Dear Department Chair,

I have been assigned by the General Education committee to solicit materials from you relevant to the academic year 200x – 200x General Education recertification of the following courses in the associated General Education Categories: 

· Course1

Associated Gen Ed Category

· Course2

Associated Gen Ed Category

The Gen Ed Committee requests the following materials from ALL instructors who taught the above courses during the 200x – 200x academic year.  Instructors who taught multiple sections of a course in the fall and spring need submit only one set of materials. However, all instructors who taught a section of the course in the summer must submit a set of materials (even if they are submitting a set of materials in support of a fall or spring section).  If the class was not offered during the 200x – 200x academic year, please provide the material from the most recent course offering.

1. A syllabus* that meets General Education Syllabus requirements.  See (http://www.utc.edu/Administration/GeneralEducation/GESyllabus.html)

2. Copies of major exams and major quizzes*

3. Instructions for major assignments* (especially those that articulate the writing assignments required of students)

4. Other significant handouts (such as grading rubrics) that emphasize the specific general education category guidelines

*required 

 

The committee also requests a letter from you certifying you have received and are submitting the required material for all associated sections of the General Education courses being recertified in your department or program (include the attached checklist for each course and section submitted).  You should also ensure that these materials meet the guidelines for a General Education course in their associated General Education category.  (Please review the requirements for all Gen Ed categories--see http://www.utc.edu/Administration/GeneralEducation/GERequirements.html).  

 

You should send the course materials, check lists, and letter to me, Gen Ed Committee Liaison name (Dept XXXX e-mail address) by December 10th.   My job is to evaluate the materials and to report my findings to the Gen Ed Committee.

 

I realize the materials requested are considerable and may take some time to assemble from all involved faculty. However, the material is necessary to fairly and effectively evaluate each course and ensure they continue to meet their initial general education intentions.

 

Thank you for your help in this matter.  If you have any questions about the materials needed or the process please contact me by e-mail or at phone extension.

 

Committee Member Name

Gen Ed Committee Liaison

