Municipal Staff Sharing Agreement Checklist
When municipalities share employees, a written agreement can help everyone understand how the arrangement will work. The agreement can be simple for short-term assistance or more detailed for an ongoing shared position or service.
Vermont law also provides formal options for intermunicipal cooperation, including interlocal contracts between municipalities, the establishment of union municipal districts, and service agreements involving regional planning commissions.
Use this checklist to identify issues the participating municipalities may need to address. Not every item will apply to every arrangement. Municipalities should adapt the agreement to the employees, work, length of the arrangement, and risks involved.
Determine the Agreement Structure
Before drafting the agreement, determine what type of arrangement and legal authority will be used.
· Identify the legal authority. Determine the law, charter provision, or other authorities that allow the municipalities to provide and share the service.
· Collective bargaining requirements. Determine whether employees affected by the arrangement are represented by a union and whether collective bargaining obligations should be addressed before the agreement is approved.
· Consider an interlocal contract. Determine whether the arrangement should be established as an interlocal contract under 24 V.S.A. §§ 4901–4902.
· Consider a union municipal district. Determine whether the arrangement necessitates the creation of a union municipal district under 24 V.S.A. §§ 4861-4868.
· Confirm authority to perform the service. For an interlocal contract under § 4901, confirm that each participating municipality has authority to perform the governmental service, activity, or undertaking covered by the contract.
· Consider a regional planning commission partnership. If several municipalities share a need, consider whether the regional planning commission (RPC) could coordinate, implement, or administer the service through a service agreement under 24 V.S.A. § 4345b.
· Confirm RPC authority. If using an RPC service agreement, confirm that the RPC has completed the bylaw and approval process required by 24 V.S.A. § 4345b.
· Obtain required approvals. Identify the legislative body, RPC, voters, or other parties that must approve the arrangement. An interlocal contract under 24 V.S.A. §§ 4901–4902 requires approval by each participating municipality's legislative body. An RPC service agreement under 24 V.S.A. § 4345b must be ratified by the RPC and the legislative body of each participating municipality. A union municipal district agreement under 24 V.S.A. §§ 4861-4868 requires approval by an Australian ballot vote on the same day in all participating municipalities 
· Address the municipal budget. For an interlocal contract under 24 V.S.A. §§ 4901–4902, confirm that expenses for the service are included in a municipal budget approved as required by law.
· Consider legal review. VLCT recommends municipal counsel review agreements for shared services. A municipality may also submit an interlocal contract under 24 V.S.A. §§ 4901–4902 to the Vermont Attorney General before legislative body approval for review of its form and compatibility with Vermont law.
Basic Arrangement
· Participating parties. Identify every municipality, regional planning commission, or other organization that is a party to the agreement.
· Purpose. Explain why employees or services are being shared.
· Services. Clearly describe the service, work, or activities covered by the agreement.
· Powers and responsibilities. Identify the authority and responsibilities of each party. Interlocal contracts under 24 V.S.A. §§ 4901–4902 must fully set out the purposes, powers, rights, objectives, and responsibilities of the parties.
· Type of arrangement. Describe whether this is a temporary staff loan, on-call arrangement, recurring staff sharing, shared position, fee-for-service arrangement, regional service, or another approach.
· Effective date and duration. State when the agreement begins and whether it ends on a specific date or continues until terminated.
· Authority to act. Identify who can request assistance, approve an assignment, make routine decisions, and speak for each party.
· Changes to the agreement. Establish how the agreement may be modified. For an RPC service agreement under 24 V.S.A. § 4345b, modifications require approval by the legislative bodies of the participating municipalities.
Collective Bargaining
If employees involved in the arrangement are represented by a union, review the applicable collective bargaining agreement and collective bargaining obligations before finalizing the arrangement.
· Bargaining unit status. Determine whether employees providing or receiving shared services are members of a bargaining unit.
· Collective bargaining agreement. Review each applicable collective bargaining agreement for provisions that may affect the arrangement.
· Work assignments. Determine whether the arrangement changes employee duties, classifications, work locations, schedules, supervision, or other working conditions.
· Bargaining-unit work. Determine whether the arrangement would result in work normally performed by bargaining-unit employees being performed by employees from another municipality, an RPC, a contractor, or another person.
· Subcontracting or outside services. Review any collective bargaining agreement provisions addressing subcontracting, outside services, temporary employees, or assignment of bargaining-unit work.
· Compensation and overtime. Review requirements related to wages, overtime, call-back pay, differentials, travel time, or other compensation.
· Seniority and assignments. Determine whether seniority, bidding, assignment, transfer, or temporary-assignment provisions apply.
· Health and safety. Identify collective bargaining provisions related to employee safety, protective equipment, training, vehicles, or equipment.
· Notice and bargaining. Determine whether the municipality must provide notice to the exclusive bargaining agent or bargain over the proposed arrangement or its effects before implementation.
· Consistency with labor agreements. Make sure the staff-sharing agreement does not conflict with an applicable collective bargaining agreement.
· Labor counsel. Consult labor counsel when there is uncertainty about the municipality's bargaining obligations or the effect of a collective bargaining agreement.
Employee and Employer Responsibilities
· Employer. Identify which municipality or organization employs each shared employee.
· Payroll and benefits. Identify who is responsible for wages, payroll taxes, benefits, leave, retirement, and other employment costs.
· Personnel policies. Clarify which personnel policies apply while the employee is working for another municipality. Some municipal entities, such as fire departments and libraries, may have their own policies. If so, the agreement should specify whether the employee is covered by the municipality’s policies, the entity’s policies, or a combination of both.
· Employee status. Address whether the arrangement changes any part of the employee's position, compensation, benefits, or employment status.
· Hiring and appointment. For a jointly supported position, establish who hires or appoints the employee and how participating municipalities are involved.
· Performance and discipline. Identify who evaluates performance and who has authority to take personnel or disciplinary action.
· Employee concerns. Explain who the employee should contact about workplace, personnel, safety, or assignment concerns.
Work and Supervision
· Work to be performed. Describe the duties or services the employee may provide.
· Work location. Identify where the employee may be assigned to work.
· Day-to-day supervision. Identify who assigns and oversees the employee's work.
· Limits on authority. Identify decisions or duties the employee is not authorized to perform.
· Qualifications. Confirm required licenses, certifications, training, or other qualifications.
· Work hours. Establish expected hours, schedules, breaks, and procedures for changes to the schedule.
· Overtime. Identify who may approve overtime and who pays for it.
· Priority of work. Explain what happens when both municipalities need the employee at the same time.
· Recall of employee. State whether and how the home municipality can recall its employee.
Costs and Payment
· Total costs. Identify the costs of providing the shared service.
· Cost allocation. Explain how costs will be divided among participating municipalities.
· Reimbursable costs. Identify whether wages, benefits, payroll costs, overtime, travel, equipment, supplies, administration, or other costs will be reimbursed.
· Rates or formula. Establish the hourly, daily, actual-cost, percentage, fixed, or other method used to calculate each municipality's share.
· Disaster work. Establish how costs will be tracked and allocated if a shared employee works for more than one municipality during a disaster.
· Employee labor during a disaster. Require employee time and labor costs to be documented separately for each municipality and, when applicable, each disaster-related activity or project.
· FEMA equipment rates. Consider whether the agreement will use the FEMA Public Assistance Schedule of Equipment Rates for municipal vehicles and equipment used for eligible disaster work. Keep equipment charges separate from employee labor costs because FEMA equipment rates do not include the operator's labor.
· Equipment records. For disaster work, document the equipment used, dates and hours of actual use, location, operator, and work performed. Maintain records needed to connect the equipment use to eligible disaster work.
· Mutual aid and FEMA Public Assistance. Address whether staff or equipment provided during a disaster will be treated as mutual aid and establish procedures for documenting requests for assistance, work performed, labor, equipment, and reimbursement.
· FEMA eligibility. Make clear that the agreement does not guarantee FEMA reimbursement. Costs must meet the Public Assistance requirements that apply to the specific disaster and work performed.
· RPC service agreement costs. If working through an RPC under 24 V.S.A. § 4345b, identify the services provided and amount payable by each participating municipality as required by law.
· In-kind contributions. Identify whether personnel, equipment, office space, or other services count toward a municipality's contribution.
· Funding restrictions. If an RPC is involved, confirm which funds may legally be used to provide the service and whether authorization from a funding source is required.
· Documentation. Identify records needed to support charges, such as timesheets and equipment logs.
· Billing and payment. Establish how often invoices will be issued and when payment is due.
· Joint funds. If the parties will hold money for a joint activity, determine how funds will be held, controlled, accounted for, and authorized for payment.
Vehicles, Equipment, and Property
· Vehicle use. Identify which municipal vehicles employees may operate and whether a CDL license or other credentials are needed.
· Equipment use. Identify equipment employees may use and any required qualifications or training.
· Personal protective equipment. Identify who provides required safety equipment and clothing.
· Damage or loss. Establish how damage to vehicles, equipment, facilities, or other property will be handled.
· Fuel and operating costs. Identify who is responsible for fuel, maintenance, and other operating expenses.
Safety and Working Conditions
· Workplace safety. Identify responsibility for providing a safe workplace and communicating hazards.
· Safety procedures. Explain which safety policies and operating procedures employees must follow.
· Training. Identify any training or orientation required before an employee begins an assignment.
· Accidents and injuries. Establish procedures for reporting workplace injuries, vehicle accidents, property damage, or other incidents.
· Emergency procedures. Make sure employees know who to contact and what procedures to follow during an emergency, as well as the location of any Continuity of Operations Plan (COOP).
Insurance and Liability
· Workers' compensation. Confirm how workers' compensation coverage applies when an employee is working for another municipality.
· Liability coverage. Confirm how liability insurance applies to shared work.
· Vehicle and equipment coverage. Confirm applicable insurance when employees operate another municipality's vehicles or equipment.
· Responsibility for claims. Address responsibility for claims, damages, injuries, or losses connected to the shared services.
· Insurance requirements. Determine whether the municipalities need to maintain specific types or levels of insurance.
Municipalities should discuss these provisions with their insurance providers and municipal counsel.
Records, Information, and Technology
· Municipal records. Identify how records created or received through the shared services will be maintained and transferred.
· Public records responsibilities. Identify which municipality or organization will respond to requests for records associated with the shared service.
· Confidential information. Establish expectations for handling confidential or protected information.
· Computer and system access. Identify what municipal systems, accounts, files, or equipment shared employees may use.
· Cybersecurity. Establish requirements for passwords, devices, remote access, data storage, and reporting cybersecurity concerns.
· Return of property and access. Make sure keys, equipment, records, accounts, and system access are returned or disabled when an assignment ends.
Managing the Agreement
· Municipal and RPC contacts. Identify a primary contact for each participating organization.
· Ongoing administration. Identify who will coordinate schedules, invoices, records, meetings, and other administrative responsibilities.
· Performance review. Establish how the parties will evaluate whether the shared service is meeting their needs.
· Problem resolution. Establish how disagreements will be addressed.
· Withdrawal. Explain whether and how an individual municipality may leave an ongoing arrangement.
· Termination. Explain how the agreement may be ended and how much notice is required.
· Immediate suspension. Identify circumstances when an assignment may need to stop immediately, such as a safety or personnel concern.
· Transition responsibilities. Explain what happens to employees, records, equipment, funds, unfinished work, and outstanding costs when a municipality withdraws or the agreement ends.
· Periodic review. For an ongoing arrangement, establish when the parties will review costs, staffing needs, service levels, and the agreement itself.
Before Share Work Begins
Before a shared employee begins work, the parties should make sure:
· The appropriate legal authority for the arrangement has been identified.
· Applicable collective bargaining agreements have been reviewed, and any required notice or bargaining has been completed.
· Required municipal and RPC approvals have been obtained.
· The agreement has been signed by authorized officials.
· Required funding and budget authority are in place.
· Employees understand their assignments, schedules, and duties.
· Employees know who provides day-to-day supervision.
· Required licenses, certifications, and training have been confirmed.
· Insurance and workers' compensation questions have been addressed.
· Necessary safety orientation has been completed.
· Vehicle and equipment use has been approved.
· Access to buildings, records, and computer systems has been arranged.
· A process is in place for tracking employee time, equipment use, and other costs.
· Employees know who to contact with questions or concerns.
Keep the Agreement Appropriate to the Arrangement
A municipality providing a public works employee to a neighboring municipality for two weeks may not need the same agreement as several municipalities sharing an assessor for many years or creating a regional service administered by an RPC.
The goal is not to make staff sharing difficult. It is to make sure the participating municipalities, organizations, and employees understand their responsibilities before questions arise.
For short-term assistance, focus on the essentials: legal authority, employer, supervision, work to be performed, costs, insurance and liability, and duration. Longer-term arrangements will usually require more detail.
Because shared services can raise questions about municipal authority, employment, workers' compensation, insurance, liability, budgeting, and other legal requirements, municipalities should consult municipal counsel and their insurance provider as appropriate.
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