MEMORANDUM


TO:
[faculty member whose input is sought]

FROM:
Reviewer


DATE:



RE:
[Reviewee’s] review

As you may know, I am the reviewer for [reviewee’s ] [type(s) of review].  

[Reviewee] has asked that I contact you for information about [his/her] work at Westmont.  Please comment on any aspect of [reviewee’s] performance at the college (and in related off-campus activities) for which you have personal knowledge.  You may find it helpful to review the Faculty Handbook descriptions of the criteria for promotion and tenure (sections, 2.2.1, 2.2.2.2, and 2.2.3).

Please note that specific information is more helpful than general conclusions.  
You may submit comments by email, campus mail, or through the form available online at:

http://forms.westmont.edu/forms/provost/fac_eval/

If you submit a hard copy of your statement, please sign and date it.  
Your comments will be kept confidential by the Personnel Committee.
Thank you,
