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PARTNERSHIP AGREEMENT 
 
The Seattle/King County WorkSource system is comprised of many partners who have agreed 
to work in partnership under the WorkSource umbrella to utilize their combined programs and 
resources to enhance the employment and training services available to residents of King 
County. 
 
The purpose of this agreement is to clarify the expectations of partners in the Seattle/King 
County WorkSource system and to ensure agreement of all partners to provide an on-going 
collaborative means of service delivery that adheres to the following core principles: 
 

• Ensures universal access to services for all customers; 
• Ensures that all services, policies and actions are undertaken with the goal of achieving  

the highest possible level of customer service and equal opportunity for job seekers and 
business customers; 

• Bonds staff and services of the partnership into a seamless system of service; 
• Sustains high performance in outcomes and in customer satisfaction through a 

commitment to continuous quality improvement; 
• Recognizes the value and importance of contributions by all partners. 

 
GENERAL PARTNER ROLES AND RESPONSIBILITIES 

 
All Seattle/King County Partners with staff at WorkSource physical locations agree to fulfill the 
following responsibilities: 
 

1. To adhere to all federal, state and WDC policies and guidelines regarding WorkSource 
operations; 

 
2. To work with the Operator and Operator Team to develop and implement protocols to 

ensure that staff and customers of the system experience a standard level of service; 
 
3. To work with the Operator and Operator Team to develop and implement protocols 

that ensure the WorkSource sites are able to achieve expected outcomes/measures; 
 

4. To meet regularly to communicate among the partners, to discuss issues impacting the 
system and to jointly problem solve; 

 
5. To participate in continuous quality improvement activities with the goal of achieving 

high customer satisfaction as measured and defined by the Operator and WDC; 
 

6. To share best practices and innovative strategies with partners; 
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7. To participate in a WorkSource Seattle/King County staff training system including 

committing to staff completing the required training competencies; 
 
8. To share training resources that will facilitate WorkSource staff keeping abreast of new 

technologies, and service strategies; 
 
9. To register customers in SKIES and contribute to system goals established through the 

WDC to meet federal and state performance measures;   
 
10. To communicate agency changes that impact other partners within the system (e.g., 

staff changes, funding changes, etc.); 
 
11. To contribute to the operation of sites and services to the public at sites where staff are 

located; 
 
12. To follow protocols for WA and WS employment referrals of customers in SKIES, and to 

comply with Title 38 USC per SKIES agreement (veteran’s preference) where applicable; 
 
13. To strive towards merging staff into cross partner teams and to blending common 

services across programs to achieve synergy and reduce redundancy;  
 
14. To participate in continuous quality improvement and certification efforts; 
 
15. To connect customers in an impartial manner through referrals to the partner best able 

to meet the needs of the customer; 
 
16. To follow specified procedures for conflict resolution as outlined below. 
 

SPECIFIC RESPONSIBILITIES 
 
A. SITE MANAGERS 
 Site Managers have the following responsibilities: 
 

1. Operate site following the leadership and policies of the WDC and the protocols of the 
Operators; 

 
2. Maintain certification as a WorkSource site; 
 
3. Provide on-site functional leadership for all staff to promote and support the 

accomplishment of the site goals and the specific goals of each partners; 
 
4. Develop and implement procedures that operate the site in a safe and equitable 

manner for all partner staff; 
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5. Be the point of contact for the use of facility space, and coordinate materials and 
integrated workshops including staff scheduling, marketing, and sign up as needed to 
meet the needs of customers; 

 
6. Ensure availability of a customer-friendly greeting, orientation and triage system; 
 
7. Provide opportunities for all staff to have input on policies that impact their work life 

and that result in all staff being treated in an equitable manner; 
 
8. Manage the Self Service Membership system to maximize the capture of customer 

usage data;  
 
9. Utilize resources available to ensure that all facilities and work spaces meet standards 

for ADA accessibility; 
 
10. Work with the Operator and Operator team to keep Resource Room computers, 

software, and other materials current with industry standards as financially feasible; 
 
11. Arrange for technical support for computer equipment in accordance with partners 

requirements; 
 
12. Provide general upkeep of the facility;  
 
13. Discuss with on-site partner managers proposed facility or other changes that will result 

in cost increases; 
 
14. Make reasonable efforts to maintain the security of the building, staff, customers and 

equipment; 
 
15. Maintain an equitable Resource Sharing Agreement, and discuss changes at Partner 

Manager meetings; 
 
B. PARTNER MANAGERS 
 Partner Managers have the following responsibilities:  
 

1. Supervise staff at WorkSource sites following the leadership and policies of the WDC, 
and the protocols of the Operator and Operator team;  

 
2. Ensure that program activities are not in conflict with expected staff contributions to 

WorkSource activities; 
 
3. Make sure that program activities and staff contribute to WorkSource certification; 
 
4. Seek input from Site Managers when performing staff evaluations; 
 
5. Provide data as needed to show contributions to site goals established by the WDC; 
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6. Inform Site Manager in a timely manner of staff changes, staff scheduling changes, 
program needs, etc.; 

 
7. Coordinate desired use of space with Site Manager; 
 
8. Communicate and support staff fulfillment of the Staff Responsibilities listed in the next 

section.  
 

C ON-SITE STAFF RESPONSIBILITIES: 
 Staff at WorkSource offices have the following responsibilities: 
 

1. Contribute to site operations and services offered to the public at the site and to follow 
protocols for arranging for coverage of scheduled activities when absences occur; 

 
2. Follow safety and other procedures of the site; 

 
3. Communicate schedules and absences with the Site Manager or designee in a timely 

manner; 
 

4. Participate in cross-agency committees that contribute to the functioning of the site; 
 

5. Participate in efforts to merge services with other partners providing similar services; 
 

6. Connect customers in an impartial manner through referrals to the partner best able to 
meet the needs of the customer; 

 
7. Participate in site certification and CQI efforts. 

 
D. CONNECTION SITES 

NOTE: The “General Partner Roles & Responsibilities” section of this Agreement does 
not apply to Connection sites. Connection Sites have the following responsibilities: 

 
1. Use WorkSource Connection site logo to identify resources; 

 
2. Maintain WorkSource website link on home agency website; including a link to the 

WorkSource Employer Services page and maintaining up-to-date information regarding 
WorkSource on home agency’s website, if applicable; 
 

3. Provide at least one computer terminal with reciprocal website links; 
 

4. Identify one staff person to complete staff training and attend WorkSource Partner 
meetings; 
 

5. Provide physical space for WorkSource and/or other job-search related brochures or 
flyers; 
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6. Refer job seekers within the WorkSource system, as appropriate and providing 
employers with appropriate WorkSource contact information and/or assistance 
navigating the WorkSource website; 
 

7. Maintain and report job seeker data quarterly via customer sign-in sheets and/or 
counting the website/link hits. 

 
E. WORKSOURCE OPERATOR  

The Operator and staff have the following responsibilities (detailed responsibilities can 
be found on the WDC’s website): 

 
1. Oversee WorkSource operations at the site level and as a system across the centers, 

affiliates and connection sites.  This includes maintaining standards and accountability, 
promoting consistent, coordinated, and quality services, supporting communication 
within and across sites, and delivering staff training. 

 
2. Measure system performance, evaluate progress and provide technical assistance to 

improve goal achievement, distribute policy information throughout the system and 
provide related training, assist with the development of local procedures when needed, 
evaluate implementation, and provide technical assistance to ensure compliance. 

 
3. Promote and facilitate integration of service delivery throughout the system, including: 

supporting customer referrals and customers’ access to assessments and services; 
evaluation of customer feedback; oversight of system Continuous Quality Improvement 
(CQI) goals, assisting with system communication, and oversight of system resource 
sharing. 

 
4. Provide consistent and high quality technical assistance and training to ensure that 

WorkSource staff are providing the highest and most consistent quality service to a 
wide array of job seekers in King County and are current on state/local workforce 
policies and procedures. 

 
CONFLICT RESOLUTION 

 
When there is disagreement among the partners and consensus cannot be achieved, additional 
steps may be taken to attempt to reach consensus, including use of a facilitator and/or 
involvement of staff at higher levels of authority within each partner agency.   
 
If previous efforts to reach consensus are not successful, the issue may next be taken to the 
Operator for assistance in resolution, and then to the WDC.  With agreement among the 
parties in dispute, the Operator and/or WDC may be brought in at any time during the process. 

http://www.seakingwdc.org/policies/policies-guidelines.html�
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