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                TUTOR AGREEMENT 2009/2010            Return to Club Z!

1. Identity of Club Z! 

Club Z! New Mexico, LLC          ( hereafter “Club Z!”).

Address:_949 Montoya NW  Albuquerque, New Mexico  87104

Telephone:(505)_842 1515

2. Identity of Independent Contractor Tutor  (hereafter “IC”, “you”, “your”)
Name: ____________________________________________ 

Name of Business (if your business is not using your name – i.e.  Access Tutoring)

_____________________________________________________________________

Address:  _____________________________________

City: ______________________ State: __________________ ZIP

Telephone: (_____)________________ Cell:_______________________

Email: ___________________________________________ (Internet Access is a Contract Requirement) 
Type of Entity:
[ ] Sole Proprietorship
[ ] Partnership
[ ] Corporation      [ ] Other______________ (Most applicants select sole proprietorship. See IC FAQs)

Date of Birth:  ________

Social Security or Employer Identification Number:______________________________

Drivers License No., Type and Expiration Date (if applicable):​​​​​​​​​​​​_____________________

NM CRS-1 Number: ____________________(needed before tutoring can begin. See Tax FAQs)

3. General Information

Current Occupation :______________________________________________________

Employer:______________________________ How Long: _______________________

If employed by a school district, employee number: __________________________________

Education:  HS  ___   AA ____  BA/BS _____ MA/MS _______  PhD__________ *

Name of College(s) or University (s): ________________________________________

Degree Area: _______________________________________________________________

Do you have a current background check?  Y___    N ________*

Are you currently a certified teacher?: ______  If Certified, please attach copy of certificate. *

Have you ever worked as a private tutor? : ____Have you ever worked for a tutoring company? : _______

*Please attach copy of diploma, transcripts or certificates or forward those documents as soon as possible.

3. Term

The term of this agreement shall be one year unless terminated under the provisions of paragraph 14.  
4. Assignments 
· During the term of this Agreement, Club Z! will place your name on a list of individuals who are interested in providing  tutoring services for Club Z!.

· You are not under any obligation to accept any assignment, but you will be expected to perform any assignment that you do accept in a timely and professional manner. See Policies and Procedures attachment.

· Club Z! makes no additional promise that it will offer you assignments and makes no representation as to the number or duration of additional assignments that may be offered. Any assignments offered or agreed to will be subject to cancellation pursuant to Paragraph 14.

5. Terms Of Payment
Compensation shall be made by mutual agreement based on the client being tutored.  Payment will be made within twenty days of receipt of IC invoice. Invoice due dates will be established when IC accepts a student. 

6. Types of Clients
Club Z! New Mexico serves both private and contract students. IC will be advised as to the type of student and associated hourly fee and service requirements when students are offered to IC for assignement.

7. Loss of Fees/Liquidated Damages – Private Students
· If IC recruits private clients/students who were originally obtained through Club Z!, within one year from the date IC last rendered any services for Club Z!, IC will be responsible for liquidated damages.  The total amount of liquidated damages will be $2500.00 per client/student.  

· IC is not restricted from working for other tutoring companies and/or offering tutoring and educational services to individuals who are not initially obtained through Club Z!.

8.  Reimbursement of Expenses
Club Z! shall not be liable to IC for any expenses paid or incurred by IC without prior written agreement. This includes mileage and travel expenses. However, IC may apply all appropriate tax deductions pertaining to services provided to Club Z students. (See Business Matters attachment.)

9.  Equipment, Tools, Materials, Or Supplies
IC shall supply, at IC's sole expense, all equipment, tools, materials, and/or supplies to accomplish the work accepted.

10. Federal, State and Local Payroll Taxes
No federal, state or local income tax or payroll tax of any kind shall be withheld or paid by Club Z! on behalf of IC or the employees of IC. With respect to the services performed hereunder, IC will not be treated as an employee for Federal or state tax income tax purposes. 

11.  Fringe Benefits
Because IC is engaged in IC's own independent business, IC is not eligible for, and shall not participate in, any employer pension, health or other fringe benefit plan of Club Z!.

12.  Notice To IC Regarding Tax Duties And Liabilities
IC understands that IC is responsible to pay, according to law, IC's income taxes. If IC is not a corporation, IC further understands that IC may be liable for self-employment (social security) tax, to be paid by IC according to law. Any federal or state income tax liability shall be the responsibility of the IC. ( See Business Matters attachment.)

13. Club Z!  Not Responsible For Workers' Compensation or Disability Insurance
No workers' compensation insurance will be obtained by Club Z! concerning IC or the employees of IC. IC shall comply with the workers' compensation law concerning IC and the employees of IC. No disability insurance coverage is provided under this contract.

14. Termination/Notice/Loss of Revenue

Club Z! or IC may terminate this agreement at any time by providing thirty (30) days written notice to the other party.  However, Club Z! may terminate at any time upon notification that a client is unsatisfied with the IC.  If proper notice is not given by IC, the IC will be liable for loss of revenue from clients for up to thirty (30) days, depending on the time notice was received.  

15. Designation of Personnel
Club Z! does not have the right to designate the person or persons to perform the services stated in this agreement. IC shall provide documentation including background checks, liability insurance, and personal education level documentation and experience to Club Z! in regards to designated persons qualifications prior to performing services on behalf of IC.

16.  No Authority To Bind Client
IC has no authority to enter into contracts or agreements on behalf of Club Z!. This agreement does not create a partnership between the parties.

17.  Declaration or Certification By Independent Contractor
IC declares that IC will comply with all Federal, State and local laws regarding business permits, insurance and licenses that may be required to carry out the work to be performed under this agreement. 

18. Indemnification  

IC agrees to hold Club Z! harmless from and against all losses, liabilities, damages, and causes of action arising from IC’s failure to abide by any federal, state, or local law relating to your services. 

19.  Governing Law
This agreement is governed by the laws of the State of New Mexico as if the agreement was executed and wholly performed therein.

20.  Background Verification
A
Private Student Requirement: IC authorizes Club Z! at its sole discretion to conduct background and identity checks of the IC. 

B
NCLB Requirement: If IC has existing clearance from a Local Education Agency (School District), a copy of that is required for Club Z files. If IC does not have an LEA background check and wishes to tutor Club Z! New Mexico NCLB clients, IC must arrange for a District background check and provide copies of the documentation to Club Z prior to working with any student. 

21.  Entire Agreement
This agreement, including attachments, is the entire agreement of the parties and may be modified only in writing  signed by both parties.

By:_____________________________________________________________________


        Director


           




       Date

        Club Z! New Mexico, LLC

  By:  ___________________________________________________________________


            Name/Business Entity









 

          ___________________________________________________________________
Signature






        Date

Attachments:

 1. Policies and Procedures; 2. TAX FAQs;  3 Business FAQs; 4. Release for Background Check;

Copyright Club Z! New Mexico, LLC - 2008

POLICIES AND PROCEDURES – IC Agreement Attachment 1 – Read Carefully

1. Tutor agrees to provide only one-to-one instruction unless other arrangements are made in writing pertaining to specific clients.  One-on-one shall mean one student per billing hour. (i.e. Tutor may not teach two students at the same time and invoice a full session for each student. This will immediately terminate this contract.)

2. Tutor agrees to send invoices and accompanying session reports every two weeks according to the Club Z! New Mexico compensation schedule pertaining to that student.

3. Tutor shall contact the client (or parent of student) that the tutor has accepted and establish the tutoring schedule with the client(s) within 48 hours.  

4. Tutor agrees to contact Club Z! within 24 hours by phone or email of arranging a schedule with each tutoring client to advise ClubZ! of the details of the schedule.

5. Tutor agrees to be appropriately dressed and have proper grooming habits.  Tutor should arrive on time or even early to a scheduled tutoring session.

6. Tutor agrees to create a folder for each student.  Each folder should contain: the student’s name, address, phone numbers; notes from all tutoring sessions; copies of  Session Reports. Tutor agree bring the student’s information folder to each session.  If a tutor change is necessary, this information is vital.

7. If Tutor is going to be late, Tutor should contact the family and ClubZ!.

8. If Tutor is unable to make a scheduled tutoring session, tutor must give at least 4 hours notice to the family and advise Club Z!.

9. Tutor agrees to wait at least fifteen minutes if the student and guardian are not at the location of the scheduled tutoring session on time.  If they arrive in that time, tutoring will continue for the remainder of the session.  

10. Tutor agrees that a parent or guardian (18 years of age or older) will be present at the tutoring location during the entire lesson.  Tutor also agrees not to enter the home of a student if parent/guardian is not at the location.

11. Tutor agrees to notify ClubZ as soon as possible if the student and guardian do not show.

12. Tutor agrees to leave a note to the parent on their front door informing them that you did come by and will call them to schedule a make up session. 

13. Tutors agrees to spend  five minutes of each session with the student’s parent/guardian.   to review the student’s progress and make recommendations that will help parents with their children’s education.

14. Tutor  will only be paid for the tutoring session.  Tutor will not be paid for driving time or conferences that are held after the scheduled tutoring session.  

15. Tutor will not be paid for sessions that students miss.

16. Tutor agrees to obtain a parent signature after every session on the session progress report.

17. Tutor agrees to contact Club Z! regarding changes in the number of weekly tutoring sessions and or changes in tutoring locations.

18. Tutor agrees to attempt to make up missed sessions in the current week, but no later than the following week.  

19. Tutor agrees not to drive students and/or parents anywhere.

20. Tutor agrees to exchange phone numbers with parents at the first tutoring session.

I have read and understand  these policies and procedures.  Name ______________________    Date__________
Business FAQs - & - TAX FAQs  – Tutor Agreement Attachment 2

By becoming an Independent Contractor you are starting your own business and contracting with Club Z! to work with students who are Club Z! New Mexico clients.  In working with Club Z! New Mexico clients you use your own skills and abilities and training to produce the results expected in conjunction with schedules you establish with clients. You are not am employee of Club Z! 

TAXES

· Am I responsible for income taxes: Yes. State and Federal. 
· How will I know what to include on my state and federal income tax? As an independent contractor, you will receive an IRS 1099 Form from Club Z! by January 31st following each tax year ( only if you have been paid more than $600 in that tax year). This shows the total of payments made to you that Club Z! must report to the IRS. If you receive a 1099 you must report that income on state and Federal income filings. This includes Self Employment (SE) tax. Check with an accountant. 
· How can I keep track of what Club Z! New Mexico pays me?
Club Z! pays you with voucher checks. Remove the bottom portion, put in an envelope and keep in your files. This portion of each check shows the dates and times and students on the invoices you submitted to Club Z! paid on that check. Save these. Save Your Bank Statements

· Do I have to report New Mexico Gross Receipts Tax (sales tax)?  Yes.. The payments you receive from Club Z! are still gross receipts and must be reported to the state via a CRS-1 form. This requires you to register your business - most commonly a sole proprietorship - with the State Taxation and Revenue Department. The Department will issue you a CRS-1 reporting number. THIS IS IMPORTANT:  You must provide that number to Club Z! before you can accept any students. We will issue you a Non-Taxable Transaction Certificate (NTTC) when you provide the CRS-1 number. (Exception: Those who reside on Native American Reservation Land are exempt from NM Gross Receipts Tax Filing.)

· Do I have to pay New Mexico Gross Receipts Tax (sales tax)?     No. New Mexico imposes a sales tax on services. Club Z! pays this sales or Gross Receipts Tax as the primary contractor  But you must report Gross Receipts to the State and you must have a Non-Taxable Transaction Certificate on file from Club Z! New Mexico

· Do I send the NTTC in when I file the CRS report?  No. Keep this NTTC in your files. When you report your gross receipts, in the column marked exemptions (See CRS-1 Form Example in tutor manual)  you can deduct the payments we have made to you during that reporting period. Thus you effectively pay zero gross receipts on payments from Club Z!. You must keep the NTTC in your files to show, if required, why you have exempted this income. You may file semi-annually, quarterly or monthly at your choice. Use your voucher check stubs to accurately report the amount you have received from Club Z! during the reporting period. For CRS-1 information and forms go to http://www.state.nm.us/tax/ 

· Can I deduct expenses related to tutoring from my income taxes?  Yes. As a small business, you may take legitimate deductions from your income taxes for business expenses. These include home office, mileage and other deductions. 

· Where can I get more information on tax matters?  Get the advice of an accountant or attend a small business tax seminar that most communities host several times during the year for details.

· What tax records should I keep?.  Keep mileage logs and receipts for any deductible expenses.The mileage deduction alone can be significant. The Internet has many resources for the small business owner. Check www.biztaxadvisor.com as an example.

· Can I do things besides tutoring with my business?  Yes. Once you have a business established, you can expand its purposes beyond Club Z! tutoring if you choose.

I have read this information:  Name_________________________   Date: ____________________

Release Form  - Background Check

As part of the application process for Club Z! New Mexico, I understand that Club Z! New Mexico and/or its agents may conduct an investigation of my personal information. The investigation might include, but is not limited to names and dates of previous/current employment, work experience, workers’ compensation claims, criminal history records (from state, federal and other agencies), motor vehicle records, military records, names and dates of education, credit history and bankruptcy records. I understand that these records may be used for the eligibility of my Independent Contract. I authorize without reservation the full release of these records and for Verity Screening Solutions and/or its agents contacted by Verity Screening Solutions to obtain information.

In addition, I release and discharge Verity Screening Solutions and all of its agents and associates, any expenses. Looses, damages, liabilities or any other charges or complaints for the investigative process. I also authorize the full release of the information describe above without any reservation, throughout the duration of my Independent Contractor Agreement with Club Z! New Mexico. I also certify that all information provided is correct on the application and my resume to the best of my knowledge. Any false statements provided will be considered just cause for termination of my Independent Contractor agreement. Upon request, Verity screening Solutions will supply a copy of my report and my rights under the Fair Credit Reporting Act. Requests may be directed to: Verity Screening solutions 8174 S. Holly Street, Suite 508 Centennial, CO 80122 or by contacting Verity Screening Solutions at 1 888 883 7489.

Please Print

Applicant’s Name: _________________________________________

Signature: _______________________________ Date:_____________


Date of Birth: _________________

Social Security Number; ______________________________

Driver’s License Number: _____________________________

Current Address: ____________________________________________

 _____________________________________________ Length of Residency ______yr

City                                                      state            zip code

Verity Screening Solutions

8174 S. Holly St. Suite 508

Centennial, Colorado 80122

Tel: 1 888 883 7489    FAX  1 720 302 9105

Insurance Authorization

Acceptance Is Necessary for Contract to Be In Effect
I hereby authorize Club Z! New Mexico to include me in coverage through the professional liability policy that Club Z! New Mexico must maintain as a condition of its contracts with the state and local education agencies. I understand that this coverage meets the requirements of the NCLB and also authorize Club Z! New Mexico to deduct $20 - my portion of the annual premium from the next Club Z! New Mexico check payable to me

Name:

Date:

Signature:


ClubZ!   TUTOR  Information

 Name:_____________________________________________________________

Name of the person that told you about Club Z!_________________________________

Education:

 Name of College(s) or University (s): ________________________________________

Degree(s): _______________________________________________________________

Are you currently a certified teacher?: ______  # of years teaching/tutoring: __________

Have you ever worked as a private tutor? : ______ 

Have you ever worked for a tutoring company? : _______ 

If tutoring cannot be done at a student’s home, are you willing to tutor at another location? (book store, library, etc.): _________________________________________

Are you willing to work with more than one student at a time (groups)?: ____________

PLEASE LIST THE AREAS (CITY LOCATIONS) YOU WOULD BE WILLING TO TUTOR:  NW____  NE ____ SW ____ SE____  All ____

PLEASE INDICATE THE GRADE LEVEL OF STUDENTS YOU WOULD PREFER TO TUTOR: (You may check more than one choice)

______Pre-K_______ K-3 ______ 3-6 _______ 7-8 _______ 9-12 ______ Adult

WITH WHICH SUBJECTS CAN YOU ASSIST STUDENTS? 

ELEMENTARY SCHOOL:

_____Reading ______ Reading Comprehension ________Spelling

_____Writing
______ Phonics _____Grammar

_____ Math – General
______ Study Skills 

_____ Other  (please list your areas of specialization) _____________________________________________________________________

MIDDE/JUNIOR HIGH SCHOOL :

_____Pre-Algebra Math
_____ Science
_______Study Skills

_____English
______ Social Studies

_____Other  (please list your areas of specialization) _____________________________________________________________________

HIGH SCHOOL :

Math:

_____ Basic Math 
_____ Algebra I 
 ______ Algebra II _______Study Skills

_____ Geometry
_____Pre Calc/Trig
 ______ Calculus

Sciences:

_____ Physics
_____ Chemistry  ______ Biology _____ Anatomy

History and Government:

_____ Government
_____  U.S. History _____ World History ______ Economics

English:

_____ English/Grammar/Spelling _____ English Composition ______ Reading Comp.

TEST PREP:

____SSAT ____ SAT I Math  _____ SAT I Verbal  _____SAT II
_____ ACT


 _____ PSAT  ____ GED 
_____Other:(please specify) ________________________

Foreign Languages:

____ Spanish I _____ Spanish II _____ Spanish III _____ Spanish IV 

____ French I _____ French II ____ French III _____ French IV 

____ English as a second language (ESL)  _____Other (please specify) ______________

Do you have significant experience with learning disabled students? ______________

If so, please mark all that apply: 

_____ ADD _____ ADHD ____ DYSLEXIA____OTHER(specify)_________________

Do you have any special skills or training that will aid in the development of our students? 

If yes, please explain: ________________________________________________________________________________________________________________________________________________________________________________________________________________________

PROFESSIONAL REFERENCES & TELEPHONE NUMBERS (Tutoring/Teaching References):


Name




Telephone

Yrs. Known

1) ________________________

____________
___________

2) ________________________

____________
___________

PERSONAL REFERENCES & TELEPHONE NUMBERS:

1 ) ________________________

____________
___________

2) ________________________

____________
___________
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