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	Postdoctoral Fellow - Letter of Offer Template
To be used in conjunction with Procedure 31.16.001 Postdoctoral Fellowships 




Research Supervisor Instructions: 

1. Review Postdoctoral Fellowship Procedure 31.16.001. 


2. Fill out the grey sections on the following form to draft the offer letter electronically.  Doing so will populate fields in the letter or remove/add paragraphs based on your selection. Formatting will be adjusted by the Scholarhip, Research, and Creative Activity Office before the offer letter is finalized. 


3. Pay special attention to the ‘NOTES TO SUPERVISOR’ sections in the letter and input detail as required.


4. After drafting the form and letter, provide a copy to your Dean to review and sign, along with any required documentation already collected from the postdoc.  If this is a foreign postdoc, you will also have to arrange for the form and draft letter to be reviewed and signed by the AVP of International Education. 


5. Once the necessary Dean signatures have been collected, e-mail a Word version Letter of Offer (with available attachments) to Research Services Manager (may.norman@viu.ca). SRCA staff will obtain the authorization of the Associate Vice-President, Scholarship, Research and Creative Activity (AVPSRCA). 


6. If this is a foreign Postdoctoral Fellow, in addition to the offer letter they will require an Immigration, Refugees & Citizenship Canada (IRCC) Offer ID Number.  This information is required to obtain the necessary authorization to work in Canada. Postdoctoral Fellows do not require a Labour Market Impact Assessment (LMIA), but the employer must pay a $230 compliance fee and provide Offer of Employment information to IRCC.  It is the responsibiity of the Research Supervisor to contact HR to arrange for the Offer ID Number to be generated.  This number is then provided to the postdoc who can apply for a temporary work permit from the nearest IRCC office.    


7. The approval process for Postdoctoral Fellows at VIU takes time, so to ensure a quick turnaround, it is recommended you email the Letter of Offer to the SRCA at least four weeks in advance of the intended start date.  For foreign postdocs, we recommend you initiate this process at least 3 months before their anticipated arrival date.
If you have questions about these instructions, the attached form, or the draft Letter of Offer template, please contact the Research Services Manager  at may.norman@viu.ca or 250-740-6196. 

Note:   Appointment terms are for up to one year, renewable annually to a maximum of three years.  If this is an extension please use the Postdoctoral Fellow Letter of Offer – Extension template.
	Postdoctoral Fellow Appointment Details

	Last Name:

     
	First Name:

     
	 SIN: 



	Citizenship (click in the grey drop-down box for list of options): 

 FORMDROPDOWN 

	Birthdate: (MMMM d, yyyy)



	Street Address:



	City:

     
	Province:


	Postal Code:



	Phone:


	E-mail address:



	Type


	Is the candidate a Type 1 (external award holder) or a Type 2 (grant funded):

(click in the grey drop-down box for options):  FORMDROPDOWN 


	Start Date:  (MMMM d, yyyy)


	End Date:  (MMMM d, yyyy)



	NOTES TO SUPERVISOR: Appointment terms are up to one year, renewable annually to a maximum of three years. If funding originates from NSERC or SSHRC, follow Tri-Agency guidelines on employment and compensation expenditures. 

	Pay and Vacation (only complete this section for Type 2 PDFs)

	Maximum Annual Salary: $ 

	Note for Type 2 PDF Grant-Funded Postdocs:  Additional non-discretionary employer costs will apply for vacation (minimum 4% = 2 weeks) and CPP, EI, WCB, Health Tax (11%) and will be charged to the grant account covering the salary of the postdoc.  These costs will appear in the fringe category.  These costs will amount to 15% of the annual salary.


	Institutional Services/Resources Required

	VIU Services/Resources Available:
	If required (box checked), see below to make arrangements:

	 FORMCHECKBOX 
 Library privileges 
	Candidate will receive information from Payroll

	 FORMCHECKBOX 
 Computer account
	Arranged by appointment creator

	 FORMCHECKBOX 
 E-mail account
	Arranged by appointment creator

	 FORMCHECKBOX 
 Telephone local and voicemail access
	Research Supervisor to arrange with area secretary

	 FORMCHECKBOX 
 Long distance calling ID number
	Research Supervisor to arrange with area secretary

	 FORMCHECKBOX 
 Parking in staff lots
	Arranged by appointment creator

	 FORMCHECKBOX 
 Use of recreational facilities at staff rates
	Candidate to visit the gym

	 FORMCHECKBOX 
 Use of Vancouver Island University letterhead
	Research Supervisor to arrange with area secretary

	 FORMCHECKBOX 
 Use of Vancouver Island University business cards
	Research Supervisor to arrange with area secretary

	 FORMCHECKBOX 
 Internal mail services (pickup, delivery, postage)
	Research Supervisor to arrange with area secretary

	 FORMCHECKBOX 
 Office space (Building 
	Research Supervisor to arrange with area secretary

	 FORMCHECKBOX 
 Office computer
	Research Supervisor to arrange with area secretary and IT or purchase 


	Research Supervisor and Funding Information

	Department:

	Faculty:



	Research Supervisor Name:


	Research Supervisor Local: 


	Research Supervisor E-mail:



	Cost Centre/Work Order (if Type 2):

	Authorizing Signature for Cost Centre/Work Order:

	Attachments
The following documents must be attached and circulated with this form and draft Letter of Offer when circulating for signatures)

	 FORMCHECKBOX 
 Postdoc CV
 FORMCHECKBOX 
 Postdoc original transcript or proof of PhD completion 

 FORMCHECKBOX 
 Other relevant documents – list here: 

	Authorization

	Signatures to be collected by Research Supervisor:

	Dean


	Date:

	Dean, International Education (non-Canadian PDFs only)


	Date:

	Signatures to be collected by Scholarship, Research and Creative Activity Office:

	Associate Vice-President, Scholarship, Research and Creative Activity

	Date:


<Date>
           
     
     ,      ,      
Dear Dr.      :

Re: Letter of Offer - Postdoctoral Fellowship at Vancouver Island University - <Project>
It is my pleasure to formally offer you a Postdoctoral Fellow position at Vancouver Island University (VIU) in the Department of      , Faculty of      .  
This offer is subject to the following terms and conditions: 

Research Supervisor: 
You will work independently under the mentorship of your Research Supervisor, Dr.      .
Term of Appointment: 
Your Postdoctoral Fellowship appointment will start on       and end      .  As per VIU’s policy, Postdoctoral Fellowships are for one year terms, renewable annually to a maximum of three years.  It is the intention for this appointment to cover a <Years>-year period.

You will consult with your Research Supervisor regarding hours and days of work to ensure sufficient progress is made in your research.
Your ongoing engagement is contingent upon satisfactory research progress, compliance with VIU guidelines for academic conduct, the availability of funds, and work permit limitations, if applicable.  Satisfactory research progress will be based on standards established by your Research Supervisor.
Your appointment may be terminated:
a) At any time with mutual written consent;

b) By yourself upon providing the University with one (1) months’ written notice;

c) By VIU at any time without cause.  Notwithstanding any other provision of this agreement, in such a situation, VIU will provide a written two-week notice or a final payment in lieu of notice, consistent with the BC Employment Standards Act.

Compensation:
(insert the following paragraph if the PDF is a Type 2 grant-funded; otherwise delete)
You will receive an annual salary of ($XX) with payments made to you bi-weekly per VIU’s pay schedule.  Your fellowship is made possible through funding from (XX), which is administered by VIU.  Payments to you will be treated as employment income and will be subject to all statutory deductions (Income Tax, CPP and EI).  VIU will issue an annual T4 – Statement of Remuneration Paid slip to report your income.
Postdoctoral Fellows are not eligible to participate in VIU health and welfare plans, therefore all absences for illness must be reported as this will be unpaid time. 
Although not mandatory, three weeks per year are available for personal reasons (pro-rated for a partial year).  This time must be taken prior to the end of your term and at a mutually agreeable time determined between you and your Research Supervisor.
(insert this paragraph if the PDF is a Type 1 external award holder; otherwise delete)
You will receive a stipend of ($XX) per year provided through a fellowship award from (XX) which will be administered directly by (XX).  Any questions regarding your fellowship payment should be directed to (XX).
Required Documentation:
As a Postdoctoral Fellow at Vancouver Island University, you are required to present original documentation to confirm: (1) your identity, (2) completion of your PhD; and (3) if applicable, your legal authorization to work in Canada (supporting documentation from Immigration, Refugees and Citizenship Canada (IRCC) and a valid social insurance number).  It is your responsibility to ensure that you are legally entitled, pursuant to IRCC’s requirements, to hold this appointment at VIU and to obtain any necessary extensions to your work permit.
Description of Activities to be undertaken:
<Insert nature of the research to be undertaken >
<Insert statement about IP> A clear agreement about Intellectual Property (who owns it?  How is it shared) and publication rights (will there be restrictions?) and responsibilities which must conform to VIU policies on IP (ie. creator-owned).
Policies and Procedures: 
As a Postdoctoral Fellow, you are expected to work colleagially with other faculty and staff, adhere to all applicable university policies, procedures and practice, and uphold VIU values.  You are also responsible for the satisfactory and safe performance of the research activities and any other related work duties that you undertake.

As a Postdoctoral Fellow, your relationship will be governed by the terms and conditions of this Letter of Offer as well as VIU policies and procedures applicable to Postdoctoral Fellows and research in general including, but not limited to:

· Postdoctoral Fellowships - Fellowships - Policy 31.16 and Procedure 31.16.001;

· VIU Research Ethics Board – Policy 31.03 and Procedure 31.03.001;

· Animal Care Committee - Policy 31.07 and Procedure 31.07.001;

· Integrity and Conduct in Scholarly Activity - Policy 31.10 and Procedure 31.10.001 and Misconduct in Research and Scholarly Activity – Procedure 31.10.002;

· Intellectual Property - Policy 31.13.

Postdoctoral Fellows at VIU are eligible to compete for part-time teaching positions (under the VIU Faculty Association Collective Agreement). Such activities may result in a change to the term and/or compensation of Type 2 PDF appointments at the mutual consent of the relevant parties.  

Medical Insurance
If you are not a resident of British Columbia, you must obtain and show proof of medical insurance starting prior to arrival (to cover your travel) and continuing through your stay at VIU. To buy the guard.me@VIU health insurance plan, please complete the online application at www.guard.me/viuinbound. Guard.me’s services, insurance plan details, contact information, and support tools can be found on this website. Once you purchase coverage, you will receive an immediate email with your guard.me ID card and confirmation of coverage.
(For long term visitors only)
Foreign academics holding a work permit for one year or more are considered residents of BC by BC’s Medical Services Plan. MSP coverage will expire with the end date of the work permit. There is a waiting period of three months before you can obtain this coverage, so you must have guard.me@VIU medical insurance to cover this waiting period.
Work Permits and Visas (Foreign PDFs only)

Foreign PDFs coming to VIU for a period of more than 5 working days are required by Immigration, Refugees and Citizenship Canada (IRCC) to obtain a Work Permit and/or Visa.  Individuals performing work, whether paid or unpaid, will normally be issued a work permit.  In the case of unpaid positions, it is up to IRCC whether a Work Permit or Visitor Visa will be issued.  You may print a copy of this letter to support your application to IRCC for the appropriate permit/visa.

You must find the closest location of an IRCC office and either follow the online instructions or attend in person to begin the process of ensuring you are able to obtain the necessary documentation.  This may include completion of IRCC forms by VIU.  Please note that you are responsible for all Work Permit and/or Visa-related fees.  Contact Human Resources (hr@viu.ca) for more information.

To determine the closest location of an IRCC office, check the IRCC website at:  https://www.canada.ca/en/immigration-refugees-citizenship/corporate/contact-ircc/offices.html
On Campus Facilities and Support:
You will have access to the Vancouver Island University library, computing services and recreational facilities as well as office space, a telephone and local, laboratory space, equipment, and supplies. 
This letter supersedes all prior understandings and agreements between you and Vancouver Island University.  To indicate your acceptance of the terms as set out in this Letter of Offer, please return one signed copy to the Dean within two weeks of the date first noted above and keep a copy for your records.  This signed letter is required to facilitate the final arrangements for your appointment with Vancouver Island University.
If you have any questions regarding this Letter of Offer, please do not hesitate to contact your Research Supervisor       by phone:       or e-mail:      .

I would like to take this opportunity to welcome you to Vancouver Island University and wish you every success in your new position.

Sincerely,

<Dean Name>

Dean, Faculty of <Faculty>  

pc: 
Human Resources Department

Scholarship, Research and Creative Activity Office

     
I accept this appointment as set out in this Letter of Offer. I acknowledge that I have read and understood the policies and procedures governing research and Postdoctoral Fellows at Vancouver Island University.

Signature: ________________________________
Date: _______________________________
Social Insurance Number: ____________________
Birthdate: ___________________________
Phone number: ____________________________
E-mail: ______________________________
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