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Dotted Line Reporting
Scope:  This policy applies to employees in graded positions, student workers, and temporary employees.

Definitions:
Direct (Solid-Line) Reporting – Solid-line reporting describes a relationship between an employee and his/her direct supervisor/leader. The supervisor provides primary guidance to the employee, controls the major financial resources the employee relies on to perform his/her work, conducts performance reviews with the subordinate, and provides all other direct supervision.
Indirect (Dotted-Line) Reporting – Dotted-line reporting describes a relationship between an employee and a secondary supervisor/leader that provides additional oversight and guidance to the employee in the execution of his/her work. The intent of the dotted-line relationship is to ensure that the dotted-line supervisor/leader has the authority to provide some level of influence and leadership over the employee. The dotted-line supervisor/leader will provide input regarding the employee’s performance to the solid-line supervisor for inclusion in the employee’s annual performance review.
Policy:

A complex, multi-campus organization like CSM needs to have both direct and indirect reporting structures in place to best utilize limited resources and meet student and customer needs. In most instances CSM has chosen to have employees in functional areas (i.e. Information Technology, Library, and Academic Affairs) report to a solid-line functional leader regardless of their campus location. However, due to facility and accountability concerns, employees who report directly to someone at one campus but who are located at another campus (i.e. their “home campus”) may also have a dotted-line relationship with a supervisor/leader at their home campus.
It is the responsibility of leaders in the organization to ensure that these solid-line and dotted-line reporting systems work in a way that best supports the mission of the organization and provides clear guidance and direction for the employees involved. Any situations that involve conflicting guidance and direction given to the employee should be proactively addressed by the supervisors/leaders involved in the supervisory relationship.
Procedure:

In order to clarify which employees work within a direct and an indirect reporting structure, the college’s standard “Position Description” template will include a section titled: “Dotted-Line Reporting Relationship.” If a position has a dotted line reporting relationship the title of the supervisor/leader will be inserted in this field. In addition, if a dotted-line relationship exists, the following item will be inserted in the duties section of the Position Description: “Works with 
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both solid-line and dotted-line supervisors in planning and implementing work and carrying out duties and responsibilities.”

When hiring for a position with both a solid-line and a dotted-line supervisor, the search committee will include at least one member from the home campus for that position. This member may be the dotted-line supervisor or a designee of that supervisor.

 

If the dotted-line supervisor does not serve on the search committee, that supervisor will be given the opportunity to review the hiring recommendation(s) from the search committee. The individual responsible for approving the hire will discuss the recommendation(s) with the dotted-line supervisor and, if applicable, the solid-line supervisor, prior to approval, to ensure that he/she is afforded a sufficient opportunity to provide input regarding the proposed hire.

Supervisors who directly oversee an employee who has both a solid-line and dotted-line supervisor should arrange for the two supervisors and the employee to meet at least annually to discuss and document the reporting relationship and job performance expectations.
When determining the grade for a position, additional credit will not be given to employees who have a dotted line relationship.

For more information contact:  Executive Director of Human Resources, 301 934-7724

Policy Approved:  9/09
List of Dotted-Line Positions
The following positions have both a Solid-line and Dotted-line reporting structure:
	Position
	Solid-Line Supervisor
	Dotted-Line Supervisor
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