
TEMPLATE LETTER OF OFFER

FOR NEW SUMMER SESSIONAL LECTURERS 

LESS THAN 4 MONTHS
Name

Address
Dear Name:

I am pleased to extend the following offer to you:

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

Term appointment Start Date: Insert Date

Term appointment End Date: Insert Date

Annual Salary: $[XX] plus 4% vacation pay for the period, which is paid semi-monthly.  For salary purposes, you have been placed at Step [XX] on the minimum sessional scale.  

Appointment

Your assigned duties are the teaching of [course names, numbers and # of credits]. 
The term of the appointment includes all end-of-course work, including any deferred or supplemental examinations that might be required or re-reads that students are entitled to receive. If any work is required and approved by your Head after the end of your appointment, you will be remunerated. If your final examination is scheduled within three days of the end of your appointment, you will receive an additional $250 for marking. You are expected to meet all grade submission deadlines.

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:

Responsibilities
All duties and responsibilities shall be carried out under the direction of your Head/Director and are subject to evaluation by your Head/Director. 

Your duties will include: 

[insert description of each bullet item; set out as applicable to rank]

· 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. As we discussed, next year you will teach (course assignment).
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.

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 Benefits

Salary:
For more information about the sessional scale, please visit hr.ubc.ca/faculty-relations/compensation/salaries.  In the event your assigned course is discontinued or cancelled, you will receive at least one month's notice or the sum of $300. Your salary will be increased, as are the salaries for all Sessional Lecturers, in accordance with the Collective Agreement with the UBC Faculty Association.  
Benefits:

Enroll for your benefits and payroll online at hr.ubc.ca/benefits/enrolling/. You will need your enrollment code [FEP005] 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 Financial Services. 
Health and Welfare Benefits:

Medical Services Plan (MSP) coverage, extended health, dental coverage are part of your health and welfare benefits. For more information on the range of benefits available, please see the Benefits website: http://www.hr.ubc.ca/benefits/.

Professional Development Fund:

The Professional Development Reimbursement (PDR) fund is a University program intended to provide financial assistance for professional development expenses.  For more information about eligibility and entitlement for PDR funds, please see the PDR webpage
.  
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.  
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 with the Faculty Association
, UBC procedures and UBC policies
, noting in particular Policy #42 on Faculty Term Appointments Without Review and Policy #97 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] 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 very excited 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 February 7, 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://www.hr.ubc.ca/faculty_relations/immigration/foreignacademics.html"��hr.ubc.ca/faculty-relations/immigration/foreignacademics.html�


� �HYPERLINK "http://www.hr.ubc.ca/faculty-relations/compensation/professional-development-reimbursement-fund/sessional-lecturers-wo-continuing-status/"��hr.ubc.ca/faculty-relations/compensation/professional-development-reimbursement-fund/sessional-lecturers-wo-continuing-status/�


� �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://www.hr.ubc.ca/faculty-relations/collective-agreements/"��hr.ubc.ca/faculty_relations/collective-agreements/�


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