Template Designed for Collaborative Stewardship Toolkit

Collaborative Stewardship Starter & Builder Kit
Template: Shared Staffing Supporting the Collaborative | Hiring Organization & Partner Roles & Responsibilities

The following table outlines common roles played by different parties supporting a shared position for a collaborative. For many, this will be very different from a more typical linear employee reporting and support structure. However, it fills many of the same essential roles for the staff member(s), while also ensuring that the division of labor is shared among partners and that they are invested in the staff members’ success. Common hiring, retention, and management needs are listed in the first column, with how those needs can be met in a collaborative structure described in the next three columns. 
	
	Hiring Organization/Agency – Typically HR & Operations
	Direct Supervisor (In Hiring Organization)
	Collaborative Partners & Success Committees

	Position Description Development
	· Provides hiring organization’s PD template and suggested compensation range
· Reviews PD language to ensure organizational alignment and to mitigate bias
· Provides final approval
	· Facilitates and informs PD development and reviews language
	· Contributes to the development of the job duty statements, qualification requirements, and position location

	Recruitment & Hiring Processing
	· Posts position to hiring organization’s website and through job boards
· Receives and tracks applications (including redacting info)
· Communicates with applicants (interview schedule, thanks for applying letters, etc.)
· Informs interview process, questions, and selection criteria
· Participates in final interviews 
· Checks references 
· Processes the final offer letter and manages negotiations

	· Facilitates interview process and selection criteria
· Prepares interview questions/scripts and conducts interviews, provides candidate ranking to inform final selection with support from partners and Success Committee
· Participates (or leads) in interviews and candidate selection
	· Shares job posting with partner organizations and networks
· Screens and identifies qualified candidates for interviews
· Coordinates with hiring organization on interview process and selection criteria that mitigate bias in hiring
· Once offer is made by hiring organization, provides additional onboarding support to welcome employee and answer any questions


	Equipment/IT/ Technical Subscriptions
	· Provides HR and payroll account and oversees expense management account (e.g., budget) and email account
· Coordinates access to subscriptions 

	· Facilitates access to collaborative’s information and data sharing platforms 
· Identifies what additional resources and information the employee will need access to and ensures that those can be provided either through partners or hiring organization (internet, printer, server/shared drive access, building access, parking, etc.)
	· Provides the access and permissions necessary for employee to access collaborative and partner materials and resources 
· Works with hiring organization to provide office space, equipment, and technology if not provided by hiring organization

	HR Administration (Onboarding, payroll & benefits, HR policy implementation)
	· Provides employee onboarding to hiring organization and its administrative systems, employment policies, timesheets, and benefits; articulates employee’s contributing role to hiring organization’s vision, mission, and values; share process for elevating any issues or concerns
· Shares hiring organization’s employment policies and how to address/mitigate disciplinary actions
· Manages payroll, provides employee benefits, and oversees the overall employee welfare
· Tracks PTO requests
· Manages employee expenses 	
	· Serves as employee’s direct supervisor, to include work plan oversight and performance management
· Provides employee onboarding to collaborative and its projects
· Manages PTO requests
· Approves employee’s expenses
· Provides ongoing communications to hiring organization and Success Committee on employee performance and wellbeing 

	· Provides employee onboarding to collaborative-based projects
· Supports the ongoing success and wellbeing of employee (per Success Committee Charter)
· Is informed about PTO requests, successes, challenges, etc. in coordination with the employee’s supervisor
· Hosts a collaborative “meet and greet” meeting with new employee, hiring organization, and partners to build supportive partnership culture


	Work plan Development
	· Provides review and input on work plan to ensure it is consistent with job description and that employee is contributing to joint priorities and advancing hiring organization’s mission through the collaborative
	· Leads collaborative-based work plan development, soliciting input from the collaborative’s Success Committee, Steering Committee and/or other partner forums
· Oversees, tracks and guides the employee in successfully achieving work plan tasks
· Coordinates on quarterly work plan check-in meetings

Note: Anticipate ~10% of employee’s position spent on non-project, professional development activities, including:
· DEI, mentorship experiences, and professional development trainings 
· Informal and formal check ins with employee
· Mandatory trainings (e.g., discrimination and harassment prevention training)
· Administrative duties (expense/time reporting, performance evals, etc.)

	· Supports collaborative’s work plan development
· Provides overarching guidance on mentorship and professional development opportunities supported through partners
· Assigns partner leads to help oversee, track and guide the employee in successfully achieving work plan tasks as appropriate
· Participates in quarterly work plan check-in meetings with employee, recommends adjustments as needed


	Supervision
	· Facilitates any disciplinary action against an employee (includes both verbal and written action, from warnings to termination of employment)

	· Conducts monthly (or other as needed) 1:1 check ins with employee on work plan progress and employee performance/wellbeing
· Coordinates semi-annual partnership meeting for work plan check ins w/ employee, Success Committee and hiring organization Manager (supervisor)
· Clearly articulates employee’s roles/responsibilities and defines expectations
· Coordinates with the Success Committee in supporting training and mentorship needs
· Supports employee performance development; identifies and documents any disciplinary issues in coordination with HR 
	· Coordinates with supervisor on monthly work plan check ins 
· Clearly articulates roles/responsibilities of Success Committee to employee and defines expectations
· [bookmark: _Int_90MzvkNJ]Supports employee performance development; communicates any observed performance issues directly to supervisor and hiring organization


	Budget Oversight 



	· Manages budget tracking and reporting requirements
	· Approves employee’s expenditures in alignment with budget(s)
	· Supports the development of and reviews project-related contracts, invoices, and deliverables in coordination with employee and supervisor

	Performance Review 
	· Evaluates performance review and provides any feedback as appropriate
· Approves any proposed changes to compensation or benefits
	· Utilizing hiring organization performance review process and employee’s work plan, solicits feedback from Success Committee and employee, and administers review process

	· Participates in the review process as a part of the Success Committee’s support role




Please cite in direct use or derivatives as: Farrell, S. & O’Herron, M. (2026). Collaborative stewardship toolkit. Parks California. https://calandscapestewardshipnetwork.org/collaborative-toolkit-2026. 
The latest online toolkit is at: https://calandscapestewardshipnetwork.org/collaborative-toolkit.  
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