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[bookmark: _Why_Collaborate?][bookmark: _Exploring_Collaborations_–][bookmark: _Toc227934870]Developing a Collaboration Agreement 
This resource outlines two types of collaboration agreements and provides a template for each, depending on the type of collaboration you are exploring – a simple collaboration, or a more complicated/complex collaboration.

In general, short-term, less resource intensive collaborations that involve less administration will fit better with the ‘Simple Collaboration’ template, whereas longer-term, more resource intensive collaborations that involve designated staffing resources and need monitoring will require an ‘Complex Collaboration Agreement’ template to be completed.

Simple Collaboration Agreement
· Shorter and simpler, these agreements are typically drawn up for one-time events or for short-term more focused projects. They are sometimes referred to as Letters of Understanding, or even Memoranda or Agreement of Understanding like the longer agreements. They focus on the arrangements to support the event or activities and may not require face-to-face negotiations.

· For example, a Simple Collaboration Agreement might be drawn up between an ASO and the local public health department to jointly staff a booth and provide HIV-related information at an annual community fair. The letter would detail who would do what, who would bring materials, who is responsible for booth production, set-up, take down, etc.

· In general, a Simple Collaboration Agreement can be in the form of a letter from one partner to the other(s), and requires both parties to sign-off, indicating agreement.

· Appendix A provides a template for a Simple Collaboration Agreement.

Complex Collaboration Agreement
· In complex or complicated collaborations, organizations might share resources to create a new service/program or better coordinate existing services in ways that share ongoing administration, financial and other supports to achieve common operational goals. A decision-making framework may be required as well. The Complex Collaboration Agreement (often called a Memoranda of Agreement or Understanding) is longer and more detailed than the Simple Collaboration Agreement and should document all the elements required to support the collaboration.

· For example, this type of agreement would typically be drawn up if an ASO negotiates with the local HIV clinic to have HIV clinic staff perform testing and treatment at the ASO, and/or to have ASO staff provide counselling or to run support groups at the clinic.

· Appendix B provides a template for a Complex Collaboration Agreement.
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[bookmark: _Appendix_A:_Simple][bookmark: _Toc227934871]Appendix A: Simple Collaboration Agreement Template
· Use this template for simple, short-term, or one-time events and projects. Write the letter from your organization to the other partner(s), setting out the terms you have agreed on—or proposing terms if you have not yet finalized them in conversation.
· If there are more than two partners, you may need one letter addressed to all parties, or separate letters for each.
· Expect to go through a few drafts before everyone agrees and signs.
	Section
	Considerations

	Date, name, address and subject line
	Addressed as a regular business letter. Have a subject line that summarizes the collaboration (similar to what could be used as the title of an agreement).

	Summary of the collaboration
	Refer to the prior conversations/negotiations. Briefly summarize what the two or more organizations will be doing together.

	Tasks and responsibilities of the partners
	Organize tasks by organization and staff.

	Key dates
	Determine start and end-date, including milestones for the work to be done.

	How we will communicate and make decisions
	Agree on how you will stay in touch (e.g. email, phone, meetings) and how often. Decide who is the main point of contact at each organization. Clarify what kinds of decisions can be made by staff day-to-day, and which ones need sign-off from both partners. Write down what you agree to so there is no confusion later.

	Process for addressing conflicts, unforeseen circumstances, differences in values and/or discrimination or oppression
	Agree in advance on how you will handle disagreements, unexpected changes, or situations where values differ. Name a contact person at each organization who will step in if something cannot be resolved informally. If a concern involves discrimination or oppression, agree that it
will be addressed promptly and with care, following each organization’s equity policies.

	What material/equipment or other non-staffing resources you'll provide (if not already specified) – and who will provide these, pay for them, etc.
	If not already specified in the activities section, it should be stated what equipment, material or other non-staffing resources each organization will be paying for or providing. Specify if any organization will bill the other for costs.

	Signature
	Ask for acknowledgement and sign.



[bookmark: _Example_of_a][bookmark: _Toc227934872]Example of a Simple Collaboration Agreement for Illustration Only

March 30th, 2026 

Ms. Sue Jattery
Executive Director, Trillium Community Health Centre
125 Riverside Drive
Smallcity, Ontario

Re: Mutual Referral Agreement: HIV & HepC testing, treatment, counselling and adherence support.

Dear Ms. Jattery,

Thanks for our conversation of September 15th. We’re really pleased that we’re setting up a formalized referral system between our two organizations. This letter of understanding describes the general arrangements we’ve agreed to.

As per our conversation and the details worked out between our managers:

1. Referrals from AIDS Committee of Smallcity to Trillium CHC for anonymous HIV testing services:
a. If a client or prospective client could benefit from anonymous HIV & HepC testing or treatment services, we will inform them of TCHC’s services, explain the service in full, and offer to make a referral and accompany them to your clinic.
b. Our staff will ask for consent to refer to Trillium CHC before contacting your clinic.
c. We will complete the form jointly developed between our organizations (attached) and have the person sign – and then email it to TCHC.
d. We will accompany the client to testing appointments, including the follow-up when results are given.
e. We will accompany the client to their first treatment appointment.
f. You will track annual statistics of referred clients to indicate the number of positive and negative test results.
g. If a client informs us that they have tested positive, we will ensure that they are aware of and supported in following their HIV treatment regimen.

2. Referrals from Trillium CHC to Smallcity for HIV & Hep C support services:
a. Trillium CHC will refer all patients who test positive for HIV and/or HIV/HepC co-infection to the AIDS Committee of Smallcity, with their consent.
b. You will send all referrals via email to referrals@smallcityHIVHepC.org.
c. You will use the form we jointly developed between our organizations (attached).
d. We will provide HIV & HIV/HepC co-infection supportive counselling and will offer: a) participation in our treatment adherence support group, and b) other treatment adherence services.
e. With the client’s consent, we will contact your staff to ensure a joint approach to treatment adherence.
f. You will designate a contact for each client at time of referral.
g. Using the form we jointly developed and with client consent, we will develop a tracking system to monitor adherence of clients participating in this joint referral system.

We have agreed that this program will start November 1st, 2026, and be reviewed after six months, again on October 31st and thereafter, annually.

We have agreed that my manager, Jeffrey Chin, and your manager, Aishwarya Patel (or their successors if they should leave their positions) will work together to iron out any problems in the implementation of this new program and that if necessary, we will intervene to assist with problem solving.

We’ve agreed that we will jointly share the cost of a brochure, bearing our two logos that will outline our collaboration. We will produce the brochure with your sign off and bill you for half of the cost.

I’d be grateful if you could acknowledge receipt of this letter and your agreement to the terms we’ve outlined. I look forward to our collaboration.

Best wishes, 

XXXXX
Executive Director

[bookmark: _Appendix_B:_Complex][bookmark: _Toc227934873]Appendix B: Complex Collaboration Agreement Template
· The following template outlines the sections that should be contained in a Complex Collaboration Agreement with explanations and/or considerations as well as sample text for each section.

· For more complex arrangements, it is best to be detailed. When developing your collaboration agreement, discuss potential scenarios and anticipate the types of challenges that could arise. Put provisions in place to build trust and support open communication. Keep processes simple and manageable so they support the work rather than slow it down.

· It is recommended that all partners have their collaboration agreement reviewed by their respective legal counsel or risk management teams before signing to ensure it meets specific local laws and funding requirements.

	
	Section
	Considerations
	Sample Text for Illustrative Purposes

	1.
	Cover Page
	· Choose an abbreviation to refer to each Partner.
· Choose a short title to describe the collaboration.
· If the collaboration involves an unincorporated entity such as Gay Men’s Sexual Health Alliance, then name the sponsor for the sake of accountability.
	This Collaboration Agreement is made between the following parties:
1. Agency A
2. Agency B (acting on behalf of the unincorporated Entity C)
3. Clinic D
(Collectively referred to as "the Partners")

For: HIV Testing, Treatment & Adherence Support Services for Women This agreement outlines how we will share resources, data, and
responsibilities to achieve our collaborative goals.

	2.
	Definitions
	· Clarify anything open to different interpretations, and that isn’t clarified in another section.
	Financial contribution: means funds contributed by either Agency A, Agency B for Entity C, or Clinic D to pay for services or goods required for this Collaboration that are not paid for in either organization’s regular budget.

In-Kind Contribution: means a contribution of a good or service funded or
purchased in either organization’s regular budget.

	3.
	Term of the agreement
	· State the start date and end date of the agreement. If there is no end date, say when it will be reviewed for renewal.
	Effective Date: April 1, 2026
End Date: March 31, 2028
Review Date: January 2028 (for renewal consideration)

	4.
	Shared Values & Principles
	· Before signing, partners should discuss and document the specific values, frameworks, and commitments that will guide the collaboration. 
· This includes: 
· Anti-Racism & Anti-Oppression (ARAO); 
· Anti-Black Racism; 
· GIPA/MEPA & PHA Engagement;
· Reconciliation with Indigenous Communities;
· 2SLGBTQ+ inclusion; 
· and Cultural Safety. 
· Agree on how these commitments will be upheld in practice, and what accountability looks like if they are not.
	All Partners commit to the following values as the foundation of our work. Breaching these commitments will be addressed through the Dispute Resolution process (Section 14).

· Anti-Racism & Anti-Oppression: We commit to [Agency A's Policy] and [Agency B's Policy]. We will name and address racism and oppression immediately when they occur within our collaboration.
· Anti-Black Racism: We acknowledge the specific harms of anti-Black racism and commit to actively countering it in our services, staffing, and governance.
· Meaningful Engagement (GIPA/MEPA): We commit to the meaningful involvement of people living with HIV (PHAs) in all aspects of this collaboration.
· Reconciliation with Indigenous Communities: We commit to the principles of Reconciliation, including TRC Call to Action 92 and UNDRIP Articles 18 and 19, in our work with Indigenous peoples. [Insert specific Nation(s) or commitments here].
· 2SLGBTQ+ Inclusion: We affirm our commitment to 2SLGBTQ+ inclusion and affirming care practices in all services and operations.

	5.
	Description of
Activities and Services that are part of the Collaboration
	· Clearly describe what services are being offered, where and when they happen, and who provides them.
· Organize your staff and resources so services run smoothly and effectively. Plan ahead to prevent problems.
· Use headings throughout to help organize the document
	The Partners will deliver the following services:

Counselling & Testing:
· Agency A and Entity C will promote HIV testing in campaigns targeting women, in collaboration with Clinic D.
· Clinic D will promote these services on its website.
· On-site Testing: Clinic D will provide testing on-site at Agency A every Tuesday.

On-Site Treatment:
· Clinic D will provide treatment on-site at:
· Agency A: Mondays and Tuesdays
· Agency B: Thursdays

Adherence Support:
· Agency A, Agency B, and Clinic D staff will jointly offer adherence support sessions and support groups on the following days: [Insert Schedule].

	5.
	Description of
Activities and Services that are part of the Collaboration
	· Clearly describe what services are being offered, where and when they happen, and who provides them.
· Organize your staff and resources so services run smoothly and effectively. Plan ahead to prevent problems.
· Use headings throughout to help organize the document
	The Partners will deliver the following services:

Counselling & Testing:
· Agency A and Entity C will promote HIV testing in campaigns targeting women, in collaboration with Clinic D.
· Clinic D will promote these services on its website.
· On-site Testing: Clinic D will provide testing on-site at Agency A every Tuesday.

On-Site Treatment:
· Clinic D will provide treatment on-site at:
· Agency A: Mondays and Tuesdays
· Agency B: Thursdays

Adherence Support:
· Agency A, Agency B, and Clinic D staff will jointly offer adherence support sessions and support groups on the following days: [Insert Schedule].

	6.
	Data Collection, Privacy, and Confidentiality
	· Clearly describe what client information and other details will be shared between the staff in the partner organizations.
· Explain how referrals between the organizations will work.
· Explain how clients will be told about the information sharing and make sure they give clear, explicit consent. Create consent forms if needed.
· State how long confidentiality rules will apply (e.g. only during the agreement or indefinitely).
· Ownership of data: It is suggested that one main file for each client, as is common in team-based or multi-service settings. Different staff members can collect information, but it should all be stored in one central place. One organization should be responsible for keeping the data safe and up to date.
· Staff should have access to the information only as needed and be properly authorized.
	Client Consent:
· Clients will be informed immediately that this is a collaborative project.
· Clients must sign a consent form explaining how their data will be collected, stored, and shared. This form will be kept in their file.

Data Access and Storage:
· Single Record: There will be one main client record. Different staff may add notes, but all data must be stored centrally.
· Primary Custodian: Clinic D is responsible for keeping the main client health records safe and up to date.
· Access: Staff from Agency A or Agency B will only access client health information as strictly needed for treatment.
· Private Notes: Staff may keep private case notes, but a separate protocol will define how and when these can be shared with the team.

Reporting:
· Aggregate Data: De-identified service statistics will be shared with all partners for reporting to funders.
· Financial Data: Agency B. will keep project financial data
· Roll-up: Clinic D will provide aggregate data to Agency B for consolidation. Agency B will include this in quarterly reports to project managers. 

	7.
	Financial contributions
	· State the financial contribution from each partner.
· Develop a payment schedule for when contributions be made.
· Decide who will be responsible for bookkeeping and financial reporting for the initiative.
· Explain what will happen if a partner is late in paying or does not follow through on their contribution.
	Contributions:
· Agency A: $25,000 per year.
· Agency B: $40,000 per year.

Payment Schedule:
· Agency A will pay Agency B quarterly, within 15 days of the start of each quarter.
· Agency B is responsible for bookkeeping and will provide detailed quarterly financial reports to Agency A. Records will be available for review upon request.

Late Payments:
· If a payment is missed, Agency B will send a reminder within one week.
· If payment is not received within two months of the quarter start, Agency B may initiate termination of this agreement.

	8.
	In-Kind Contributions
	· State what non-monetary contributions each partner will make.
· Agree on when and how these contributions will be made.
· Remember to include things like space, training opportunities for staff, equipment, software access, or any other in-kind
· support.
	Partners agree to provide the following non-monetary support:

· Agency B: Use of computers at 15 Main Street (except Thursdays) and access to donated transit tokens.
· Agency A: Use of the boardroom at 25 Shady Pines Lane on Wednesday evenings for support groups.
· Training: Agency A staff may attend monthly in-service trainings provided by Agency B.

	9.
	Communications Protocol
	· Create a clear process to support open and transparent communication.
· Considerations:
· Make sure communication is clear from the start to prevent problems later, especially if one organization is much larger than the other. The smaller partner should feel heard and properly consulted.
· Set guidelines for email use, including what kinds of issues should be handled by email (e.g., day-to-day operational matters).
· Set a regular meeting schedule. Agree on how they will run (such as having agendas, taking minutes, choosing a chairperson, and following basic procedures).
· If needed, agree on meeting expectations, such as starting and ending on time and respectful participation.
	Primary Contacts: Communication regarding daily management will mostly be between the Program Director (Agency A) and the Director of Services (Agency B).

Response Time: Messages must be returned by the end of the business day.

Meetings: Meetings will be scheduled mutually. If a partner cannot attend, a substitute with decision-making authority must be sent.

Documentation: Decisions and action items (who, what, by when) will be emailed to all partners within two business days of the meeting. Formal minutes are not required, but a record of decisions is.

	10.
	Human Resources
	· If new staff are hired as part of the collaboration, one organization must be named as the official (legal) employer. This organization is responsible for following all employment laws, including employment standards, human rights, health and safety, and handling any related complaints or investigations.
· If existing staff are assigned to the project, they remain employees of their current employer.
· The hiring organization is responsible for payroll, taxes, and government remittances, hiring and onboarding to performance management and, if needed, ending employment.
· If a consultant or contractor is hired instead of an employee, one organization must be legally responsible for the contract. The partners must also decide who selects the consultant, negotiates the contract, and has the authority to end it.
· Staff hired through a collaboration must have one clear employer and one direct supervisor. If another partner wants to provide feedback on performance, it should be shared with the supervisor — not directly with the staff member.
· The organization that does the hiring takes on extra responsibilities that the other partners do not share, and this should be clearly stated in the agreement.
	Employer Responsibility:
· Agency B is the legal employer of the project staff. Agency B is responsible for hiring, payroll, taxes, performance management, and termination, in compliance with the Employment Standards Act, Human Rights Code, and Occupational Health & Safety Act.
· Consultation: While Agency B makes the final hiring/firing decisions, it will consult with other partners where appropriate. However, Agency B is not required to share confidential employee details.

Staff Conduct:
· Staff hired for this project have one clear supervisor (at Agency B). Feedback from other partners should be directed to the supervisor, not the staff member directly.
· If Agency B terminates an employee, it will notify other partners in writing beforehand.

	11.
	GIPA/MEPA &
Community Accountability
	· Describe concretely how people with lived experience of HIV (PHAs) will be meaningfully engaged in governance and decision-making (GIPA/MEPA). Address compensation or honoraria for PHA participation. Identify how the collaboration will be accountable to the communities most affected by its work, beyond funders and partner organizations.
	People living with HIV will be meaningfully involved in the governance and oversight of this collaboration. Specifically, [Agency A and Agency B] commit to the following:

· Governance: At least [X] seats on the collaboration’s decision-making body will be held by people with lived experience of HIV, with full voting rights.
· Compensation: PHA participants will receive honoraria of $[Amount] per meeting.
· Annual Review: The collaboration will hold an annual review inviting feedback from service users and PHAs to ensure equity commitments are met. Findings will be shared with all partners.

	12.
	Cultural Safety Protocol
	· Define what cultural safety means within this collaboration and how it will be upheld in practice. Considerations include:
· Describe how services and internal collaboration processes will be conducted in a way that is culturally safe for Indigenous peoples, Black communities, people who use drugs, and others most affected by HIV.
· Agree on how incidents of racism, discrimination, or cultural harm will be identified, reported, and addressed — including within the collaboration team itself.
· Identify staff training or capacity-building required to support cultural safety across all partner organizations.
· If a cultural safety concern is raised, agree that it will be treated with the same urgency as a human rights complaint and addressed using each partner's equity and anti-oppression policies, in addition to any processes outlined in this Agreement.
	· Commitment: Services and meetings will be conducted so that Indigenous, Black, racialized, and equity-seeking community members do not need to assimilate to participate safely.

· Training: All staff must complete [Specific Training] within [X] months of the agreement start date, with refreshers every [X] years.

· Incidents: Any incident of racism, discrimination, or cultural harm must be reported to the designated contact at each partner within [X] business days. These will be addressed according to each partner's anti-discrimination/harassment/violence policies.

· Cultural safety concerns raised by service users, community members, or staff will be reviewed at the [quarterly/annual] community accountability review described in the GIPA/MEPA & Community Accountability section of this Agreement.

	13.
	Project
Decision-making
	· Clearly state how decisions will be made (e.g. by consensus or majority vote). If using consensus, explain exactly what consensus means.
· Make sure the decision-making process is timely and streamlined so the collaboration can move forward without unnecessary delays.
· Determine alternate people as decision-makers in case a partner cannot attend a meeting.
· If a partner has limited staff capacity, agree on a decision-making approach that is realistic and workable for them.
· Plan ahead for situations where someone is absent and develop guiding principles that explain:
· Which types of decisions can move ahead without everyone present.
· Which important decisions must wait until the absent partner has been consulted.
	Major Decisions: Changes to the project direction, amendments to this agreement require a vote by all partners (consensus or majority, as agreed). Decisions to amend or terminate this Agreement may only be made by the Executive Directors of each partner.

Day-to-Day Decisions: Staff on duty may make routine operational decisions without consulting all partners, provided they follow this agreement and workplace laws.

Absences: If a partner cannot attend a meeting, they must send a substitute with decision-making power. Urgent decisions can be made via phone if all partners are reachable.

	14.
	Dispute Resolution
	· Agree on and include in the written agreement a clear process for handling disputes regarding the management of the collaboration.
	If a dispute arises, the Partners agree to the following steps:

1. Informal Discussion: The concerned partner contacts the others directly (phone or email) to resolve the issue.
2. Meeting: If unresolved, an in-person meeting is held with relevant partners.
3. Executive Meeting: If still unresolved, the Executive Directors of the organizations meet.
4. Mediation: If the Directors cannot agree, a neutral mediator (mutually agreed upon) will be hired. Costs are shared equally.
5. Termination: If mediation fails, the agreement may be amended or terminated.

Exceptions: Staffing disputes involving confidentiality or human rights issues will be handled according to employment law and each agency's
specific policies.

	15.
	Ownership of property
	· Decide and clearly state who will own any materials, equipment, property purchased, or intellectual property created during the agreement once it ends.
	· Computers purchased by the project belong to Agency A after the project ends.

· Office furniture belongs to Agency B after the project ends.

	16.
	Insurance
	· Confirm with your Agency’s insurance broker what types of insurance each partner must have and how much coverage is required.
	Insurance: Each partner must maintain Comprehensive General Liability insurance of at least $5,000,000. Proof of insurance must be exchanged before work begins.

Liability: Partners agree to protect each other from losses arising from the project. No partner is liable for losses caused by the services provided under this agreement, provided they acted in good faith.

In addition, Agency A, at its own expense, will be responsible for insuring the [insert any equipment not contained in regular insurance clause] against loss or damage while such equipment is in its possession.

	17.
	Protection against liability
	· Include a clause that will protect all partners. Keep this clause clear and straightforward. It should protect everyone without being overly technical.
	All partners agree to protect each other from any losses, claims, or damages that may arise.

No partner will be held responsible for losses or damages that arise from the services provided under this agreement.

	18.
	Reporting
	· Clearly outline what government or other funders require for reporting.
· Decide who is responsible to collect data, prepare required reports.
· Confirm what reporting your Boards of Directors expect to receive.
	The reporting of project data to funders will happen quarterly, as per the requirements of each funder.

	19.
	Monitoring & Evaluation
	· Decide whether the project will have a formal evaluation by a third party.
· Clearly define the role of each partner in evaluation and monitoring.
	· An external evaluation will be conducted by a consulting firm contracted by Agency B and agreed to by Agency A.

· Timeline: Interim report due to manager of the contract June 2027; Final report due June 2029.

· Cooperation: All partners will facilitate this evaluation.

	20.
	Continuity
	· Include a statement that indicates the agreement remains in effect, even if the people who sign it leave their jobs.
	This agreement remains in effect even if staff or leadership change at any partner organization.

	21.
	Conflict of interest
	· Define what a conflict of interest among the partners is, how partners must declare it, and how it will be handled.
	A conflict of interest exists if a partner gains a personal or institutional benefit beyond the mutual benefit of this agreement. Such benefits must be declared, and the representative should recuse themselves from the
discussion.

	22.
	Amendments
	· Clearly explain how and when changes (amendments) to the agreement can be made, e.g. that all partners must agree in writing.
	Amendments to this Agreement may be made at any time but must be made with agreement by all partners. If fewer than all partners make an amendment, that would be a separate Agreement. Amendments to this Agreement signed by all partners will supersede this Agreement.

	23.
	Ending the Collaboration
	· Outline the steps required if any partner wants to withdraw from the agreement.
· Describe what actions by any partner would be considered a breach of the agreement.
· Suggest requiring 60 calendar days’ written notice (by regular mail) if a partner wishes to end the agreement.
· Suggest pro-rating any remaining financial contributions if the agreement ends early.
· Suggest certain responsibilities will continue even after the agreement ends, as required by funding agreements.
	· Voluntary Exit: Any partner may end the collaboration by giving 60 days' written notice (via regular mail).

· Immediate Termination: The agreement ends immediately if:
· A partner fails to make a financial contribution.
· A partner breaches the dispute resolution protocol.
· A partner breaches HR management agreements.
· A partner breaches confidentiality or privacy.
· A partner fails to negotiate in good faith regarding amendments.

· Financial Settlement: If the agreement ends early, remaining financial contributions will be pro-rated based on the time remaining.

· Post-Termination: Even after the agreement ends, partners remain responsible for data protection, property ownership, and confidentiality.

	24.
	Signature page
	· Executive Directors/CEOs should sign the agreement.
· If a partner isn't a registered organization, the Executive Director of the sponsor organization should sign to confirm they understand and accept any risks this collaboration may bring to their organization.
	We, the undersigned, accept and agree to adhere to the above agreement:

Printed Name:
Signature:
Title
Date:





[bookmark: _Toc227934874]Example of a Complex Collaboration Agreement for Illustration Only


This Collaboration Agreement is made between the following parties:
1. Agency A
2. Agency B (acting on behalf of the unincorporated Entity C)
3. Clinic D
(Collectively referred to as "the Partners")

For: HIV Testing, Treatment & Adherence Support Services for Women.  This agreement outlines how we will share resources, data, and responsibilities to achieve our collaborative goals.

Definitions
Financial contribution: means funds contributed by either Agency A, Agency B for Entity C, or Clinic D to pay for services or goods required for this Collaboration that are not paid for in either organization’s regular budget.

In-Kind Contribution: means a contribution of a good or service funded or purchased in either organization’s regular budget.

Term of the agreement
Effective Date: April 1, 2026
End Date: March 31, 2028
Review Date: January 2028 (for renewal consideration)

All Partners commit to the following values as the foundation of our work. Breaching these commitments will be addressed through the Dispute Resolution process (Section 14).

Shared Values & Principles
· Anti-Racism & Anti-Oppression: We commit to [Agency A's Policy] and [Agency B's Policy]. We will name and address racism and oppression immediately when they occur within our collaboration.
· Anti-Black Racism: We acknowledge the specific harms of anti-Black racism and commit to actively countering it in our services, staffing, and governance.
· Meaningful Engagement (GIPA/MEPA): We commit to the meaningful involvement of people living with HIV (PHAs) in all aspects of this collaboration.
· Reconciliation with Indigenous Communities: We commit to the principles of Reconciliation, including TRC Call to Action 92 and UNDRIP Articles 18 and 19, in our work with Indigenous peoples. [Insert specific Nation(s) or commitments here].
· 2SLGBTQ+ Inclusion: We affirm our commitment to 2SLGBTQ+ inclusion and affirming care practices in all services and operations.

Description of Activities and Services that are Part of the Collaboration
The Partners will deliver the following services:

Counselling & Testing:
· Agency A and Entity C will promote HIV testing in campaigns targeting women, in collaboration with Clinic D.
· Clinic D will promote these services on its website.
· On-site Testing: Clinic D will provide testing on-site at Agency A every Tuesday.

On-Site Treatment:
· Clinic D will provide treatment on-site at:
· Agency A: Mondays and Tuesdays
· Agency B: Thursdays

Adherence Support:
· Agency A, Agency B, and Clinic D staff will jointly offer adherence support sessions and support groups on the following days: [Insert Schedule].

Data Collection, Privacy, and Confidentiality
Client Consent:
· Clients will be informed immediately that this is a collaborative project.
· Clients must sign a consent form explaining how their data will be collected, stored, and shared. This form will be kept in their file.

Data Access and Storage:
· Single Record: There will be one main client record. Different staff may add notes, but all data must be stored centrally.
· Primary Custodian: Clinic D is responsible for keeping the main client health records safe and up to date.
· Access: Staff from Agency A or Agency B will only access client health information as strictly needed for treatment.
· Private Notes: Staff may keep private case notes, but a separate protocol will define how and when these can be shared with the team.

Reporting:
· Aggregate Data: De-identified service statistics will be shared with all partners for reporting to funders.
· Financial Data: Agency B. will keep project financial data
· Roll-up: Clinic D will provide aggregate data to Agency B for consolidation. Agency B will include this in quarterly reports to project managers. 

Financial contributions
Contributions:
· Agency A: $25,000 per year.
· Agency B: $40,000 per year.

Payment Schedule:
· Agency A will pay Agency B quarterly, within 15 days of the start of each quarter.
· Agency B is responsible for bookkeeping and will provide detailed quarterly financial reports to Agency A. Records will be available for review upon request.

Late Payments:
· If a payment is missed, Agency B will send a reminder within one week.
· If payment is not received within two months of the quarter start, Agency B may initiate termination of this agreement.

In-Kind Contributions
Partners agree to provide the following non-monetary support:

· Agency B: Use of computers at 15 Main Street (except Thursdays) and access to donated transit tokens.
· Agency A: Use of the boardroom at 25 Shady Pines Lane on Wednesday evenings for support groups.
· Training: Agency A staff may attend monthly in-service trainings provided by Agency B.
Communications Protocol
Primary Contacts: Communication regarding daily management will mostly be between the Program Director (Agency A) and the Director of Services (Agency B).

Response Time: Messages must be returned by the end of the business day.

Meetings: Meetings will be scheduled mutually. If a partner cannot attend, a substitute with decision-making authority must be sent.

Documentation: Decisions and action items (who, what, by when) will be emailed to all partners within two business days of the meeting. Formal minutes are not required, but a record of decisions is.

Human Resources
Employer Responsibility:
· Agency B is the legal employer of the project staff. Agency B is responsible for hiring, payroll, taxes, performance management, and termination, in compliance with the Employment Standards Act, Human Rights Code, and Occupational Health & Safety Act.
· Consultation: While Agency B makes the final hiring/firing decisions, it will consult with other partners where appropriate. However, Agency B is not required to share confidential employee details.

Staff Conduct:
· Staff hired for this project have one clear supervisor (at Agency B). Feedback from other partners should be directed to the supervisor, not the staff member directly.
· If Agency B terminates an employee, it will notify other partners in writing beforehand.

GIPA/MEPA & Community Accountability
People living with HIV will be meaningfully involved in the governance and oversight of this collaboration. Specifically, [Agency A and Agency B] commit to the following:
· Governance: At least [X] seats on the collaboration’s decision-making body will be held by people with lived experience of HIV, with full voting rights.
· Compensation: PHA participants will receive honoraria of $[Amount] per meeting.
· Annual Review: The collaboration will hold an annual review inviting feedback from service users and PHAs to ensure equity commitments are met. Findings will be shared with all partners.

Cultural Safety Protocol
· Commitment: Services and meetings will be conducted so that Indigenous, Black, racialized, and equity-seeking community members do not need to assimilate to participate safely.
· Training: All staff must complete [Specific Training] within [X] months of the agreement start date, with refreshers every [X] years.
· Incidents: Any incident of racism, discrimination, or cultural harm must be reported to the designated contact at each partner within [X] business days. These will be addressed according to each partner's anti-discrimination/harassment/violence policies.
· Cultural safety concerns raised by service users, community members, or staff will be reviewed at the [quarterly/annual] community accountability review described in the GIPA/MEPA & Community Accountability section of this Agreement.

Project Decision-making
Major Decisions: Changes to the project direction, amendments to this agreement require a vote by all partners (consensus or majority, as agreed). Decisions to amend or terminate this Agreement may only be made by the Executive Directors of each partner.

Day-to-Day Decisions: Staff on duty may make routine operational decisions without consulting all partners, provided they follow this agreement and workplace laws.

Absences: If a partner cannot attend a meeting, they must send a substitute with decision-making power. Urgent decisions can be made via phone if all partners are reachable.

Dispute Resolution
If a dispute arises, the Partners agree to the following steps:

1. Informal Discussion: The concerned partner contacts the others directly (phone or email) to resolve the issue.
2. Meeting: If unresolved, an in-person meeting is held with relevant partners.
3. Executive Meeting: If still unresolved, the Executive Directors of the organizations meet.
4. Mediation: If the Directors cannot agree, a neutral mediator (mutually agreed upon) will be hired. Costs are shared equally.
5. Termination: If mediation fails, the agreement may be amended or terminated.

Exceptions: Staffing disputes involving confidentiality or human rights issues will be handled according to employment law and each agency's specific policies.

Ownership of property
· Computers purchased by the project belong to Agency A after the project ends.
Office furniture belongs to Agency B after the project ends.

Insurance
Insurance: Each partner must maintain Comprehensive General Liability insurance of at least $5,000,000. Proof of insurance must be exchanged before work begins.

Liability: Partners agree to protect each other from losses arising from the project. No partner is liable for losses caused by the services provided under this agreement, provided they acted in good faith.

In addition, Agency A, at its own expense, will be responsible for insuring the [insert any equipment not contained in regular insurance clause] against loss or damage while such equipment is in its possession.

Protection against liability

All partners agree to protect each other from any losses, claims, or damages that may arise.

No partner will be held responsible for losses or damages that arise from the services provided under this agreement.

Reporting

The reporting of project data to funders will happen quarterly, as per the requirements of each funder.

Monitoring & Evaluation
· An external evaluation will be conducted by a consulting firm contracted by Agency B and agreed to by Agency A.
· Timeline: Interim report due to manager of the contract June 2027; Final report due June 2029.
· Cooperation: All partners will facilitate this evaluation.

Continuity 
This agreement remains in effect even if staff or leadership change at any partner organization.

Conflict of interest
A conflict of interest exists if a partner gains a personal or institutional benefit beyond the mutual benefit of this agreement. Such benefits must be declared, and the representative should recuse themselves from the discussion.

Amendments
Amendments to this Agreement may be made at any time but must be made with agreement by all partners. If fewer than all partners make an amendment, that would be a separate Agreement. Amendments to this Agreement signed by all partners will supersede this Agreement.

Ending the Collaboration
· Voluntary Exit: Any partner may end the collaboration by giving 60 days' written notice (via regular mail).
· Immediate Termination: The agreement ends immediately if:
· A partner fails to make a financial contribution.
· A partner breaches the dispute resolution protocol.
· A partner breaches HR management agreements.
· A partner breaches confidentiality or privacy.
· A partner fails to negotiate in good faith regarding amendments.
Financial Settlement: If the agreement ends early, remaining financial contributions will be pro-rated based on the time remaining.
Post-Termination: Even after the agreement ends, partners remain responsible for data protection, property ownership, and confidentiality.

Signature page
We, the undersigned, accept and agree to adhere to the above agreement:

Printed Name:
Signature:
Title
Date:
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