“Today’s Date”
Dear “Faculty Person”,

As part of our continuing effort to ensure that we are delivering a quality education to our students, we regularly observe faculty members, part-time and full-time, “in action” in the classroom. 

I’m writing this letter to notify you that I will be visiting your “name of class” class that meets on “meeting days” from “meeting time” Please contact me at “my phone number” or stop by my office in “my office number” to select a date that is mutually agreeable for the in-class observation.  You may also email me at friendlyfacultycolleague@ben.edu.   This class visit should take place sometime in the next two weeks.

Attached you will find the evaluation form that the math department uses when doing class visits.  You may want to peruse this form sometime before the class period in which the observation will take place in order to familiarize yourself with the evaluative criteria.

A brief note on the rating system used for the ‘Classroom Observation Report’ is in order at this point.  The “math” faculty take the first sentence of the instructions very seriously; it reads, “Please consider each item carefully and assign the highest scores only for unusually effective performance.”

Generally speaking, a ‘3’ means your performance met expectations (= we are completely satisfied), a ‘4’ means your performance was above expectations (= we are delighted), and a ‘5’ means your performance was unusually effective (= we are impressed).  So, a rating of ‘3’ on this report is not a ‘bad’ score, especially for criteria like #1 “Defines objectives for the class presentation.”  Either you defined the objectives or you did not, and if you did, then we are completely satisfied with your performance and hence would assign a rating of ‘3’.  

One last comment regarding ratings; the numerical value on line 14, “Overall Rating”, is not necessarily the arithmetic mean of all the ratings (because some observers may weight certain evaluative criteria heavier than others), but should be consistent with those ratings.  

I look forward to hearing from you soon.
Cordially,

“Name of Person Observing”
“Department of Person Observing”
