DRAFT MEMORANDUM OF AGREEMENT
GUIDANCE DOCUMENT
This Memorandum of Agreement is entered into on (Date) by the (Name of CIL) and the (Name of AAA) (hereafter “the agencies”) in order to establish the two agencies’ partnership agreement regarding co-employment of an Options Counseling Coordinator (hereafter “OCC”) under the Options Counseling and Assistance Program Grant (#___________).  
GOAL OF AGREEMENT:  Co-employment of an OCC is meant to increase the capacity of both agencies to provide options counseling (hereafter “OC”) to individuals; strengthen the knowledge base and experience for both agencies; and encourage a fundamental integration of aging and disability OC service delivery within the (Name of ) Aging and Disability Resource Center (hereafter “ADRC”) network.
CO-EMPLOYMENT AND SUPERVISION OF OPTIONS COUNSELING COORDINATOR: The agencies agree to co-employ one OCC for a total of 20 hours per week.  
1. The OCC will have an equal physical presence in both agencies. The OCC will be physically present at the (Name of AAA) from (time) to (time) on (days of week).  The OCC will be physically present at the (Name of CIL) from (time) to (time) on (days of week).
2. The OCC will be considered a staff member of each agency and will be included in staff meetings and other staff-related events for each agency to the greatest extent possible. 
3. The OCC will report directly to, and receive performance evaluations from, the Executive Directors of both agencies.
4. The OCC will complete required employment documentation such as time sheets in accordance to the business process of the Fiscal Agent and receive paychecks from the Fiscal Agent for this agreement.  

DUTIES OF OPTIONS COUNSELING COORDINATOR:  The agencies agree to establish the OCC position using the attached position description as a guide for job responsibilities and required skill sets.  The agencies further agree that the OCC will be a trained expert with the following duties:
1. Provide OC in both agencies to adults, 60 and older, and adults, 18 and older, with physical, sensory, and/or developmental disabilities, considering roles of family members and caregivers. The OCC will serve both public and private pay individuals at any level of risk of institutional placement or in transition from a hospital or nursing facility back to the community;
2. Assist in developing statewide OC standards by participating on the state OC Standards Workgroup;
3. Assist in embedding the statewide OC standard into the ADRC service delivery model;
4. Train existing ADRC staff in the statewide OC standards;
5. Utilize the ADRC technology system in accordance with data collection requirements for grant deliverables;
6. Facilitate coordination and communication between the agencies; and
7. Expand the (Name of AAA)’s knowledge base regarding adults with disabilities and the (Name of CIL)’s knowledge base regarding older adults, family caregivers, and related challenges/service options. 

RECRUITMENT AND HIRING OF OPTIONS COUNSELING COORDINATOR:  The agencies agree to begin recruiting candidates for the OCC position by November 1, 2010 and to hire the OCC no later than December 31, 2010.
FUNDING FOR OCC POSITION:  The agencies acknowledge that the total grant funding for the OCC position is limited to $20,000 per year for a period of two years.
NON-SUPPLANTATION:  The agencies agree that the funding for this position will not be used to supplant any services or funding existing in either agency as of the date of this agreement.
FISCAL AGENT:  __________________ will serve as the fiscal agent for this agreement.
REPORTING AND EVALUATION:  The agencies agree to jointly develop and submit any reports regarding the OCC position that are required by the Virginia Department for the Aging in its role as administrator of the grant, and to The Partnership for People with Disabilities in its role as evaluator of the grant.
TERM OF AGREEMENT; MODIFICATIONS:  This agreement expires on September 30, 2012.  Any modification to this agreement between the date of signature and the date of expiration shall occur only with the mutual agreement of both agencies as demonstrated by the dated signature of the Executive Directors of both agencies.
CONTINUATION OF OCC POSITION:  During the term of this agreement, the agencies agree to use their best efforts to sustain the OCC position beyond September 30, 2012.

______________________________________________		_____________________
EXECUTIVE DIRECTOR, (NAME OF AAA)				DATE

______________________________________________		_____________________
EXECUTIVE DIRECTOR, (NAME OF CIL)				DATE
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