Shared Staff

For districts who are sharing staff, there will be a primary district who holds the contract and the secondary district who is purchasing the services (and possibly more than one secondary district).  The following options will appear in the Shared drop-down box in the ‘Add/Edit Assignment’ pop-up-box.

Please note: 
· Sharing is based on the assignment, not the position.
· Previous year’s sharing assignments have been cleared out.
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Add/Edit Sharing Steps
IMPORTANT:  The primary district (contract holder) should enter the shared staff FIRST.  This is especially important for sharing non-certified staff who don’t have unique folder numbers to link with.

	STEPS
	CONTRACT HOLDER
	PURCHASER

	STEP 1
	Primary District enters shared staff demographic information and assignment ONLY.  In most cases the Contract Holder reports 1.0 FTE and the full salary.  WARNING: Do not activate the sharing option yet.
*If the staff person was reported last year, the sharing information has been cleared out – do not do anything about the sharing arrangement yet!
	

	STEP 2
	
	Purchasing District enters a NEW STAFF with the actual FTE and salary/benefits being purchased.  
* If the staff person was reported last year, the sharing information has been cleared out.

	STEP 3
	
	Purchasing District enters a position and assignment for shared staff. Save!
WARNING:  Do not enter the sharing information until the assignment has been saved.  

	STEP 4
	
	· Purchasing District edits the staff assignment and enters the sharing option 
· Note:  For non-certified staff the system will look for a matching name (since they have no folder number) in the primary district.  
· If you are doing it correctly, you will see one of the following messages:
· Perfect match found Please click add to proceed, or
· Partial match's found please contact sharing district and verify the spelling of name's and birth date or select the person below and click add. Note: Your record will be changed to reflect chosen person
· WARNING:  If the demographic information is DIFFERENT, the purchasing district will select the demographic information from the primary district and their (erroneous) information will be overwritten. 
· Enter the purchased amount in the field (new).
· Since the contract holder has NOT yet entered the shared assignment, a sharing error will appear.

	STEP 5
	The Contract holder finally edits sharing data in the staff assignment pop-up box.
NOTE:  All sharing errors should go away after both districts complete their entries.  
	


HINTS: 
· [bookmark: _GoBack]BOTH districts need to indicate sharing in Fall BEDS Staff
· The primary (contract-holding) district reports the full FTE and the full salary/benefits.
· The shared district(s) report the purchased amount of salary and benefits in the pop-up box field.
· If staff members are shared amongst multiple districts, the contract holder reports the total FTE. Each purchasing district reports the FTE amount purchased along with the salary/benefits paid. The shared arrangement must be provided by the contract-holding district and each of the purchasing districts. But, the purchasing districts only need to provide the sharing arrangement with the contract-holding district.

 OPERATIONAL SHARING: 
· There must be a total of at least .20 FTE for the shared position in each district, Max weighting is limited to 21 student FTEs.
· If you are the purchasing district and you already have a staff member in the position you are trying purchase from another district, neither district will receive funding since the purchasing district already has someone in place that can perform those duties
· Districts can get funding for ONLY ONE person per function for specific positions only.  For details on which positions are eligible for Operational Sharing dollars, please see FBS A-Z Special Topics.
· For additional information on operational sharing, please contact Carla.Schimelfenig@iow.gov.
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