


[Date]
PERSONAL AND CONFIDENTIAL

Dr. [name of incumbent]

[insert address]
Dear Dr. [name of incumbent]:
We are pleased to extend an offer of postgraduate training as a Clinical Fellow (“Training”) to you subject to the terms and conditions set out in this letter: 
Rank: Clinical Fellow
Department/School: Faculty of Medicine, Department/School of [name of Department/School], [(if applicable) name of Division]
Term Appointment Start Date: [insert start date]
Term Appointment End Date: [insert end date]
Annual Salary: [if unpaid by UBC and receives external funding, insert External Funding amount and sources] 
$[insert salary] per year paid directly to you by [insert external agency] (not eligible for UBC benefits)]
APPOINTMENT
[ACTION: insert PHO language if applicable:] This position is located within a health-care facility. Therefore, this offer is conditional upon the successful verification of full vaccination against Covid-19 provided prior to your start date, as required by a provincial health mandate. Failure to provide successful verification within this time frame will result in the withdrawal of this conditional offer.

This appointment is subject to the approval of the UBC Board of Governors.
[ACTION: in the case of foreign academic, insert if applicable:] 
Work Permit (under an LMIA Exemption)

As a foreign academic, it is your responsibility to ensure that you are legally entitled, pursuant to IRCC’s requirements, to work at UBC.  You must obtain a temporary work permit prior to the start date of your 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. As a temporary foreign worker, you are entitled to the same workplace rights and protections as Canadians and permanent residents. Please visit the Human Resources website
 for general immigration information. If you have questions about the immigration process please contact the [Department administrator’s name] or Housing, Immigration & Relocation Services
. You are eligible for an LMIA Exempt work permit, which means you can apply for a work permit under the International Mobility Program. In order to apply for your work permit you will need an Offer of Employment number, which our office will provide to you separately after you return your signed accepted offer letter.
Your appointment is contingent upon your obtaining and maintaining a valid postgraduate education license from the College of Physicians and Surgeons of BC (“College”) and your obtaining and maintaining a valid work permit.  It is your responsibility to meet the College’s requirements to obtain an educational license. You may not commence the Training until these criteria are met. If you are unable to obtain and maintain either an educational license or a work permit this offer of Training and your faculty appointment are rescinded.  Please refer to Appendix A for “Guidelines for Application for Clinical Fellow Training”.
Before commencing Training, you are required to present to your department original documentation to confirm (1) your identity, (2) valid License from the College, and (3) your eligibility to work in Canada (i.e., a valid social insurance number and, if applicable, supporting documentation from IRCC). 

You are responsible for obtaining and maintaining professional liability coverage or protection in accordance with sections 2-3 and 4-12 of the College bylaws (“Insurance”) prior to the commencement of the Training and must maintain the Insurance for the duration of the Training. 
You are also bound by all applicable policies of the Health Authority in which the Training takes place. Applicable polices include, but are not limited to, respectful workplace policies, non-discrimination and harassment policies; and policies governing privacy and collection and disclosure of personal information. 

In addition, you are required to comply with any Health Authority requirements for vaccination and ‘flu shots and, at the request of a Health Authority in which Training is taking place, sign a Health Authority confidentiality agreement.
Continuation, extension or reappointment is at the discretion of the University and factors including availability of funds, progress through training and compliance with University of British Columbia agreements and policies, and satisfactory performance. Continued appointment is contingent on you being able to obtain and maintain a further temporary work permit (or series of work permits) in order to retain your position and remain legally working in Canada.
TIME OFF
Should you wish to request unpaid time off, please make arrangements with your [Training Supervisor/Head/Division Head]. Please note that, as you are not an employee of the University, you are not entitled to paid time off.
TRAINING PLAN 

Your training goals and objectives are set out in Appendix B “Training Plan”. All duties and responsibilities shall be carried out under the direction of your [Training Supervisor/Head/Division Head].  Performance of assigned duties and responsibilities shall be subject to evaluation by your [Training Supervisor/Head/Division Head].  

The Training Plan may change over time, at the discretion of your training supervisor, in consultation with you and the Postgraduate Medical Education Dean's Office as appropriate.
ORIENTATION
Onboarding is done online via UBC’s Workday portal, where you will enter personal information. As a new member of the UBC community, we encourage you to explore online information to help you get started in your new position.  The online orientation is designed to walk you through the orientation process, as well as to help you learn more about UBC and the resources and opportunities available to you.
Campus Wide Log-In
You will need a Campus Wide Log-in (CWL) ID to access various system services, including Faculty and Staff self-service web portal:
· If you previously had a student CWL account, please contact IT Services at 604.822.2008 to affiliate your employee number to your student CWL.

· If you previously had a Faculty CWL and already added your employee number, there is nothing further to do.

· If you do not have any type of CWL, one will be generated for you. Please look out for an automated email from AccessUBC with further instructions.

If you encounter any issues regarding your CWL please contact the IT Service Centre at 604.822.2008.

Safety & Risk Services:

All UBC appointees must complete mandatory courses to meet legislative and UBC requirements.  These courses are included in the Workday onboarding process and further information on these and other courses can be found on the Safety and Risk Management Website
.

FULL AGREEMENT
This letter constitutes the full terms of UBC’s offer of 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
, noting in particular Policy SC6 on Scholarly Integrity, Policy LR2 on Research, Policy LR11 on Inventions and Discovering, and Policy SC3 on Conflict of Interest and Conflict of Commitment. The procedures and policies may be amended from time to time and such amendments, no matter when adopted, are binding upon you. 
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.
 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. You are also expected to abide by the Faculty of Medicine “Professional Standards” document
. By signing this Letter of Offer and in lieu of signing the Professional Standards document, you agree to have read, understood and will abide by the information set out therein.
All paragraphs and covenants contained in this Agreement are severable, and in the event that any of them is held to be invalid, unenforceable or void by a court of a competent jurisdiction, such paragraphs or covenants shall be severed and the remainder of this Agreement shall remain in full force and effect.
If you are in agreement with the terms of the faculty appointment and Training as set out in this letter, please sign the enclosed copy of the letter and return it no later than [insert date] to [insert name, title]. This signed letter is required to process your faculty appointment. Please keep a copy of this signed letter for your own records. 

By signing this letter, you authorize the Faculty of Medicine to provide the Canadian Post-MD Education Registry (CAPER) the statistical information (i.e., personal information, field of training, etc.) they need for their reports. The data will be used to compile statistics pertaining to post-MD training and Physician Resources Canada. https://caper.ca/en/. 
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,

_______________________________________
_____________________________

[insert name of other signatories], [credentials]
Date

Supervisor


University of British Columbia

_______________________________________
_____________________________

[insert name], [credentials]
Date
Division Head


University of British Columbia

_______________________________________
_____________________________

[insert name of other signatories], [credentials]
Date

Department Head/School Director 


University of British Columbia

I have read and understand the terms of appointment set out in this letter, and I accept the above offer of appointment with the University of British Columbia.

_______________________________________
_____________________________

[insert name of candidate], [credentials]

Date


Enclosure: [insert as applicable]
CC:
[insert any relevant parties]
APPENDIX A
GUIDELINES FOR APPLICATIONS FOR CLINICAL FELLOW TRAINING

1. Clinical Fellow Training is additional clinical or research training in an applicant’s specialty or sub-specialty provided by a Department/Division of a Health Authority or of The University of British Columbia (“Training”). With the exception of applicants in the Royal College of Physician and Surgeons (“Royal College”) Specialty Examination Affiliate Program (“SEAP”), the Training will not be used towards establishing eligibility for specialty of sub-specialty certification by the Royal College. 

2. Upon completion of the training Clinical Fellows will not be eligible to write the Royal College certification examination. 
3. The College of Physicians and Surgeons of British Columbia (“CPSBC”) does not recognize SEAP as meeting any requirements for licensure in British Columbia under its bylaws. 
4. An applicant for Training must have successfully completed educational requirements for certification as a specialist as determined by the Royal College, or have been recognized as a medical or surgical specialist in the jurisdiction of practice immediately prior to applying for registration. 
5. Applicants who wish to have the Training considered for eligibility for specialty or subspecialty certification by the Royal College SEAP must declare their intention at the time of the application and prior to the commencement of Training. Applicants who fail to declare their intention will not receive a Final In-Training Evaluation (“FITER”) or equivalent sign-off by University of British Columbia, Faculty of Medicine, Post-Graduate Medical Education Associate Dean (“PGME Dean”) for submission to the Royal College.

6. Training of SEAP Clinical Fellows falls within the academic jurisdiction of PGME. SEAP applicants must fulfill all PGME requirements for training in specialty programs offered by PGME. SEAP applicants must submit a SEAP application and pay a Training fee as required by PGME. 
7. All applicants must obtain and maintain an education license issued under section 2-26 of the College of Physician and Surgeons of British Columbia bylaws (“Education License”). The granting of an Education License is wholly within the jurisdiction of the College and the applicant is responsible for meeting all requirements imposed by the College for the Education License. Any questions regarding the College requirements or whether an applicant has met those requirements should be directed to the College.

8. Applicants must maintain appropriate permits and/or visa documentation required by Citizenship and Immigration Canada to allow them to undertake the Training. Obtaining College licensing and any necessary permits and/or visa documentation is the responsibility of the applicant and must be obtained before the commencement of the Training. 
9. Applicants must be sponsored by either The University of British Columbia or a Health Authority. Responsibility for delivery of the Training rests with the sponsoring Health Authority or University Department or Division.  
10. All Training must be undertaken pursuant to a Clinical Fellow Training Agreement between the applicant and the University or Health Authority in which the Training will take place. The Training Agreement will set out the terms and conditions under which the Training will be undertaken and must contain a training plan signed by the applicant and the training supervisor (“Training Plan”).  A copy of the Training Agreement must be forwarded to the College. 
11. The Department/Division Head of the Health Authority or University in which the Training will take place must support the Training Plan proposed for the applicant and must sign the application form.  If the applicant is sponsored by the University, the Head of the Department/Division in the Health Authority in which the Training will take place must also sign the application form. 
12. Clinical Fellows are not registered as students or residents with the University and do not pay any University registration fees. Clinical Fellows, other than those in SEAP, are not registered in PGME Programs and will not be eligible for a Royal College FITER assessment, or equivalent sign-off by the PGME Dean as required by the Royal College to establish eligibility for specialty or sub-specialty certification. The University will not consider Clinical Fellows for positions as postdoctoral research trainees or in PGME subspecialty residency programs. 
13. The College requires all applications for Clinical Fellow Training to be approved by the PGME. The Dean’s approval confirms that the applicant is sponsored by a Department/Division Head of a Health Authority or of The University of British Columbia and will undertake Training subject to a Training Agreement and subject to the granting of an Educational-Postgraduate (fellow) class license (“Educational License”) by the College. The Application for Approval of Fellowship Training is available on the PGME website: http://postgrad.med.ubc.ca
14. Applicants must submit their completed application packages to PGME. The Postgraduate Dean will not approve any application where the applicant does not have a Training Agreement and Training Plan. If the applicant wishes to participate in SEAP, the application must also contain a separate SEAP application in a form prescribed by PGME and any fee required by PGME. 
15. If the application is approved by the Postgraduate Dean the application form and the supporting documents will be returned to the sponsoring Department/Division. The Department/Division is responsible for forwarding all appropriate documents to the College. The applicant is responsible for obtaining an Educational License from the College prior to engaging in any Training under the Training Agreement. 

APPENDIX B
TRAINING PLAN
(Insert Training Plan provided by the PGME Office)

� � HYPERLINK "https://hr.ubc.ca/careers-and-job-postings/immigration" �https://hr.ubc.ca/careers-and-job-postings/immigration�


� � HYPERLINK "https://hr.ubc.ca/careers-and-job-postings/relocation-services" �https://hr.ubc.ca/careers-and-job-postings/relocation-services�


� � HYPERLINK "https://srs.ubc.ca/training-and-general-education-courses/mandatory-training-for-all-ubc-workers" �https://srs.ubc.ca/training-and-general-education-courses/mandatory-training-for-all-ubc-workers� 


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


� � HYPERLINK "https://hr.ubc.ca/working-ubc/respectful-environment" �https://hr.ubc.ca/working-ubc/respectful-environment� 


� � HYPERLINK "https://mednet.med.ubc.ca/AboutUs/PoliciesAndGuidelines/_layouts/15/WopiFrame.aspx?sourcedoc=/AboutUs/PoliciesAndGuidelines/Policies%20Guidelines/Professional%20Standards%20for%20the%20Faculties%20of%20Medicine%20and%20Dentistry.pdf&action=default&DefaultItemOpen=1" �https://mednet.med.ubc.ca/AboutUs/PoliciesAndGuidelines/_layouts/15/WopiFrame.aspx?sourcedoc=/AboutUs/PoliciesAndGuidelines/Policies%20Guidelines/Professional%20Standards%20for%20the%20Faculties%20of%20Medicine%20and%20Dentistry.pdf&action=default&DefaultItemOpen=1�





� https://mednet.med.ubc.ca/AboutUs/PoliciesAndGuidelines/Policies Guidelines/Professional Standards for the Faculties of Medicine and Dentistry.pdf 





�Insert Department Letterhead here.





�Note: Clinical fellows not paid by UBC must be funded by an external agency (e.g. home institution or a third party agency).





UBC or a third party must pay a wage/stipend similar to other clinical fellows in their field. This optimizes the success of the candidate being successful in their work permit application.


�If the individual’s work location is at a care location or if the position requires the individual to enter a care location as part of their job, please include PHO vaccination language. 





�Insert if applicable





�Insert if applicable
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