Temple University

Guidelines for Visiting Research Scholars

Effective January 19, 2006


Definition 

· A Visiting Research Scholar participates in a research and/or scholarly training or exchange program under the direction of a Temple faculty mentor. The purpose of the program is to enable the individual to gain laboratory and research experience, to learn to use state-of-the-art techniques, and/or to share unique expertise between Temple University and a home institution.
· A Visiting Research Scholar is an individual with a baccalaureate, master’s, or equivalent degree who is currently enrolled in a postbaccalaureate program; has completed a postbaccalaureate program within six months; or is employed at another institution.
· A Visiting Research Scholar may include an individual with a terminal post-graduate degree whose appointment is less than one year and who engages in the activities stated above.
· The individual is not a student at Temple University.
Appointment as Visiting Research Scholar
· The appointment is finite in length, with an appointment no less than one month and no more than three years as a Visiting Research Scholar at Temple.
· The Visiting Research Scholar must forward a written recommendation from a mentor in the home program as well as an official verification of enrollment or employment at the home institution before being accepted into the Temple program.

· A Visiting Research Scholar must receive an initial standard letter of appointment from Temple University prior to commencement of the position. It must be signed by the Temple faculty mentor and the Dean of the Graduate School or his designee. The standard letter of appointment should be for a time period of no longer than one year.
· This standard letter must set forth the basic terms of appointment including, but not limited to, the start and end dates of the appointment, the stipend level, a statement of the duties, expectations and research responsibilities of the Visiting Research Scholar, a statement that the Visiting Research Scholar’s appointment is subject to all University policies, Federal regulations concerning authorization to work and citizenship requirements, and verification of the degree(s).
· The Visiting Research Scholar must return a countersigned copy of the letter of appointment, which will be placed in a permanent file in Human Resources, along with other relevant paperwork as noted below in the sections on Paperwork Processing.
· A letter of reappointment or notice of termination should be provided to the Visiting Research Scholar at least one month prior to the end date of an appointment.
· Under extraordinary circumstances and as a one-time occurrence, a current letter of appointment may be extended up to three months to finish a project. However, the usual process is to reappoint a Visiting Research Scholar for the same term as the initial appointment letter.
· Letters of reappointment must follow the standard format delineated for letters of appointment and must also be signed by the Visiting Research Scholar to indicate acceptance of the terms and conditions of the appointment. Letters of reappointment once signed by the Visiting Research Scholar shall be retained in a permanent file as described above.
Stipend
· Stipends range from $21,000 to $28,000 annually, paid entirely by Temple, entirely by the home institution, or jointly by Temple and the home institution. Proof of the home institution’s stipend support must be furnished in a letter from the home institution. Stipend ranges will be reviewed annually (prior to June 30 each year) by the Dean of the Graduate School.
Human Resources Categorization, Benefits, Taxes, and Fringe Benefit Rates

· Title: Visiting Research Scholar
· Job Class: 000121

· Account code: 6660  (carries part-time fringe benefit rate)
· Taxes: according to country’s tax treaty, if applicable
· No tuition remission.
· Health Insurance: No health insurance provided nor required by the University for U.S. citizens and permanent residents. If the scholar has Exchange Visitor J-1 status, the individual must provide documentation that demonstrates the minimum insurance coverage required by the U.S. Department of State is met. Information on the U.S. Department of State’s requirements and availability of such coverage is available from the Office of International Services. All expenses associated with health insurance are the individual’s responsibility and cannot be paid by Temple University funds.
· Since these individuals are in a trainee/non-employee category, neither sick days nor vacation days are awarded.
· All fees and expenses associated with immigration status are the individual’s responsibility.
 Paperwork Processing for Visiting Research Scholars Receiving a Stipend through Temple University 
· The department prepares the Visiting Research Scholar Employment HRS Requisition to hire an individual, getting appropriate signatures (faculty mentor, PI, Dean or designee).  The Visiting Research Scholar Requisition is not part of the electronic requisitioning system in IGT, because it is not a regular employee category. The Visiting Research Scholar Employment form can be found on the website of the Graduate School.
· At the same time that the Visiting Research Scholar Employment HRS Requisition is approved within the school/college, the documentation from the mentor in the home program and verification from the home institution should be received.
· When all of the above steps have been completed, the standard offer letter is prepared and signed by the Temple faculty mentor. This signed letter is then sent to the Dean of the Graduate School, along with the completed Visiting Research Scholar Employment HRS Requisition, the documentation from the mentor in the home program, and the verification from the home program. The standard appointment letter is signed by the Dean of the Graduate School and thereafter sent by the Office of the Dean of the Graduate School to the candidate who has 20 days to respond.

· When the candidate responds and a starting date is determined, the Office of the Dean of the Graduate School contacts the individual to schedule a modified orientation session. At that time, the candidate presents the documentation for and completes the I-9 form, fills out the W-4 form, and presents relevant visa/work eligibility paperwork. The Graduate School then submits the completed Visiting Research Scholar Employment HRS requisition form, a copy of the signed appointment letter, the I-9, and the W-4 to the Human Resources Department for processing.
· For foreign nationals, all required paperwork must be submitted to the Office of the Dean of the Graduate School in a timely manner and in the prescribed order to allow the Office of International Services sufficient time to process visa applications. The Office of International Services will prepare the required documentation to permit the scholar to apply for a visa to enter the United States in the appropriate nonimmigrant status. The candidate’s start date is contingent upon the completion, approval, and confirmation of the visa application process.
Paperwork Processing for Visiting Research Scholars Receiving No Stipend through Temple University 

· When the documentation from the mentor in the home program and verification from the home institution are received, the standard offer letter is prepared and signed by the Temple faculty mentor. This signed letter and the verification from the home program are then sent to the Dean of the Graduate School. The appointment letter is signed by the Dean of the Graduate School and thereafter sent by the Office of the Dean of the Graduate School to the candidate who has 20 days to respond.

· When the candidate responds and a starting date is determined, the Office of the Dean of the Graduate School contacts the individual to schedule a modified orientation session at which the candidate presents the documentation that the individual is eligible to participate in the research activity. The Office of the Dean of the Graduate School then submits the documentation and the signed appointment letter to the Human Resources Department, which will maintain the permanent file for the individual. The Human Resources Department will enter the individual into the Human Resources System so that an ID badge can be processed.
· For foreign nationals, after all documentation has been reviewed and approved by the Office of the Dean of the Graduate School, the required paperwork must be forwarded to the Office of International Services in a timely manner and in the prescribed order before any candidate is hired. The Office of International Services will prepare the required documentation to permit the scholar to apply for a visa to enter the United States in the appropriate non-immigrant status. The candidate’s start date is contingent upon the completion, approval, and confirmation of the visa application process.
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