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1. CONTACTS WITHIN THE FACULTY OF SCIENCE GRADUATE PROGRAMS

Associate Dean ASC 354 250-807-8812 andrew.jirasek@ubc.ca
Graduate & Post-Doctoral:

Andrew Jirasek

Manager, ASC 414 250-807-8219 lindsay.odne@ubc.ca
Graduate & Post-Doctoral:

Lindsay Odne

Grad Program Coordinator ASC 354 250-807-8812 andrew.jirasek@ubc.ca
Medical Physics:

Andrew Jirasek

Grad Program Coordinator ASC 353 250-807-9378 warren.hare@ubc.ca
Math:

Warren Hare

Grad Program Coordinator SCI 256 250-807-9063 mohamed.sami.shehata@ubc.ca
Computer Science:

Mohamed Shehata

Grad Program Assistant SCI 388 250-807-9657 cmps.gradassist@ubc.ca
CMPS:

Lindee Lemon

Grad Program Coordinator FIP 346 250-807-8762 michael.russello@ubc.ca
Biology:

Michael Russello

Grad Program Coordinator, FIP 357 250-807-8617 gino.dilabio@ubc.ca
Chemistry:

Gino DiLabio

Grad Program Coordinator FIP 342 250-807-8663  Kkirsten.wolthers@ubc.ca
BIMB:

Kirsten Wolthers

Grad Program Assistant SCI 155 250-807-8094 sheila.williamson@ubc.ca

Biology, Chemistry & BIMB:
Sheila Williamson

Grad Program Coordinator SCI311 250-807-8364  alessandro.ielpi@ubc.ca
EEGS:

Alessandro lelpi

Grad Program Assistant SCI 305 250-807-8581 deborah.barnett@ubc.ca
EEGS:

Deborah Barnett

IT Helpdesk ADM 024 250-807-9000 UBC IT Okanagan
Human Resources ADM 002 250-807-9839 Human Resources: UBC's

Okanagan Campus

Payroll and Benefits EME 2171  250-807-9018  Payroll (ubc.ca)



mailto:Andrew.jirasek@ubc.ca
mailto:lindsay.odne@ubc.ca
mailto:Christina.haston@ubc.ca
mailto:Warren.Hare@ubc.ca
mailto:mohamed.sami.shehata@ubc.ca
mailto:mohamed.sami.shehata@ubc.ca
mailto:Cmps.gradassist@ubc.ca
mailto:Karen.hodges@ubc.ca
mailto:Frederic.Menard@ubc.ca
mailto:Kirsten.wolthers@ubc.ca
mailto:sheila.williamson@ubc.ca
mailto:alessandro.ielpi@ubc.ca
mailto:Deborah.barnett@ubc.ca
https://it.ok.ubc.ca/
https://hr.ok.ubc.ca/
https://hr.ok.ubc.ca/
https://finance.ok.ubc.ca/payroll/

2. THE COLLEGE OF GRADUATE STUDIES

The College of Graduate Studies (CoGS) maintains all University wide regulations pertaining to
graduate studies at UBCO and they can be found at https://gradstudies.ok.ubc.ca/.

The College of Graduate Studies has developed a Checklist of Expectations for Graduate Student
and Supervisor to define the expectations and responsibilities of the graduate student and the
supervisor.

The Graduate Policy & Procedure Manual that can be found here:
Graduate Policy & Procedure Manual (ubc.ca).

Useful links on the College of Graduate Studies Website:
Thesis & Dissertation

Award Opportunities

Graduate Forms

Key Dates

CoGS recommends that all new graduate students should complete UBC 501.

UBC 501 is a self-guided, online orientation designed to help prepare you for your arrival at UBC
Okanagan. UBC 501 is made up of five modules and can be accessed anywhere, anytime with an
internet connection. Each module takes approximately 20-30 minutes to complete. The modules
cover topics such as graduate student expectations, working with your supervisor, familiarizing
yourself with Kelowna and the Okanagan, history and traditions of UBC Okanagan, and important
on-campus resources to help you along the way.

Enroll here

Contact CoGS
phone: 250-807-8772
email: Gradask.OK@ubc.ca.

3. INTERNATIONAL STUDENTS

3.1. GLOBAL ENGAGEMENT OFFICE

There are many resources available to International Students at UBC Okanagan, the best department to
contact with any questions is the Global Engagement Office (GEQ), they are able to assist with any
guestions including what to expect before you enter Canada, Immigration resources, Health Insurance
and Working in Canada. You can find more details on their website: International Student Guide (ubc.ca)

3.2. INTERNATIONAL STUDENT ADVISING

Open Monday — Friday 8:30am — 4:30pm
To book an appointment — please visit GEO front desk at UNC 227 or email ubco.global@ubc.ca with
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your student number in the subject line, your specific inquiry in the content of the email, as well as dates
and times that you would be available to meet with an advisor.

Zoom Drop-in appointments:

Monday & Wednesdays — 9:00am-11:00am
Tuesday & Thursday — 1:00pm — 3:00pm

To access Zoom drop-in advising, please email ubco.global@ubc.ca with your student number in the
subject line and specific inquiries in the email message.

3.3. ELIGIBILITY TO WORK IN CANADA

As an international student, in most cases you may work on-campus starting the first day of the term you
begin at UBC if you:

- Are afull-time student at UBC
- Hold a valid study permit

- Have obtained a Social Insurance Number.
A Social Insurance Number (SIN) is a nine-digit number that you need to work and be paid in
Canada and access government programs and benefits.

3.4.  APPLYING FOR A SOCIAL INSURANCE NUMBER

Domestic Students
1. E-SIN Application (Online SIN application)
2. Pre-Booked Appointment at Service Canada

International Students
1. E-SIN Application (Online SIN Application)
2. Pre-Booked Appointment at Service Canada

You may use any one of the following documents to apply:
- A student permit that states you “may accept employment” or “may work” in Canada OR

- A study permit and a “confirmation to work off-campus” letter issued by IRCC prior to Feb 6, 2015 OR
- A work permit (ex. Co-op, post-graduation, or spouse/partner work permit)

The closest Service Canada Centre to UBC is:
471 Queensway Avenue, Suite 106
Kelowna, BC

Monday to Friday 8:30am — 4:30pm

1800 622 6232

For more information on how to get a SIN number please click here.

3.5. HOUSING & ACCOMMODATION

Student Residence
Moving to UBCO for the first time? Check out the New to Residence Guide.
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Apply for Student Residences: How To Apply (ubc.ca)

Contact Student Housing

1255 International Mews Kelowna, BC
250-807-8050
information@housing.okanagan.ubc.ca

Off- Campus Housing Guide

Off-Campus Housing Support Team:
offcampushousing.ok@ubc.ca

4, STUDENT SERVICES:

4.1. STUDENT ID CARD

Within your first week on campus, you will want to obtain your Student ID card. To do this, you
must fill out an online application. When you receive an e-mail that your card is ready for pickup,
please bring a piece of government picture ID to Student Services in the University Centre, UNC
214. This card gives you access to the library and should be on your person at all times while on
campus. Your U-Pass sticker must also be attached to the back of your ID card for public
transportation. This sticker can be obtained at the Student Union Office (UNC133).

4.2. CWL & NOVELL ACCESS

The Campus Wide Login (CWL) system provides access to many of the University's online systems,
such as the Student Service Centre, and Canvas. When you are hired as a new TA or Research
Assistant (RA) you will receive a CWL Pin. You must connect your student and employee ID on
CWL — this information will be forwarded to you with your first hire.

A CWL account gives you access to the ‘myUBC’ online portal (my.ubc.ca), which provides
information about your paycheque and tax receipts T4's. Visit the Faculty and Staff portal during
your first month with UBC to update important contact and emergency information, and to view
your personal and payroll information.

Your Novell account is the network account used to login to any UBC Okanagan workstation. All
students registered in a class will have a Student Account (Username: Student # Password: Date of
Birth). Some lab workstations will require a Staff/Faculty Account. Please ask your supervisor to
request a Staff/Faculty Novell Account if you require one for your research. They can provide you or
the administrative staff with the information needed to set up the account.

4.3. EMAIL

All UBC students can sign up for a UBC mailbox (1) (cwl@student.ubc.ca) which includes 1GB of
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space. After graduation your student email will automatically transition to an Alumni email
(cwl@alumni.ubc.ca) which can be used after graduation.

We recommend using the email address for all academic purposes. If you are employed with UBC
you will also have access to a name@ubc.ca email address, which is to be used for UBC business
only; this email is not to be used for personal or academic purposes. This email is active during your
employment and your access to this email will be terminated at the end of your employment. In
rare circumstances, a brief extension can be granted.

For support and advise with UBC services, you can submit a ticket to our student support analyst at
students.helpdesk@ubc.ca or visit our website for useful information and interact with our knowledge
assistant at https://it.ok.ubc.ca/services/student-tech-support/

4.4, PRINTING

Contact your research supervisor if you feel print access is required. Printing access is granted to
Graduate Students as needed and can be secured by contacting the departmental admin.

For information on how to print and printer locations, please visit: Print, Copy, Scan | Use The Library

(ubc.ca)

4.5, Access To UBC NETWORK OFF CAMPUS

A VPN (Virtual Private Network) connection uses encryption to prevent others from listening-in on
the data that is transferred between your computer and the campus network. Some secure UBC
services cannot be accessed from off-site without a VPN connection. To set up, visit ‘myVPN Setup
Documents’.

4.6. MAIL SERVICES

Mail is delivered to your supervisor or the Department Assistants. For courier shipments, you will
need your supervisor’s approval to incur the costs associated with courier services. Other
information can be found here. Outgoing and incoming mail should not be of a personal nature.
Do not include mail with Canada Post stamps on it as it will not be sent through the UBC system.
Canada Post mailboxes are located, on campus, near the bus loop. Or you can search for the
nearest Canada Post office here.

Physical building addresses are:

Main Campus 3333 University Way

ADM 1138 Alumni Ave
ART 1147 Research Road
ASC 3187 University Way
EME 1137 Alumni Ave
FIP 3247 University Way
SCI 1177 Research Road

UNC 3272 University Way
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All postal codes are V1V 1V7

Example: XXX XXXX
3333 University Way
Kelowna, BC Canada
V1V 1v7

4.7. SALTO ACCESS

A SALTO Access Card will be provided to you to acquire access to restricted teaching labs, graduate
student spaces, photocopy rooms, etc. To request access to other spaces, please email your
department assistant. Your Teaching Assistant Salto accesses will be requested by your TA
Coordinator.

If you require a meeting room or presentation room, please contact your Department Assistant.
Please provide the needed start/end time, date, and number attending. Please submit a week prior
to the requested date.

4.8. GRADUATE STUDENT SPACES & DESK BOOKING SOFTWARE

Due to space limitations, there are no private offices for graduate students. Desk space will
either be in a lab supported by your research supervisor, or in a dedicated shared graduate
student space.

You can book a desk in a dedicated shared graduate space throughout desk booking software,
Deskbird. You can access this software by downloading the app, entering www.deskbird.com in
your browser, or by scanning a QR code on any desk in SCI 124 and SCI 105. The dashboard will
display available desks along with their respective time slots and durations. Once a suitable desk
is found, you can click on the desired time slot and select to book the desk for a minimum of a
half day to a maximum of a full day, up to 7 days in advance (ie you can book an entire week at a
time). After confirming the booking, Deskbird will generate a reservation confirmation and on
the day of the booking, you can easily check-in using the Deskbird app or through the QR code.
This is a new app to UBC. The app is easy to use and bookings can be made with a minimum of
effort. We encourage you to use the app and provide us with feedback as issues arise.

4.9, OTHER GRADUATE STUDENT SPACES

The Graduate Student Collegium (ASC 460)

The Graduate Student Commons (COM 310)

Please submit this form to obtain access on your SALTO card to the Graduate Student Collegium
(ASC460) and the Graduate Student Commons (COM310)

The Graduate Workshop Room (COM 311)

Bookable Study Space in The Commons and EME Buildings

Informal Learning Spaces

4.10. PARKING SERVICES AND TRANSPORTATION
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Parking Permits can be requested by students. Parking lots can be found on the campus map. For
more information and rates visit the parking.ok.ubc.ca website.

Graduate Students have an available U-PASS for public transportation.

For more information on getting to, from and around the campus, visit the ‘Transportation’
website.

4.11. CAMPUS SECURITY AND SAFETY

There is a UBC Safe App available, 24 hour Safewalk Service and Active Shooter protocols. More
information on Campus Security can be found here: https://security.ok.ubc.ca/

Contact Campus Security:

Emergency Calls — 250-807-8111
Non-Emergency — 250-807-9236
LIB 016

4.12. BUILDING HOURS

Most of the buildings are open from 6:00 am to 10:00 pm. To access the buildings outside of those
hours or for more information, please contact security.ubco@ubc.ca.

5. FUNDING AND FINANCIAL SUPPORT

Each program within the Faculty of Science mandates minimum stipends for graduate students. These
funding levels are reviewed annually. Graduate student stipends are funded through a combination of
scholarships, awards, Teaching Assistant positions (GTA) and Research Assistant positions (GRA). Your
Program Coordinators can provide you with more detailed information in regards to your program’s
minimum funding levels.

5.1. SCHOLARSHIPS & AWARDS

The College of Graduate Studies and the Faculty of Science are responsible for recommending students
for scholarships, fellowships and other awards. They base their recommendations on a range of factors
such as academic achievement, leadership and UBC involvement.

Information regarding Faculty issued Awards can be found here:

Graduate Student Awards (ubc.ca)

Information regarding awards that CoGS is responsible for is found here:

Award Opportunities (ubc.ca)

5.2.  TEACHING ASSISTANT POSITIONS

Teaching Assistant Positions are posted in March of every year on each department’s website.
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These are British Columbia Government Employee Union (BCGEU) positions and applications are
due by April 30™. Late applications can be accepted; however, they will be reviewed after the
applications received prior to April 30™".

Salaries are updated yearly and follow the BCGEU Collective Agreement schedule of pay. Teaching
Assistant positions are paid bi-monthly by direct deposit. TA pay is 80% Regular (taxable) and 20%
Fellowship (non-taxable).

Teaching Assistants (TAs) are assigned in preparation of each semester. An unofficial offer email
will be sent out, and once accepted, an official offer letter and hiring documents will follow.

TAs are hired as a salaried position for the duration of a semester. A full-time TA is hired for 12
hours per week over 16 weeks for a total of 192 hours for a semester, inclusive of the final exam
period. The total hours do not need to be evenly spread over the appointment (e.g., higher
workload of marking after an exam).

You are contracted for four months between September 1 to December 31 and/or January 1 to
April 30. You are required to be available for the full period of the TA contract. Do not plan
absences during the period of your contract until you have explicit clearance from your research
supervisor and lab manager.

If you are ill during the teaching term and are unable to attend your assigned lab, email your TA
supervisor and lab manager as soon as possible.

TA’s can maintain grades in Canvas but course instructors must submit the final grade.

A portion of your workload will be for assisting with exam invigilation.

TA’s are expected to complete Teaching Assistant Foundational Training through the Centre of
Teaching & Learning. The program consists of 10 hours of paid training and is offered to all new-

to-UBC undergraduate and graduate TA’s. For dates and more information, please visit this
website: Teaching Assistant Foundational Training (ubc.ca)

Please follow up with your lab manager for any other relevant training that may be required.

5.3. GRADUATE RESEARCH ASSISTANT POSITIONS
Your supervisor may assign you a Graduate Research Assistant (GRA) Position. These positions are not
within the BCGEU guidelines therefore the salary does not need to match the TA salary scale. These

positions are paid bi-monthly. For more information regarding GRA’s — please speak with your
supervisor.

5.4. HIRE INFORMATION

If you are being hired as a RA or TA, here is a list of documents and steps required.

e Study Permit — For international students to work at UBC Okanagan, you need to have a


http://www.hr.ubc.ca/faculty-staff-resources/collective-agreements/
https://ctl.ok.ubc.ca/professional-development/ta-development/

Study Permit and present this original to the Department. Your Study Permit must state
‘May accept employment on or off campus if meeting eligibility criteria as per R186
(F), (V) or (W)'.

e Social Insurance Number (SIN) — to be employed in Canada, you must have a SIN
number. If you do not have a SIN, then take the required original proof of identity
documents to Service Canada. The original application/document must be brought to
the Department.

e Canadian Bank Account and Direct Deposit — Payment from UBC Okanagan is provided
via direct deposit to a Canadian bank or Credit Union account. Set up a Canadian bank
or Credit Union account and request the ‘direct deposit’ form from your bank. You will
get an additional form from the Department with your offer letter.

For additional questions regarding student employment, please check out the Employee Handbook
for Students

5.5.  TUITION DEFERRAL

Payment of tuition prior to tuition deadlines is the responsibility of the student. Graduate Students
may be eligible for tuition deferral and may apply through your Departmental Assistant. It is
important to know the dates posted on the Academic Calendar.

Normal due-dates are August and November. Be sure to check the CoGS website for all
appropriate forms. If you have questions on eligibility, or the forms, contact CoGS at
gradask.ok@ubc.ca.

6. CAMPUS RESOURCES:

6.1. UBC-0O BOOKSTORE

Located in the Administration building or online at UBC Bookstore — UBC Classics

6.2. CENTRE FOR SCHOLARLY COMMUNICATION

The Centre for Scholarly Communication functions as an information hub for research support
services at UBC Okanagan. Located in LIB 237.

Explore tools and services using CSC or find out about workshops that they are currently offering
here: Centre for Scholarly Communication: UBC's Okanagan Campus.

6.3. DISABILITY RESOURCE CENTRE

The Disability Resource Centre at UBC Okanagan assists students to overcome disability-related
challenges that impede their academic success. Registration with the DRC is required for students
to receive academic accommodations.

For more information, FAQ's or contact info for the DRC, please visit this website: Disability
Resources (ubc.ca)



http://www.servicecanada.gc.ca/tbsc-fsco/sc-dsp.jsp?rc=5987&lang=eng
https://hr.ubc.ca/sites/default/files/documents/HR_Student_Handbook_2020.pdf
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6.4. CTL - CENTRE FOR TEACHING AND LEARNING

The Centre for Teaching and Learning (CTL) is your contact for campus-wide support for all models
of teaching and learning, including online learning. They are located in ADM 103, email
ctl.ubco@ubc.ca

Canvas is UBC’s primary learning platform for delivering online course content. In Canvas,
instructors can share materials, enable student collaboration/discussion, manage assignments and
quizzes.

CTL with assistance of the Department runs ‘Student Evaluation of Teaching (TEQ)’ every term.
These evaluations are to help identify and support effective teaching and provide the University
with information about student perceptions of the quality of instruction. If you have a TA position,
you will be prompted to log in and review your TEQ’s as they become available.

Students participate in the online TEQ process towards the end of term, prior to the exam period.

If you are having issues accessing the Canvas set up for your course, contact your TA supervisor. Do
not go to CTL. IT Services will assist if there are any technical issues. All classrooms have a phone,
and by dialing 79000, they will either use the camera to assist or send a runner. [Note: All
classroom phones can call any internal local and emergency numbers.]

7. USEFUL LINKS

7.1. UBC OKANAGAN ACADEMIC CALENDAR

The Academic Calendar is a comprehensive guide to all programs, courses, services, and academic
policies at UBC. The online Calendar is the official Calendar. This is an important guide for students
and Faculty as campus-wide Policies and Regulations and important calendar dates.

Campus-wide policies and regulations:
http://www.calendar.ubc.ca/okanagan/index.cfm?tree=3,0,0,0

7.2. UBCSUO HEALTH AND DENTAL PLAN

Information about your Health and Dental plan can be found here:
http://www.ubcsuo.ca/

7.3. STORAGE AND DESTRUCTION OF MATERIALS

UBC maintains a strict confidentiality protocol in protecting student information. Faculty, staff and
employees must, at all times, ensure that student information is not wrongfully exposed or
improperly discarded. This includes appropriate handling of material storage and exam
destruction. Documents that may identify student names, numbers, grade information or
identity must never be left publicly visible. Documents that may identify student names,
numbers, grade information or identity must never be uploaded to third-party document


mailto:ctl.ubco@ubc.ca
http://canvas.ok.ubc.ca/
https://webapps.teacheval.ubc.ca/seot/index.jsp
http://www.calendar.ubc.ca/okanagan/index.cfm?tree=3%2C0%2C0%2C0
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servers such as dropbox or google docs.

http://www.calendar.ubc.ca/okanagan/index.cfm?tree=3,293,0,0

7.4, CONFIDENTIALITY STANDARDS

UBC has an extensive guide regarding confidentiality standards here:
https://universitycounsel.ubc.ca/access-and-privacy/

This webpage offers an essential guide for faculty and staff regarding privacy, access requests, privacy
impact assessments and security and confidentiality agreements.

For information about FIPPA and further resources, please refer here:
https://universitycounsel.ubc.ca/access-and-privacy/useful-resources/

7.5. GRADUATE STUDENT RESOURCES

Useful information and links and forms that pertain to graduate students in the Irving K. Barber Faculty
of Science: Graduate Student Resources (ubc.ca)
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