NSAC Policy on Postdoctoral Fellows
 
1. Background 
Postdoctoral Fellows (PDFs) are acknowledged as an important and valued group of advanced research-oriented trainees at the Nova Scotia Agricultural College (NSAC). These individuals are normally within the final stage of the intensive research-training period of their careers. Having completed formal doctoral training, the PDF, with minimal teaching and administrative responsibilities, works under the general supervision of a faculty member, but is expected to take an increasing degree of independent ownership of his/her research, with a minimum of supervision, before assuming the status of independent researchers. PDFs are expected to devote their time and energy almost exclusively to research and to make significant contributions to knowledge in their discipline and augment their personal research stature as well as that of the University. 

The NSAC expects that PDFs will comply with NSAC policies and will recognize their affiliation with NSAC in their publications and in their participation in scholarly meetings and endeavours.

2. Definition
NSAC defines a Postdoctoral Fellow as one who meets all the following criteria:

            a)    The appointee has a Ph.D. or equivalent degree, normally earned within five (5) years of the appointment date.

            b)   The appointee works under the guidance and sponsorship of a faculty or adjunct faculty member at NSAC.

            c)   The appointee has the freedom to, and is expected to, publish results of his or her research with appropriate acknowledgement of affiliation with NSAC.

            d)    The appointment primarily involves research but may involve a portion of time (i.e, not to exceed 15% time) spent on undergraduate or graduate teaching and supervision.

       e)    The appointment is viewed as preparatory for a full-time academic and/or research career.

            

3. Authority to Make PDF Appointments
PDFs can receive funding from grants or contracts held by faculty or from departmental resources. PDFs may also come to the University with funding from an external source. All PDFs, regardless of how paid, are appointed by the Vice-President Administration.

4. Teaching
It is recognized that some PDFs wish to obtain teaching experience. It is also recognized that PDFs are an intellectual resource in the University and that both undergraduate and graduate programs benefit from their participation. Although PDFs may be involved in undergraduate and graduate teaching and supervision, PDFs are under no obligation to participate in formal teaching at NSAC. It is expected that formal teaching commitments will not exceed 15% of the PDF’s total time. 

 

PDFs should discuss their desire to participate in teaching activities of the department with their supervisor and with the Department Head. Such teaching duties should normally be specified in the letter of appointment. Other teaching activities may be arranged by mutual consent. Department Heads and supervisors should check in advance of making the recommendation about any granting agency restrictions to the amount of teaching that can be assigned to the PDF. 

5. Recruitment, Selection and Offer of an Appointment as a Postdoctoral
Fellow
a. Recruitment — Subject to relevant provincial and federal regulations such as the Canadian Immigration Act and the Human Rights Act in Nova Scotia, faculty members may recruit PDFs directly by whatever method they deem appropriate, e.g. through personal contacts, networking at conferences, response to inquiries, advertisements in local, national or international publications. The PDF position posting must be posted for 30 days with Human Resources Development Canada (HRDC) to meet foreign worker legislation. 

b. Selection — Normally, a faculty member, who has funding sources that can be used to support a PDF (i.e., a grant or contract), will conduct the selection process according to the ‘Fair Hiring Guidelines of Nova Scotia’ (http://www.gov.ns.ca/tpb/manuals/500HumanResourcesMgmt.htm), and with other faculty members if there is to be joint funding and supervisory responsibilities for the position. For PDFs who are to be supported through a named fellowship directly from an external granting agency, such as SSHRC, NSERC or CIHR, the review process is handled at arms’ length from the supervisor by the funding agency and the role of the supervisor is to provide a letter of support for the applicant. The NSAC faculty supervisor is responsible for ensuring externally funded PDFs are adequately supervised and guided through NSAC PDF administrative processes.

c. Offer of an Appointment — It is essential that NSAC be aware of all PDF appointments in order to be in a position to guarantee the PDF his/her rights and to ensure that they understand their responsibilities. Offers to potential PDFs by supervisors must be discussed with and approved by the supervisor’s Department Head and the Vice-President Administration.

i. The letter of invitation to a PDF to join an NSAC researcher or research group should specify:

- the title Postdoctoral Fellow

           - the term of appointment as a PDF, including beginning and ending dates, and any notice of termination provisions applicable to either party in the event that the appointment is terminated within the term of appointment;

 - special reference to the position as that of a PDF as defined in Section 2;

 - the salary/stipend to be expected and source and method of payment;

 - whether travel and moving expenses are included; if so, method of payment;

                 - the nature of the research to be undertaken and the expectations of the supervisor(s);

   - for international PDFs, health insurance requirements and cost;

   - for international PDFs, that the applicant is a highly qualified or skilled    person; and 

   - any special conditions.

International PDFs must submit the letter of invitation to their nearest Canadian Embassy (High Commission or Consulate) to apply for a work permit. Once approved for a work permit, the candidate can apply for a social insurance number (SIN) in Canada. The candidate is eligible to begin work in Canada once he/she provides the university with his/her social insurance number.

A copy of this policy and the NSAC’s Research Policy Manual must be included with the letter of appointment.

 

ii.         The offer of appointment shall specify the right to terminate any appointment if performance expectations are not met or for just cause.

iii.        The letter of invitation must be signed by the Vice-President Administration. The letter must be copied to the PDF’s supervisor, the relevant Department Head, Manager, Research & Graduate Studies, Dean of Research, Vice-President Academic, President, and Human Resources. For international PDF appointments, the letter must also be copied to the Professor and Director of NSAC International and the International Student Exchange Coordinator.

iv.        The PDF must accept this letter of invitation in writing.

v.          PDFs who receive external stipend support (e.g., external scholarship or government support) not provided by NSAC will receive a letter of offer from NSAC and a postdoctoral fellowship appointment for the term of the external support.

A registry of PDFs will be established through documentation provided to the Research & Graduate Studies Office. All appropriate appointment documentation (i.e., appointment form, CV, social insurance number, copy of letter of offer, letter of acceptance, etc.) will be maintained by the Research & Graduate Studies Office.

6. Responsibilities of Supervisors
It is the direct responsibility of the faculty supervisor(s) to ensure that funding for the PDF stipend is secured for the duration of the PDF’s appointment and that all necessary research resources are available in order that the PDF might reasonably be expected to achieve his/her set of goals. The availability of appropriate research space is the responsibility of the supervisor along with the academic administrator who has been designated as responsible for management of space for the PDF supervisor’s unit.

It is the direct responsibility of the faculty supervisor(s) to inform the PDF within three weeks of his/her arrival at NSAC of the following:

- any teaching expected to be done by the PDF and, if applicable, the renumeration to be paid for this teaching;

- authorship expectations and guidelines;

- any intellectual property developed during the course of employment is owned by NSAC;

                - any confidentiality restrictions governing the research program; and

                - any other special conditions that might apply.

 

It is expected that supervisors will recognize the contributions of PDFs toward the creation of intellectual property (e.g, copyright, patents, etc.). The faculty supervisor will inform the PDF of any prior restrictions on intellectual property rights or assignment imposed by the funding sources of the research project.

Also within three weeks of the PDF’s arrival at NSAC, the supervisor must not only inform the PDF of the requirement for a formal annual evaluation (i.e., performance appraisal) but also establish all performance objectives for the first period of the performance review period. The agreed upon objectives are to be approved and signed by both the supervisor and PDF within this time frame. Performance deficiencies are to be discussed with the Vice-President Administration in consultation with the Human Resources Consultant.

The supervisor is also responsible for orientation to the workplace and introduction to appropriate University personnel and policy. The supervisor should provide information about NSAC policies and guidelines, performance expectations, standards for work hours, safety procedures, occupational health and safety mandatory training requirements, ethical, scholarly integrity issues, and intellectual property ownership. 

The faculty supervisor is responsible for the determination of the nature and scope of the scholastic and research activities and for supervision and feedback with respect to those activities. Supervisors are responsible for performance management and records and for reviewing the performance of PDFs at least annually.

7. Responsibilities of Department Heads
The supervisor must have the approval of his/her Department Head prior to requesting a letter of invitation to the PDF from the Vice-President Administration. The approval of the Department Head signifies that the Department Head and the Researcher have agreed on how the PDF will be resourced. In addition to the direct costs of research, considerations should include office space, a computer, a telephone, access to the department fax and photocopier, and basic office supplies.

8. Nature of Appointment
The policy below is superceded by Canadian and Provincial labour standards. In addition, Canadian and Provincial Human Rights legislation applies to this policy. Supervisors and PDFs should be respectful of and must comply with both Canadian and Nova Scotia Human Rights legislation.

a. Compensation — PDFs are generally funded from external awards from granting agencies or foundations, or from internal awards from the operating grants or contracts of the faculty supervisor(s).

NSAC does not specify a compensation level for PDFs. Compensation for externally funded PDFs will be determined by the funder. For a PDF supported from a research grant or contract or where there are no specific salary requirements, the PDF’s compensation will be established by the supervisor with the approval of the Department Head and Vice-President Administration. Compensation should be based on relevant experience and responsibilities of the incumbent and should be in line with the stipend ranges and minimum specified by major Canadian research granting councils. The minimum salary for a PDF is $25,000 per year plus 4% vacation pay. The stipend will be worked out between the supervisor and PDF in consultation with NSAC’s Human Resources Consultant with final approval granted by the Vice-President Administration.

Given the short-term nature of PDF appointments, salaries are not usually reviewed mid-term. 

 

b. Termination for Just Cause — The appointment of a postdoctoral fellow at the University may be terminated without notice for just cause. Just cause is a legal term reflecting conduct by the postdoctoral fellow that is inconsistent with the nature of the appointment as a postdoctoral fellow at NSAC and would justify dismissal if the postdoctoral fellow were a regular employee. At the time of the termination of the appointment for just cause, the postdoctoral fellow will be provided with a statement of the reasons for the termination of the appointment.

c. Leaves & Vacation —The following leaves are statutory requirements under the Labour Standards Code for employees and will be applicable to PDFs whose stipend is deemed to be employment income:

Vacation - ten (10) days without pay taken within the year of appointment, in addition to weekends, and statutory holidays (5 days per calendar year). 

Although supervisors will be sensitive to requests for compassionate leave and leave for religious observance requests, PDFs will not necessarily be paid for such leave requests as this is left to the discretion of the supervisor.

Pregnancy/Parental Leave - 52 weeks (when PDF has been employed for at least one year)

9. Academic Issues
a. Teaching — Although the primary responsibility of PDFs is to undertake research, they are an intellectual resource in the University and may contribute to educational programs. Graduate students in particular may benefit from the participation of PDFs in graduate student teaching and on supervisory committees.

PDFs are generally permitted to demonstrate, instruct or accept limited or casual teaching-related duties provided that the supervisor(s), funding agency, and the relevant course coordinator agree, and provided that this activity does not hinder progress in their research.

b. Research Grants & Contracts — PDFs may apply for external funding if the agency allows applications from PDFs. Research accounts established at NSAC for these funds must have the NSAC PDF supervisor with cosigning authority.

c. Authorship Rights — Publication of research results is a typical standard of academic achievement. The faculty supervisor shall ensure that PDFs are appropriately recognized for their contributions to publications involving the PDF’s research. This recognition will be based on generally accepted conventions for publication in the particular academic field. The general practices of the faculty supervisor concerning authorship will be explained to the PDF prior to the commencement of the fellowship. The faculty supervisor will inform the PDF, prior to commencement of the fellowship, of any prior, time-limited restrictions on the publication of results imposed by the funding sources for the research project. 

d. Academic Integrity — All newly appointed PDFs are expected to be familiar with the NSAC’s Policy on Integrity in Research and Scholarship (available from the Research & Graduate Studies Office). 

e. Ethics — All PDFs will ensure that any research that involves humans, animals, radioactive material or biohazards is covered under approved protocols that are generated either by the PDF directly, or by the faculty supervisor. All PDFs who will be involved in human research will familiarize themselves with the Tri-council Policy Statement on Ethics of Human (http://www.pre.ethics.gc.ca/english/policystatement/policystatement.cfm). All PDFs who will be involved in animal research must take a course entitled “Experimental Animal User Training”. PDFs planning to work with animals are asked to contact the Chair, Animal Care and Use Committee, NSAC (http://www.nsac.ns.ca/pas/animal_care.htm).

10. Complaints
PDFs are encouraged to discuss any problems with their supervisor first as it is expected that most problems will be resolved directly between the supervisor and PDF. Unresolved problems may be brought in confidence to the Department Head. Academic issues that cannot be resolved by the Department Head may be brought in confidence to the attention of the Vice-President Academic. All non-academic issues that cannot be resolved by the Department Head may be brought in confidence to the Vice-President Administration. Ultimate responsibility for resolution of disputes for academic and non-academic matters rests with the Vice-President Academic and the Vice-President Administration respectively. 

11. Termination
In the unusual circumstance of the termination of a PDF’s term before its expiry, the termination will be initiated by the supervisor but will require prior approval by the Department Head, and the Vice-President Administration. Notices of termination must include reasons for the termination and following the approval of the Department Head and Vice-President Administration, must be copied to the Vice-President Academic, Manager of Research & Graduate Studies and Dean of Research. Termination will be in accordance with the Labour Standards Code. In cases where the PDF holds a Council fellowship (e.g., NSERC, SSHRC, CIHR), the process will conform to the Council’s regulations. Should the PDF elect to terminate the contract, a notice of two weeks will be given to the supervisor and Department Head.

November 25, 2005
