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School and Partner Expectations Worksheet
While some School Program Providers will have an existing Memorandum of Agreement (MOA) between the partner and DCPS through the central office, many schools and partners find it helpful to outline the details of how they will work together throughout the school year. This template outlines the most common topics around which schools and School Program Providers typically need to norm. Schools and/or partners can use this tool to facilitate collaborative planning. Please add/delete sections as you see fit to tailor it to meet the needs of your partnership.

The School Partnerships Division (SPD) recommends that schools and partners fill this template out together at the beginning of the partnership, amend as changes occur, and revisit, at a minimum, at the beginning of each school year. Both the school and the partner should maintain a copy for referral.
Note: This document is not legally binding.

This worksheet does NOT address the following:

	Topic
	Process

	Formal Terms of Building Use 
	Out of school time programs must have Applications for Facilities Use signed by the principal and sent to the Realty Office at the Department of General Services at Realty.Applications@dc.gov at least 20 business days before programming begins.

	Access to DCPS Student Data
	All requests for student data must go through the Office of Data Strategy at Researchrequests@dc.gov.

	How School Program Providers become Vetted and Approved
	All School Program Providers must be vetted and approved by the School Partnerships Division.


	Formal Agreements: Memorandum of Agreement
	School Program Providers must have an Agreement with DCPS in the form of either a Memorandum of Agreement (MOA), contract, or purchase order. 

The vast majority of School Program Providers do not have a contract or purchase order with DCPS and thus are required to sign an MOA with DCPS. 

Because organizations can only enter into MOAs with DCPS, not individual schools, the Chancellor is the sole party authorized to sign these documents. Additional information on how to begin this process is available online or contact dcps.partnerships@dc.gov. 



School and Partner Expectations Worksheet
	Points of Contact

Use this section to identify the mains points of contact for the school and the partner and their preferred methods of communication.

	School
	
	Partner
	

	School-based Point of Contact (POC)
	
	Partner-based Point of Contact (POC)
	

	School-based POC phone
	
	Partner-based POC phone
	

	School-based POC email
	
	Partner-based POC email
	

	Preferred method of contact (email, phone, text, etc.)
	
	Preferred method of contact (email, phone, text, etc.)
	


	Goals/Purpose of Partnership

Use this section to summarize the programming offered by the partner and any specific goals attached for this year; Describe what the partner will offer to the school this year and/or what both parties hope this partnership will accomplish this school year. 

	Example: Tutors will work with students three times per week and raise reading scores of participants by at least one grade level by the end of the year.



	Dates and Time of Programming
Use this section to outline when the partner will be working with the students and/or school.

	Program Start Date
	

	Program End Date
	

	Program Days of Operation
	

	Program Hours of Operation
	

	Programming Locations

Use this section to identify where in the school the partner will operate. Include days, times, and locations.

	Programming Location & Timing 

(If running programming, where and when will it be taking place? Example: Gym, Monday – Thursday, 3:30pm – 5:30pm)
	

	Office Space
Will the school provide office space, if needed? If so, agree upon which space and how/when the partner will have access.
	

	Storage Space
Will the school provide storage space, if needed? If so, agree upon which space and how/when the partner will have access.
	


	Student Recruitment and Participation
If students will be participating in this partnership, use this section to determine which students will be recruited and how.

	Student recruitment strategies 
Is the school responsible for supporting any student recruitment? If so, identify the strategies and when they will be completed. 

(Example: Flyers will go home in student backpacks, teachers will select participants based on reading assessments)
	

	Grades of Students
List of grades of any participating students.
	

	Number of Students 
If helpful, agree upon a range of students per grade level who will participate in the partnership.

	


	Communication & Check Ins

Schools and partners can benefit from checking in regularly to assess the progress of the partnership. Use this section to determine how frequently you will meet and how you will communicate between scheduled meetings, if necessary.

	Frequency of Meetings
How often should these meetings occur?


	

	Who Is responsible for scheduling these meetings?
	

	Who needs to participate in these meetings?
	

	What information should the school/partner be prepared to share at these meetings?
	

	How will important information be communicated between regular meetings? 

Example: How will the school inform an afterschool program partner if a parent is no longer permitted to pick up a student? How will the partner share any concerns about a student or with the school facility (a leak, broken furniture, etc.)?
	


	Family Engagement

Use this section to norm on how families will be engaged with this partnership, if applicable.

	How will parents know about this school partnership?
Examples: Flyers in backpacks, a blurb in the school newsletter, table at Back to School Night 
	

	If applicable, what opportunities will partners have to engage with families directly?
Examples: Table at Back to School Night; families will be invited to meet with partners on one on in their school-based office
	


	Other

Please list other items to be agreed upon here.
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