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[To be put on University Letterhead]
[Date]
[Name/Address]
Dear [Name]: 
On the recommendation of [Name/Position[footnoteRef:2]], and with the approval of [Name/Position[footnoteRef:3]], I am pleased to offer you an unpaid volunteer appointment as [Position[footnoteRef:4]/Department]. In this position, you will report to [Name[footnoteRef:5]/Position].  [2:  For postdoctoral appointments, this must be the name of the primary supervisor.]  [3:  For postdoctoral appointments, this must be the department chair.]  [4:  For postdoctoral appointments, the position title must be “Postdoctoral Scholar Associate”.]  [5:  For postdoctoral appointments, this must be the name of the primary supervisor.] 

In the interest of a clear understanding of the nature, terms, and conditions of your appointment to the faculty at the University of Waterloo, we have provided you with a written agreement (“the Agreement”). By signing below you agree and acknowledge the following: 
1. TERM AND TERMINATION

Your appointment will start on [DATE] and end on [DATE], unless terminated earlier in accordance with this Agreement.  There will be no automatic renewal of this Agreement. Either you or the University may terminate this Agreement immediately upon providing the other Party with written notice of their intention to terminate this Agreement, which will terminate forthwith.
There is no remuneration, salary, wage or any other employee benefits whatsoever associated with your appointment. By signing below, you agree and acknowledge that the relationship between you and the University is not an employment relationship, nor is there promise of an employment relationship in the future. Your appointment under this Agreement is strictly one of a volunteer. 
If you are in receipt of any third-party funding from sources external to the University, you acknowledge the Univeristy shall not be responsible for, or liable to you for, such amounts. 
2. RESPONSIBILITIES

You shall be responsible for [INSERT BASIC DESCRIPTION OF DUTIES], and such other duties as may be reasonably required from time to time.[footnoteRef:6]  [6:  For postdoctoral appointments, the following paragraph must be included: During the term of this appointment, you may be offered the opportunity to perform teaching duties, in addition to your normal responsibilities as a Postdoctoral Scholar. These teaching duties are not guaranteed, and, should you be offered and accept such duties, the terms and conditions of your teaching duties will be governed by a separate contract.
] 

Through your acceptance of this offer, you agree to be subject to such policies, procedures, and practices which are in effect at the University and applicable to the rank or classification of your appointment. These policies, procedures, and practices are subject to amendment or variation from time to time. 

You are required to complete mandatory on-line safety courses and the Accessibility for Ontarians with Disabilities on-line training modules. Links can be found on the Human Resources Training and Development website. You may also be required to complete mandatory research-specific training, as advised by your supervisor. 
As person who is not a Canadian Citizen or Canadian Permanent Resident, you must secure permission from Immigration, Refugee and Citizenship Canada (IRCC) to perform any work, including volunteering, in Canada.  The University will have an obligation to seek permission from IRCC for compliance with the Immigration and Refugee Protection Regulations. Therefore, this Agreement is contingent upon such permission. If permission is not granted, this Agreement is immediately rescinded.  Additionally, authorization to work in Canada is granted to you personally and the University cannot guarantee that it will be obtained.  You are therefore advised to pursue the matter of permission (in person, or online) with a Canadian embassy, high commission, consulate or visa application centre in your country of legal residence as soon as possible. Volunteer work can only begin upon arrival to Canada and formal documented permission being presented to the University. Should the arrival be delayed, your start date may be adjusted accordingly.[footnoteRef:7] [7:  Remove entire paragraph if the volunteer is not a Canadian Citizen or Permanent Resident. ] 

As a foreign national hired as a volunteer by a Canadian employer in Ontario, you may have rights under the the Temporary Foreign Worker Program, 2022 (https://www.canada.ca/en/employment-social-development/services/foreign-workers/protected-rights.html) . It is your responsibility to know your rights and what you are entitled to under this Program.[footnoteRef:8] [8:  Remove entire paragraph if the volunteer is not a Canadian Citizen or Permanent Resident. ] 

3. LIABILITY

The University provides no Workplace Safety & Insurance Board (WSIB) coverage or other liability coverage for your benefit.  By signing below, you certify that you have health and/or accident insurance coverage that will cover any personal injury that you may sustain while using any University facilities and/or equipment, regardless of cause. 
You agree that, if you suffer any loss of or damage to personal property, you will not attempt to claim coverage under any University insurance policy. Furthermore, you will defend, indemnify and save and hold harmless the University, including its directors, officers, agents, employees, students and subcontractors, from any and all claims, losses, damages, judgments, demands, suits, actions, complaints, proceedings, or expenses, including but not limited to legal fees, which were caused or contributed to by, in whole or in part, your negligent acts or omissions. 
4. VOLUNTEER RELATIONSHIP

Your appointment is one of a volunteer. By signing below, you hereby release and forever discharge and hold harmless the University, its successors and assigns, from any liability or claims in law of whatever kind or nature related to any losses, injury, or harm you may incur as a result of your voluntary service. Neither party to this Agreement shall construe your service and duties under this Agreement to be an employment relationship for which wages or other compensation are owed. 
5. CONFIDENTIALITY

The University has a legal responsibility to protect the confidentiality of personal information in its possession. As a volunteer for the University, you may have access to personal information and documentation about University students, staff, faculty, alumni or donors.  All personal information must be protected to ensure maintenance of full confidentiality. 
You hereby agree that you will not, at any time during or after your appointment, disclose or communicate any personal information to any unauthorized person or permit any unauthorized person to access any documents containing personal information. 
6. 	INTELLECTUAL PROPERTY (IP)
You acknowledge and agree that any intellectual property rights arising out of and in connection with work product created in the course your volunteerism are, subject to certain exceptions, governed by the current policies of the University including, without limitation, the principles set out in Policy 73, (https://uwaterloo.ca/secretariat/policies-procedures-guidelines/policies/policy-73-intellectual-property-rights) as amended from time to time.  By signing below, you explicitly acknowledge and agree that you have had an opportunity to read Policy 73 and agree to its terms.
In the event that Policy 73 does not apply, you hereby assign, transfer and grant to the University all worldwide rights, title and interest, including all intellectual property rights, whether registrable or not, in any and all work productcreated by you in the course of your volunteerism with the University, and you further waive.. any and all moral rights of authorship or other proprietary rights in such work product in favour of the University. [footnoteRef:9] [9:  For postdoctoral appointments, please add the following paragraph: “If you have immigration related questions, please contact Legal and Immigration Services (LIS) at lis-imm@uwaterloo.ca. For any questions related to being a postdoc at the University of Waterloo, please contact the postdoctoral affairs team in Graduate Studies and Postdoctoral Affairs (GSPA) (postdocs@uwaterloo.ca).”] 

We look forward to your acceptance of this offer. You can indicate your acceptance by signing the enclosed copy of this letter and returning it to me at your earliest convenience.
Sincerely,
[Name/Position[footnoteRef:10]] [10:  For postdoctoral appointments, this must be signed by the faculty Dean.] 

ACCEPTANCE
I hereby accept the above offer from the University of Waterloo and acknowledge and accept the terms and conditions of the appointment.
Dated at ______________, this ___________ day of ____________________, _____________
_________________________
						Signature[footnoteRef:11] [footnoteRef:12] [11:  Prior to finalizing the letter and sending for signature, all footnotes must be removed.]  [12:  For all postdoctoral appointments, a copy of the final, signed agreement should be sent to GSPA at postdocs@uwaterloo.ca. ] 



SCHEDULE “A” 
[List Duties][footnoteRef:13] [13:  Schedule “A” is optional, and can be used to add a detailed list of duties if a more information, beyond the basic duties outlined in section 2, is required.] 
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