
[Date]
TO:

[Lecturer’s Full Name], Lecturer


FROM:

[Chair’s Name], Chair

SUBJECT:
Excellence Review

This is to notify you of your excellence review to be conducted this year since you are expected to complete 18 quarters of service.  If you do not wish to be considered for a continuing appointment, please let us know by October 31, 2006.  Please refer to the Memorandum of Understanding (MOU) for Non Senate Faculty (NSF) 7B for information on this process at this university website:

http://atyourservice.ucop.edu/employees/policies/labor_relations/bargaining_updates/nsi/agreement.html
or at the AFT website:  http://www.aft1966.org/staticpages/index.php/unit18-mou-index
Evaluation is based upon demonstrated excellence in teaching in your field and related academic responsibilities.  Instructional performance is based on evidence of such qualities as command of subject matter, ability to organize and present course materials, ability to arouse curiosity in beginning students and to stimulate advanced students to do creative work, and achievements of students in the field.  As part of teaching excellence, outside creative work and/or related professional activities may be reviewed as they relate to teaching qualification.   The department will assemble an ad hoc committee to review your file and attempt to have at least one NSF member included.  
As part of the review process, you also have the right to provide in writing names individuals who, because of bias, might not provide objective evaluations.  Please contact the department Chair by January 7, 2007 with this information.  
We will be compiling the following materials for your review:

UC Biography Form

Teaching Load Data and Student evaluation of teaching.

Teaching Materials (syllabi, teaching lists)
Classroom Visitation reports

Professional Activities

In order to support your file, you may also provide the following:
Self statement of teaching objectives and performance

Names of students and other persons who might not provide objective evaluations

Letter justifying grounds for appointment and describing significant teaching activities  

Current Curriculum vitae
Supporting evidence such as reading lists

Letters from faculty members, students or other evaluating your performance

Please provide names of persons you wish us to solicit evaluations by October 31st and your other updated materials by January 7th so we can have the file ready for your final review by February 7, 2007.  You will then have an opportunity to respond in writing to the contents of the file. If you wish to receive copies of your file materials and/or redacted copies of confidential materials you should inform us in writing by January 7, 2007.

Once the file is finalized, the Department will review the file and make its recommendation by February 28, 2007.  In assessing performance, the department will review documentation assembled for your file as described above. 
Excellence review files are due in the Dean’s office by February 28, 2007.  The Dean considers the file, makes a recommendation and forwards it to the Academic Personnel Office by April 6, 2007.  The Non Senate Faculty Excellence Review Committee will review the file and make recommendations to the Vice Provost who notifies the Dean.  Dean then notifies the NSF of the Excellence review decision by letter scheduled to be done in June.  If you have any questions, please let us know ([Chair’s Name], Chair, x. [phone number], [Staff Person’s Name], Academic Personnel Assistant [phone number].

