SAMPLE LETTER OF OFFER
FOR FULL-TIME WITHOUT REVIEW APPOINTEES
(i.e.  Assistant Professors, Associate Professors, Professors, Instructors)
Name

Address
Dear Name:

I am pleased to extend the following offer to you:

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

Term appointment Start Date: Insert Date

Term appointment End Date: Insert Date

Starting Salary: $ XX per year

Appointment

This appointment is subject to the approval of the Board of Governors and [if applicable] Immigration, Refugees and Citizenship Canada.  The terms and conditions are as follows:
[If Grant-funded] Because your appointment is grant-funded, your employment is dependent on the availability of funds.  Should the funder(s) cease to provide funding for any reason, your appointment may be terminated with one month’s notice or pay in lieu of notice. 
Responsibilities
All duties and responsibilities shall be carried out under the direction of your [supervisor/Head/Dean] and are subject to evaluation by your [supervisor/Head/Dean].  
Your duties will include: 

 [Insert description of each bullet item; set out as applicable to rank, for example, for Assistant Professors:
· Teaching: Teaching responsibilities for the Department may change over time, and will be assigned by your Head/Director as determined by the needs of the Department.  Teaching includes but is not limited to a range of activities including scheduled courses and undergraduate and graduate supervision.  As we discussed, next year you will teach (insert course assignment).  For the next two years of your appointment you will teach [insert appropriate and or agreed upon number of courses].  Thereafter, your teaching load will be based on the needs of the department and the normal teaching load for Assistant Professors.

· [if the Head is offering a teaching reduction, include this sentence: This teaching reduction is for the first two years of your appointment and is intended to assist you in establishing your research program at UBC and you are expected to apply for a [insert applicable grant] within the first two years of your appointment.  

· Research: Your research responsibilities include the development of an independent line of scholarly activity and publications in important journals of your field, disseminated and adopted by others, or influence the nature of practice in your field. Responsibility for research varies according to rank and should be consistent with departmental norms and needs.
· Service: Participation in service activities at all levels within the University and in scholarly/professional communities is important and we encourage you to be fully engaged in service.  As an Assistant Professor, your involvement with such activities may be of a lesser degree with the understanding of greater involvement over time.  Increased levels of academic service are expected of more senior faculty, with Professors showing the greatest involvement.
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.
 The statement reflects our core values of mutual respect and equity, and promotes a safe, caring, and respectful campus community. UBC holds all staff, faculty and students accountable for carrying out their duties and responsibilities in accordance with this Statement.
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 Immigration, Refugees and Citizenship Canada (IRCC).  It is your responsibility to ensure that you are legally entitled, pursuant to IRCC’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 Benefits
Salary Increases:
[If appointment is active on June 30th and July 1st: Your salary will be increased, as are the salaries for all full-time faculty members, in accordance with the Collective Agreement between UBC and the UBC Faculty Association.  You will be eligible for annual salary increases such as career progress, merit and performance salary adjustments.] 
No Prior Service in Rank (if applicable)
It is the practice of the University that years served in an equivalent rank at another academic institution be counted in determining where a new faculty member should begin on the University's Career Progress Increment Scale.  Since you have not accumulated any years of service in the rank of (insert appropriate rank), you will be placed at year 0 on the CPI scale and will receive 2 units of CPI for year 1, effective July 1, 201X, provided that your performance is satisfactory.

Prior Service in Rank: (if applicable)
It is the practice of the University that years served in an equivalent rank at another academic institution be counted in determining where a new faculty member should begin on the University's Career Progress Increment Scale.  From your Curriculum Vitae, we have determined that you have [insert if applicable]: accumulated (insert #) years in the rank of (insert academic rank) at (insert previous university).  Therefore, you will start at "Year (#)" on the University’s Career Progress Increment Scale for a (an) (insert academic rank).  This means that you will receive __ units of CPI for Year (#), effective July 1, 201X, provided that your performance is satisfactory.  Please note that your prior service does not affect your tenure clock or count towards study leaves.
Vacation Entitlement: 
Typically, vacation is one month of paid leave each year.  Vacation entitlements are to be arranged with your Head. Vacation should normally be taken in the year it is earned.   Individuals must take any holidays to which they are entitled within the contract period or prior to any other agreed termination date.  For more information, please see the Benefits webpage on vacation entitlement
.
Professional Development Fund:

The Professional Development Reimbursement (PDR) fund is a University program intended to provide financial assistance for professional development expenses.  These expenses must relate to activities that enhance the performance, ability, or effectiveness of a Member’s work at the University.  For more information about PDR funds, please see the PDR webpage
.  Note that the University will maintain ownership of all equipment you acquire through grant funding or PDR funds, however, you will be able to use such equipment throughout your employment with the University. 
Benefits

As a new UBC faculty member, you are entitled to the following range of benefits.  

Health and Welfare Benefits:

For information on the range of benefits available, please see the Benefits website
.  

Pension Benefits:
You will be enrolled in the UBC Faculty Pension Plan.  For more information about the Pension Plan, please see the Faculty Pension Plan website
.   
Enrollment:
Enroll for your benefits, payroll, and pension package online at hr.ubc.ca/wellbeing-benefits/benefits/getting-started/enrolling-in-benefits/.You will need your enrollment code [FEP002 if pre-Normal Retirement Date or FEP010 if post- Normal Retirement Date -omit whichever is n/a] which will automatically select the forms and enrollment checklist required for you to complete your paperwork in a secure, confidential, online environment.  

Upon completion, please print, sign and submit these forms to Payroll in Payment & Procurement Services.  

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 need a Campus Wide Log-in (CWL) ID to access various system services, including the Faculty and Staff Self-Service web portal
.  

· If you previously had a student CWL account: Your department will provide you with an ID number and PIN.  Add this information to your student CWL at www.myaccount.ubc.ca.
· If you previously had a Faculty CWL and already added your ID number and PIN:  Nothing further to do.
· If do not have any type of CWL: If your department is on the AccessUBC program, you will be contacted by AccessUBC email with further instruction.  Otherwise, your department will provide you with an ID number and PIN.  Use these to sign up for a CWL at www.cwl.ubc.ca/SignUp
We encourage you to visit the Faculty and Staff 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. 
Risk Management:

All UBC employees must complete mandatory courses to meet legislative and UBC requirements. The courses can be found at https://rms.ubc.ca/training-and-general-education-courses/mandatory-training-for-all-ubc-workers/. Please provide copies of your completion certificates to your Administrator.
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 employment offer and supersedes all other commitments either written or verbal that may have been made to you by UBC.  Should you accept this offer, you will be a member of the faculty bargaining unit and your employment will be governed by the Collective Agreement between UBC and the UBC Faculty Association
, UBC procedures and UBC policies
, noting in particular Policy AP4 on Faculty Term Appointments Without Review and Policy SC3 on Conflict of Interest and Conflict of Commitment.  The Agreement, procedures and policies may be amended from time to time and such amendments are binding upon you.  
Reappointment is at the discretion of the University and factors including availability of funds, satisfactory performance appraisals and compliance with University of British Columbia agreements and policies.
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]. 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

Last updated December 5, 2019 by Faculty Relations.  For assistance, contact fr@exchange.ubc.ca.
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