[image: image1.jpg]UNIVERSITY OF

TORONTO

SCARBOROUGH

@EL,J

@





Sample Letter to Teaching Evaluation Committee (Teaching Stream)
Thank you for agreeing to serve as a member of the Teaching Evaluation Committee for Professor [   ].  The other member of the Committee is Professor [   ].  Your detailed assessment of Professor [   ]’s teaching will form part of the dossier upon which a decision will be made whether or not to recommend their promotion to Professor.

To assist you, I enclose copies of the Policy and Procedures Governing Promotions in the Teaching Stream and the UTSC Guidelines for the Assessment of Effectiveness of Teaching, in particular I draw your attention to Sections IX.A and IX.C in the Guidelines.
[If the Teaching Evaluation Committee also will be responsible for completing the Teaching Observation report, please include the following:] 

I request that you also write a Teaching Observation report. One Teaching Observation report is required for the promotions dossier, based on at least one classroom visit. The Teaching Observation report is an assessment of classroom teaching, and must be a separate document from the Teaching Evaluation committee report (where the latter considers all materials to which the committee has access). I refer you to section VIII.B.4 in the Guidelines. 

It is best practice for the Teaching Observation to be conducted by at least two observers and is based on more than one classroom visit. Please coordinate with Professor [other committee member] and Professor [ candidate ] to arrange these classroom visits. Please note that, as per the guidelines: “Classroom visits must be arranged in consultation with the candidate in order to find an appropriate date for the visit and so candidates can provide contextual material for the visitors, if desired.”
It is obvious how important this process is.  A detailed, carefully considered and well-prepared Teaching Evaluation Committee report is indispensable to a candidate's case for promotion.  Thank you again for agreeing to perform this essential service. 

I would appreciate receiving your Teaching Evaluation report in the form of a single document signed by all committee members, no later than [date].  Please also submit your Teaching Observation report as a separate, single document signed by both observers, by the same date.
Do not hesitate to contact me if you have any questions.

Sincerely, 

___________________
Professor and Chair

Department of [   ]
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