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SAMPLE OPTIONAL LETTER TO PART-TIME FACULTY

Note:  This is a sample letter that schools and colleges, or departments within same, might consider sending to part-time faculty by email or hard copy, by itself or as part of a larger communication.  (And it could be sent simply as an email message.)  But it is by no means mandatory, and you are free to modify the language to suit your particular needs.

Dear Part-Time Faculty Member:

As part of our commitment to excellence in teaching, we expect to be evaluating the performance of some or all of our part-time faculty members this fall.  By September XX  [pick a date at least 10 business days into the future], please submit an updated C.V. and any other materials (for example, syllabi, course materials, and relevant publications) that you wish to have included in any such evaluation.  Submit this material by [explain how and to whom you want it submitted].

We would appreciate your including in your submission, if possible, a list of each WSU class you have taught, and each semester in which you have taught it, during the past seven years.  

Thank you for your attention to this.  We look forward to working together with all of our terrific part-time faculty to make Wayne State the very best that it can be.

