

SAMPLE LETTER TO ASSISTANT PROFESSOR, TEACHING STREAM TO INITIATE CONTINUING STATUS REVIEW
Dear Professor [ ]:

I am writing to you to indicate that, in accordance with Section VII of the Policy and Procedures on Academic Appointments, you will undergo a review for continuing status and promotion to Associate Professor, Teaching Stream in the fall term.  I enclose a copy of the procedures referred to above.  I would draw your attention in particular to part 30 (vi) of the document that sets out the criteria to be used to assess performance for the purpose of review for promotion as follows:

Performance will be assessed on teaching effectiveness and pedagogical/professional development related to teaching duties in accordance with approved divisional guidelines on the assessment of teaching.  Administrative service will be considered, where such service is related to teaching or to curricular and professional development.  
A positive recommendation requires the judgement of excellence in teaching and evidence of continued future pedagogical/professional development.  Also enclosed is a copy of the UTSC Guidelines on Continuing Status Review for Faculty in the Teaching Stream which set out in detail the criteria to be used for evaluation.  
I also enclose a list of the faculty members whom I intend to ask to serve on the continuing status review committee [chaired by Chair; decanal representative and at least one Associate Professor, Teaching Stream mandatory].  If you have any reason to believe that any member of the committee, including myself, is not in a position to make an objective evaluation of your work based solely on the evidence presented at the time of the committee meeting, please indicate this to me or to the Dean, in writing, stating your reasons, by [date].
I intend to begin the process of assembling the documentation to be placed before the committee immediately with a view to completing this phase by [date].
It is my responsibility to ensure that the fullest possible documentation is made available to the committee.  I would appreciate receiving from you at your earliest opportunity [the dossier is prepared in accordance with divisional Guidelines; the following are examples of the documentation that might be requested]:
1. updated CV 
2. teaching dossier

· list of teaching assignments for the your entire career

· statement of teaching interests and philosophy of teaching

· course outlines and material or texts developed

3. list of teaching awards for which you have been nominated and/or have received

4. evidence of pedagogical/professional development related to teaching effectiveness in the classroom.

5. evidence of pedagogical/professional development related to teaching effectiveness beyond the classroom, including professional work 
I would also ask you to give me a list of the names of up to four external referees whom you would nominate to assess your teaching and pedagogical/professional activities.  At least one of the referees you nominate will be included among the referees chosen.
At the time your completed dossier is ready for submission to the committee, I will provide you with a brief summary of the appraisals that have been received.  If you wish to do so, you may appear before the committee.  You may make a written and/or oral statement.

I would appreciate your written acknowledgement of this letter.  If you have any questions please do not hesitate to call.

Yours sincerely,
 ____________

Attachments

cc:
Dean
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