
Sample Letter of Agreement (LOA)

 School & Partner Agency
PURPOSE OF AGREEMENT
This agreement is made on ______________ (dd/mm/yyyy) and is intended to outline and formalize the partnership and site-based agreements between _________________________ (School) and _________________________ (Partner Agency), pertaining to ________________________ (Program Name).  The agreement begins on 



 and ends on 




.
This agreement is designed to a) articulate the vision, mutual goals and expectations of the partnership, b) outline current services, staffing and schedules, and c) clarify roles, responsibilities and communication mechanisms between the school site and the partner agency.  For each section, check all of the items that apply.
Type of Partnership

Please check what type of partnership you and the above-mentioned site or OUSD department have determined is the appropriate fit (refer to the “Self-Assessment” document you received during the orientation process):
· Specialized Partnership
· Aligned Partnership

· Core Partnership

SHARED LEADERSHIP: 

Alignment between School and Agency vision, goals, priorities
Site-Based Vision/Mission

Agency Vision/Mission


Community Schools Strategic Site Plan Alignment (CSSSP): Shared Goals, Priorities and Measurable Objectives between the Partner Agency and the School


Joint Planning
· Partner and site representative will work collaboratively to share with and educate students, families, and staff about the services provided by both the partner agency and the school site through school meetings, events, school site plan, and site-based and partner agency marketing materials. 
· Partner and site representative, as appropriate, agree to make professional development opportunities available for ALL staff (summer retreats, professional learning communities, etc.)  Please list topics and/or dates:







· Partner and site representative agree to meet regularly to drive collaborative, site-based planning, alignment, and implementation structures that work to improve student success and develop a Full Service Community School, e.g. COST Team, Back to School night, staff retreats, leadership team, grade level teams, attendance review, parent engagement, etc. Please list all appropriate meetings, how often parties will meet, and titles and/or names of the representatives from both parties:____________________________________________

______________________________________________________________________________________________________________________________________________________
COLLABORATIVE, RESPONSIVE IMPLEMENTATION:
Description of Services: (include all pertinent program details, including summary of services, eligibility requirements of populations served, # of students/families served, daily schedule, start and end date, staffing ratio, etc.)

Description of Services, continued:

Site-based logistics 
The school will provide the partner agency with the following:

· Adequate and appropriate space to provide services (list rooms and/or office space, if applicable) 





· Phone and/or Internet

· Keys required to access the identified space, campus and any other agreed upon space
· Copy Machine and/or Fax Machine

· Mailbox in Main Office

· Outgoing Mail Service

· Classroom Announcements

· Space in Hallways, on Bulletin Boards, and/or School Newsletter for Announcements and Program Information
· Equipment (please list)





· AERIES, EduSoft, and/or any and all pertinent software/data necessary to both inform and assess  the scope of work

· Custodial services; notify the partner agency of any changes in provision and availability of custodial services
· Notify provider at least __ weeks in advance of closure of school campus (e.g. over school holidays, winter break, summer vacation, professional development days) and/or assist the partner agency with submission of facilities use permits to access space when the school is closed.
· Other:







The partner will provide the school with the following:
· Administration and fiscal oversight of the program or service

· Responsibility for hiring, and supervising when appropriate, all program team members

· Monitor the progress of the project and provide regular updates/reports to the site.  Please list the form and frequency of the reports:

















______
· Avoid pulling students out of core classes, whenever possible, to minimize impact on class participation, unless specifically identified as an accepted intervention strategy.
· Other:







Collaboration and Communication

· Partner and Site Representative will, at minimum, annually orient one another to the staffing, priorities and goals.  This will happen (list date/time):



· Partner and Site Representative agree to establish and/or maintain ongoing, consistent communication by the following methods (please check all that apply, and include who will be involved, who is responsible for initiating communication, and predicted frequency):
· Phone calls







· Emails








· Meetings







· During the course of regularly scheduled work, partner and site representative agree to screen for academic and attendance problems and to share that information with the other party as appropriate.
· Partner and site representative agree to follow established referral protocols.  Please include a) who can refer, b) how to refer, c) when to refer and for what reasons, d) what action is taken after the referral is made; and e) how communications and feedback are handled regarding referral:

· Partner and Site Representative agree to provide letters of support, as appropriate, for grants being submitted by partner agency to support delivery and sustainability and/or expansion of agreed upon services at the school site on an as needed basis.
· Partner and Site Representative agree that any additional funding for joint programming will be sought out in consultation with one another.

· Partner and Site Representative agree to practice strength-based, collaborative problem solving approaches to resolve issues as they arise.  Detail the steps to your problem solving approach:


























· Other:







SHARED ACCOUNTABILITY FOR SUCCESS 
Data

· Partner and site representative agree to provide access to aggregate and individual student information to inform, support and when appropriate, assess needs, service delivery, program planning, research and evaluation purposes, in accordance with and to the extent allowed by FERPA and other federal and state law.  Please list what specific data is required, when and how often it will be needed, and who is responsible for delivering it:


























______
· Partner agrees to submit service/participation data as requested by site
· Other:







Resource Commitments: (the site commits to provide/the partner commits to provide funding/staff/materials, etc.)

· Estimated dollar amount of resource provided by partner organization (including in-kind):____
Minimum Partner Requirements (check boxes when appropriate paperwork is turned in): 

· TB Testing

· FBI/DOJ Level Fingerprint Clearance

· Liability Insurance
· Civic Center permit submitted (where appropriate)

· Attendance at partner orientation session, organized by District Community Partnerships Office (pending – not required until 2014-15)

· Registration  in the online partner registry, with information updated annually (pending - not required until 2014-15)
Staffing and Contact Information

The program is staffed by (Please include name, title, FTE, days/times on-site, etc.):
	Name
	Title
	FTE
	Days/Times on-site

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Contact Information for Both Parties

School Site Administrator or Designated Liaison: 







School Site Phone/Fax #: 




Mobile Phone #: 



Partner Agency On-Site Lead Team Contact: 







Main Phone #/Mobile Phone #: 









Partner Agency Program Administrator: 








Contact Number/Mobile Phone Number, if applicable: 






In case of Emergency Contact #s, if applicable:
OUSD Program Manager Name and Contact #:







Custodial Supervisor Name and Contact #:









OUSD Police Services #:










Signatures of Both Parties
Authorized School Official Name

Title




Date
Agency Director



Title




Date

School-Based Coordinator/Manager

Title


          

Date[image: image1.png]






Example: For the YYYY-YY school-year the shared goals, priorities and objectives (e.g. outcomes, strategies, utilization, focus populations, etc.) for this partnership are:


1) Implement Coordination of Services Team (COST) to increase referrals by 25% and improve case coordination between support service providers, as measured by pre and post surveys of COST team members 


2) Conduct 5 workshops for families, with minimum attendance of 20 parents/guardians, in order to increase family engagement and awareness around college readiness
































Example: The site commits to fund half of program operational costs, program supplies up to $xx and a teacher academic liaison one day/week


The partner commits to fund half of program operational costs, meals for parent nights and any supplies over and above the amount committed by the site.





Questions to consider when issues arise: Was the other party made aware of the issue? Were they given an opportunity and reasonable amount of time to address and correct the issue? Are there legal issues that need to be addressed to resolve the issue? Were other District support personnel from the agency contacted to support in resolving the issue?
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