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Post-doctoral Fellowships:
Guidelines for Awarding and other important information

It is the responsibility of holders of grants and contracts to ensure consistency with the granting agency regulations.
A Post-doctoral Fellow (PDF) designation is for a limited period of time and is designed to further the knowledge of fellows in advanced study or research through collaboration with faculty.  A Post-doctoral Fellow is directly responsible to a faculty member.
Definition

A Post-doctoral Fellow (PDF) is a scholar with a doctoral degree who 
(i) Has been awarded, in competition, support in the form of a fellowship, or 
(ii) Has been supported on a research grant. 
Educational requirements

Must have completed one of the following:
(i) Phd (or equivalent degree such as D.Sc., D. Phil., D. Eng.) (will accept signed letter from the Dean of the Faculty of Graduate Studies, stating all PhD requirements have been met)
(ii) M.D.

(iii) D.M.D.
(iv) Other heath professional degree 

Appointment time lines (start and end)
Appointments are full-time, only exception is a foreign PDF who has parental obligations and whose spouse is a student.

PhD (or equivalent e.g. D.Sc., D.Phil., D.Eng.) appointment specifics

Should not be initiated more than five years from the PhD (or equivalent) degree (except if there is evidence of career disruption (e.g. medical necessity or parental responsibilities)
And

Should not continue beyond three years from date of initial award-PDFs appointed to same supervisor and/or unit beyond three years MUST
a. send progress report (one-page) to Office of the Vice-President (Research)

b. include: why training at same site is beneficial

c. report should be signed by the PDF, supervisor, and unit head

NOTE: ALL must be terminated by the six year anniversary date of the award of the PhD.

NOTE: these time frames do not apply to a PDF being paid by an external agency (i.e. money is not going through the University).
M.D or D.M.D or other health professional appointment specifics
May be appointed during the first four years of research training from the M.D. or D.M.D. degree, 
and

Should not continue beyond ten years from date of degree

And

Non-Canadian and non permanent residents of Canada are not eligible for support beyond the eight year after the date of the initial award
Stipend

(i) The stipends of NSERC, SSHRC, and CIHR post-doctoral fellowships are set each year by those respective agencies. In cases where other sources of funds are used, and there are no agency guidelines on awards, the level of awards should normally not differ significantly from NSERC, SSHRC and CIHR levels

(ii) All PDFs must be paid a minimum of $25,000/annum.  See below for specific agency information
(iii) Except in exceptional circumstances, fellows are funded from sources other than The University of Manitoba operating budget
NSERC

Paid in whole or part from grant funds – minimum $25,000

SSHRC

Up to $31,500
CIHR

PhD: $36,750

M.D., D.M.D or other health professional:

0-2 years experience minimum $36,750

2 plus years postgraduate academic experience minimum $47,250
Tri-council Use of Grant Funds link

http://www.nserc-crsng.gc.ca/Professors-Professeurs/FinancialAdminGuide-GuideAdminFinancier/FundsUse-UtilisationSubventions_eng.asp
Canada Revenue (taxation)

(i) Remuneration is considered income in the hands of the recipient for income tax purposes
(ii) Payments are NOT considered employment income and therefore are not subject to Canada Pension Plan, Employment Insurance Commission source deductions, or University of Manitoba benefit plans 
(iii) NOR are post-doctoral fellows covered by such benefit plans
Budget 2010

“Budget 2006 introduced a full tax exemption for post-secondary scholarships, fellowships and bursaries to help foster academic excellence by providing tax relief to post-secondary students.  The scholarship exemption applies to amounts received in connection with the student’s enrolment in an educational program that entitles the student to the Education Tax Credit.  The Education Tax Credit is generally available in respect of programs at the post-secondary level, and programs at educational institutions that are certified by the Minister of Human Resources and Skills Development as providing skills in an occupation.

Budget 2010 proposes to clarify that a post-secondary program that consists principally of research will be eligible for the Education Tax Credit, and the scholarship exemption, only if it leads to a college or CEGEP diploma, or a bachelor, masters or doctoral degree (or an equivalent degree).  Accordingly, post-doctoral fellowships will be taxable.”
For more information check:

http://www.budget.gc.ca/2010/plan/anx5-eng.html#a7
Steps to appoint a Post-doctoral Fellow (PDF)
All post-doctoral fellows MUST be appointed through the University of Manitoba.  This will allow the PDF to be assigned an employee number (though they are not employees) which will allow access to the Library, computer accounts, etc.
1) Prepare a letter of offer. (Sample #IV.2 or #IV.3) This is your contract with the PDF so it must be accurate. Review for:
a. stipend meeting required levels
b. accurate start date

c. length of appointment (rather than end date)

d. if a break will be taken; this should be noted in the letter of offer.  Specify if it is without pay
e. specific responsibilities 

2) Review credentials of PDF

a. Has a PhD, if not, require letter from Dean of Graduate Studies
b. PhD awarded within appropriate time frames

3) Send letter of offer for signatures
a. Grantee

b. Department heard

c. Postdoctoral Fellow

4) Complete SFB (for ALL PDF – internally or externally funded)
a. Ensure all appropriate sections are completed on the form
 
 Scholarships, Fellowships and Bursaries - Explanatory Notes
b. Click the “Do you want an award certificate form generated?” box

i. Complete the form and keep it in the Department file

ii. Do NOT send this certificate to HR or VP Research Office

c. Use the calculator to determine weekly payment Scholarship/Fellowship/Bursary Calculator
d. Have copy of work permit (if foreign citizenship)

e. Copy of social insurance number (required for all paid through the University of Manitoba)

f. Letter from Dean of Graduate Studies if PhD requirements are met but candidate has not convocated

g. If externally funded, require letter stating funding amount and time frame

5) Forward SFB for signatures (with all forms)

a. Must have signatures on form from:

i. Grantee

ii. Department Head
b. All required paperwork must be attached (see step 4)
6) Forward completed form with all attachments to 207 Administration Bldg.  VP (Research) Office
7) Review pay authorizations to ensure PDF is paid

Steps to reappoint a Post-doctoral Fellow (PDF)
Should be done prior to the expiration of the original appointment

NOTE: appointment should not continue beyond three years from date of initial award-PDFs appointed to same supervisor and/or unit. If beyond three years MUST:
a. send progress report (one-page) to Office of the Vice-President (Research)

b. include: why training at same site is beneficial

c. report should be signed by the PDF, supervisor, and unit head
d. must be terminated by the six year anniversary date of the award of the PhD
1) Prepare a letter of offer.  (Sample #IV.2 or #IV.3) This is your contract with the PDF so it must be accurate. Review for:

a. stipend meeting required levels

b. accurate start date

c. length of appointment (rather than end date)

d. if a break will be taken with no pay this should be noted in the letter of offer

e. specific responsibilities 

2) Review credentials of PDF

a. PhD awarded within appropriate time frames

3) Send letter of offer for signatures

a. Grantee

b. Department Head

c. Postdoctoral Fellow

4) Complete SFB (for ALL PDF – internally or externally funded)

a. Ensure all appropriate sections are completed on form 
Scholarships, Fellowships and Bursaries - Explanatory Notes
b. Click the “Do you want an award certificate form generated?” box

i. Complete the form and keep it in the Department file

ii. Do NOT send this certificate to HR or VP Research Office

c. Use the calculator to determine weekly payment Scholarship/Fellowship/Bursary Calculator 

d. Have copy of work permit or receipt of reapplication (if foreign citizenship)

e. Copy of social insurance number or proof of reapplication(required for all paid through the University of Manitoba)

f. Letter from Dean of Graduate Studies if PhD requirements are met but candidate has not convocated
g. If externally funded, require letter stating funding amount and time frame

5) Forward SFB for signatures (with all forms)

a. Must have signatures on form from:

i. Grantee

ii. Department Head
b. All required paperwork must be attached (see step 4)
6) Forward completed form with all attachments to 207 Administration Bldg.  VP (Research) Office

7) Review pay authorizations to ensure PDF is paid

Steps to terminate a post-doctoral fellow (PDF)
1) Accept termination letter from PDF (must have in writing; email is acceptable)
2) Complete SFB form

3) Forward SFB form for signatures

a. Grantee

b. Department Head
4) Forward completed form with termination letter to 207 Administration Bldg. VP (Research) Office
Frequently asked questions (FAQ)
1) Do I have to appoint a PDF for a year at a time?
No, a PDF can be appointed for any length of time – up to a maximum of three years (to extend beyond three years you need to send a progress report and request to VP (Research) (following funding agency guidelines).  However, remember that the letter of offer is a contract, so if you offer two years you are committed for two years.  If you are not certain about the PDF, you can offer one year with an opportunity for extension.  That way you are not tied to the longer time period.
2) I want to make some changes to the dates on the SFB after it has been signed.  Is that ok?

If you are making the changes to the dates because of legal documents, then yes, changes can be made.  Ensure you add a note to the comment section of the form explaining what you have done; also, initial beside the changes. (e.g. the end date on the work permit is prior to the end date on the SFB)
If you are making changes for a reason that does not involve legal documents, you will need to re-do the letter of offer and have everyone sign the new letter and SFB form.
3) The PDF is being paid by an external agency.  Do I have to complete a Scholarship Fellowship Bursary form?
Yes, all PDF MUST be entered into the University system.  This allows the PDF to receive an employee number (thought the PDF is NOT an employee) which allows them to access the libraries, computer services etc.  

As the PDF is not paid by the University, we do not need a SIN.  Also, if the PDF is past the time lines discussed in the education section that is fine but ONLY for PDF being paid by an external agency (i.e. no money comes through the University)
4) How does the PDF get a work permit?
In order to obtain an employment authorization and, where required, a visa, foreign candidates must present an official University of Manitoba letter of offer (Samples #IV.2 or #IV.3) to the nearest Canadian Embassy or Consulate. U.S. citizens may obtain their employment authorizations at the Port of Entry upon presentation of the letter of offer and proof of educational qualifications and citizenship (driver’s license is not sufficient).

The entire process should commence as early as possible in the case of foreign Post-Doctoral Fellows as there is considerable variation among Canadian consular offices in their handling of applications.

5) Can I do an extension without a break if there is only a short break in between appointments? i.e. a couple of days
No.  If there is a break of any kind between appointments, you complete the appointment as if it was a new assistance.  
6) Does a PDF get paid vacation?
No.  PDFs are not employees and therefore not eligible for any benefits.  However:

(i) Researcher has funds and will pay for break

a. Should be noted in letter of offer, the agreement that there will be time off with pay and when this will occur.

(ii) Researcher does not have funds to pay for time off, but will allow the PDF to take time off without pay 
a. Should be noted in the letter of offer, the agreement that there will be time off without pay and when this will occur.  
b. On the SFB, in FOP information section, include the start/end date and pay amount; start/end date of period without pay (pay amount =$0); start/end date of completion of term with pay amount.  
c. Doing the letter of offer and SFB this way will avoid having to do a termination and new assistance form.
d. For immigration purposes, it is necessary that any anticipated break without pay be outlined in the letter of offer.  This may facilitate the exit and re-entry to Canada during the break period.  It is however, the discretion of the immigration officer who will authorize same.  
e. If information regarding a break without pay has not been included in the letter of offer, a termination and new assistance SFB will be required.

7) PDF wants to have a break and I know before the letter of offer is written
You should include the information regarding the start of the break and the length of the break in the letter of offer.  You should also indicate if the PDF will be paid during the break.  
(i) On the SFB, in FOP information section, include the start/end date and pay amount; start/end date of period without pay; start/end date of completion of term with pay amount.  

(ii) Doing the letter of offer and SFB this way will avoid having to do a termination and new assistance form.

(iii) For immigration purposes, it is necessary that any anticipated break without pay be outlined in the letter of offer.  This may facilitate the exit and re-entry to Canada during the break period.  It is however, the discretion of the immigration officer who will authorize same.  
NOTE: it is recommended that the PDF who intends to leave and return to Canada during the period of their appointment, and requires a “temporary resident visa” (see http://www.cic.gc.ca/english/visit/visas.asp for list of countries) obtain a multiple entry visa.
8) PDF wants to have a break and I didn’t know before the letter of offer was written
Discussions regarding breaks in appointment should, if at all possible, take place prior to the letter of offer being written and included in the letter of offer.  

Your letter of offer is your contract, so you must abide by it.  If you find out part way into the PDF term that the PDF will be taking a break, you must find out if it is/isn’t being paid for.
(i) If break is paid for: no form changes need to be done.

(ii) If break is not paid for you can submit an SFB form: 
a. Choose reason for submitting as “Change in Amount”
b. Fill out the old funding (using information from the original form) 
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c. Fill out the new funding information (in example PDF will be away from April 1-30:
[image: image9.emf] 
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d. Enter a comment similar to:
“Will be away from April 1 to 30 – Unpaid”
(iii) If the PDF has foreign citizenship, regardless of whether or not the PDF is being paid, the PDF should be provided with a letter of authorization of absence by the supervisor to facilitate exit and re-entry to Canada.  An example of information to include in the letter follows:

The letter should be written to Canadian Immigration and Citizenship.

Re: Name of post doctoral fellowship holder


Client IDN (found on work permit)


Date of birth

This letter provides verification and authorization that _____________________ (name of post-doc) is currently a post doctoral fellow within ____________________ (name of department), Faculty of _______________, at the University of Manitoba.  As his/her supervisor I have granted a _______________ (length of break) period of absence so that he/she may _________________________(provide reason for absence).

______________ (signature and title of supervisor)

______________ (Contact information)

IMPORTANT NOTE: the above process assumes there is not a change in the end date of the original appointment.
9) What if I need to change the end date after a break has been taken?
If you wish to extend a PDFs end date because of a break, you would follow the same process as a regular extension. (See Steps to reappoint a Post-doctoral Fellow (PDF))

10) Why is the letter of offer so important
The letter of offer is your contract with the PDF.  Thus the information in it is very important and should be clear.

11) Why does it take so long for the PDF to be put into the system
Signatures must be obtained from several parties.  Our experience has seen that obtaining these signatures can take up to two weeks.  Then, when the forms are received in the VP research office, if there are any issues these must be dealt with prior to forwarding the form to HR for entry.  We have a policy of dealing with post-docs within 48 hours of receipt. 
12) The work permit doesn’t state U of M as the employer. Can we still use it?
The work permit should state the U of M as the employer.  If it states “any employer”, that is also acceptable.  However, the work permit cannot be for any other specific employer.  If there is a different specific employer listed a new work permit is required.  Unknown is acceptable.
13) Does it matter what location is listed on the work permit?

The work permit should list Winnipeg or Manitoba as the location.  The location should NOT be elsewhere.  If it is, a new permit must be obtained.
14) The work permit has an earlier end date than the appointment.  What do we do?
The start and end dates on work permits must fall between the start and end dates on the SFB.  Legally, a person cannot be appointed as a PDF prior to the date on their work permit.  If the work permit ends earlier than the appointment date in the letter of offer, the SFB MUST match the work permit.  The PDF can always apply for another work permit.  To do so, the PDF will require a new letter of offer for the new end date.

15) The PDF has questions about applying for a work permit or other immigration questions.  What do I tell the PDF?

The  PDF should call the Director of Immigration at 474-83699/
16) What does VP (Research) look for when reviewing the forms? 
Please see the Scholarships, Fellowships and Bursaries - Explanatory Notes for details on what each section pertains to
Type of assistance: post-doc
Name of agency: if indicated paid externally check for a name here

Reason for submitting the form: check reason against file and letter of offer; if extension without a break check end date of previous appointment and start date of this one
Salutation: should be Dr.  if not, check PhD date

Surname: Given name: check that these match documents e.g. SIN

Social Insurance Number: if starts with a “9” check for non-Canadian citizenship, look for work permit (check employer, location, occupation, dates); check for copy of SIN

Citizenship: look for work permit, check start/end dates – compare to SFB dates
Degree: PhD, equivalent or health professional

PhD granted: date should be within six year time frame or ten year for health professional degree

Start date of assistance: corresponds to letter of offer and any official papers

End date of assistance: corresponds to letter of offer and any official papers

Annual amount: minimum of $25,000; if CIHR funded minimum $36,750

Start and end date in FOP information: match the other boxes and letter of offer

Signatures: require grantee and department head
17) I want to make a lump sum payment; is that possible?

Yes.  If it is during a current appointment, do the following:
(i) Complete a new SFB form

(ii) For reason select “new assistance”

(iii) Start and end date should be the same

(iv) Amount should be the lump sum

(v) Weekly amount should be the lump sum

(vi) In the comments section note: this is a lump sum payment in addition to the current appointment.  No details of the current appointment should change

(vii) Send the SFB form for all signatures 

(viii) Forward to VP Research, 207 administration
18) I need to make a change in FOP.  How do I do that? (For further assistance on FOP changes contact HR directly)
The following are the steps that should be taken if making FOP changes to any types of appointment that was processed on the SFB form.  There are 3 different scenarios that may occur:

Scenario 1 – the SFB change in FOP is all retro (occurs prior to the current pay period and does not affect current or future pay).

Do a GL correction form and send to Payroll for processing

Scenario 2 – The SFB change is retroactive, but also a change to the current and future funding

(i) Fill out SFB form (see examples 1 & 2 below)

(ii) Do a GL correction form for the retro amount to be transferred

(iii) Attach a copy of the GL correction (and the original SFB form) to the new SFB form

(iv) Send GL correction form to Payroll

(v) Send SFB with attachments to VP research

Example 1 – the initial funding should never have happened:

1. Fill out old funding as follows:
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*Notice that the new end date is the same as the original start date, and the new max amount to pay is ‘$0.00’.  This tells HR that all money paid on that FOP needs to be recovered.
2. Fill out the new funding as follows:
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*Notice that the first line of funding is all retroactive (at the date the documentation was done this person was paid to Dec 3, 2010.  The new funding information shows the amount that the department will be submitting on a GL correction form (the Jan to Dec 3 amount), and the amount in line 2 is the new information we need to set up in VIP.

3.  Enter a comment as follows:

A comment similar to this one would be helpful to ensure that HR knows you have sent the GL correction to payroll.
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Example 2 – the FOP changes mid way through the appointment

1. Fill out the old funding as follows:
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Notice that the new end date indicates Mar 31, 2010 and the new max amount payable is $2500.00.

2. Fill out the new funding as follows:
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The amount in line 1 is the amount that should be transferred using a GL correction form (as all this amount was paid prior to the current pay period). 

The amount in line 2 will be changed in VIP to reflect the new FOP for current and future pay periods.

3. Enter a comment similar to the following:

In this case the comment would read:

[image: image8.png]Comments:
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Scenario 3 – the SFB change includes NO retroactive period, it is only current and future date

(i) Do SFB form

(ii) Attach a copy of the old SFB form

(iii) Send new SFB form with attachments to VP research 

Important NOTE:  If you are doing a change in FOP that also has a change in the total amount payable (change in FOP & amount) you fill out the SFB form for the entire period (retro & current if applicable) and send to VP research.  No GL correction form is done as HR needs to change the total amounts payable in VIP, not just the GL.
Links
Tri-council Use of Grant Funds link

http://www.nserc-crsng.gc.ca/Professors-Professeurs/FinancialAdminGuide-GuideAdminFinancier/FundsUse-UtilisationSubventions_eng.asp
Tax

http://www.budget.gc.ca/2010/plan/anx5-eng.html#a7
letter of offer

Sample #IV.2 or #IV.3
Forms

http://umanitoba.ca/admin/human_resources/services/hris/forms/index.html
scroll down page to Scholarships, Fellowships, Bursaries, Awards.  Information on:
(i) Assistance Types
(ii)  Post-Doctoral Fellowships, Guidelines for Awarding of

(iii) Scholarships, Fellowships and Bursaries(Web-Based)
(iv) Scholarships, Fellowships and Bursaries - Explanatory Notes
(v) Scholarship/Fellowship/Bursary Calculator 

This is the period the PDF is away.  away.  Note amount is 


$0.00
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Current and future dated amount to be put into VIP for new GL








Retroactive dates & amount to be transferred by GL correction to the new GL





Current and future dated amount ($1500) to be put into VIP for new GL








Retroactive dates & amount ($6000) to be transferred by GL correction to the new GL
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