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Evaluation Letter Template for
Lecturers, Dean’s Executive Professors, and Professors of Practice
in the Quarter Schools
September 2025

{Date}

Department of {insert name of department}

Dear {Name}

This evaluation is based upon your Faculty Activities Report, as well as any other evidence submitted in support of your teaching including syllabi, numerical and narrative course evaluations, peer evaluations, and other materials pertinent to your contributions to student learning. Academic year fixed-term faculty typically are evaluated with a distribution of 95% teaching and 5% service.

The period of this evaluations is September 1, 	 through August 31, 	.

If in your overall evaluation you exceed or meet expectations, this is considered “satisfactory” performance. If you fall below expectations, this is considered “unsatisfactory” performance. A satisfactory score is one predicate for appointment renewal, along with programmatic need and available funding.
Overall Evaluation of Teaching (choose one):
		Exceeds Expectations/Superior Performance: Extraordinary classroom teaching, course preparation, and advising, when applicable.
		Meets Expectations: Adequate or better teaching performance; solid work in course development as appropriate, and satisfactorily meets advising responsibilities, if applicable.
		Below Expectations: Problematic classroom or other teaching performance.

Explanation of Evaluation and Comments on Teaching: {~1/2 - 1 page: The evaluation of teaching effectiveness should be measured through careful consideration of a broad range of evidence, both direct and indirect. Evidence must include, at least, course syllabi and at least one major course assignment for each class taught during the period of review (or other material as requested by the chair); all student course evaluations within the review period (these may never be the sole tool of assessment or the sole basis for an employment decision; if a calculation besides an average is used to represent the SET scores, the calculation method will be transparent and publicly posted); and a completed classroom observation letter by a qualified faculty member that identifies what the faculty member did well and opportunities for improvement. It may also include other teaching materials, reliable measures of student achievement, and significant curriculum development or mentoring of student research. Advising and mentoring of students is to be evaluated as evidence of teaching performance.}
Evaluation of Service (choose one):
		Meets or Exceeds Expectations: Effective participation in departmental meetings, events, or committees (or equivalent service to the school, University, profession, community, or union).
		Below Expectations: Little to no activity in faculty service.

Explanation of Evaluation and Comments on Service: {~1/4 page: Comment on the level of participation in and effectiveness of faculty service activities. Service can be to the department, school, University, profession, community, or union; see Collective Bargaining Agreement Art. 12.A, and Faculty Handbook 3.3.}
Developmental Feedback: {Provide developmental feedback and resources to support the faculty member’s continuous professional development. Include specific suggestions for improvement as appropriate. Recommend resources available through Faculty Development as appropriate.}

As department chair, I look forward to meeting with you in the next few weeks to discuss any questions or concerns that you might have about this evaluation. 

You are entitled to write a response to this evaluation letter within 10 days of receipt. You may direct your response to your department chair or program director. Copies of both the FAR evaluation letter and your response will be placed in your personnel file in the Dean’s Office.

Thank you for your many contributions.

Signature of Evaluator(s):	Date:
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