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[bookmark: _Toc128555846][bookmark: _Hlk152597287]Retention and Periodic Review 
[bookmark: _Toc128555847]PRC Letter Template 

MEMORANDUM			Received 
[bookmark: _Hlk178588334]Faculty Candidate’s Signature:_____________________   
DATE:		[insert date] 							 
      Date:_____________________ 
TO:		WPAF of		
[insert the candidate’s full name as it appears in the file]

FROM: 	Peer Review Committee
		Chair: [insert the first committee member’s full name]  ________
		Member: [insert the second committee member’s full name]_________
		Member: [insert the third committee member’s full name]_________ 

SUBJECT:	Request for [insert the year and type of review1st, 3rd or 5th periodic review or 2nd or 4th retention review] 

Pursuant to the California State University Collective Bargaining Agreement (CBA) section on faculty evaluation, the [insert the name of the unit, i.e., department or school] Peer Review Committee (PRC) has completed a review of materials submitted by [insert the candidate’s full name] in response to a request for [insert the request of the type of review, i.e., 1st, 3rd or 5th periodic review or 2nd or 4th retention review]. This review was conducted using the standards and criteria set forth in the California State University San Marcos (CSUSM) Faculty Personnel Procedures for Retention, Tenure, and Promotion (RTP) Policy dated [insert the approval date of the policy], and the Retention, Tenure, and Promotion Policy documents of the [insert the name of the unit] approved on [insert the date of the approved RTP document for the unit] and the [insert the name of the college] approved on [insert the date of the approved RTP document for the college]. 

[Insert candidate’s last name] is in the [insert the total number of years the candidate serving as a CSUSM tenure track faculty] year as an [insert Assistant Professor or Librarian] of [insert the area of expertise or hire within the unit] in the [insert the name of the college] at CSUSM, having been appointed [insert the semester and year of the appointment as an Assistant Professor] at the rank of [insert Assistant Professor or Librarian]. The candidate was granted [insert “no” or the number of years the candidate was granted for service] service credit towards tenure and promotion. The candidate was granted [insert “no” or the number of years the candidate was granted for leave of absence.] leave of absence. 


Considering the PRC’s reading of the WPAF, the PRC submits the following assessment of [insert candidate’s full name]’s request for [insert the request of the type of review]
	
	Meets the expectations for making progress towards tenure and promotion for [insert the year and type of review]   
	Does not meet the expectations for making progress towards tenure and promotion for [insert the year and type of review]

	Teaching (or Professional Experience for Library Faculty, if applicable) 
	
	

	Research and Creative Activity
	
	

	Service 
	
	


[Check the appropriate box for each row in the table above.]  

1. TEACHING [replace TEACHING with PROFESSIONAL PERFORMANCE for library faculty, if applicable]  

According to [insert the unit’s name]’s RTP document, candidates who meet the [insert the review year and type the candidate is under review] shall [insert the summary or direct quote from the teaching section of the Department/School RTP document that speaks to the evaluation criteria for the review year and type]. Below, we summarize the effectiveness of the candidate’s teaching (or Professional Performance for Library Faculty) during this evaluation period. 

a. Evidence of Merit (Recommended length: No more than 500 words) 
[Please keep in mind the following when writing this section: Consider the items included in the reflective statement for teaching/professional performance and evidence presented in the WPAF file by the candidate only. Candidate must demonstrate a sustained record of progress towards tenure and promotion in teaching. Assess the candidate on the quality and the totality of evidence they provide for teaching. When judged as a group, no one indicator may be used to determine the overall rating of teaching effectiveness. Focus on accomplishments, successes, and efforts of the candidate in making progress towards tenure and promotion. Please note that research suggests student ratings on student opinion/feedback surveys (course evaluations) do not reflect the use of evidence-based instructional approaches and can negatively correlate with the use of these high impact instructional strategies. Student ratings are often biased against faculty from minoritized groups and fail to capture the full array of behind the scenes work that goes into teaching. Please note that teaching may be defined differently in each unit and mean something different. For example, library faculty uses “professional performance” for teaching and other units may use non-typical teaching arrangements such as supervising clinical practice, etc.]

b. Suggestions for Improvement (Recommended length: No more than 500 words)  
[Please keep in mind the following when writing this section: Feedback should be specific, focused on improvement rather than deficiencies, and provided in a non-judgmental and collaborative manner. Suggest specific strategies and actions that are realistic and allow the candidate to concentrate their efforts toward growth.]  

Based on the evidence presented in [insert candidate’s name]’s file, this PRC assesses Dr. [insert candidate’s last name]’s record of Teaching/Professional performance as [insert not meeting or meeting] the [insert the name of the unit] expectations for [insert the request of the type and year of the review]. 

[bookmark: _Hlk128663274][bookmark: _Hlk128663360]If the PRC’s assessment of the candidate is “not meeting” expectations on Teaching/Professional Performance for periodic or retention review, then the following section is required: 

Reason(s): 
[List the reason(s) for evaluating the candidate’s performance as “not meeting” the unit’s RTP standards for periodic or retention review with a reference to the specific standard(s) for teaching that the candidate did not meet. Provide what evidence the candidate presented (or not) and how the evidence presented (or not) fall short in meeting the standards for tenure and promotion.]

2. RESEARCH AND CREATIVE ACTIVITY
According to [insert the unit]’s RTP document, candidates who meet the [insert the review year and type the candidate is under review] shall [insert the summary or direct quote from the research and creativity section of the unit’s RTP document that speaks to the evaluation criteria for the review year and type]. Below, we summarize the candidate’s research and creative activities during this evaluation period. 

a. Evidence of Merit (Recommended length: No more than 500 words) 
[Please keep in mind the following when writing this section: Consider the items included in the reflective statement for research and creative activity and evidence presented in the WPAF file by the candidate only. Candidate must demonstrate a sustained record of progress towards tenure and promotion in research and creative activities. Assess the candidate’s research and creative activities based on the Category A and Category B requirements in the unit’s RTP document, if applicable. When judged as a group, no one piece of evidence should determine the overall productivity of the candidate’s research and creative activities. Focus on accomplishments, successes, and efforts of the candidate in making progress towards tenure and promotion. Evaluate the impact of the candidate’s research and creative activities and translate it for an educated layperson who does not have disciplinary knowledge.]  

b. Suggestions for Improvement (Recommended length: No more than 500 words)  
[Please keep in mind the following when writing this section: Feedback should be specific, focused on improvement rather than deficiencies, and provided in a non-judgmental and collaborative manner. Suggest specific strategies and actions that are (a) realistic and accepted within the candidate’s field of study, and (b) allow the candidate to concentrate their efforts toward growth.]  

Based on the evidence presented in [insert candidate’s last name]’s file, this PRC assesses [insert candidate’s last name]’s record of Research and Creative Activity as [insert not meeting or meeting] the [insert the name of the unit] expectations for [insert the request of the year and type of review]. 

If the PRC’s assessment of the candidate is “not meeting” expectations on Research and Creative Activities for periodic or retention review, then the following section is required: 

Reason(s): 
List the reason(s) for evaluating the candidate’s performance as “not meeting” the department/school RTP standards for periodic or retention review with a reference to the specific standard(s) for teaching that the candidate did not meet. Provide what evidence the candidate presented (or not) and how the evidence presented (or not) falls short in meeting the standards for tenure and promotion.)

3. SERVICE
According to [insert the unit’s name]’s RTP document, candidates who meet the [insert the review year and type the candidate is under review] shall [insert the summary or direct quote from the service section of the unit’s RTP document that speaks to the evaluation criteria for the review year and type]. Below, we summarize the effectiveness of the candidate’s service activities during this evaluation period. 

a. Evidence of Merit (Recommended length: No more than 500 words)  
[Please keep in mind the following when writing this section: Consider the items included in the reflective statement for service presented in the WPAF file by the candidate only. Candidate must demonstrate a sustained record of progress towards tenure and promotion in service. Assess the candidate’s service based on their success in increasingly taking service roles and responsibilities at the department/school, college, and university level within CSUSM and within the community at large and their field of study. When judged as a group, no one piece of evidence should determine the overall productivity of the candidate’s service. Focus on accomplishments, successes, and efforts of the candidate in making progress towards tenure and promotion.]  

b. Suggestions for Improvement (Recommended length: No more than 500 words)  
[Please keep in mind the following when writing this section: Feedback should be specific, focused on improvement rather than deficiencies, and provided in a non-judgmental and collaborative manner. Suggest specific strategies and actions that are (a) practically be implemented by the candidates, (b) aligned with the candidate’s professional goals as well as teaching and research and creative activities as presented in their file, and (c) allow the candidate to concentrate their efforts toward growth.]  

Based on the evidence presented in [insert candidate’s last name]’s file, this PRC assesses [insert candidate’s last name]’s record of service as [insert meeting or not meeting] the [insert the name of the unit] expectations for [insert the request of the year and type of review].

If the PRC’s assessment of the candidate is “not meeting” expectations on Service for periodic or retention review, then the following section is required: 

Reason(s): 
List the reason(s) for evaluating the candidate’s performance as “not meeting” the unit’s RTP standards for periodic or retention review with a reference to the specific standard(s) for teaching that the candidate did not meet. Provide what evidence the candidate presented (or not) and how the evidence presented (or not) falls short in meeting the standards for tenure and promotion.)

Summary 
Based upon examination of the evidence presented in  [insert candidate’s full name]’s WPAF, this PRC [insert unanimously agree or agree by majority] that [insert candidate’s full name] [insert does not meet or meets] the [insert the name of the unit] expectations in all three areas of performance for [insert the request of the year and type of review]. 
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