Sample notice of evaluation appointment for the evaluator
To:

<Name of Evaluator>

From:

<LEA Contact Person>

Subject:
HOUSSE Evaluation Appointment
Date:

<Date>

Thank you for agreeing to evaluate HOUSSE requirements for our teachers.  I have scheduled you to review documents as indicated below.  This envelope contains the documents you will need to conduct this review.  Please bring them with you to the appointment.  You should expect for this review to last approximately one hour.  If you determine that an observation is needed, please find a convenient time for you and the candidate and then notify me of the time you have agreed upon.  When the HOUSSE evaluation is complete, please immediately return the documents to me.
If you have questions, or if you cannot attend at the appointed time, please call me to reschedule the evaluation.

We appreciate your willingness to participate in the HOUSSE evaluation process so that our teachers may earn the designation of “highly qualified”.

Date:






Time:






Location:  





Teacher:  





Area:






