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Template Offer Letter for Paid Clinical Fellows
(Date) 
Dr. (Name of Clinical Fellow)
(Mailing Address)
Dear Dr.      ,

I am pleased to extend the following offer to you:

Rank:  
Clinical Fellow 

Department/School/Faculty:  
Division of      

Department of Medicine, Faculty of Medicine 


Vancouver Campus

Term appointment Start Date: 
(Start Date)
Term appointment End Date: 
(End Date)
Annual Salary: 
$      Annually  

Appointment

Your appointment is funded, at least in part, from funds external to the University’s general purpose operating budget. In the event that these funds cease to be available, your appointment will be terminated prior to the expiry of its term. As mentioned above, you will receive a stipend of $      annually for the period of your appointment. 
Your hours of work are as follows: [set out the regular schedule of hours of work established including scheduled coffee and lunch breaks]. If overtime is required, it must be approved by the supervisor in advance.

This appointment is subject to the approval of the Board of Governors and factors including availability of funds, satisfactory performance appraisals and compliance with University of British Columbia agreements and policies, and [if applicable] Citizenship and Immigration Canada.
Initially, you will be given a 3-month probationary period during which your employment could be terminated at anytime.  Continuation of employment beyond this probationary period will be dependent on satisfactory performance, availability of funds and compliance with University of British Columbia policies.  Reappointment is at the discretion of the University. 

All duties and responsibilities shall be carried out under the direction of your supervisor Dr.       and are subject to evaluation by Dr.      .  
Your duties will include:

(Insert job duties)
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, (2) your valid License from the College of Physicians and Surgeons of British Columbia, and (3) 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
. 

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

Vacation Entitlement: 

Vacation entitlement is at a minimum two weeks per year with salary and benefits. 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
. Normally vacation should be taken in the year it was earned.
Health and Welfare Benefits:

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

Enrollment:

Enroll for your benefits and payroll online at hr.ubc.ca/benefits/enrolling/. You will need your enrollment code  FORMDROPDOWN 

 which will automatically select the forms and enrolment 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
. Note that as your appointment is less than 50% time and does not meet the salary and appointment criteria, you are eligible for Statutory Benefits only, including Employment Insurance, Canada Pension Plan and Worker’s Compensation and all statutory leave.
Orientation

Before you arrive at UBC, it is important that you take time to familiarize yourself with your obligations while in Canada, as well as UBC, and the benefits and amenities of the campus and surrounding area.  
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. 
Canadian Post-MD Education registry (CAPER)
By signing this letter, you authorize the Faculty of Medicine to provide the CAPER the statistical information they need for their reports. The data will be used to compile statistics pertaining to post-MD training and Physician Resources Canada.
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, your employment will be governed by UBC procedures and UBC policies
, 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 (Month, Date, Year). 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,

Graydon S. Meneilly, MD, FRCPC, FACP
Professor & Eric W. Hamber Chair

Department of Medicine, University of British Columbia

Physician-in-Chief and Head, Department of Medicine, Vancouver Hospital
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 of Clinical Fellow)



            


Date of Acceptance
� �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://hr.ubc.ca/faculty_relations/immigration/foreignacademics.html"��hr.ubc.ca/faculty_relations/immigration/foreignacademics.html�


� �HYPERLINK "http://hr.ubc.ca/benefits/vacation/faculty/"��hr.ubc.ca/benefits/vacation/faculty/�


� � HYPERLINK "http://www.hr.ubc.ca/benefits/" ��hr.ubc.ca/benefits/�


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


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





�FEP007: <50% and not meeting salary/Appt criteria, or FEP004: >50% & meeting salary/Appt criteria


�include the following statement if FEP007 is  applicable
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