
Table 1: FoM Guidelines on Determining Employee/Contractor Forms of Payment- updated June 2025 Page 1 

 
 

 

Table 1: FoM Guidelines on Determining Employee/ Contractor Forms of Payment 
The FoM Guidelines on Determining Employee vs Contractor Forms of Payment (Table 1) helps administrators to determine the appropriate appointment and/or payment 
method for service or work performed within the Faculty of Medicine. Table 1 also provides Central units in the University with a Faculty of Medicine specific guide for how we 
determine appropriate appointment and/or payment method according to the service or work performed.  
 
How to use Table 1?  

• Review the table below to identify the appropriate appointment and/or form of payment. 
• Examine Appendix A, which outlines Academic Activities Deemed as Contractor Work specifically for Clinical Faculty Members within the Faculty of Medicine.  

o After assessing the deliverables, please work through and forward the service deliverables and HR Assessment Form for HR’s assessment and agreement that 
the individual can be paid as an independent contractor. If the individual is currently a: 

 Tenure-stream and Partner Faculty- forward to your Manager, Faculty HR, Faculty of Medicine 
 Term faculty – forward to your Assistant Manager, Faculty HR, Faculty of Medicine 

• Refer to UBC Workday job aids for specific guidelines on Workday business processes. 
• Refer to Indigenous Finance Guidelines for gift-giving protocol, payment guidelines, and compensation scenarios between Indigenous partners and UBC. 
• Refer to UBC Finance website for payments to status Indian individuals on reserve.  

 

Review the following checklists before initiating a contractor payment or a one-time payment to ensure all payments will be processed in Workday seamlessly without 
delays.  
 

Before initiating a contractor payment via Create Supplier Invoice Request or 
ubc.invoice@ubc.ca: 

Before initiating a Request for a One-time Payment BP: 

1. Ensure the contractor has an existing Supplier ID and their existing 
information (e.g. contact info) is up-to-date in Workday 
(https://finance.ubc.ca/procure-pay/private/plan/supplier-set-changes-
workday) 

2. Ensure suppliers are aware of UBC Finance’s invoicing and payment 
standards (https://finance.ubc.ca/suppliers/invoicing-and-payment) 

3. Attach HR confirmation documents when initiating a contractor payment: 
 FoM Finance’s memo if the payment pertains to one of the teaching 

activities listed in Table 1 - Appendix A, or 
 HR Assessment form and Faculty HR, Central HR, or Faculty Relations’ 

email agreement that the individual can be paid as an independent 
contractor. 

1. Ensure the payee’s direct deposit is set up in Workday 
(https://ubc.service-
now.com/selfservice?id=kb_article&sysparm_article=KB0016808). 

2. If the payee does not have direct deposit set up in Workday, they 
will receive a cheque via mail to their home address on file. To 
ensure the payee receives payment, Administrators must: 
 Confirm the accuracy of the faculty’s home address in 

Workday, and 
Confirm the accuracy of their Social Insurance Number (SIN) in Workday 
for payroll and taxation purposes (for current honorary faculty members). 
Obtain the employee's acknowledgment of the work completed and their 
acceptance of the payment (via email is fine)  

 
 
 
 
 

https://finance.ubc.ca/sites/finserv.ubc.ca/files/resource-files/UBC_HR_FastTrack_Assessment.pdf
https://blogs.ubc.ca/ubcworkdayjobaids/
https://finance.ubc.ca/budgeting-reporting/accounting-guidelines-and-processes/indigenous-finance-guidelines
https://finance.ubc.ca/tax-services-levy/non-payroll-tax-reporting/payments-status-indian-individuals-reserve
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016740
mailto:ubc.invoice@ubc.ca
https://finance.ubc.ca/procure-pay/private/plan/supplier-set-changes-workday
https://finance.ubc.ca/procure-pay/private/plan/supplier-set-changes-workday
https://finance.ubc.ca/suppliers/invoicing-and-payment
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016808
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016808
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

Full-time Faculty 
Members 
(tenure 
stream) 

 
 
 
 
 
 
 
 

 

Academic Activities 
Academic salary for academic work (i.e., for expected 
teaching, scholarly activity, and service to the University) 

General Salary Plan 
 

LOO & Guaranteed Funding Letter (if 
applicable – see also New Hire Checklist and 
Reappointment Checklist) 
 

T4 
 

Teaching 
NOTE: Teaching in the MD or Health Professions 
Programs as assigned by the Department Heads/ School 
Director are part of the individual’s academic deliverables 
and therefore does not come additional compensation.  

  N/A 
   

  N/A  

Teaching overload. If determined by the Department Head 
that the teaching required is above and beyond their regular 
teaching duties, then a faculty member is eligible to receive 
one-time payments or an ongoing honorarium allowance 
plan for a defined period of time while taking on that 
additional teaching load. 
 
Note: A one-time payment can only be made upon 
completion of work. Alternatively, an ongoing honorarium 
allowance plan for a defined period of time can be paid for 
the duration of teaching performed. Please note there must 
be an end date if you choose to pay an ongoing honorarium 
allowance plan for a defined period of time. 
 

   One-Time Payment;  
    
   Ongoing Honorarium Allowance Plan  
 

 

JD or Description of teaching 
responsibilities and Rationale justifying 
additional payment for teaching. 
 

T4 
 

Non-UBC Clinical Work 
Use clinical allowance plan for clinical work for another 
employer where UBC is paymaster, or for an Alternate 
Payment Plan (APP) where UBC is employer and paymaster. 
For any other payments related to CLI, aside from those 
through the APP, please consult with the Faculty HR 
Managers. 
 
Payment and Appointment can be processed on an 
Academic Administrator position to facilitate tracking as 
both positions attract pension and benefits. 
 

Clinical Allowance Plan 
 

APP agreement or Description of clinical 
responsibilities 

T4 
 

Buy-out of Clinical Time     
Use clinical allowance plan for compensation in lieu of 
clinical earnings due to lost clinical work in order to 
take on additional academic activities, such as a 
significant leadership role. 
 
Payment and Appointment can be processed on an 
Academic Administrator or designated senior leadership 
position to facilitate tracking.  

Clinical Allowance Plan LOO (with reference to BUY-OUT of clinical 
time in the comments field) 

T4 

https://mednet.med.ubc.ca/hr/hiring-faculty/making-the-offer/
https://mednet.med.ubc.ca/hr/hiring-faculty/getting-started/full-time-tenure-stream-faculty/
https://mednet.med.ubc.ca/hr/hiring-faculty/getting-started/full-time-tenure-stream-faculty/
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

Research  
a) Research Honoraria - Operating Grant - For 

receiving an operating grant that allows for salary 
payment. Honoraria can be paid as an ongoing 
honorarium allowance plan for a defined period of 
time. See Note 1. 

 
b) Incentive Honoraria – As incentive for receiving 

a salary award. An ongoing honorarium 
allowance plan can be paid for a defined period 
of time. See Note 2.  

 
Note 1: The total of all Honoraria paid to a faculty from all 
third-party sources (contracts, grants, etc. whether the 
funding source is Research related or otherwise and 
whether the honorarium is for Research activities or 
otherwise) must not exceed 1/6th of the individual’s total 
compensation as per section 4.11.2 of UBC Policy LR2. 
Amounts in excess of these guidelines will only be 
considered in exceptional circumstances and require 
approval from the Dean, VP Academic and the Provost as 
per UBC Policy LR2. 

 
Note 2: For a Faculty member who is awarded a peer-
reviewed salary award(s), please refer to Faculty member’s 
offer letter for specific honoraria guidelines or contact your 
Manager, Faculty HR by portfolio to review.  
 

   One-Time Payment;  
    
 
 
 
 
   Ongoing Honorarium Allowance Plan  
 

 

Research Project Budget Sheet (RPB); and 
please run a report in Workday to ensure 
honoraria from all third-party sources 
(contracts, grants, etc. whether the 
funding source is Research related or 
otherwise and whether the honorarium is 
for Research activities or otherwise) are less 
than 1/6th of their total compensation for 
the academic year (July 1 to June 30).  

T4 
 

Administrative Duties 
a) Compensation for administrative duties above and 

beyond the normal service expectations (e.g. 
significant Departmental administrative tasks such as 
Program Director, Division Head, etc.).  
 
Payment and Appointment should be processed as 
an additional Academic Administrator job, which will 
provide a separate employment record on Workday. 

 
One-off ad-hoc administrative work if determined by 
the Department Head/ School Director that the duties 
required are above and beyond normal service 
expectations  

Ongoing Honorarium Allowance Plan;  
 
 
 
 
 
 
 
 
One-Time Payment 

    
 
 

LOO and JD outlining additional 
responsibilities, term, FTE, etc. 
 
 
 
 
 
 
 
Documentation regarding reason for 
payment 

T4 
 
 
 
 
 
 
 
 
T4 

    
b) Compensation for being appointed into a senior 

leader or decanal position such as Head or Director of 
an academic unit, Centre Director, Assistant Dean & 

Options include an Administrative Stipend Allowance 
Plan, Ongoing Honorarium Allowance Plan, and/or 
Clinical Allowance Plan, or a combination of the 

LOO and JD outlining additional 
responsibilities, term, etc., prepared by the 
Dean’s Office. 

T4 

https://universitycounsel-2015.sites.olt.ubc.ca/files/2019/08/Research-Policy_LR2.pdf
https://universitycounsel-2015.sites.olt.ubc.ca/files/2019/08/Research-Policy_LR2.pdf
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

Associate Dean. 
 
Payment and Appointment should be processed as 
an additional concurrent employment record on 
Workday using the relevant job position & business 
title for the senior leadership role. 
 

above. These appointments are normally processed 
by the Searches and Reviews team at the Dean’s 
Office – if unsure, please contact Searches and 
Reviews. 

Emeritus 
Faculty 
Members 

 
(retired full-
time faculty 
members with 
Emeritus 
distinction) 

Teaching; Research and Scholarly Work; Educational Leadership; and/or Service including Administrative Responsibilities 

If actively working on a part-time basis, please create an 
additional Post Retirement Appointment (NBEM091).  

a) Normally Unsalaried,  

b) May agree to compensate for continuing to 
perform academic activities (teaching, 
scholarly activity and related duties which 
may include administrative responsibilities). If 
payment is required, it will be general salary 
plan or one-time payments (for more smaller 
activities more akin to a token of appreciation. 

Note: If the individual is actively working in a significant 
capacity, please contact Faculty HR regarding a more 
appropriate faculty rank. 

 

 
 
Normally unsalaried 

General Salary Plan; 

One-Time Payment 
 
 
 

 
 
LOO 

 
LOO 

 
LOO, documentation regarding reason for 
payment 

 
 
 
 
 

 

 
 
n/a 

 
T4 

T4 

 
 

Partner 
Appointees 
 
(non-UBC 
employees) 

Academic Activities 
For teaching, scholarly activity and related duties which 
may include administrative responsibilities normally 
undertaken by faculty members, sponsored by a Partner 
institution which serves as the appointee’s employer 
(Policy on Partner Appointments). 
 

Unsalaried LOO n/a 

Teaching 
NOTE: Teaching in the MD or Health Professions 
Programs as assigned by the Department Heads/ School 
Director are part of the individual’s academic deliverables 
and therefore does not come with additional 
compensation. This teaching is included as part of the 
Partner’s protected academic time. 
 
Teaching overload (examples: Vancouver Summer 
Program, MHA teaching on evenings/weekends). In 
general, Partners are not to be paid for work that is above 
and beyond normal duties.  However, on a case-by-case 
basis the faculty member may be given a token of 
appreciation. Contact Faculty HR Manager for advice as 
needed. 

Unsalaried 
 
 
 
 
  
 
 Refer to “Token of Appreciation” section. 

   

 
 
 

 

 
 

https://med-fom-mednet.sites.olt.ubc.ca/files/2022/10/Faculty-of-Medicine-Policy-on-Partner-Appointments.pdf
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

Research 

Salary Awards (example: Michael Smith Scholar Award).  
 

Partners should apply for salary awards with their Partner   
Institution as the institution receiving payment. If a 
Partner Institution is unable to receive funds directly from 
an awarding body, the terms of the salary award allow it, 
and there is no change to the amount of academic time 
protected, the Partner Institution may invoice UBC for 
salary award payments. 
 
Contact the Faculty HR Manager for advice as needed. 
 

Unsalaried 
 
 
   Refer to “Token of Appreciation” section. 
 
 
  
 
 
 

 

  

Administrative Duties 

Compensation for administrative duties above and beyond 
the normal service expectations (e.g., significant 
Departmental administrative tasks such as Program 
Director, Division Head, Center Director, etc.).   
 
If the Partner Institution is in agreement with the Partner 
assuming an Administrative role, compensation options are 
either: (a) Partner Institution serves as Paymaster with 
agreement on protected time, or (b) Secondment 
Agreement for more significant roles. 
 
Administrative appointment should be processed as an 
additional Academic Administrator job, unpaid, which will 
provide a separate employment record on Workday. 
 
Note: If wishing to pay Partner appointee for any reason 
other than for administrative duties, please contact the 
Faculty HR Team to discuss specific needs. 
 

Unsalaried 
 

LOO and commitment agreement, or 
Secondment Agreement 

n/a 

Without 
Review 
Faculty 
Member & 
Part-Time 
Faculty 
Members 
 

Academic Activities  
For teaching, scholarly activity and related duties which 
may include administrative responsibilities normally 
undertaken by faculty members. 
 

General Salary LOO T4 

Teaching overload 
Teaching overload. If determined by the Department Head/ 
School Director that the teaching required is above and 
beyond normal duties, then a faculty member is eligible to 
receive a one-time payment or ongoing honorarium 
allowance plan for a defined period of time. 
 
Note: One-time payments can only be made upon 
completion of work. Alternatively, ongoing honorarium 

One-time payment; 
 
Ongoing Honorarium Allowance Plan 

 
 

JD or Description of teaching 
responsibilities and Rationale justifying 
additional payment for teaching.  

T4 
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

allowance plan for a defined period of time can be paid for 
the duration of teaching performed and may be more 
appropriate. Please note there must be an end date if you 
choose to pay an ongoing honorarium allowance plan for a 
defined period of time. 
 
Note: For part-time faculty members, you may also 
consider adjusting the appointment FTE, depending on 
the specific situation. 
 

 Administrative Duties       
Compensation for administrative duties above and 
beyond the normal service expectations  
 
a) One-time payment can be made upon completion of 

minimal and on-off work. 

b) An unpaid Academic Administrator appointment 
could be processed for a buyout or externally-funded 
arrangement, which will provide a separate 
employment record on Workday 

c) For part-time faculty members, you may consider 
adjusting the appointment FTE, depending on your 
specific situation. 

 
Note: For significant administrative duties for an extended 
period of time, please contact Faculty HR. 

 
 
 
One-time payment 
 
 

 
 
 

 
General Salary Plan; 

 
 
 

LOO and JD outlining additional 
responsibilities, term, etc. 

T4 
 

Lecturer (Full 
Time and Part 
Time with min 
50% FTE) 

 
 
 
 
 
 
 
 
 
 
 
 

Academic Activities 
For teaching and related duties which may include 
administrative responsibilities normally undertaken by 
faculty members. 
 

General Salary Plan 
 

LOO 

 
T4 
 

Teaching overload 

Teaching overload. If determined by the Department Head 
that the teaching required is above and beyond normal 
duties, then a faculty member is eligible to receive a one-
time payment or ongoing honorarium allowance plan for a 
defined period of time. 
 
Note: One-time payments can only be made upon 
completion of work. Alternatively, an ongoing honorarium 
allowance plan for a defined period of time can be paid for 
the duration of teaching performed. Please note there must 
be an end date if you choose to pay an Allowance Plan - 
Ongoing Honorarium for a defined period of time.  

  One-Time Payment;  
Ongoing Honorarium Allowance Plan 

JD or Description of teaching 
responsibilities and Rationale justifying 
additional payment for teaching.  

T4 
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

 
 
 
 
 

 

 
Note: For Part-Time faculty members, you may also 
consider adjusting the appointment FTE, depending on 
your specific situation (i.e., future intentions regarding 
expected workload). 
 
Administrative Duties 
Compensation for administrative duties above and 
beyond the normal service expectations (e.g. 
Departmental administrative tasks such time-limited 
service on a Departmental Committee, Program Director).   
 
For part-time faculty members, you may consider 
adjusting the appointment FTE, depending on your 
specific situation. 
 
Note: For significant administrative duties for an 
extended period of time, please contact Faculty HR. 
 

 
 

 
 
 
One-time payment 
 
 

 
General Salary Plan; 

 

LOO and JD outlining additional 
responsibilities, term, etc. or Description of 
teaching responsibilities with a 
confirmation letter regarding payment. 

T4 
 

Clinical Faculty 
Member 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Teaching in MD Undergrad Program (MDUP) that falls within the Clinical Faculty Compensation Terms for Teaching 

Refer to: Clinical Faculty Compensation Terms for Teaching 

Teaching provided for MDUP by Clinical Faculty is captured 
quarterly in the FoM’s Teaching, Tracking & Payment 
System (TTPS).  Each department/school and distributed 
site’s education team are responsible for entering MDUP 
teaching activities in the TTP system for those eligible for 
compensation based on the terms of their payment 
arrangement.   
 
If you have questions related to paying Clinical Faculty for 
MDUP teaching, please contact your department/school’s 
education team or ttp.support@ubc.ca. See next section 
for teaching in Postgrad Program.  
  

  n/a T4A 
 

Teaching in Postgrad Program (PGME) that falls within the Clinical Faculty Compensation Terms for Teaching 
Teaching without Patient Care provided for PGME by 
Clinical Faculty is captured quarterly in the FoM’s Teaching, 
Tracking & Payment System (TTPS).  Each department/ 
school and distributed site’s education team are 
responsible for entering PGME teaching without patient 
care activities in the TTP system for those eligible for 
compensation based on the terms of their payment 
arrangement. 
 

 
 
 
 
 
 
 

 

  n/a 
 
 
 
 
 

 
 
 

T4A 
 

https://www.med.ubc.ca/clinical-faculty/appointment-policies/
https://www.med.ubc.ca/clinical-faculty/teaching-tracking-payment/
https://www.med.ubc.ca/clinical-faculty/teaching-tracking-payment/
mailto:ttp.support@ubc.ca
https://www.med.ubc.ca/clinical-faculty/teaching-tracking-payment/
https://www.med.ubc.ca/clinical-faculty/teaching-tracking-payment/
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clinical Faculty 
Member 
(continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Teaching with Patient Care provided for PGME by Clinical 
Faculty is captured by individual programs within each 
department/school. In general, clinical faculty do not 
invoice UBC for teaching payments. Without an invoice, 
each department/school is responsible for initiating clinical 
teaching payments following one of the two ways outlined 
below: 

• The bulk process, known as an EIB, can be used 
for paying a minimum of 25 payees. 
 

• Under 25 payees, payments are initiated 
individually through Create Supplier Invoice 
Request task.  

 

 
 
 
 
 
 
 
Refer to UBC Finance website for the EIB 
process:  https://finance.ubc.ca/procure-
pay/private/pay/eib-upload-guidelines  

 
 

To initiate a contractor payment, refer to 
instructions on Page 1.  

 
Teaching (Health Professions (i.e., AUDI, PHTH, OSOT, SPPH and MIDW) or teaching that falls outside of the Clinical Faculty Compensation terms for Teaching in the MD UG and 
PG Programs). 
a) Limited ad hoc teaching deemed to be contractor 

work 
See Appendix A for a list of pre-approved teaching 
activities provided by Clinical Faculty members that 
can be paid as contractor.  
 
For activities outside of Appendix A, send the set of 
deliverables and HR Assessment Form to the Assistant 
Managers, Faculty HR for assessment and approval 
prior to assigning ad-hoc teaching (relationship is 
determined by the work that is being done). 
 

  
To initiate a contractor payment, refer to 
instructions on Page 1.  
 

 

 T4A 

b) Regularly scheduled or term/ block-based Teaching 
(Non-Clinical Didactic Teaching) within the FoM Health 
Professions (i.e. AUDI, PHTH, OSOT, SPPH, and MIDW) 
or other term/ block-based Teaching outside of the 
Clinical faculty compensation terms. Requires an 
additional concurrent appointment normally as an 
Adjunct Professor (salaried or hourly) or other 
applicable rank – Please contact the Faculty HR team 
to assess appropriate rank. 
 

c) All other occasional scheduled Teaching within FoM 
that falls outside of the Clinical Faculty Compensation 
terms for Teaching in the MD UG and PG Programs 
that is deemed employment that is limited and short 
term (e.g. Summer Programs, Research Ethics course, 
one week of teaching per year).  
 

General Salary Plan 
 
 
 
 
 
 
 
 
 
 
One-Time Payment 
 
 
 

 
 

 

LOO 
 
 
 
 
 
 
 
 
 

To initiate a one-time payment, refer 
instructions on Page 1. 

 
T4 
 
 
 
 
 
 
 
 
 

T4 
 
 
 
 
 
 

https://finance.ubc.ca/procure-pay/private/pay/eib-upload-guidelines
https://finance.ubc.ca/procure-pay/private/pay/eib-upload-guidelines
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

 
 
 
 
Clinical Faculty 
Member 
(continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If teaching is assigned by non-FoM units, home unit 
of the clinical faculty member can take the non-FoM 
unit’s determination of work relationship to discuss 
and determine appropriate payment. 
 

 One-Time Payment 
 

 T4 

Administrative work & Roles 

a) Administrative work if the clinical faculty member is 
fee for service, where UBC appointment is deemed to 
be employment. If the position needs to be salaried, 
then normally paid as general salary plan.  In addition, 
could receive a buy-out of clinical time to compensate 
for lost clinical earnings.  Any combined FTE above 0.5 
FTE needs to be consulted with the Assistant 
Managers, Faculty HR. 

If the Clinical Faculty member assuming an 
administrative role while being salaried by the Health 
Authority, a Secondment Agreement must be 
established. 

Payment and Appointment should be processed 
under the Clinical Administrator job, which will 
provide a separate employment record in Workday 

b) Note: For additional, above and beyond work that are 
related to the Clinical Administrator job, payment 
should be paid out as a one-time payment on the 
Clinical Administrator job record. If ad hoc 
administrative work is assigned by non-FoM units (e.g. 
sitting on EDI committee), home unit of the clinical 
faculty member can take the non-FoM unit’s 
determination of work relationship to discuss and 
determine appropriate payment. 
 

c) Limited ad hoc administrative duties deemed to be 
contractor work. 

 
See Appendix A for a list of pre-approved 
administrative work provided by Clinical Faculty that 
can be paid as contractor. For activities outside of 
Appendix A, send the set of deliverables and HR 
Assessment Form to Assistant Managers, Faculty HR 
for assessment and approval prior to assigning the 
work (relationship is determined by the work that is 
being done). 

General Salary Plan;  
Clinical Allowance Plan  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
One-time payment 

 
 

 
 

LOO and JD 
 
 
 
 
 
 
 

Secondment Agreement 
 
 
 

 
 
LOO Prepared by the Dean’s Office 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
To initiate a contractor payment, see the 
instructions on Page 1.  
 

T4 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
T4 

 
 
 
 

 
 

 
 
T4 

 
 
 
 

 
T4A 
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

 
 
 
 
Clinical Faculty 
Member 
(continued) 

 

Discipline Specific Site Lead (DSSL), as per exemption 13 

a) DSSL, where deemed as employment 
 

Payment and Appointment should be processed under the 
Clinical Administrator job, which will provide a separate 
employment record in Workday.  
 
b) DSSL, where deemed as contractor (Sole Proprietor 

not registered for GST or Business/Corporation 
registered with Business Number) 

   
To initiate Letter of Agreement, please contact 
med.vde.hrassist@ubc.ca. 
 
Note: Please note exemption 13 on paperwork to ensure 
PPS is able to process. 
 

General Salary Plan 
 

LOO and JD 
 
 
 
 
 
Use the related DSSL LOA number 
 

T4 
 
 
 
 
 
T4A 
 
 

Research 
Salary for research activities (including research contracts, 
and clinical investigator scholarships). 
 
Payment through UBC should be processed under the 
Clinical Administrator job, which will provide a separate 
employment record on Workday. 
 
If Clinical Faculty are salaried with other organizations (e.g., 
Health Authority), please contact Assistant Manager, 
Faculty HR for advice as needed. 
 

 
 

 
General Salary Plan 
 

 
 
 
Funding letter/ RPB and LOO 
 

 
     
 
T4 

 
 

Clinical Work (where UBC is just paymaster, or in the case of APP earnings is employer and paymaster) 
Individual – APP Earnings through UBC as paymaster 

 
Payment should be processed under the Clinical 
Administrator job, which will provide a separate 
employment record In Workday. 

  Clinical Allowance Plan 
 
 

APP agreement or Description of clinical 
responsibilities 

 

T4 
 
 
 
 

Clinical 
Emeritus 
Faculty 
Members 
(retired Clinical 
faculty with 
Clinical 
Emeritus 
distinction) 

Teaching (MD Program that falls within the Clinical Faculty Compensation Terms for Teaching) 
If continuing teaching without patient care, an additional 
unpaid Post Retirement Faculty Appointment (NBEM091) 
is required under AP1.  Please reach out to Assistant 
Managers, Faculty HR for any questions regarding 
licensing 

Each department/school and distributed site’s education 
team are responsible for initiating teaching payments 
individually through Create Supplier Invoice Request BP. 

 
 

 
 
 
 
 
 

LOO 
 
 
To initiate a contractor payment, see 
instructions on Page 1.  
 

T4A 
 

mailto:med.vde.hrassist@ubc.ca
http://med.ubc.ca/files/2013/08/Compensation-Terms-MD-Programs-2013-2015.Approved-by-FEX.pdf
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 Research and Scholarly Work; Service including Administrative Responsibilities; Teaching (Health Professions (i.e., AUDI, PHTH, OSOT, SPPH and MIDW) or teaching that falls 
outside of the Clinical Faculty Compensation terms for Teaching in the MD UG and PG Programs).  

If actively working on a part-time basis, an additional Post 
Retirement Faculty Appointment (NBEM091) is required.  

 
a) Normally Unsalaried,  

 
b) May agree to compensate for performing 

academic activities (teaching, scholarly activity 
and related duties which may include 
administrative responsibilities). If payment is 
required, it will be general salary plan or one-
time payments (OTP).  
 

c) Academic activities deemed to be contractor 
status (See Appendix A) 

 
 

 
Normally unsalaried 
 
General Salary, or,  
One-time payment 

 
 

LOO 

 
 

LOO documentation regarding reason 
for payment.  
 
To initiate a one-time payment, see 
instructions on Page 1.  

 
To initiate a contractor payment, see 
instructions on Page 1.  

 

 
 

n/a 
 
 
T4  

 
 
 
T4A 

Post -
doctoral 
Research 
Fellows 

Research 
a) Funded by a supervising UBC faculty member and UBC 

internal award funding 
  General Salary Plan LOO 

 
T4 
 

 
b) Funded through a competitive award fellowship 

from an external granting agency that may or may 
not be paid through UBC, or receives financial 
support from a sponsoring agency. 

 
c) When funded externally and monies are flowing 

through an external agency. 
 

Note: A Postdoc Research Fellow appointment must be 
housed within an Academic Unit (normally within the 
Principle Investigator’s unit). 

 
Note: Postdoc fellow award recipients do not have 
an employee relationship with UBC. They 
independently work under the mentorship of a 
supervising faculty member at UBC. 
 

  
  Faculty & Postdoc Fellowship Allowance Plan 
 
 
 
 
 External Funding Allowance Plan 

 
 

 
LOO; RPB sheet; Funding confirmation 
letter from external agency 
 
 
 
LOO 
 

 
 
 
 
 
 

 
T4A 
 
 
 
 
n/a 
 

Teaching    
a) Limited ad hoc Teaching – paid out as one-time 

payment on Postdoc Research Fellow appointment 
 
Note: General rule of thumb: Under 20 hours of 
teaching per year 

 

   One-Time Payment 
 

Documentation noting nature of teaching, 
hours of teaching done and payment 
amount. 
 

T4 
 

http://www.hr.ubc.ca/faculty-relations/recruitment/faculty-offer-letters/
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Clinical Fellow  
(including Visa 
Trainees) 

Teaching, Research & Clinical Duties 
Funded by a supervising UBC faculty member General Salary Plan 

 
LOO (see Clinical Fellow Checklist) T4 

 
When funded externally and monies are flowing through an 
external agency. 
 

External Funding Allowance Plan LOO n/a 
 

Internationally-Sponsored (Visa) Trainees 
Funded by a sponsoring agency in their home country (refer 
to https://postgrad.med.ubc.ca/prospective-
trainees/international-sponsored-visa-trainee/ for a list of 
current sponsoring agencies. 
 

 
External Funding Allowance Plan 
 
 

 
 

 
LOO (Appointment processed by the 
PGME Visa Trainee Office) 

 
n/a 
 
 

If sponsored by the Saudi Arabian Cultural Bureau (Saudi 
Fellows) and receiving a foreign living allowance at UBC 

Foreign Living Allowance (FLA) at $1,500 per month 
(not subject to income tax or statutory deductions) 

LOO (Appointment processed by the 
PGME Visa Trainee Office) 

n/a 

  
 

Teaching – Additional Teaching not included in the Clinical Fellow’s Original Contract 
General Rule of thumb: Under 20 hours of additional 
teaching per year 

 
Note: For additional significant teaching, please contact 
Faculty HR. 

One-time payment Documentation noting clinical fellow 
supervisor’s approval, nature of teaching, 
hours of teaching done and payment 
amount. 

T4 

Clinical Fellow  
(including Visa 
Trainees) 

Teaching, Research & Clinical Duties 
Funded by a supervising UBC faculty member General Salary Plan 

 
LOO (see Clinical Fellow Checklist) T4 

 
When funded externally and monies are flowing through an 
external agency. 
 

External Funding Allowance Plan LOO n/a 
 

Internationally-Sponsored (Visa) Trainees 
Funded by a sponsoring agency in their home country (refer 
to https://postgrad.med.ubc.ca/prospective-
trainees/international-sponsored-visa-trainee/ for a list of 
current sponsoring agencies. 
 

External Funding Allowance Plan 
 
 

 
 

LOO (Appointment processed by the 
PGME Visa Trainee Office) 

n/a 
 
 

 
b) Scheduled or term/ block-based Teaching (Non-

Clinical Teaching) – Requires an additional 
concurrent appointment as a Postdoctoral Teaching 
Fellow. 

 
Appointments combined should not normally exceed 1.0 
FTE. Please contact Faculty HR if there needs to be an FTE 
adjustment on the Postdoctoral Research Fellow 
appointment. 

 
Note: A Postdoctoral Teaching Fellow appointment must 
also be housed within an Academic Unit. 

 
 
 

 
General Salary Plan 

   
 
 
 
 

 
 
 
 

 
 
 
 

LOO 

 
 
 
 
 

 
T4 
 

https://postgrad.med.ubc.ca/prospective-trainees/international-sponsored-visa-trainee/
https://postgrad.med.ubc.ca/prospective-trainees/international-sponsored-visa-trainee/
https://postgrad.med.ubc.ca/prospective-trainees/international-sponsored-visa-trainee/
https://postgrad.med.ubc.ca/prospective-trainees/international-sponsored-visa-trainee/
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If sponsored by the Saudi Arabian Cultural Bureau (Saudi 
Fellows) and receiving a foreign living allowance at UBC 

Foreign Living Allowance (FLA) at $1,500 per month 
(not subject to income tax or statutory deductions) 

LOO (Appointment processed by the 
PGME Visa Trainee Office) 

n/a 

  
 

Teaching – Additional Teaching not included in the Clinical Fellow’s Original Contract 
General Rule of thumb: Under 20 hours of additional 
teaching per year 

 
Note: For additional significant teaching, please contact 
Faculty HR. 

One-time payment Documentation noting clinical fellow 
supervisor’s approval, nature of teaching, 
hours of teaching done and payment 
amount. 

T4 

Research 
Associate 

Research 
Salary General Salary Plan LOO & Guaranteed Funding Letter (if 

applicable) 
T4 
 

Teaching 
a) Limited ad hoc Teaching 

 
One-time payment on Research Associate position 

 
Note: Any teaching they might do would be 
exceptional as teaching is not considered a 
deliverable of Research Associates.  
 
General rule of thumb: Under 20 hours of teaching 
per year as teaching can be paid as one-time 
payment. 

 
b) Scheduled or term/ block-based Teaching (Non-

Clinical Teaching) – Requires an additional 
concurrent appointment – Please contact Faculty 
HR to assess the appointment and if there needs 
to be an FTE adjustment on the Research 
Associate appointment. 
 

   One-time Payment 
 
 
 
 
 

 
 
 
 

 
 
General Salary Plan 

 
 

Documentation noting nature of teaching, 
hours of teaching done and payment 
amount. 

 
 
 
 

 
 
 
 

 
 LOO 

 
T4 

 
 
 
 
 

T4 
 

 

Adjunct 
Professor 
(salaried & 
hourly) 

 
 
 
 
 
 
 
 

 

Teaching, Research and/or Admin 
a) Limited ad hoc Teaching/Admin deemed as 

employment work. Paid out as one-time 
payments on Adjunct Professor appointment. 
 

b) For teaching, scholarly activity and related duties 
which may include administrative 
responsibilities. 
 

c) If ad hoc academic activities are assigned by non-
FoM units, home unit of the Adjunct Professor 
can take the non-FoM unit’s determination of 
relationship (e.g. one-time payment). 
 

 

One-time Payment 
 

 
 

General Salary Plan (salaried);  
Hourly Plan (hourly-paid) 
 
 
One-time Payment 
 

To initiate a one-time payment, see 
instructions on Page 1.  
 
 
LOO 
 
 
 
To initiate a one-time payment, see 
instructions on Page 1.  
 
 
 
 

T4 
 
 
 
 
T4 
 
 
 
 
T4 
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Note: not eligible for pension and benefits. 
 

d) Limited ad hoc Teaching/Admin duties deemed 
as contractor work.  
 
Send the set of deliverables and HR Assessment 
Form to Assistant Managers, Faculty HR for 
assessment and approval prior to assigning ad-
hoc academic work (relationship is determined 
by the work that is being done). 

 

 
 
To initiate a contractor payment, see 
instructions on Page 1.  

 

 
 
 
T4A 
 

Honorary 
Appointments 

Appointment granted in recognition of Service 

 
Service may include Teaching, Research and/ or Admin. 
 

 
Unsalaried but can be provided a One-time payment 
(depending on the work and amount – please review 
with your Assistant Manager, Faculty HR. 

 

 
LOO 
 

 
n/a 
 

Affiliate 
Appointments 

Teaching, Research and/ or Admin 
 
For teaching, scholarly activity and related duties which 
may include administrative responsibilities 

 
Note: If the amount of work is significant, consult your 
Assistant Manager, Faculty HR to ensure the correct Faculty 
rank has been chosen; additional justification regarding the 
rank and corresponding payment may be required.  One-
time payments can be provided on a case by case basis 
following assessment with Faculty HR team.  Normally any 
significant payments would be transferred to the individual’s 
Home Institution to facilitate payment. 
 

    
Unsalaried 

 
 
 

One-time payment  

 
LOO 

 
 

To initiate a one-time payment, see 
instructions on Page 1.  
 

 
n/a  
 
 
T4 
 

Visiting 
Professor 
(Assistant, 
Associate, 
Lecturer, etc.) 

Teaching and/or Research 
Teaching and or Research 

 
NOTE: Not eligible for pension or benefits 
NOTE: Non-Canadians / non-Permanent Residents will 
require a work permit to be paid on payroll 

   Normally Unsalaried but if being paid:     
General Salary Plan 
 

LOO 
 

T4 
 

Visiting 
Scientist 

Research 
Research  
 
NOTE: These appointments are normally not paid. Not 
eligible for pension or benefits. Cannot teach on this 
appointment. Non-Canadians / non-Permanent Residents 
will require a work permit to be paid on payroll. 

Normally Unsalaried but if being paid: General Salary 
Plan 
 

LOO 
 

T4 
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Appointment 
Type Description of Compensation Compensation Plan Supporting Documentation Tax 

Guidelines for 
Tokens of 
Appreciation 
for all ranks as 
noted above 

Tokens of Appreciation – One-Off Payments Only, in Recognition for Services (E.g. CPD speaker, 1-2 guest lectures per year) 
a) One-off ad-hoc work, where deemed to be 

employment (e.g. CREB). 
 
 
 
 
 
 
 

 
 

 
 
  

One-time payment 
 
 
 
 
 
 
 
 
 
 
 
 

Documentation regarding reason 
for payment; please run report in 
Workday to ensure one-time 
payments from all third-party 
sources (contracts, grants, etc. 
whether the funding source is 
Research related or otherwise and 
whether the one-time payment is 
for Research activities or 
otherwise) are less than 1/6th of 
their total compensation for the 
academic year (July 1 to June 30). 
 
To initiate a one-time payment, see 
instructions on Page 1.  
 

T4  

 

 

 

 

b) One-off ad-hoc work where deemed to be 
contractor status.  
 
Note: Send along the set of deliverables and HR 
Assessment Form to Assistant Managers, Faculty HR 
(all term faculty) or Managers, Faculty HR (tenure 
stream and partner faculty) for assessment and 
approval prior to assigning ad-hoc academic work 
(relationship is determined by the work that is being 
done). 

 

 To initiate a contractor payment, see 
instructions on Page 1.  

 T4A 

 

c) Engagement with Indigenous partners who are 
employees at UBC (e.g. advising of a cultural nature, 
ceremonies, territorial acknowledgements) 

One-time payment 
 

Ensure the gift-giving protocol and 
payment method aligns with 
Indigenous Finance Guidelines.  

 
To initiate a one-time payment, see 
instructions on Page 1.  
 

T4 

d) Engagement with Indigenous partners who are 
deemed contractors at UBC.  
 
Send the activities performed and HR Assessment 
Form to Assistant Managers, Faculty HR for 
assessment and approval to initiate contractor 
payments. 

 
 

  
Ensure the gift-giving protocol and 
payment method aligns with 
Indigenous Finance Guidelines.  

 
To initiate a contractor payment, see 
instructions on Page 1.  
 

T4A 

https://finance.ubc.ca/budgeting-reporting/accounting-guidelines-and-processes/indigenous-finance-guidelines
https://finance.ubc.ca/budgeting-reporting/accounting-guidelines-and-processes/indigenous-finance-guidelines
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No UBC 
appointment 

Only to be used if all of the above scenarios have been considered and is not a fit – Please consult your Faculty or Staff HR rep for advice and consideration 
 

**Please note that it is normally expected that all teaching staff in the FOM are given a faculty appointment in an academic unit, approved by the UBC Board of 
Governors. This is in accordance with both the University Act, UBC Policy AP3 (formerly Policy #25) and accreditation standards** 
Work contracted to Individual (Sole Proprietor or Sole 
Proprietor not registered for GST) or Business or 
Corporation (registered with a Business Number) 
 
Note: Send along the set of deliverables and HR Assessment 
Form to Assistant Managers, Faculty HR (all term faculty) or 
Managers, Faculty HR (tenure stream and partner faculty) 
for assessment and approval prior to assigning ad-hoc 
academic work (relationship is determined by the work that 
is being done). 

 

   
 

Description of Services Rendered 
 

To initiate a contractor payment, see 
instructions on Page 1.  

 

T4A 
 

Engagement with Indigenous partners who are deemed 
contractors at UBC. 
 
Note: Send along the activities performed and HR 
Assessment Form to Assistant Managers, Faculty HR for 
assessment and approval. 

 Ensure the gift-giving protocol and 
payment method aligns with Indigenous 
Finance Guidelines.  
 
To initiate a contractor payment, see 
instructions on Page 1.  
 

T4A 

Persons residing outside of Canada with no SIN 
 
Note: Please work through each scenario with Faculty HR. 

   
 

Description of Services Rendered 
 
To initiate a contractor payment, see 
instructions on Page 1. 

T4A- NR 
 

 
 

 
  

http://universitycounsel.ubc.ca/files/2010/08/University_Act_20091106.pdf
https://finance.ubc.ca/budgeting-reporting/accounting-guidelines-and-processes/indigenous-finance-guidelines
https://finance.ubc.ca/budgeting-reporting/accounting-guidelines-and-processes/indigenous-finance-guidelines
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Appendix A – Academic Activities Deemed as Contractor Work specifically for Clinical Faculty Members within the Faculty of Medicine 
 

Compensation for the activities listed below, including but not limited to, will be payable on a contractual basis to Clinical Faculty members based on 
their expertise as practitioners/clinicians. 

 
1. Teaching for the MD Undergraduate Program (MDUP) and Postgraduate Program (PGME) outside of UBC Faculty of Medicine Clinical Faculty 

Compensation Terms for Teaching in the MDUP and PGME 
2. Participation as Systems Lead, Themes Leads, and Week Leads in the Undergraduate Medical Education Office (UGME) 
3. Developing multiple choice questions (MCQ) for the MDUP 
4. Participation in Canadian Resident Matching Service (CaRMS) 
5. Participation in Alternate Clinical Evaluation BC (ACEBC) and Physio Refresh exam invigilation in the Department of Physical Therapy 
6. Ad-hoc or one-time participation in developing content (usually under 20 hours per year) for workshops or programs where clinical faculty is 

eligible for payment 
7. Participation as guest presenter/speaker at conferences, events, and education programs 
8. Participation as a member of a working group or committee where clinical faculty is eligible for payment 
9. Prizes from winning Departmental and Faculty awards 
10. Participation in a coaching program as a coach or mentor (e.g. UBC Continuing Professional Development’s (CPD) Rural Coaching and Mentoring 

Program) 

Note: For activities not listed in Appendix A, forward the service deliverables and an HR Assessment Form for HR’s assessment and agreement that the 
clinical faculty member can be paid as an independent contractor.  
 
If you are unsure of the above activities, and/or if the individual is appointed in a different rank, please contact the FOM Dean’s Office as follows: 

• Tenure-stream and Partner Faculty - forward to your Manager, Faculty HR, Faculty of Medicine 
• Term Faculty – forward to your Assistant Manager, Faculty HR, Faculty of Medicine 

 
 
 

 

https://finance.ubc.ca/sites/finserv.ubc.ca/files/resource-files/UBC_HR_FastTrack_Assessment.pdf

