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Interim Agreement Template

(Date)
The following is an agreement between (supervisor name), (supervisor title) and (employee name) in (Unit/College).  The supervisor has assigned interim responsibility to (employee name) starting on (starting date).  The interim responsibilities are expected to end on (anticipated end date).   

If the interim duties being assigned are either in part or in whole from another position, please provide the position title and number. _______________________________

By signing below, both the supervisor and the employee acknowledge the following:

1) That the employee will be placed into the appropriate interim assignment with a title and pay range to be determined by Classification & Compensation.
2) That this agreement will not take effect until the final documents (signed interim agreement, job description with additional duties and responsibilities, employee’s resume) have been provided to Classification & Compensation to establish an effective date.

3) That the employee meets the knowledge and experience requirements for the position.

4) That any additional salary increase received to perform the interim responsibilities will cease at the conclusion of the interim assignment and the employee’s salary will be return to that of current position plus any increases in pay that would have been received during the time in an interim assignment.
I agree to accept the interim assignment and the general duties as outlined by my supervisor.

________________________________
________________________________
_____________
Employee’s Name: (Print)


Employee’s Signature


Date

________________________________
________________________________
_____________

Supervisor’s Name: (Print)

Supervisor’s Signature


Date

General Interim Assignment Information

Interim assignments typically occur when the responsibilities of another position, at a higher level, becomes vacant or there is a temporary absence of the incumbent.  WVU supervisors may ask or direct a qualified employee to perform the additional duties and responsibilities on an interim basis.  Typically, the interim duties are being performed for longer than one month but less than twelve months.  Interim duties assigned are temporary and not intended to become a regular assignment.

Only supervisors may ask or direct employees to perform work on an interim basis.   An employee who performs duties outside the scope of their current role without prior supervisor authorization may not necessarily be assigned or paid for an interim role.
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