
   
 

PROGRAM GUIDELINES  
 

1. Target Audience: The Student Affairs Fellowship Program 
is designed for entry to mid-level Student Affairs exempt, 
career employees who provide student services at UC 
Berkeley. In the Career Compass job standards this would 
include those in Professional 3-4 or Supervisor 1-2. The 
fellowship program is ideal for staff who have been in 
their current position for at least 12 months and are 
meeting current performance expectations. 
 

2. Fellowship Experience: (1) The fellowship experience is designed for the benefit and 
development of the Fellow rather than the immediate advantage of the sponsoring 
department. The fellowship experience may, in fact, be taxing on the sponsoring 
department due to the training, mentoring and supervision of Fellows. (2) Activities 
should be educational in nature. (3) The fellowship is an unpaid professional 
development activity. The Fellow will not receive wages for time spent in their 
fellowship (4) Fellowship positions do not displace employees or replace paid positions 
or the work of regular employees. (5) Fellowship experiences should be designed to 
provide Fellows with skills that can be used in multiple settings, as supposed to only the 
sponsoring department’s work-specific skills. (6) Fellows should not supervise regular 
employees, interns, students, etc. (7) Fellowship supervisors should be at an appropriate 
position level to provide adequate training, mentoring, and supervision of the Fellow. 
 

3. Fellowship Description: All fellowships have a brief position description that outlines 
the following: (a) sponsoring campus department (b) fellowship title and duties (c) 
learning outcomes (d) proposed schedule (e) contact person. 

 

4. Professional Development Plan: Prospective applicants and their supervisors may 
review the employee’s professional development plan in order to assess whether a 
fellowship opportunity may assist the employee in developing stated professional goals.  

 

5. Supervisor Support: Applicants must obtain the signed support of their supervisor in 
order to participate in the Student Affairs Fellowship Program.  

 

6. Application Process: Applicants must apply for a fellowship through a simple, but 
formal, application and selection process (see attached documents). 



   
 

7. Informational Interview: The sponsoring campus department will conduct formal 
informational interviews with selected applicants to determine mutual fit. 

 

8. Fellowship Agreement (MOU): If a mutual fit is determined, the applicant and 
sponsoring campus department will complete a fellowship agreement (MOU) that will 
outline specific fellowship expectations and work arrangements.  All fellowships will be 
“at will” relationships.  The sponsoring campus department or the Fellow can 
discontinue the fellowship at any time. 

 

9. HR Approval: The sponsoring campus department will seek approval from divisional HR 
if needed. 

 

10. Fellowship Duration: Fellowships are generally designed for the duration of six (6) 
months during the academic year (October through March). Fellows will receive formal 
feedback in writing at the midpoint in order to assist the Fellow in achieving set 
expectations and performance objectives. Continued participation in the fellowship 
requires satisfactory performance feedback by the sponsoring campus department.  
 

11. Performance Feedback: The sponsoring campus department will provide formal 
feedback to the Fellow at the midpoint of the fellowship term based on the following: 
(a) how the Fellow met stated performance criteria as outlined in the MOU (b) how the 
Fellow met his/her outlined professional development skills as outlined in the MOU. 
 

12. Exit Interview: Fellows will have the opportunity to share their experiences working in 
the sponsoring campus department through an optional exit interview conducted by a 
neutral party from the Fellowship Planning Committee. 

 

13. Fellow Cohort: The Fellow cohort will serve as a peer mentor group and will meet 
once/month for professional development activities. 
 

 


