
Formal Notification of Issues with Faculty 

Members 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Department: [Recipient's Department] 

Institution: [Institution's Name] 

 

Dear [Recipient's Name], 

I am writing to formally notify you of some concerns that have arisen regarding the performance 

of certain faculty members within the [Department Name]. It has come to our attention that there 

are several issues affecting the academic environment and the overall effectiveness of our 

educational programs. 

Specific concerns include: 

• Inconsistent grading practices. 

• Lack of communication with students. 

• Failure to meet scheduled classes and office hours. 

We believe these issues must be addressed promptly to ensure the highest standards of education 

are maintained. We invite you to a meeting on [insert date] to discuss these matters and explore 

potential solutions. 

Thank you for your attention to this important issue. We look forward to resolving these 

concerns in a collaborative manner. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 



[Your Institution] 


