Faculty Performance Review:
Suggestions on Format and Sample Letters[footnoteRef:1] [1:  Model adapted from Michigan State University.] 

Indiana State University


There is no one, correct format for writing faculty performance reviews. Ultimately, an administrator must find a format that fits her/his leadership and communication style and the culture of the department or school. Some administrators prefer a letter style that is attached to the evaluation form; others prefer to type the information into the form itself, although there is little room to do this.
The following provides a model that can serve as a checklist in writing review letters. The order in which teaching, research/scholarship, and service are discussed can be varied by the chair reflecting the mission of the unit and assignment of the faculty member.
The General Format 
1. College/unit/University Procedure 
It is generally helpful to incorporate boilerplate language at the beginning of each review letter that describes the unit procedure for conducting faculty performance reviews. Referencing the relevant university, college, and department policy documents should be considered.
2. Teaching 
An assessment of the teaching performance of the faculty member should be made. Such activities typically include instruction, advising and mentoring students, and curriculum development. Wherever possible specific evidence of teaching merit should be cited, including teaching evaluation ratings (i.e., SIR IIs or other tool) and comments from any qualitative evidence provided in the individual’s portfolio, evidence of teaching awards, information from student exit interviews, publication of teaching materials (e.g. cases, software), innovative teaching methodologies, experiential learning, etc.
3. Scholarship/Research 
An assessment of the scholarly research and creative activities of the faculty member should be made. Such activities typically include writing grant proposals, leading funded research, producing and editing scholarly works, etc. Wherever possible specific evidence of research merit should be cited, including: publications; funded proposals; presentations or performances made; exhibits made; editing outcomes; manuals, software and videos developed, etc. Where possible, evidence of merit should be specifically described in terms of the impact of the research/scholarship (e.g., citation analyses, letters written from others about the work/its impact, etc.).
4. Service 
An assessment of the service of the faculty member should be made. Such activities include contributing to the department, college, university, discipline, professional associations, and the community. Evidence of service merit should include some assessment of the quality of service activities in which the faculty member has been engaged. Examples could include honors and awards, organizational leadership, written appraisals from various sources, measures of community engagement, service related grant work, etc. Where possible, evidence of merit should be specifically described in terms of the impact of the service.
5. Special Duties 
Speak to any special duties of the individual such as program coordination, departmental directorships/chairships, and/or other assigned duties, if any. This is important to contextualize the individual’s full range of work assignments.
6. Summary 
It is often helpful to summarize the discreet assessments of teaching, scholarship, and service. For pre-tenure faculty, consider including language about progress toward reappointment, tenure, and/or promotion.
7. Next Steps 
Consider describing the next steps in the performance feedback and development process in place within the department or school. Note that faculty members have the right to dispute the information contained in the letter. 





NOTE: It is most valuable to the person being reviewed if they meet with the chair to discuss their evaluation rather than simply being given the letter with no opportunity for dialogue. Norms for this vary, but a useful model is to schedule a meeting with the candidate to discuss their review and at the end, provide them with the letter that summarizes the comments you share orally with her/him. Some chairs also use the meeting as an opportunity to receive feedback from the candidate on how the chair can further enhance what they do in support of the candidate’s success.

Sample Performance Review Letter:
Tenure-Track Faculty Annual Review with Some Improvement Needs
[bookmark: untenured]
Date

Name
Assistant Professor
Department XYZ
Dear Dr. LastName:
In compliance with university, college, and departmental policy, it is my responsibility to annually evaluate the performance of each faculty member and to prepare a written performance review.  For complete information on this requirement, please refer to the University Handbook (http://www.indstate.edu/adminaff/policyindex.htm), as well as the college and departmental policy documents found at these websites: (indicate websites or actually provide the documents)
It will be helpful if you to refer back to the offer letter you received upon accepting employment at the university as a tenure track faculty member. That letter identifies those activities and accomplishments which are expected of you during you probationary appointment prior to going up for tenure. The following assessments follow the expectations identified in that letter.
Teaching: In the area of teaching, your primary assignment has been to teach the first year theory sequence (XXXX 150 and 151), and a graduate seminar (XXXX 535). Teaching the first-year theory sequence has been a considerable challenge for you. We have talked about the SIR II forms in which your overall rating (Q. 40) for these courses is below the department mean. The comments in your qualitative feedback forms that you included in your portfolio indicate that your lectures seem to lack variety in teaching techniques and could be better organized, comments in alignment with some of the SIR II subscale items. The large class setting posed particular challenges that you continue to work to overcome. Your willingness to consult with others who have experience teaching large required undergraduate courses was valued, and I hope, helpful. I did notice an improvement in the SIR II scores this past spring semester. The comments on your qualitative forms as well as what I observed sitting in on two of your class sessions indicated that the introduction of group assignments may have been a useful addition. It was clear that you know the material you are teaching very well and that you are dedicated to the learning that takes place in the classroom. I suggest that you examine closely the comments made by the peer review teaching committee (see letter of February 12, 2010) in a continuing effort to strive for teaching effectiveness with students at all levels. Members of this committee would individually welcome a dialogue with you. I would also encourage you to continue selectively videotaping class sessions in the coming academic year and consider some of the Center for Instructional Research and Technology workshops related to distance teaching since this next fall two of your class assignments will be web courses. With respect to XXXX 535, all indications from SIR II forms and student comments from your qualitative surveys suggest that you did an excellent job. While it is difficult to use the same teaching strategies that work so well in this graduate seminar for your theory sequence, you should consider ways in which you might adapt some of the XXXX 535 teaching strategies.
Scholarship: With regards to scholarship, the departmental personnel committee and I agree that you made good progress this year. Your article in print in Journal of MMM and the one accepted in the Journal of RRR, but not yet published, are a good start for you. These are key journals in our field and you should continue to publish in them as they offer outlets for discovery based research and application focused scholarship respectively, the latter being something we especially value in this department. In looking ahead, however, the personnel committee and I believe that you need to establish a thematic focus and a research agenda that will be cumulative in building your external reputation. Our review of your "work in progress" section leaves us, at least at this point, unable to discern the focus or theme that is likely to lead to the substantial body of work published in our key journals that is necessary to be awarded tenure. We have confidence that you either already have the focus and need only to better articulate it or that you will soon find that focus. I will ask the mentoring committee to help you in this process.
Service: Your active participation in faculty meetings and on the department's admission's committee has been very positive service. Also, serving as a panel member at this year's major outreach conference was helpful and well received. Finally, your work in the community engagement arena with your student externships for XXX 535 is solid and aligns well with the institution’s focus in this area. This is a good level of service for a faculty member in the beginning of her/his X year probationary appointment.
Other Duties: As the recently selected program coordinator for ABC program, I look forward to working with you and to providing specific comment on that work here in next year’s performance review.
Summary and Suggestions, Progress Towards Tenure: As you see, while the evaluation of your performance includes both accomplishments and areas in need of improvement, overall you have made appropriate progress in your career here at Indiana State University. As indicated, you will have to continue to work to improve your teaching in the theory sequence; good teaching is required for tenure within the department. Because the tenure decision takes a cumulative look at the total body of your work and its impact on the field, it is important that you articulate your research focus and theme more clearly. The mentoring committee and I will be glad to help you with this.
Dr. X, I look forward to working with you as you continue forward to your tenure review point. Please also continue to draft annual goals for our collective discussion as guides to your work moving forward. Taking the time to review your goal achievement from the previous year each fall and then to codify goals moving forward has been helpful to me in getting to know your work and interests in addition to its being an expectation of all pre-tenure faculty.
Sincerely,
Name
Professor and Chair
Department of XYZ

Sample Tenure Denial Letter from Chair
Note: It is assumed that this faculty member has had prior conversations with the chair about her/his performance. A letter with this tone should not be the first time that a faculty member hears of such concerns.
Date
Name
Assistant Professor
Department of XYZ
Dear Dr. LastName:
In compliance with university, college, and departmental policy, it is my responsibility to annually evaluate the performance of each pre-tenure faculty as well as their candidacy for tenure and to prepare a written performance review.  For complete information on this requirement, please refer to the University Handbook (http://www.indstate.edu/adminaff/policyindex.htm), as well as the college and departmental policy documents found at these websites: (indicate websites or actually provide the documents)
It will be helpful if you to refer back to the offer letter you received upon accepting employment at the university as a tenure track faculty member. That letter identifies those activities and accomplishments which are expected of you during you probationary appointment prior to going up for tenure. The following assessments follow the expectations identified in that letter.
Teaching: In your undergraduate courses, you have evidenced continued difficulty with your teaching. Your SIR II ratings have hovered at or below the department and college means. While you have attended some workshops and invited peer faculty to observe your teaching on occasion, this has stopped the past two years. A review of current course syllabi indicates little initiative in doing anything new or different; the syllabus has changed little in the last five years. Despite the numerous training programs to assist faculty who teach in the distance medium, you have not opted to participate in those sessions. As you know, students on three occasions, twice this year and once last year, approached me about their concerns with your teaching, the case studies in particular that they felt were dated and not relevant to current workplace needs. Students also remarked negatively about the number of class sessions you cancel for out of town travel. As I mentioned to you in last year's performance review letter, these various issues were expected to change in order to be considered having “met expectations” in the teaching category for tenure. 
As it regards your graduate teaching, that has continued to evidence performance that matches average performance in the department and college. It is clear that your primary interests reside in the graduate program, something that you have mentioned to me on occasion as well.
Scholarship/Research: Your accumulated scholarship as evidenced in your portfolio and the supplement shows early enthusiasm for a scholarly stream in X. Much of this work has manifest through your academic association’s annual conference and proceedings that stem from it or other practitioner oriented meetings. What is less evident is leveraging this work into peer review publication outlets. Your publications in total are three that appeared in the national academic journal, ABC, and four that appeared in the regional professional association journal, DEF.  In the last two years, those scholarly works that have appeared as “under development” have continued in that category while the two that were listed as “under review” no longer appear, inferring that they were ultimately rejected or you pulled them from consideration. As we have talked in the course of our annual review meetings, while there is not a formalized “number of publications” required for tenure, there is the minimal expectation of “publication at the national and regional levels” in peer reviewed outlets and the norm for this department is at least X national and Y regional publications over the course of one’s pre-tenure career and your totals are under this number in the former and just at the number for the latter. Your work also does not appear to have achieved the focused stream or streams that both the department’s personnel committee and I discussed as a need at your third year review to be considered viable for tenure.  Last year I said rectifying this would require a well crafted discussion of this subject and at least three publications in press to be considered as possibly viable for tenure. Neither was evidenced in your portfolio.
Service: Your service has been acceptable. You have been involved in department and college committees as well as some at the university level. Within your profession, you have evidenced work as an annual conference paper reviewer and on occasion been a chair, although not a discussant, of a paper session. Of particular note are your efforts to assist with the annual Human Rights Conference at Indiana State. That work helps to build an environment of civility and support for diversity, commitments that are embedded in our institution’s values. 
Summary: Considering our departmental performance expectations for tenure, combined with our annual discussions on these topics, my assessment of your work indicates sufficient underperformance in both teaching and scholarship to warrant non-recommendation for tenure. Note that I am aware that the departmental committee voted 4-3 in support of tenure and their current and prior assessment comments were considered in my summative review for tenure. 
Your materials will now be advanced to the Dean. You can expect to be contacted by her in about three weeks to set a meeting to discuss her evaluation of your materials for tenure. Note also that your rights as a candidate for tenure are discussed with specificity in the University Handbook. You have the right to withdraw your materials from further consideration at any time and to appeal the ultimate decision if it is tenure denial to the University Promotions and Tenure Oversight Committee. A withdrawal of your candidacy or a final decision of tenure denial would mean the opportunity for future employment for only one additional year at the University.
Sincerely,
Name
Professor and Chair
Department of XYZ
