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Simple Guidelines for Drafting a Response Letter

1. The response letter is a tool to “explain” the incorrectness of an evaluation or
comments made on an evaluator assessment form. It should be a short document
that explains one’s actions rather then suggest that the “world” has it in for the
writer of the response letter.

2. Aresponse letter should address each item on the assessment form in the
order presented.

3. Typically, a “bullet” format is more appropriate for a response letter than a
paragraph format. A bullet format assists you in staying on topic and being
very specific and focused in your written response to each item in question on
the assessment form.

4. Do not put student’s names, specific identifying characteristics of students, or
information on the parents of students that could be used in identifying students in
your response letter. Only use full names of fellow teachers when necessary.

5. Whether or not you believe the actions taken against you are of a personal
nature, you cannot address that within the body of the response letter. To do so
would diminish the value of your claim as to the incorrectness of the evaluation
overall.

6. Enlist at least 2 trusted individuals to proof read your letter (we will gladly do
so for members here at PET as well). The document needs to look very “professional”
since you are asking that it be placed in your personnel folder.



Sample format for a Response Letter: Cover Sheet

Dr. Jim Jones March 5, 2010
Principal, Smith HS
Gilesville, TN 38415

Sir,

Please find attached a response letter to your/my Comprehensive
Assessment — Summative Report dated March 1, 2010. Please place
this letter in my personnel file alongside the assessment form.

Thank you.

Sincerely,
Ms. Judith Bolivar

Math Teacher, Smith HS
Gilesville, TN 38415



Sample format for a Response Letter: Letter

Response Letter for Comprehensive Assessment of Judith Bolivar, dated 3/1/2010
To be placed in Ms. Bolivar’'s personal folder. Drafted 3/5/2010
This is a explanation of the “Unsatisfactory” rated items listed in the assessment.

1. DOMAIN I: Planning Indicators, Item C. Adapts instructional opportunities for
diverse learners.

RESPONSE: Many times during the past 7 months, | have demonstrated a very
broad-ranging and creative ability to reach out to the students that
were assigned to me. | especially went above and beyond the call
of duty in reaching out to the special needs students who were placed
in my class. At the beginning of the year, several of these students
would not even step into my room because of their fears. After much
time and patience on my part and several creative and innovative
teaching techniques | have developed, | was able to get even the
most difficult of these students to not only come into the classroom,
but to work alongside the other students who were already in the
class without almost any disruption or distraction.
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Sample format for a Response Letter: Letter cont.

Response Letter for Comprehensive Assessment of Judith Bolivar, dated 3/1/2010

4. DOMAIN VI. Communication Indicator, Item A. Communicates clearly and
correctly with students, parents, and appropriate stakeholders.

RESPONSE: Being a third year teacher in this school, | believe | have shown my
ability to not only communicate clearly with the students under my
care, and their parents as well, but to also let them know how sincere
the desire is within my heart for them to succeed. During these past
7 months, | have developed a web site for the children, their parents,
and the stakeholders to visit where they can see how these students
are excelling and learning and growing. Sincerely, | know my
communication skills are amongst the best and do not agree with the
assessment that they are unsatisfactory.

In closing, | hope that this letter has addressed those areas where | was assessed
to be “Unsatisfactory” to the point where a new evaluation may be warranted. If
not, then please place this letter in my personnel folder alongside the assessment.

Sincerely,
Judith Bolivar



