Excellence Review notification to lecturer

This is an outline for your department to use in creating a letter appropriate for your internal process.  Please edit for your unit and then use that letter and process consistently for all cases for that academic year.

Dear Lecturer
Under the provisions of Article 7b of the Memorandum of Understanding between the American Federation of Teachers and the University of California, this is to notify you that we will be conducting an excellence review for you this semester which includes an evaluation and review of your candidacy for a continuing appointment commencing [date]. According to our records, you will have accrued six years in the Lecturer title in the Department of [dept] on the Berkeley campus by [date]. If for any reason you believe your accrued time at this campus has been calculated incorrectly, please contact me immediately.
The Memorandum of Understanding establishes a procedure for the continuing appointment of candidates who have accrued six years of service.  Such appointments are made only when the following criteria have been met.
1) There is a continuing or anticipated instructional need as determined by the university, or there is a need for teaching so specialized in character that it cannot be done with equal effectiveness by regular faculty members or by strictly temporary appointees.  The instructional needs assessment for your services was completed on [date] and a continuing need has been established; and
2) The instructional performance appropriate to the responsibilities of the faculty/instructor in the unit has been determined by the university to have been excellent, based upon the criteria specified in Article 7b of the Memorandum of Understanding.
A departmental committee comprised of academic appointees with sufficient knowledge of your field of expertise shall be convened to review and make recommendations.  Reasonable efforts will be made to ensure the participation of a qualified non-senate faculty member.  The Departmental recommendation will be forwarded to the Dean’s office, and then to Academic Personnel for campus-level approval.  For a description of the review and appointment process, please refer Articles 7b and 7c in the Memorandum of Understanding, which can be found at http://atyourservice.ucop.edu/employees/policies/systemwide_contracts/nsi/index.html..  
In support of your review, please submit the following material to [program coordinator] by [date].
1) A self-statement summarizing your teaching objectives and performance.
2) Copies of reading lists and syllabi, sample instructional materials and examinations, textbooks and curricular materials in progress authored by you.
3) An updated biography form and annual supplements to the bio-bibliography (where applicable).  Please use university biography form U1501, which can be found at http://apo.chance.berkeley.edu/forms.html.

4) Any other relevant materials. 
5) Any letters of assessment from individuals with expertise in your field and a list of suggested peers whose input may be solicited. Please be advised that I may solicit additional input from persons not identified by you.
Following is a list of the criteria, established by the Memorandum of Understanding, Article 7b, sections D and E, which will be applied in the evaluation and review process:
· Command of the subject matter and continued growth in mastering new topics;
· Ability to organize and present course materials;
· Ability to awaken in students an awareness of the importance of the subject matter;
· Ability to arouse curiosity in beginning students and to stimulate advanced students to do creative work; and
· Achievements of students in their field.
Evidence of your teaching excellence is exemplified by the following:
· Student evaluations;
· Assessment by former students who have achieved notable success;
· Peer assessment; and
· Evidence of development of new and effective techniques or instructional materials.
· Classroom visitation  [Departments must note that if they choose to include classroom visitation as part of the evaluation process, it should be as a departmental practice and applied to all excellence reviews in that academic year.]

Feel free to meet with me to discuss the review process and to ask any questions you may have.  Please contact [program coordinator] to arrange a mutually convenient time for us to meet, but no later than [date]. Should you decline the invitation to meet personally on this matter, you may submit in writing any pertinent information you would like used in the review.
Sincerely,
CHAIR

