignments, including your development of innovative teaching methods and aids. Your teaching evaluations remain above average, however, there have been a rash of recent complaints from students about your general conduct in the classroom, i.e. your short tempered behavior, your use of inappropriate language, arriving late, being preoccupied, and being unprepared for class. We have discussed these concerns and you have indicated that you understand the concerns and will address them. 

Your activities for the past year in your grant-funded research, which also accounts for the other portion of your assignment, have been very disappointing. I realize that your current grant funding ended this past summer and a few of your graduate students are completing their work, so it has been a busy time for you. Nevertheless, you have failed to provide the required grant reports that are now long overdue and have missed the opportunity to have your current grant considered for continuation. Furthermore, you have not submitted other grant proposals for possible funding, and consequently there is no support for your graduate students. Also your publication record has come to a standstill. For these reasons, I consider you performance in your research to be unsatisfactory this year. Therefore, I am unable to continue the fiscal resources provided to you this past year to accomplish your research, but I will provide you with an assignment for research that I hope will give you the time and opportunity to resume your programs. 

Your performance with respect to your normal departmental professional responsibilities appears to be stagnant as well. You have failed to complete your curriculum assignments for the departmental committee. Your attendance at department committee or faculty meetings and seminars is poor. In fact, this spring you have almost isolated yourself from your colleagues and from the normal professional activities of the department. When you do attend you appear to be confrontational and obstructive rather than positive and productive. Your colleagues express concern about this change in your relationship with them, which they perceive has been less than collegial. As I mentioned, your students have also complained about your temper and sudden outbursts. In addition, both faculty and students have expressed concern about your personal relationship with one of your graduate students. From our discussions I know this relationship has caused you problems, but you assured me they are being handled now. 

With the exception of your classroom teaching, I believe your performance in those responsibilities assigned and expected of a faculty member are less than satisfactory this year, particularly this recent term. They are certainly not indicative of your normal performance. In summary, and for those reasons as we discussed, it is my judgment that your overall performance based on your annual report, student evaluations, peer reviews and my observation is below average and in need of improvement. 

Sustained Performance Evaluation 

In my review and assessment of your sustained performance evaluation I find your performance over the past six years, excluding this past year, to be satisfactory. Your classroom teaching, as always has continued to be viewed as excellent. Other than the past year, your research activities have been fine. I recognize you have had personal obligations and problems this year that apparently have interfered with your normally active interest in your work including your grantsmanship and creative endeavors. You have indicated that these need your attention and are not a forecast of things to come. In order to improve, you and I have agreed that for this coming year it will be best to decrease your classroom teaching assignment somewhat, to allow you some retooling time to prepare your courses, to do library research, and to develop new and creative research interests. Also, we discussed some options and resources that are available to you on the campus to deal with the problems you have identified, such as attendance at stress and time management workshops provided by the personnel Division. I am confident you will take advantage of these programs this coming year. 

I am notifying you of your reappointment for the next academic year. Your tentative teaching assignments for next year will be two sections per term (40%) of your regular course in Ph 2001. Your research assignment will be 40% in order for you to continue to develop and pursue research interests and submit grants. In addition, in your service component (5%) I hope you will agree to serve as chair of two search committees, and to serve on the department and college curriculum committees. In addition to these assigned duties you are responsible for those duties and responsibilities attendant to being a member of the academy and pertinent to your employment. I understand you have accepted nomination for the faculty senate. 

Good luck and please let me know if you have questions or if I can help you in any way. 

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 
  

