[Template for Tailoring by Managers]
[bookmark: _Hlk197768836]Shared Staff Member Agreement Between Manager A (Primary Supervisor) and Manager B (Collaborating Supervisor)
This agreement outlines expectations and best practices for sharing a staff member between two investigators. It is designed to promote transparency, collaboration, and clear communication throughout the temporary staff-sharing arrangement.


[bookmark: _Hlk197769445]Employee Name: _____________________________________________
Job Title:____________________________________________________
Department: _________________________________________________
Current Supervisor (Manager A): __________________________________

Collaborating Supervisor (Manager B): _____________________________
Department: ___________________________________________________
1. Assignment Outline
[bookmark: _Hlk197769421]Responsibilities:
· Tasks for Manager A: ___________________________________________
· Tasks for Manager B: ___________________________________________

Training Needs:
· List any new training needed: _________________________________
· Responsible party for training/onboarding: _______________________

Timeline & Task Management:
· Assignment duration: From ____________ to ____________
· Task tracking tools used: ______________________________________
Time Allocation:
· Days/Hours with Manager A: ___________________________________
· Days/Hours with Manager B: ___________________________________
Work Format: 
· Manager A Role: In-person / Remote / Hybrid (specify details): ___________________
· Manager B Role: In-person/ Remote/ Hybrid (specify details): ____________________
Financial Responsibilities:
· Total cost of staff time (inclusive of EBs): ____________  (For FY___)
· Cost split (% or $): Manager A ______ / Manager B ______

2. Communication Plan
Communication Channels
If the staff member is feeling overwhelmed by the new assignment or is experiencing conflicting demands, the staff member will be directed to go to: Manager A/ Manager B/ Either 
Regular Feedback and Check-Ins Scheduled between Manager A and Manager B: Frequency and method: _________________________
Transparency & Support:
· Manager A and Manager B understand that the staff member may raise concerns with either Manager A or Manager B related to the new assignment.
· Manager A understands and agrees that if the staff member raises concerns regarding the new assignment, Manager A will share those concerns with Manager B or Human Resources, as appropriate. 
· Manager A and Manager B acknowledge that the staff member will be contributing to both teams and agree to acknowledge the staff member’s contribution to their respective teams. 

3. Reassessment & Adjustment
Formal Reassessment Date: ______________________
(Both Manager A and Manager B understand that it may be necessary to reassess and make adjustments prior this date based on changing circumstances, and they agree to communicate promptly and openly with each other in the event this becomes necessary.)

4. Performance Feedback Responsibilities and Managing Potential Conflicts
Performance Review Coordination: 
· Manager A will remain the primary supervisor responsible for performance evaluations. Manager B will provide input for performance evaluations.
· In the event, the staff member’s performance in the new assignment is not meeting expectations, Manager B will share this information with Manager A to ensure collaboration with respect to issuance of discipline documentation or other formal feedback. 
· Manager B can provide informal feedback to the staff member without Manager A’s involvement.
Plan for Urgent Deadlines: 
· In the event that the staff member is needed to provide support for an urgent deadline such that the staff member is needed to work additional time by either Manager A or Manager B beyond what was agreed to, the Manager requiring the staff member for additional time will contact the other Manager as far in advance as possible to discuss this need.
· Manager A and Manager B agree to work collaboratively to resolve the challenges posed by urgent deadlines and will be as flexible as possible in those situations. 

What process will Manager A and Manager B use to coordinate each meeting their objectives when the staff member utilizes Paid Time Off (Vacation) or Sick Time: 
______________________________________________________________________

Exit Planning: Write out a plan for ending the assignment and how this may occur (See Staff Sharing Best Practices Document for suggestions to consider).


5. Signatures and Agreement Review
We agree to the expectations outlined above and commit to ongoing communication and flexibility as needed. This agreement may be revisited periodically and revised based on changes in the work arrangement.
Manager A (Primary Supervisor):
Name: ___________________________
Signature: ________________________
Date: ____________________________
Manager B (Collaborating Supervisor):
Name: ___________________________
Signature: ________________________
Date: ____________________________



