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OFFICE OF THE VICE-PRESIDENT, RESEARCH S
Memorandum
To: Ms. Alison J. Watt, Director FrROM: BruceP. Clayman
University Secretariat Vice-President, Research

SUBJECT: Policy R50.03 - Postdoctoral Fellows DATE: July 7, 2000

I enclose the tenth draft of proposed Policy R50.03 - Postdoctoral Fellows for consideration by
Senate and the Board of Governors. It was developed with helpful input from the Office of Re-
search Services, Financial Services, employee groups, department chairs, and a number of indi-
vidual faculty members and present SFU postdoctoral fellows, as well as the vice presidents and
deans group.

Most recently, it was posted on the web and input invited from the entire campus community.

This draft incorporates changes made as a result of that consultation. This policy will fill a long-
time policy vacuum in this area at SFU. Recent communication from NSERC President Dr. Tom
Brzustowski pointing out the need for such policies and discussion at Senate add weight to the
case for concluding such a policy.

I will be pleased to have the advice of Senate at the next meeting.
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1.0 Policy

Simon Fraser University wishes to provide a policy framework for researchers who have recently
completed a doctorate and are accepted to carry on further research, for a limited period of time, in
association with faculty members of Simon Fraser University. They are valued members of the
community, who may be funded through fellowships provided by an external agency or through
research grants or contracts held by SFU faculty members. The principal objectives of these
postdoctoral researchers are usually to broaden their research expertise, build associations with
established researchers and strengthen their publication record, thereby enhancing their future
employment opportunities. As researchers, they have the opportunity to make significant
contributions to their chosen field, the University, faculty researchers and graduate students.

The Office of the Dean of Graduate Studies has primary responsibility for administration of this
Policy.

2.0 Definitions

Postdoctoral Fellows (PDFs) are individuals who, at the time of appointment, completed a doctoral
degree, normally within the previous four years and who are undertaking additional advanced
research at Simon Fraser University beyond the doctorate in association with one or more SFU
faculty members for a limited period of time, usually one to three years. Exceptions to these time
frames will be possible in cases where the research career has been delayed due to factors such as
parental responsibilities or alternate career paths. Granting agencies may impose different time
frames on PDF's whom they fund.

A number of other titles have been used to designate PDFs, both by units within the University and
by external agencies; these include Postdoctoral Research Associate, Research Associate and
Postdoctoral Researcher. In this Policy, the term Postdoctoral Fellows, abbreviated by “PDFs,” will
be used to designate all, irrespective of designation by others or their source of funding.

This Policy does not apply to University Research Associates, as described under SFU Policy
R50.01, who have academic qualifications similar to those required for appointment to the faculty
and may be appointed for extended periods.

In this Policy, the following two designations will be used to differentiate between PDFs in cases
where the source of funds to pay stipends to PDFs results in differentiation within the terms of this
Policy.

External PDFs receive their stipends either directly from an external agency or through SFU from
funds that are provided to SFU by an external agency for administration on behalf of that agency,
via “global payments.” The terms of appointment, including remuneration, are normally set by the
external agency.
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Grant PDFs receive their compensation from research grants or contracts (“grant funds”) awarded
to SFU faculty members (“grant holders”) and, under SFU Policy R50.02, are considered to be
employees of the grant holder (i.e. they are “grant employees”), with the funds administered on
behalf of the grant holder by SFU. The source of the grant or contract funds can either be external
or internal to the University. The terms of the appointment of Grant PDFs, including remuneration
and benefits, normally are set by the grant holder.

The Faculty Supervisor is the regular SFU faculty member with primary responsibility for the
recruitment, appointment and supervision of a PDF; all PDFs must have a Faculty Supervisor.
Although a group of faculty members may pool resources to fund a Grant PDF appointment, one
faculty member must be designated as the Faculty Supervisor and there should be a formal
agreement among all the funding partners about decision-making with respect to the PDF
appointment. Normally, the Faculty Supervisor of a Grant PDF is the holder of the primary grant.

The precise terms of employment of PDFs whose compensation is derived both from external
sources and from grants must be determined in advance by mutual agreement of the PDF and the
Faculty Supervisor, consistent with the regulations of the all of the agencies providing the funding.

3.0 Terms and Conditions of Appointment
3.1 Responsibilities

A Postdoctoral Fellow will be associated with one or more faculty members for the purpose of
research collaboration. Each PDF is responsible to her/his Faculty Supervisor for the satisfactory
performance of the research activities specified in the Appointment/Invitation Letter or, in the case
of External PDFs, the application for a Fellowship; failure to perform satisfactorily constitutes
cause for termination, irrespective of the source of funding.

PDFs are required to adhere to all applicable University Policies. These are available at
http://www.sfu.ca/policies/ These include but are not limited to:

e Research Grant and Contracts R10.01

e Research Ethics R20.01

e Biosafety R20.02

e Treatment of Animals in Research and Teaching  R20.03

¢ Radiological Safety R20.04

e Intellectual Property R30.01 and R30.02
e Integrity in Research R60.01

e Fair Use of Information Resources GP-24

e Smoking and Occupational Health and Safety GP-16 and GP17

e Harassment GP-18

It should be noted that under Policy R10.01, only faculty members are permitted to apply for and
hold external research grants and contracts, so that PDFs are not eligible to apply for or hold these.
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It is recognized that some PDFs may wish to obtain teaching experience. PDFs may be involved in
undergraduate and graduate lecturing, laboratory instruction, tutorials, supervision of undergraduate
projects, and assistance with the supervision of graduate students (with the exception of Senior
Supervision). Arrangements to participate in such activities should be made with the Faculty
Supervisor and the Chair of the Department; they must be consistent with relevant University
Policies and Regulations and with contracts and other agreements with SFU employee groups.
Chairs should determine in advance of making such an appointment whether there are any
restrictions to the amount of teaching or other work that may be performed by an External PDF.

PDFs do not have voting privileges with respect to elections for members of Senate, the Board of
Govemors, or other University bodies. Departments may, under their own constitutions, make
provision for participation of PDFs in Departmental governance.

3.2 Compensation

As noted above, PDFs may be funded by external sources or by payments from grants or contracts
held by faculty members or by a combination of these sources. .

Stipends payable to an External PDF are normally determined by the external agency. For current
information, contact the Office of the Dean of Graduate Studies.

Where no specific stipend, salary or range thereof is mandated, the PDF’s compensation is based on
his/her relevant qualifications, experience and responsibilities and is subject to negotiation between
the Faculty Supervisor and the PDF; however the minimum salary for a Grant PDF will normally be
the minimum payable to postdoctoral fellows from NSERC grants under current NSERC
regulations.

3.3 Employment Benefits

Employment benefits are available only to Grant PDFs; required and optional benefits are described
under “Procedures for a Research Grant Appointment,” a supplement to SFU Policy R50.02. As
noted in that Policy, hours of work, vacation, maternity and parental leave, and termination of
employment for Grant PDFs are governed by the Employment Standards Act of B.C. Deductions
from the PDF’s salary are made for the employee's contribution to the Employment Insurance
program, Income Tax and Canada Pension Plan. A clear description of the specific benefits offered
to the Grant PDF should be in the Appointment Letter.

External PDFs are not eligible to receive employment benefits from SFU. They are required to
make private arrangements for medical insurance coverage. No deductions are made from their .
stipends for Income Tax. PDFs should be aware that tax may be payable when a tax return is filed.

These facts should be made clear in the Invitation Letter.
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3.4 Orientation

The Faculty Supervisor is primarily responsible for orienting the PDF to the Department, Faculty
and University. This includes informing the PDF of Department and Faculty standards, performance
expectations, hours of work, safety procedures/regulations, relevant University Policies and
Procedures, and for orienting the PDF to the work site and overall University environment. The
Office of the Dean of Graduate Studies will provide materials to assist in orientation and may
provide annual or semesterly orientation sessions.

3.5 Access to Research Resources

The Faculty Supervisor and Department Chair will make best efforts to provide resources needed to
support the collaborative research activities. This will normally include office space, access to
computing resources, local telephone service and (if relevant) laboratory space, equipment and
supplies.

3.6 Achievement

Publication of research results and development of patentable or licensable products are typical
standards of achievement as a PDF. It is expected that PDFs will be appropriately recognized for
their contributions to publications and patents and will appropriately recognize the contributions of
others. It is the responsibility of the Faculty Supervisor, in consultation with the PDF, to develop
and document a clear agreement about the rights and responsibilities of the parties, under the SFU
policies on intellectual property, with the PDF at the start of the appointment; this may be part of
the Letter of Appointment/Invitation or may comprise a separate document.

3.7 Access to University Services and Facilities

It is the responsibility of the Faculty Supervisor to make the PDF aware of the University services
and facilities available to PDFs; some of these are described in Appendix D to this Policy, which
will be updated from time-to-time by the Office of the Dean of Graduate Studies.

3.8 Reappointment

At least one month prior to the expiration of the term of the appointment, the Faculty Supervisor
should inform the PDF in writing whether or not the appointment will be extended and, in the case
of extension of the appointment of Grant PDFs, also notify SFU Payroll of the extension.

4.0 Conflict Resolution

In the event of disagreement between a PDF and his/her Faculty Supervisor concerning duties or
responsibilities under the terms of this Policy, it will be the responsibility of the Department Chair
to encourage informal, amicable and prompt settlement of such disagreements. If this is
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unsuccessful, a Grant PDF may file a complaint under the B.C. Employment Standards Act; an
External PDF should consult the Dean of Graduate Studies who will mediate the disagreement,
either directly or through delegation.

5.0 Recruitment, Appointment/Invitation Procedures
5.1 Recruitment

Faculty members may recruit PDFs by whatever method they deem appropriate, advertising in
appropriate local, national or international journals, newspapers or electronic media, personal
contacts or response to enquiries. When recruiting Grant PDFs, faculty members must adhere to
SFU Policy R50.02 and all relevant legislation, such as the Human Rights Code of British Columbia
and the Canada Immigration Act.

5.2 Offer of Appointment/Invitation

Typically, an individual faculty member or group of faculty members may invite a PDF to become a
research colleague; as noted above, one faculty member must be designated as the Faculty
Supervisor. Simon Fraser University requires that an Appointment/Invitation Letter be sent by the
prospective Faculty Supervisor to the prospective Grant PDF or External PDF; the letter must
include: ‘

a) position title

b) starting date and term of appointment

¢) remuneration (if not already specified by an external agency)

d) statutory and additional employment benefits (for Grant PDFs)

e) extent (if any) to which moving expenses will be reimbursed

f) nature of the research to be undertaken

g) any special conditions that may apply
Sample Appointment/Invitation Letters for Grant/External PDF's respectively are attached as
Appendices A and B to this Policy respectively. These may be revised from time-to-time by the
Office of the Dean of Graduate Studies. A copy of this Policy should be enclosed with the
Appointment/Invitation Letter. Since each appointment involves the use of Departmental resources,
the Department Chair must agree explicitly in advance to the terms of the letter of Appointment/
Invitation.

5.3 Acceptance

The PDF will indicate acceptance of the appointment/invitation in writing by returning a signed
copy of the Appointment/Invitation Letter

5.4 Finalization

For all PDFs, the PDF and the Faculty Supervisor shall complete the SFU Postdoctoral Fellow
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Registration Form (see Appendix C, which may be changed from time-to-time by the Office of the
Dean of Graduate Studies) and submit it to the Chair of the appropriate Department for approval.
The completed, approved form must be submitted to the Office of the Dean of Graduate Studies for
registration of the appointment; this will enable the PDF to gain access to a variety of University
services.

For Grant PDFs, the Faculty Supervisor shall also forward a copy of the Appointment Letter to SFU
Financial Services, Research and Awards. The Faculty Supervisor shall also forward a completed
form FPP4 (Appointment Form, Research Grants) to the Financial Services, Research and Awards.
This is necessary in order to enable the University to perform administrative services on behalf of
the Faculty Supervisor.

6.0  Interpretation

Questions of interpretation and application of this Policy or its procedures shall be referred to the
Dean of Graduate Studies, whose decision shall be final.
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Appendix A
Sample Appointment Letter for a Grant PDF

PERSONAL AND CONFIDENTIAL

Date:

Dear

It is a pleasure to offer you a Postdoctoral Fellowship for the period from to ata
stipend of § (Canadian) per annum (to be paid in biweekly amounts of $ )- This is

inclusive of vacation pay. In addition, there will be statutory benefits (Canada Pension,
Employment Insurance, Workers' Compensation, and Employment Standards Act benefits such as
statutory holidays); additional benefits as detailed below will also be provided. Additional
employment may be available after the above date, but will be subject to the satisfactory
performance of all requirements and the availability of grant or contract funds.

optional.
[T will provide reimbursement of your moving expenses, not to exceed to the cost of a one-way,
economy-class airline ticket from your current place of residence to Vancouver, B.C. Receipts for
expenses will be required.]

As a Postdoctoral Fellow you will have access to the University Library, computing services and
recreational facilities as well as office space, local telephone service and [if applicable] laboratory
space, equipment and supplies. You and your activities will be covered by all relevant University
Policies and Procedures. I enclose a copy of SFU Policy R50.03 which relates directly to your
appointment. For general information on Simon Fraser University, our policies and our research
activities and facilities, please visit our website www sfu.ca.

Sample text on responsibilities:
[This employment relationship is not one of engaging you for the performance of specific duties.
Hence, there will be a great deal of flexibility exercised in the time and place of the performance of
these services, but I expect these hours to average at least 35 hours per week.]
or
[This employment is for the following specific purposes: [list] and you are expected to be present
on the SFU Burnaby campus at least 35 hours per week between 9:00 a.m. and 5:00 p.m.]

This employment will be administered by Simon Fraser University, although technically the
contract of employment exists between you and me, as a recipient of research grant and/or contract
funds; this employment relationship does not extend to or affect Simon Fraser University.

<
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Additional Benefits:
Employee's Share Grant Share
Basic Health & Hospital Insurance
Extended Health Coverage
Homeowners'/Tenants' Insurance
Dental Plan (eligible only to continuing employees,
after 1 year of continuous service)

Unless otherwise specifically stated in writing, the conditions of employment will be in accordance
with the requirements set out in the B.C. Employment Standards Act and Regulations. You may
wish to consult the terms of the Act and Regulations, including the complaint process outlined in
Part 10 of the Act. Information regarding the Act can be found at:
http://www.labour.gov.bc.ca/esb/chapter/print2. htm. The complaint process is explained there in
Chapter 15. Termination of this contract of employment may be initiated by either party giving two
(2) weeks notice, except in the case of termination for cause.

I hope you will accept these terms of employment; please sign and return the enclosed a copy of this
letter, retaining the original for your records.

Yours truly,

(Grant Holder)

I agree to the conditions of employment as set out above.

Signature of Grant PDF Date

c. Chair
Departmental Assistant
Benefits Section, Human Resources
Research Section, Financial Services and Administration

enclosures

[Notes to Grant Holder: :

o Ifthis offer is being made to a person who is neither a Canadian Citizen nor a Permanent
Resident of Canada, please refer to Policy 50.02, Clause 2.3 of the procedures therein.

0 The examples of optional “additional” benefits are not obligatory and are at a cost to the grant
holder and/or the employee, not to the University.]

1
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Appendix B
Sample Invitation Letter for an External PDF

PERSONAL AND CONFIDENTIAL

Date:

Dear

Congratulations on your receipt of a ‘ Postdoctoral Fellowship. It is a
pleasure to invite you to perform your postdoctoral research at Simon Fraser University under my
general supervision, for the period from to

optional:
[In addition to your stipend, employment as a Teaching Assistant or Sessional Instructor may be
available.]

optional:
[In addition to the your stipend as an External PDF, employment as a Grant PDF may be available;
this is covered by a separate appointment letter.

optional.
[I will provide reimbursement of your moving expenses, not to exceed to the cost of a one-way,
economy-class airline ticket from your current place of residence to Vancouver, B.C. Receipts for
expenses will be required. ]

As a Postdoctoral Fellow you will have access to the University Library, computing services and
recreational facilities as well as office space, local telephone service and [if applicable] laboratory
space, equipment and supplies. You and your activities will be covered by all relevant University
Policies and Procedures. I enclose a copy of SFU Policy R50.03 which relates directly to your
appointment. For general information on Simon Fraser University, our policies and our research
activities and facilities, please visit our website www.sfu.ca.

Sample optional text on responsibilities:
[This research relationship is not one of engaging you for the performance of specific duties. Hence,
there will be a great deal of flexibility exercised in the time and place of the performance of these
services.]

Since this is not an employment relationship, no employment benefits are provided through the
University. You are required to obtain medical insurance through the BC Medical Services plan or
another plan, if you are not eligible for coverage under the BC Plan. You are also advised to make
provision for income tax payable in April of the year following receipt of funds under this award,
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since no deductions for taxes will be made at the source of funds.

I hope you will accept these terms of appointment; please sign and return the enclosed a copy of this
letter, retaining the original for your records.

Yours truly,
(Grant Holder)

I agree to the conditions of appointment as set out above.

Signature of External PDF Date

c. Chair
- Departmental Assistant

enclosures
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Appendix C

SFU Postdoctoral Fellow Registration Form

Name of Postdoctoral Fellow: Dr. SIN:

Position Title (Postdoctoral Fellow, Postdoctoral Research Associate, Research Associate)

circle one above or specify other title

Name of Faculty Supervisor:

SFU Department:

Start Date of Appointment: End Date of Appointment:

Appointment (is, is not) renewable by mutual agreement.

Signature of Postdoctoral Fellow: Date:
Signature of Faculty Supervisor: Date:
Signature of Department Chair: Date:

A copy of the completed form must be sent to the Office of the Dean of Graduate Studies to register
the appointment and to permit access to Library, Computing Services and other University services.
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Appendix D
Access to University Services and Facilities

A range of services and facilities are available to members of the campus community. Those
available to PDFs include but are not limited to the following.

The SFU Library (http://www.lib.sfu.ca/) will provide PDFs with a card allowing the same
privileges as SFU faculty members. PDFs will complete an extra-mural application form and-submit
a copy of the completed SFU Postdoctoral Fellow Appointment Form to the Library.

SFU Academic Computing Services offers PDFs internet and email privileges under the category
"Other." Application is via the SFU Computing Account Request Form which is available via a link
from http://www.sfu.ca/acs/accounts/index.htm.

The SFU International and Exchange Student Services Office is available to assist international
PDF's on issues such as visas and medical insurance.

The University/Industry Liaison Office (UILO) is the primary organizational structure responsible
for technology transfer at SFU and can assist PDFs in commercialization of their intellectual

property - consult http://www.sfu.ca/uilo/.

Although PDFs are not eligible to apply for research funding themselves, the Office of Research
Services can provide information on opportunities for external funding for future reference or for
application by the Faculty Supervisor - consult http://www.sfu.ca/ors/

SFU Parking Services will issue PDFs a parking permit based on a copy of the completed SFU
Postdoctoral Fellow Appointment Form. The PDF will be offered status and parking privileges as
"faculty/staff" of the University - consult http://www.sfu1.ca/security/Parking/faculty.htm.

SFU Recreational Services and Athletics will provide memberships to PDFs under the same terms
as members of the SFU Faculty Association. This will include a free gym membership for access to
use the gym facilities, reduced rates on both gym locker rentals and admissions to varsity events -

consult http://www.sfu.ca/athletics-rec/membership/me_main.htm

SFU Health, Counselling and Career Centre offers PDFs emergency medical care, personal
counselling, career counselling and crisis intervention - consult http://www.sfu.ca/hcce/

Space in the University residences (http://www.sfu.ca/student-services/residences/) is very difficult
to obtain, because students are given priority; however, the Office of Campus Community Services
maintains a directory of off-campus housing possibilities that is available to PDFs - consult:

http://www.sfu.ca/offcampushousing/. PDFs arriving in the summer may find temporary
accommodation on-campus via Conference and Guest Accommodations - consult
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http.//www sfu.ca/student-services/conference-accommodation/.

Although not a University service, the facilities of the SFU Childcare Society can provide care on

campus for children of PDFs - consult http://www.sfu.ca/childcare-society/

Grant PDFs may be eligible for an SFU tuition fee waiver for themselves and/or their dependents if
the grant holder or other source of funding agrees in advance to provide the required funding to the
University.
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