
TEMPLATE LETTER OF OFFER FOR FACULTY APPOINTMENTS WITHOUT SALARY OR BENEFITS

Name

Address
Dear Name:

I am pleased to extend the following offer to you:

Rank:  Academic Title of position (part-time) at [XX 50% or greater %] appointment.
Department/School/Faculty:  of XX at the Vancouver/Okanagan Campus.  

Term appointment Start Date: Insert Date

Term appointment End Date: Insert Date

Annual Salary: No salary or benefits  

Appointment
This appointment is subject to the approval of the Board of Governors and [if applicable] Citizenship and Immigration Canada.  The terms and conditions are as follows:

Reappointment is at the discretion of the University.  
While holding the rank of [rank], we are able to provide the following support: [set out which services will be extended to this individual within your Department School/ Faculty, such as office space, administrative support, etc.]. For the duration of your appointment, you will also have access to library loans and services and faculty and staff on- and off-campus discounts. 
Responsibilities
We expect that you will [set out what expectations are in place such as participating in lecture series, etc.].  You are expected to observe, at all times, the highest professional standards. In support of this, you are expected to become familiar with the UBC Respectful Environment Statement for Students, Faculty and Staff.

Orientation
As a new faculty member, we encourage you to explore our Virtual Welcome and Resource Centre
.  Under the “New Hires” menu, use our Quick Start Orientation tool, an online self-service vehicle that will customize information that you request to help you settle into your new position, find people and places, and familiarize yourself with all that UBC has to offer its employees.  

Campus Wide Login:
You will be given an ID number and with that, you will need to sign-up for a Campus Wide Log-in (CWL) ID
 to access the Faculty and Staff Self-Service web portal
.  We encourage you to visit the portal during your first month with UBC to update important contact and emergency information and to view your personal and payroll information.  During your time with UBC, you can also access other features within the portal such as the Professional Development Reimbursement Fund, and your pension information.  
Access our Personal Data From online at http://www2.finance.ubc.ca/payroll/forms/PersonalData.pdf. We would ask that you please complete this form prior to taking up your new position and submit this form to Payroll in Financial Services. 

Work Permit
[If a foreign academic insert: As a foreign academic, it is your responsibility to obtain a temporary work permit prior to your start date of appointment at UBC.  If your temporary work permit is not valid prior to your start date, then your start date will be changed to reflect the issuance date of your temporary work permit.] 

Full Agreement

This letter constitutes the full terms of our offer of appointment and supersedes all other commitments either written or verbal that may have been made to you by UBC.  Should you accept this offer, your appointment will be governed by UBC procedures and UBC policies
, noting in particular Policy #42 on Faculty Term Appointments Without Review, Policy #85 on Scholarly Integrity, Policy #87 on Research, and Policy #97 on Conflict of Interest and Conflict of Commitment.  The procedures and policies may be amended from time to time and such amendments are binding upon you.  

If you are in agreement with the terms of appointment as set out in this letter, please sign the enclosed copy of the letter and return it no later than [date] to (insert name, title). Please keep a copy of this signed letter for your own records. This signed letter is required to facilitate your appointment and salary.
My colleagues and I are delighted at the prospect of you joining the Department.  We believe that you are an exceptional academic who will bring much to our Department.  We, in turn, are confident we have a great deal to offer you in terms of collegiality and intellectual community. 

Sincerely,

XXX

(Name)

Head of Academic Unit
I have read and understand the terms of appointment set out in this letter and I accept the above offer of employment with the University of British Columbia.

____________________________________
_____________________________

[Name]






Date of Acceptance


The following Offer Letter was last updated January 31, 2012 by Faculty Relations.  For assistance, contact fr@exchange.ubc.ca
� �HYPERLINK "http://hr.ubc.ca/respectful-environment/files/2010/09/UBC_Respectful_Environment_Statement.pdf"��hr.ubc.ca/respectful-environment/files/2010/09/UBC_Respectful_Environment_Statement.pdf�


� �HYPERLINK "http://ubc.ca/welcome"��ubc.ca/welcome�


� To sign-up for your CWL at  �HYPERLINK "http://www.it.ubc.ca/cwl/homelink.shtml"��it.ubc.ca/cwl/homelink.shtml�.


� To access the self-service portal with your CWL, visit � HYPERLINK "http://www.my.ubc.ca" ��my.ubc.ca�. 


� �HYPERLINK "http://universitycounsel.ubc.ca/policies/"��universitycounsel.ubc.ca/policies/�
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