Agriculture and Natural Resources
Program Cluster / Multi-Location Agreement

There are many UC employment policy considerations for staff employees fulfilling programmatic duties within a program cluster or multi-location assignment.  Prior to an employee accepting a Program Cluster or Multi-Location assignment, both Department Head’s and Advisors are to address and agree to each topic area in a written agreement.  Agreements address potential issues that may arise, ensure clarity for the employee assignments and identify supervision of staff.

Each Department Head/Advisor/Supervisor must acknowledge the agreement and send to SPU for approval.  The SPU will work with the Statewide Program Director for approval, when needed.  Agreements are reviewed annually and when there is a change in Director/Advisor/Supervisor or Employee.

Definitions

Home Department – Official supervision of an employee resides within their “Home Department” until an employee transfers, is laid off or resigns.  The employee could be managed and supervised by a County Director, Advisor or a non-academic staff person in that department location but that person must reside in that “Home Department” location.  

Host Department – The “host” department is not the final authority but, can act as lead worker or programmatic supervisor role where they can initiate recruitments, give input on performance evaluations, and corrective actions.  However, final approval of all employment actions will still reside with the “Home Department”.

Layoff Unit – A Home Department or designated Multi-County Partnership with the approval of SPU.

Lead Worker – A lead worker functions in a “lead” capacity for a group of employees working on a project or assignment. The Lead Worker does not have full supervisory authority for staff; but are able to schedule and control the daily working arrangements for a group of employees.  This person can give performance input, can interview and manage informal concerns, but does not have the final responsibility for grievances, layoffs or other major personnel actions.

Multi-Location Appointment – When an employee works in two or more locations simultaneously.

Program Cluster or Multi-Location Appointment – A Program Cluster or multi-location appointment is a programmatic grouping of locations and in some cases may not reflect layoff units.

Programmatic Supervisor – A programmatic supervisor is an academic employee who functions in a lead capacity for a group of employees working on a project or assignment, and as the program administrator. In some cases the Programmatic Supervisor does not have full supervisory authority for staff; but can give performance input, can interview and manage informal concerns, but does not have the final responsibility for grievances, layoffs or other major personnel actions. This person has significant input to programmatic goals and achievements.

[bookmark: _GoBack]Supervisor – A supervisor can be either a staff or academic employee who customarily and regularly directs the work of two or more other career employees working in a unit and has the authority to hire or dismiss other employees or whose suggestions and recommendations as to the hiring or dismissal and the advancement and promotion or any other change of status of staff employees.  This person has or is delegated final authority on all personnel actions.


Program Cluster or Locations

Departments, Counties, or Units involved the program cluster/multi-location agreement include(s):

____________________________________	                ____________________________________
    

____________________________________	                ____________________________________

Supervision

The supervisor for an employee must reside in their home department; however there can be a lead, or programmatic supervisor to account for the daily working arrangements and to manage informal concerns.  In order to ensure the employee and all parties involved understand the agreement, please address the following:

Employee Name: _____________________________
Employee Title: ______________________________
Home Department: ________________________________
Layoff Unit (same as home department): _______________________________
Percent time in Home Department: __________%
Percent time in Host Department:   __________%

Supervisor Name: _______________________
Supervisor Title: _________________________________
Home Department (same location as the employee): ________________________________
Department Head of Home Department: ____________________________________

Programmatic Supervisor or Lead Name: _______________________________
Programmatic Supervisor or Lead Title: _________________________________
Host Department: ___________________________
Department Head of Host Department: ____________________________________

Time Management

How will vacation time be planned between locations? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________	

How will time (sick, vacation, overtime, etc.) be reported?
Time will be reported equally per the percent of time funded in each county.

Time will be reported for the days taken off per the scheduled visit to that county unless otherwise arranged and approved by both the Supervisor and Lead/Host Departments.


Funding

What funds will be used to pay for the appointment? ____________________________________________

What funds will be used to pay for travel? _____________________________________________________

How will funding be managed? If a resource development plan is expected, please describe the steps to initiate.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Travel

Travel to an additional county is paid by that county (unless another source is listed) from either the home office or the employee’s residence. The distance that is less is the amount charged to the non-home-based county assignment. Travel is not paid for travelling to the home department.  

Is there a county or university vehicle available for travel? If yes, are there restrictions on use? ______________________________________________________________________________________________________________________________________________________________________________


Employee Space and Facilities

What will each county provide related to space for work per the position (based on duties: desk space, phone, computer, etc.) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Employee Schedule

Describe how the employee’s schedule will be divided equitably per the percent time. Consider resources (time, program events/activities, and funding) when examining the schedule.  
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Program Efficiency

How will efficiencies be planned for duplicate work, or duplicate reporting?  Where can we improve or offer support (keeping in mind some program requirements cannot be changed)?
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Communication

How will employee concerns and problems be addressed? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________

How will you coordinate the Staff Evaluations (the supervisor will have final authority but both supervisor and lead should have input)?
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Who is the final authority for corrective actions, grievances, complaints and disagreements? Consider how you will manage disagreements involving schedules, work performance or customer relationship issues. (This can be the Supervisor, Home Department Head or County Director).
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________


Training

Who will be responsible for training? _______________________________________________________________________________________

How will training be coordinated between both counties? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






Safety

Will fingerprinting be done in one or both counties? ___________________________________
Will safety training be done in one or both counties? ___________________________________
How will each unit stay apprised of fingerprinting and safety outcomes/concerns? ____________________________________________________________________________________
____________________________________________________________________________________




	____________________________________
Supervisor Signature                                  Date


____________________________________  
Home Department Head Signature         Date  


____________________________________
Staff Personnel Director Signature         Date


	________________________________________
Lead or Programmatic Supervisor Signature     Date


________________________________________  
Host Department Head Signature                   Date  






Cc:
Employee  
Supervisor
Lead or Programmatic Supervisor
Home Department Head
Host Department Head
SPU
APU
1

