
Partnership Establishment Flow 

This tool is part of the Seattle Public 
Schools Partnership Playbook for School 

Leaders. 

Community Partner and 
school make a connection and 

decide to work together 

Community Partner connects directly 
with the School and Community 
Partnership (SCP) department 

Community Partner meets with School Leader to work out 
details of partnership (time, space, dates, funding, etc.)  

Community Partner 
requests Letter of 

Agreement from SCP 

Community Partner 
requests Personal Services 
Contract from school and 
gets school administrator 

sign off 

Community Partner 
requests MOU from SCP, 

then submits to SCP 

Forms are processed by 
SCP School office processes 

invoices and purchases 
orders  

No Is Community Partner a PTSA or a 
housing partner? 

Forms are processed by 
SCP 

Submit Certificate of 
Liability Insurance to 

SCP 

(Optional) For partners wishing to access student 
data, submit Data Sharing Agreement to SCP 

Yes 

OR 

Forms are processed by 
School & District Accounting 

Office 

No Yes 

Is partner 
receiving 
payment 
from the 
district? 

(Recommended) 
Quarterly check-ins and 

end of year annual 
partnership review 




