Welcome Visiting Scholar email template and details on attachments to be included with the email:

[Input your greeting here]

I understand that you have been invited to Penn State as a Visiting Scholar in [insert Department] from [insert begin/end date timeframe]. Please read this email in its entirety, as there are actions that you must take ahead of your arrival.
Please plan to return the items detailed below in #1 and #3 to me as soon as possible, preferably via email. Failure to do so may delay your arrival.

1. Complete, sign, and return the attached Significant Financial Interest Disclosure form, the Visiting Scholar Agreement, and the Intellectual Property Agreement.
2. Review the attached letter of invitation and the Visiting Scholar policy (AC01) – see link below. Section III of the policy is particularly important. https://www.policy.psu.edu/policies/ac01
3. Go to https://accounts.psu.edu/ and create a new account OR if you have visited Penn State before, please choose to recover your account. Please provide your access account and PSU ID obtained during this process in the email to me when returning the signed documents listed above in #1.
4. If you will be visiting for more than 14 days, you will be receiving a link from Penn State Human Resources (via First Advantage) to consent to and complete a background check. Please complete this promptly upon receipt.
5. [include if J-1 is needed] I will be working with you and Global Programs at Penn State on the J-1 visa process.

Please contact me if you have any questions, and welcome to Penn State! Thank you,
[Sender’s name]
*Please be sure to attach the following to the email:
1. Letter of Invitation



2. Visiting Scholar Agreement (signed ahead of time by Associate Dean)






3. Significant Financial Interest Disclosure form


4. Intellectual Property Agreement
HHD Letter of Invitation (N.Webster Signature)


		 Last Updated December 1, 2022

[PENN STATE HEADER]





VISITING SCHOLAR LETTER OF INVITATION



[Insert Date]

[Visiting Scholar name]

[Visiting Scholar address] 

[Visiting Scholar address]



Dear [Visiting Scholar],

On behalf of the College of Health and Human Development, we are pleased to extend the invitation to be a Visiting Scholar in the [Unit] at The Pennsylvania State University (the “University” or “Penn State”), beginning [date] for a period of ____.  The purpose of your visit is [insert purpose in detail].  Please note that your designation as a Visiting Scholar is conditional on final review and approval by the Office of Vice Provost for Faculty Affairs. Work cannot begin, and access to buildings and information systems cannot be granted, until the final review and approval is complete.

Financial support provided during your visit will be paid by [Home Institution]. You will not be eligible for employee benefits, health insurance or other benefits from or through the University. 



Penn State’s values are Integrity, Responsibility, Respect, Excellence, Discovery, and Community.  During your time as a Visiting Scholar at the University, we kindly ask that you do your part to ensure that our cultural values are preserved. In addition, we believe that diversity and inclusion are critical to our success.  While at the University, you must abide by all University policies and regulatory requirements applicable to you as a Visiting Scholar, including, but not limited to, policies governing conflicts of interest, intellectual property, and visiting scholars themselves.



Attached to this letter is a Visiting Scholar Agreement (“Agreement”).  Your designation as a Visiting Scholar will be reviewed, approved, and governed by the Agreement and University Policy AC01, Visiting Scholars, available at https://policy.psu.edu/policies/ac01.  Please review the Agreement and the applicable policies, and sign the Agreement at your earliest convenience in order to complete the review and approval process.  To the extent you will be responsible for research at the University, please also submit the attached Significant Financial Interest Disclosure form, which will allow the University to assess and manage any potential Conflicts of Interest (COI) that could arise from your approved visit.  A COI exists if a significant financial interest or other opportunities for tangible personal benefit may exert a substantial and improper influence.  Please see University Policy RP06, Disclosure and Management of Significant Financial Interests, available at https://policy.psu.edu/policies/rp06,  for additional information.  Please further note that, pursuant to the Agreement, you will also need to complete a successful background check before you can start your visit at the University.  You will be contacted by HR Shared Services with steps to complete the background check process.



You also are required to obtain a Penn State account.  You can create a new account or recover previous account information if you had a prior University affiliation at Penn State Account Management (http://accounts.psu.edu/).  Please be sure to take note of your User ID at the completion of this process, as it is required to be added to the attached Agreement.   



If you have any questions or concerns, please do not hesitate to ask.  We are delighted to invite you to the University and look forward to receiving the above materials from you as soon as possible.  [Administrative Host Support] will be in contact with you to assist you with the necessary forms for your visit. We look forward to hosting you and welcoming you to Penn State.

Sincerely,



	 [Name of Individual Host]

	 Title
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Description automatically generated]





	Nicole Webster, Ph.D.  

	Associate Dean for Faculty Affairs and Diversity, Equity, and Inclusion

College of Health and Human Development 
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VISITING SCHOLAR AGREEMENT 


THIS VISITING SCHOLAR AGREEMENT (this “Agreement’), effective as of ________________, 20         is by 


and between The Pennsylvania State University, on behalf of its Office of the Executive Vice President and Provost and 


having an address of 201 Old Main, University Park, PA 16802 (hereinafter referred to as the “University”) and 


_______________________________________, having an address of__________________________________ 


(hereinafter referred to as “Visiting Scholar”). The University and Visiting Scholar may be each referred to herein solely 


as a “Party” or jointly as the “Parties” as the case may be. 


WHEREAS Visiting Scholar has a desire to participate in research and/or education in fields having an impact relevant 


to Visiting Scholar’s interests, and whereas the University has an ongoing program in those fields at the 


(hereinafter referred to as “Unit”); and 


WHEREAS Visiting Scholar desires to visit the University, and to the extent applicable, the Visiting Scholar’s 


employer or academic institution in which Visiting Scholar is currently employed (hereinafter referred to as the “Home 


Institution”) has a desire to allow Visiting Scholar’s participation in research and education in fields at the Unit and 


having an impact relevant to Home Institution’s interest; and  


WHEREAS the University is willing to permit the Visiting Scholar to perform the Objective (as defined below) at the 


University during the Term (as defined below) (hereinafter referred to as the “Visit”), and the Visiting Scholar must 


sign and return this Agreement where indicated below to confirm and memorialize the Visiting Scholar’s agreement, 


understanding and assent to the terms of this Agreement. 


NOW, THEREFORE, in consideration of the foregoing recitals and the other promises and covenants contained 


herein, the receipt and sufficiency of which is hereby acknowledged, and intending to be legally bound hereby, the 


Parties agree as follows:   


Article 1 - The Visit 


The objectives of the visit are (feel free to attach additional page as necessary): 


________________________________________________________________________________________ 


________________________________________________________________________________________ (the 


“Objective”).  The visit shall commence upon _____________, 20____ and terminate on ______________, 20____ 


(the “Initial Term”).   This Agreement may be renewed for an additional period up to one year upon the mutual 


written consent of the Parties, unless a longer extension is approved by the University and is permitted by applicable 


law (each such renewal, a “Renewal Term” and together with the Initial Term, the “Term”).   


Article 2 - Visit Administration 


This Visit shall be administered by University employee                                     (the “Individual Host”) 


and by University employee ____________________________________________(the “Administrative Host”) in 


the University’s _______________________________________________ (the specific “Unit”) in accordance with 


the policies and procedures of the Unit and the University.  


Article 3 – Status of Visiting Scholar 


(a) Nothing contained in this Agreement, including without limitation any actions, permissions, or obligations set forth


herein is intended to, nor shall it be construed to, create an employer/employee or agency relationship between


Visiting Scholar and the University.  Visiting Scholar is not entitled to financial support or other benefits


(including, without limitation, health insurance, workers compensation coverage, or other benefits) available to


University employees, although healthcare insurance is a permitted University reimbursement for international


Visiting Scholars only, as required by law.  Visiting Scholar shall not have the authority to enter into or bind the


University to any agreement and shall not represent to anyone that Visiting Scholar has such authority.


(b) Visiting Scholar shall be solely responsible for determining all tax liability and for reporting and remitting any


taxes or payments due or owed by Visiting Scholar, including any foreign tax liability, in connection with the Visit


or any activities carried out pursuant to this Agreement.
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Article 4 - Visiting Scholar Obligations 


Arrangements for the Visiting Scholar’s arrival at the University shall be coordinated among the Visiting Scholar, the 


Individual Host, and the Administrative Host. Visiting Scholar agrees to comply with all University’s policies and 


procedures and all local, state, and federal laws applicable to the Objective and/or the Visiting Scholar, including, but 


not limited to, the following: 


(a) Visiting Scholar agrees to comply with all applicable export control regulations of the United States of America.


Visiting Scholar shall be responsible for obtaining all information regarding such regulations that is necessary for


Visiting Scholar to comply with such regulations;


(b) Visiting Scholar agrees to comply with all University policies regarding the use of University resources;


(c) Visiting Scholar agrees to comply with University Policy AD72 and the applicable reporting provisions which


require anyone who has a reasonable suspicion of child abuse, as defined by Pennsylvania law, to make a report


as outlined in that policy;


(d) Visiting Scholar agrees to comply with University Policy AD39 in the event the Visiting Scholar is involved in a


University-sponsored program held at the University and/or housed in University Facilities involving minors


during the Visit;


(e) Visiting Scholar agrees to self-report any felony or misdemeanor arrests or convictions to the Individual Host and


Administrative Host that may occur during the term of the Visit;


(f) Visiting Scholar agrees to submit to a Background Check as defined in University Policy HR99. Visiting Scholar


understands that he or she may not begin his or her Visit to the University until a Background Check has been


successfully completed; and,


(g) To the extent the Visiting Scholar will be responsible for University research during the Visit, the Visiting Scholar


agrees to complete and submit the Significant Financial Interest Disclosure & Training form to the Administrative


Host (or their designee) for review by the University’s Conflict of Interest Program in the Office for Research


Protections.


Article 5 – Confidentiality 


Visiting Scholar agrees to hold in confidence all information, data, or materials provided by the University to Visiting 


Scholar, or accessed or observed by Visiting Scholar in the course of the Visit that is designated as confidential or that, 


given the nature of the information or the circumstances surrounding its disclosure, should reasonably be understood 


to be confidential or proprietary in nature (“Confidential Information”).  Visiting Scholar agrees to not disclose, 


transfer, release, or otherwise provide access to Confidential Information to any third party (including Home 


Institution), and to use reasonable measures to protect Confidential Information against unauthorized disclosure.  


Visiting Scholar agrees to use Confidential Information only for the purpose of the Visit.  Confidential Information 


shall not include any information that Visiting Scholar can demonstrate (i) was known to Visiting Scholar prior to 


receiving, observing, or accessing from the University; (ii) is or becomes publicly available, through no fault of Visiting 


Scholar; (iii) was received by Visiting Scholar from a third party without obligations of confidentiality thereto, or; (iv) 


Visiting Scholar received written consent from Administrative Host to disclose.  If Visiting Scholar is required to 


disclose Confidential Information by order of a court, governmental body, or by subpoena or other legal process, 


Visiting Scholar will provide the University with prompt written notice of such required disclosure so that the 


University may seek a protective order or take other appropriate action, and thereafter only disclose such Confidential 


Information that is minimally required to comply with such required disclosure.  Upon termination of this Agreement, 


Visiting Scholar will promptly return or destroy, at the University’s preference, all copies of Confidential Information 


in Visiting Scholar’s possession. 
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Article 6 - Publications 


The University retains all right, title, and interest in, including the exclusive right to publish, the results of any work 


performed at the University during the Visit.  As appropriate, the Visiting Scholar’s contributions will be acknowledged 


in any publication resulting from the Visit. 


Article 7 – Intellectual Property 


(a) Consistent with University policies and in consideration of the Visit, participation in projects administered by the


University, and access to or use of facilities or resources provided by the University, Visiting Scholar hereby


assigns to the University all right, title, and interest that Visiting Scholar has or may acquire in any invention,


discovery, software, courseware, University-directed work, patent right, copyright, trademark and associated


goodwill, and any other intellectual property right arising under any law that were created in connection with the


Visit (collectively, “University IP”).


(b) Visiting Scholar understands, and the University acknowledges, that Visiting Scholar retains ownership of his/her


Scholarly Intellectual Property and certain Instructional Intellectual Property, as defined in the University’s


policies.  Consistent with University policies, Visiting Scholar hereby grants to the University a perpetual,


irrevocable, and royalty-free non-exclusive license to reproduce, use, display, and distribute the Visiting Scholar’s


Scholarly Intellectual Property and Instructional Intellectual Property for its research and educational purposes


(c) Visiting Scholar agrees to promptly disclose to the University any intellectual property created, conceived, or


reduced to practice, in whole or in part, in connection with the Visit.  Visiting Scholar will, upon the request of the


University and at the expense of the University, execute any document and assist in the procurement and protection


of University IP.


(d) Visiting Scholar further agrees that Visiting Scholar will comply with the applicable provisions of any agreement


between the University and its research sponsors, collaborators, and partners (collectively, “Partners”) to assure


that a Partner’s intellectual property rights are protected, including any of the Partner’s confidential information.


Article 8 - Publicity 


Visiting Scholar shall not use the names, trademarks, service marks, logos, or images (including any adaptation of the 


foregoing) of the University, or any of its employees, in any advertising, promotion, or publicity, without prior written 


consent obtained from the University, in each case. 


Article 9 – Insurance 


University is not obligated to provide, and shall not provide, worker’s compensation or other insurance coverage for 


bodily injury, death, or damage to property involving the Visiting Scholar.  Healthcare insurance for international 


Visiting Scholars only, as required by law, is, however, a permitted University reimbursable expense.  


Article 10 - Indemnity 


Visiting Scholar agrees to indemnify and hold the University, its trustees, officers, faculty, employees, and agents 


harmless from and against any demand, claim, proceeding, loss, cost, expense, damage, or liability of any kind 


(“Claims”) resulting from the actions, errors, omissions or negligence of the Visiting Scholar arising from or related to 


the Visit, except and solely to the extent that such Claims are the result of the willful misconduct or gross negligence 


of the University. 


Article 11 – Compliance with Home Institution Requirements 


(a) Visiting Scholar is responsible for ensuring, and represents and warrants, that the obligations of Visiting Scholar


under this Agreement do not conflict with Visiting Scholar’s obligations to Home Institution.  If Visiting Scholar


believes that a conflict may exist, prior to signing this Agreement, Visiting Scholar shall notify both the University
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and Home Institution of the potential conflict so that the University and Home Institution may attempt to resolve 


the matter.  If at any time during the Visit the Visiting Scholar believes that such a conflict has arisen or may arise, 


Visiting Scholar shall immediately notify the University, so that the University may decide how to proceed.    


(b) If the Visiting Scholar’s Visit is also governed by an agreement between the University and Home Institution, then


to the extent that any terms and conditions herein conflict with the terms and conditions of such agreement, the


terms and conditions of the agreement between the University and Home Institution shall prevail.


Article 12 – Termination 


Visiting Scholar’s status as a Visiting Scholar of University is a privilege granted solely at the discretion of the 


University, and may be revoked by the University at any time, for any reason or no reason, by providing the Visiting 


Scholar with written notice of revocation and, if revocation is not immediate, specifying the effective date of such 


revocation.  If the University revokes the Visiting Scholar’s status, then this Agreement shall terminate effective on the 


date on which the Visiting Scholar’s status terminates.  In addition to the University’s right to revoke the Visiting 


Scholar’s status, either Party may terminate this Agreement at any time by providing prior written notice to the other 


Party.  Upon termination or expiration of this Agreement, Visiting Scholar agrees to return all University property, 


including, but not limited to, any identification cards, access cards, or keys assigned to Visiting Scholar during the 


Visit.  Notwithstanding expiration or termination of this Agreement, Articles 5, 6, 7, 8, and 10 shall survive.  


Article 13 – Notices 


The following contacts are to be used for any notices related to this Agreement: 


To The Pennsylvania State University: _________________________________ [Name] 


_________________________________ [Address] 


_________________________________ [Phone] 


_________________________________ [Email] 


To Visiting Scholar: _________________________________ [Name] 


_________________________________ [Address] 


_________________________________ [Phone] 


_________________________________ [Email] 


Article 14 – No Assignment 


This Agreement shall not be assigned by Visiting Scholar, and any such attempted assignment shall be void and have 


no effect. 


Article 15 – Governing Law and Dispute Resolution 


This Agreement shall be governed by the laws of the Commonwealth of Pennsylvania without giving effect to any 


choice of law or conflict of law provision that would cause the application of the laws of any jurisdiction other than the 


Commonwealth of Pennsylvania.  Controversies or claims between the Parties arising under or relating to this 


Agreement shall be heard in either the Centre County (Pennsylvania) Court of Common Pleas or in the United States 


District Court for the Middle District of Pennsylvania, to whose jurisdiction for such purposes the Parties each hereby 


irrevocably consent and submit. 


Article 16 – Entire Agreement 


This Agreement embodies the entire understanding of the Parties and supersedes all previous and contemporaneous 


communications, representations, or understandings, either oral or written, between the Parties related to the subject 


matter hereof. 


Article 17 –Waiver 


No provision of this Agreement may be waived except by an agreement in writing signed by the Parties. A waiver of 


any item or provision shall not be construed as a waiver of any other term or provision. 







THIS AGREEMENT IS NOT FINAL OR EFFECTIVE UNTIL SIGNED BY AN AUTHORIZED 


UNIVERSITY OFFICIAL IN THE OFFICE OF THE VICE PROVOST FOR FACULTY AFFAIRS 


Article 18 – Severability 


If any provision of this Agreement is held by a court of competent jurisdiction to be illegal, invalid or unenforceable 


under present or future laws effective during the term of this Agreement, the legality, validity and enforceability of the 


remaining provisions shall not be affected thereby. 


Article 19 – Amendment 


Any amendment to this Agreement must be in writing and signed by both Parties. 


Article 20 – Counterparts 


This Agreement may be executed in any number of counterparts, each of which shall be deemed to be an original, 


and all of which together shall be deemed to be one and the same agreement or document. Signatures and signed 


copies of this Agreement transmitted by facsimile, email, or other means of electronic transmission shall constitute 


effective execution and be deemed to have the same legal force and effect as delivery of an original executed copy of 


this Agreement for all purposes.  


IN WITNESS WHEREOF, the parties hereby execute the Agreement. 


By: The Pennsylvania State University By: Visiting Scholar 


Name:    Kathleen Bieschke Name: 


Title: Vice Provost for Faculty Affairs__________ Title: 


Date: 


PSU User ID: 


(obtained upon registration at https://accounts.psu.edu) 


Date:


By: College/Campus Approval


___________________________________________ 


Name:     


Title: 


(Dean, Associate Dean, Research Dean, Chancellor, 


Institute Director, Dept Head, or Designee)


Date: 


Visiting Scholar



https://accounts.psu.edu/
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