Agreement Among Scoville Fellowship, Host Organization and Scoville Fellow
All parties understand and agree to the following:
1. Funders who support the Scoville Fellowship are keenly interested in the development of young leaders who can and will contribute to the substantive growth and development of the peace and security community. The fellowship program is accountable to these funders and reports on the activities of each fellow to them. Scoville Fellows are expected to perform substantive, challenging policy work. Administrative duties should be related to the policy work of the organization. At the same time, the fellowship is not merely an educational opportunity for the fellows; they are expected to make significant contributions to the work of their host organizations.  
2. Fellows may engage in a variety of activities, including researching and writing; helping to plan conferences, policy briefings or speaking tours; participating in advocacy activities; and speaking to activist groups. Fellows may work on existing projects or be assigned to oversee a new project or to write a lengthy research paper, provided they are closely supervised and the paper is published by the host organization. The fellowship is not intended to provide office space for independent research that is unrelated to the work of the host organization. Fellows may not write grant proposals or otherwise raise money for their host organization. Fellows may not lobby.  
3. Scoville Fellows are required to report directly to senior-level staff. The supervisor is responsible for ensuring that the fellow has a productive experience and should evaluate the fellow’s performance and provide regular feedback as they would for regular staff. Specifically, the fellowship requires supervisors to give the fellow a review of their fellowship performance after about two months, so the fellow will know what he/she needs to do to improve. It is expected that the supervisor will provide mentoring. 
4. The fellow and supervisor should meet within the first two weeks of the placement to discuss the specifics of the fellowship and draw up a contract on letterhead. If at any time the supervisor is dissatisfied with the fellow’s performance, or if the fellow is unhappy with the work s/he is being assigned, the Scoville executive director should be contacted to discuss the situation.  
5. Scoville Fellows must have a workspace, including a desk, chair, telephone, and computer. They should have the equivalent amenities in office space and equipment to other full-time junior-level staff in their office. The host organization is responsible for paying the travel costs, including Metrorail, bus, cab, and ride-sharing services when they require the Scoville Fellow to attend meetings, hearings, talks, or other work-related events. The host organizations are not required to reimburse fellows for travel costs to attend Scoville-sponsored events.  
6. While it is not required that fellows write and publish articles, blogs, reports, op-eds or letters to the editor, doing so is a useful way to build their policy advocacy skills. Publications also provide a portfolio of work that helps with the post fellowship transition. Whenever the fellow’s work is publicly acknowledged, s/he should be identified as a Herbert Scoville Jr. Peace Fellow at your organization. This applies to items published during the fellowship and things the fellow worked on during his/her fellowship that may be published after the fellowship concludes, e.g., “Some of this research was conducted when s/he was a Scoville Fellow at [name of host organization].” The fellow or his/her supervisor should provide the URL of articles written or researched by the fellow to fellowship staff.
7. New Scoville Fellows should be mentioned on the host organization’s Twitter account, e.g., “We are pleased to welcome our new (or Spring 2021) Scoville Fellow… ” Organizations should cite the Scoville Fellowship when mentioning their fellow on Twitter, e.g., "Stimson’s @ScovillePF (name of fellow)…” or “(name of fellow) @ScovillePF…”
8. Some of the participating organizations in the program pursue issues that fall outside the purview of the fellowship. Organizations should take care that the fellow is working on one of the approved issue areas, for which the fellowship program is funded, to avoid jeopardizing future foundation support:
• Nuclear Nonproliferation and WMD
• Climate and Security nexus
• Peacebuilding and Conflict Resolution
• Emerging Technology Threats
• Global Health Security
The full list of approved topics on which Scoville Fellows may work is posted at 
http://scoville.org/apply/application-information/#issues
9. The fellow is expected to participate in the professional life of the host institution, arrive on time, work a standard forty-hour week in the office (or at home during the pandemic), and participate in office staff meetings. Fellows should be informed of and encouraged to attend policy briefings, conferences, meetings, and Congressional hearings relevant to their work. In addition, the fellowship program periodically arranges meetings with leaders in the field so fellows can discuss policy, solicit career advice, and expand their professional network. We also schedule meals and Zoom calls with alumni and board members. The fellowship is encouraged and expected to organize these meetings by our funders; therefore, these events are a mandatory part of the fellowship program. Over the course of the fellowship these events should not exceed about ten percent of the fellow’s time each month, though occasionally we may have several meetings during a single week. Fellows and supervisors should understand that these activities are an important component of the fellowship.      
10. The fellow will select an alumni and board mentor within the first month of his/her fellowship and meet with these people several times during the fellowship to discuss the fellow’s work and career plans. The fellow is required to email a report on his/her fellowship activities on the 15th of each month to the fellowship’s executive director and to cc this report to both mentors. The report should include details about the fellow’s research, publications, advocacy, and events they helped organize at their host organization and attend elsewhere.
11. Fellows are entitled to one vacation day for each month of their fellowship, for a maximum of nine days if they work nine months. Fellows are paid for all federal holidays during their fellowship and these do not count as vacation days.
12. Both the fellow and his/her supervisor are required to write and submit to the fellowship an evaluation of the fellow’s work and impact on the host organization within 60 days of completion of the fellowship. The host organization must furnish copies of any reports or other materials written by the fellow to the fellowship director. An organization may not host a subsequent fellow until it has submitted the evaluation for their previous fellow.
13. Failure to comply with this agreement may jeopardize the organization’s future participation in the program or the fellow’s continued employment by the fellowship.
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Signature of Scoville Fellow	            Fellow’s email		Date 
__________________________        ______________________________
Signature of Supervisor	            Supervisor’s e-mail	Date			  
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