
Faculty Course Evaluation Action Plan 

Date: [Insert Date] 

To: [Instructor's Name] 

From: [Department Chair's Name] 

Subject: Action Plan Based on Course Evaluations 

Dear [Instructor's Name], 

Thank you for your efforts in teaching [Course Name] during the [Semester/Year]. We 

appreciate your dedication to providing quality education to our students. Based on the recent 

course evaluations, we have identified several areas for improvement and would like to propose 

an action plan to enhance the learning experience for future students. 

Strengths Noted 

• Engaging lecture style 

• Availability for student questions 

• Clear course objectives 

Areas for Improvement 

• Increase use of multimedia resources 

• Clarify assignment expectations and deadlines 

• Incorporate more group discussions 

Proposed Action Steps 

1. Attend a workshop on integrating technology in the classroom by [Insert Date]. 

2. Revise the course syllabus to include detailed assignment descriptions by [Insert Date]. 

3. Implement a weekly discussion forum to encourage student interaction starting [Insert 

Semester]. 

Please feel free to share any additional resources or support you may need to implement these 

changes. We are here to assist you in enhancing your course delivery. 

Thank you for your attention to this matter. We look forward to seeing the positive outcomes 

from these adjustments. 

Sincerely, 



[Department Chair's Name] 

[Department Name] 

[Institution Name] 


