
TEMPLATE  LETTER OF OFFER FOR HEADS AND DIRECTORS FOR EXISTING FACULTY MEMBERS
Name

Address
Dear Name:

I am pleased to extend the following offer to you:

Rank:  Head/Director
Department/School/Faculty:  of XX at the Vancouver/Okanagan Campus.  

Term appointment Start Date: Insert Date

Term appointment End Date: Insert Date

Administrative Stipend: $ XX (in addition to the base professorial salary provided by your academic unit(s)).
Appointment

The [#] year term is in accordance with the recommendation I received from the Search Committee for a new [Head/Director].  This appointment is subject to the approval of the Board of Governors.  This letter outlines the terms of the appointment.

As [Head/Director], you will continue to be a member of the Faculty Association, and you will continue to be eligible for any academic salary increases on your professorial salary as negotiated between the University and the Faculty Association.
      
This appointment is subject to Policy 22
, which governs the authority, terms and procedures of appointment of the Head of an Academic Unit.   Please familiarize yourself with Policy 22.

Responsibilities
As [Head/Director], and in consultation with the Dean/Principal, you will provide the administrative, intellectual, social, and academic leadership of the [Department/School], as well as continue to advance its programs and activities. You are expected to work with the [Dean/Principal] and report to [him/her] on all matters.  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.

Resources are available to assist you in your new role through the Dean’s office and offices such as Faculty Relations, Human Resources and Research Services.  In addition, we encourage you to put your name forward to the Dean’s office for the Academic Leadership Development Program (ALDP), which is an initiative sponsored by the Provost to provide workshops, studios, coaching and other resources to help newly appointed heads, directors and associate deans learn and excel in their new roles.  
[If applicable: As a new employee of the University of British Columbia, you are required to present to your department original documentation to confirm (1) your identity and (2) your eligibility to be employed in Canada (i.e. a valid social insurance number and, if applicable, supporting documentation from Citizenship and Immigration Canada (CIC)).  It is your responsibility to ensure that you are legally entitled, pursuant to CIC’s requirements, to work at UBC. If you are not a citizen or permanent resident of Canada, please visit the Faculty Relations’ website
.]
Compensation and Leave

Stipend and Salary:

The administrative stipend will be increased in subsequent years of your term by any general wage increases. This stipend is taxable income and will attract UBC pension and benefits. 

When your term as [Head/Director] ends, the administrative stipend will cease and you will return to full-time professorial responsibilities (with your professorial salary). 

Administrative Leave:
Additionally, consistent with University practice, you are eligible for a [XX] month administrative leave at full salary when you have completed the full term of the administrative appointment. Years of service for determining eligibility for administrative leave are exclusive of years of service for determining eligibility for study leave.  Time spent on administrative leave will not be included in years of service for the purpose of calculating study leave. Any academic years of service you have accrued prior to the administrative appointment and administrative leave will be used towards the calculation of eligibility for a future study leave from your academic unit(s).

Full Agreement

This letter constitutes the full terms of the employment offer concerning this administrative 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
.  Please note in particular 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.  

This agreement may be terminated at any time upon 30 days’ written notice to you (or payment of 30 days of your administrative stipend in lieu of notice). 

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.

I look forward to working with you, in your new role as [Head/Director] of [Department/Program].
Yours sincerely,

______________________________
[Name]

[Dean/Principal]
I have read and I understand the terms of appointment set out in this letter.  I confirm my acceptance of appointment as [Head/Director] of the [Department/School], under the above terms.

[Name]
[Date]



The following Offer Letter was last updated February 7, 2012 by Faculty Relations.  For assistance, contact fr@exchange.ubc.ca
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