[bookmark: _GoBack]Template letter for Academic Administrator position
(used when providing additional service duties to an existing faculty member.  Note that the additional responsibilities do not change the terms and conditions of the existing professorial appointment.)



Date




Dear X:

I am pleased to extend the following temporary administrative opportunity to you [alternately:  As per our discussion I greatly appreciate your willingness to take on the additional responsibilities of X]. The details of the responsibilities are as follows:

Title: xxxx – if applicable 
Department/School: Department of X 
Faculty: XX at the UBC [Vancouver/Okanagan] Campus
Term Start Date: July 1, 2026 
Term End Date: June 30, 2027 
Honorarium: $x per year (or indicate unpaid if no honorarium)

As discussed, you will take on the responsibilities of [enter details and expectations]. If applicable, add [This role is renewable at the discretion of the Department Head.]

You remain a member of the Faculty Association and will continue to be eligible for any academic salary increases on your professorial salary as negotiated between the University and the UBC Faculty Association. For administrative and reporting purposes only, the Department will record an Academic Administrator appointment in Workday in addition to your professorial appointment. 

If applicable, At the end of the term the honoraria will cease.

There is no administrative leave associated with these duties, however, you will continue to accrue time towards Study Leave during the term of these additional responsibilities.

This appointment may be terminated by the University without notice or pay in lieu where there is cause for termination.
 
This appointment may be terminated in advance of the expiry date upon provision of written notice of termination, or pay in lieu of notice, as set out in the British Columbia Employment Standards Act (the “Act”). You agree that upon provision of notice of all such entitlements as required by the Act, the University will have satisfied all of its obligations to you in relation to the termination of your appointment and you shall have no further entitlements in respect thereof from the University pursuant to statute or common law.

If you are in agreement with the terms set out in this letter, please sign the enclosed copy of the letter and return it no later than X. Please keep a copy of this signed letter for your own records. 

I look forward to continuing to work with you.

Sincerely,



XXX
(Name)
Head/Director of Academic Unit


I have read and understand the terms set out in this letter and I accept the above offer.


			
[Name]		Date of Acceptance

