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Date

Dear [insert student name]

The teaching and student mentoring of Professor [insert name] are being evaluated as part of the consideration of their promotion at OSU. 

I am asking a selected group of students who are or were recently in Dr. [insert name] classes to evaluate their teaching performance. I am also asking students who have been mentored in research by Dr. [insert name] to comment on that experience. You may fit in both groups. 

Your frank appraisal of Dr. [insert name] teaching and mentoring would be greatly appreciated. Dr. [insert name] has waived their right of access to letters of evaluation solicited during this review process, and your letter will therefore be held in confidence unless mandated otherwise in legal proceedings. Your letter, along with those from other students, will be read by the members of the student evaluation committee. That committee will summarize and report the general opinions in a letter that avoids all connection between opinions and individuals' identities. Therefore, your letter will be seen by the student committee members and by the departmental administrator (we will archive letters in the Department office), but not by other faculty and not by Dr. [insert name]. 

The student committee will consist of the following people: [insert name] chair plus [insert names]. 


In your letter, it is best to illustrate your statements with actual examples, referencing the course name or number or mentoring circumstance. A few short paragraphs would suffice. Please address your letter to the student committee, and send a hard copy to [insert departmental admin who will receive and organize letters], with your signature. Because of legal rules we cannot include unsigned letters.

I’d be most appreciative if you could send a signed letter by [insert date].  

Thank you.

[insert chair of departmental P&T committee chair or department head name]

