PARKS & RECREATION
DEPARTMENT
Dear Prospective Instructor:
Thank you for your interest in providing classes for the citizens of Frisco.
All programs are offered through the City of Frisco Recreation Division within the Parks and

Recreation Department. The Recreation Division coordinates the provision of leisure, recreation, and
education programs for all demographic populations.

The following information is required in order for your class proposal to be considered as an addition
to our program. Please review the following information carefully and submit all required documents:

1. Class Proposal Form
2. Proof of Insurance (see attached sample)
3. Class Related Certifications
4. Written References
a. From two cities or businesses for whom you provide or have provided classes.

b. If you do not provide classes at other cities or businesses, please provide customer
references.

Due to extremely limited facility and brochure space, new class additions are limited. In order to
preserve profitability, classes that are too similar to currently offered classes may not be considered
for addition. Class proposals will be considered on a first-come, first-serve basis.

City of Frisco Recreation Division Instructors are expected to manage their programs as their
privately owned and operated businesses. This includes:
e Purchasing and preparation of supplies needed for programs.
Additional marketing/advertising if needed.
Contacting customers in certain situations.
Set-up/take-down of equipment and furniture located in classrooms.
Cleaning up after each class.
Ensuring the quality of program content, etc.



The City of Frisco provides advertising for your classes in the Frisco Fun Guide, the Focal Point
Community Newsletter and on our website, FriscoFun.org. When possible, we provide classroom
facilities and equipment. We also handle all customer registrations, payments, refunds, class
cancellations, customer calls and inquiries about the programs. At the end of each session, you will
submit an invoice for the amount of students based on the resident rate. A percentage fee of 60% will
then be paid to the instructor.

Please review the Independent Contractor Agreement and the Class Proposal Packet very carefully
as you will be expected to be knowledgeable of and abide by the information contained in these two
documents if you are contracted by the City of Frisco.

If you have any other questions, please contact the Recreation and Aquatic Program Supervisor.
We look forward to hearing from you.
Thank you,

Krysta McFarland

Recreation and Aquatic Program Supervisor
972-292-6524
KMcFarland@FriscoTexas.gov

Frisco Athletic Center

5828 Nancy Jane Lane

Frisco, Texas 75035



Class Proposal Form

Instructor/Business Information
(Please include name and contact numbers for each instructor who would be conducting classes)

Instructor or business name:

E-mail:

Phone number(s):

Address:

Please note: You will be required to submit a completed IRS W-9 tax form prior to being
contracted and paid for your services.




Program Information

If you are proposing multiple classes, each with different content, please complete a Program
Information sheet for each class.

Program Title:

Briefly list/describe what your students will be doing:

Briefly list/describe what you will be doing:

Lists of all materials, supplies, and equipment: (Include handouts/reference materials, pens, folders, and all
supplies the students will need to participate in your program):

Supplies you will provide for the students:

Supplies that the students must purchase to bring with them to class:

Equipment you will need the City of Frisco to furnish for your program (such as tables, chairs, sink, etc.):

Equipment/materials you will provide and that you will be using while conducting the program (such as, a personal piece
of equipment like an easel, wireless microphone, video camera, etc.):




Class days/session days: (see attached Program Attendance Formats)
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday

Time frame:

Please note that due to very limited space and time available at our facilities, we may not be able to
accommodate your proposed class times, dates, or locations. If this is the case, we may contact you
to suggest alternate times/locations.

Student fee(s) + Supply Fee: ALL program registration fees are paid directly to the City of Frisco. Student fees
are then paid to the instructors on a per-session basis. Sixty percent of the resident rate class fee will be paid to the
instructor. Supply fees will be paid to the instructor on the first day of class.

Type of facility needed:

Classroom (tables & chairs)

Gymnasium

Outdoor Location

Dance/Aerobics Room

Indoor open floor space

Instructor will utilize his or her own facility
Other: (please describe)

OOOO0O0OoOm

Please state any size requirements or other considerations for the facility you will need:

Participant ages:

Number of students in class: Minimum Maximum

Class description for Frisco Fun Guide: ‘Sell’ your program to potential customers in 45 words or
less):




Attach additional class information (such as instructor experience, benefits of participation in your
program, trends in your program area, newspaper ‘clippings’ of articles about your classes, photos,
program theory or philosophy, etc. and any other information you would want our staff to convey to
potential customers when answering questions about your program).

Create and send a complete syllabus outline with your class proposal packet:

This is a list of what students will be doing on each class day, or an outline of what students will be
doing within a general time frame. If your program is an ‘on-going’ program that is not broken down
into ‘sessions’ or ‘daily lessons,’ please state what students would be doing at the beginning,
intermediate, and advanced levels. It is recommended that you provide each student with a syllabus
on the first day of class.

Include a set of Goals and Objectives: What should student’s learn/accomplish/achieve when they
participate in your class? How will they accomplish these goals?

Program Attendance Formats

There are three main formats:

e Sessions: Classes can be scheduled in sessions (three day sessions, one-week sessions,
six-week sessions, etc.) and students pay for the entire session upfront. For example:
o Mondays, 10:30 — 11:00 a.m., September 2 — October 4, fee is $50 for 4-week session.
o Monday, Wednesday, and Friday, May 4, 6, and 8, 5:30 — 6:30 p.m., fee is $60 for the
three-day session.

e Individual classes: Classes can be scheduled on a one-day-only basis where students pay
for one class at a time (such as a one-day workshop). For example:
o Monday, July 3, 6:00-7:00 p.m.: Stress Management, $15 for one day class
o Saturday, July 17, 1:00-3:30 p.m.: Time Management, $35 for one day class

e Drop-in attendance is also available in some circumstances.



This is an example of the contract that all instructors must sign and
abide by:

CITY OF FRISCO, TEXAS
INDEPENDENT CONTRACTOR AGREEMENT

This agreement is made and entered into on this by and between the City of Frisco, Texas, hereinafter "the
City", and , hereinafter "Independent Contractor.”

For and in consideration of the mutual covenants contained herein, the City and Independent Contractor agree as follows:

1. Independent Contractor. Independent Contractor is and shall at all times and for all purposes be deemed to be an Independent
Contractor and shall be wholly responsible for the manner in which he/she performs the services required of him/her by the
terms of this Agreement. Nothing herein shall be construed as creating the relationship of employer and employee, or
principal and agent, between the City and Independent Contractor or any of Independent Contractor's agents or employees.
Independent Contractor assumes exclusively the responsibility for the acts of his/her employees as they relate to the services
provided during the course and scope of their employment. Independent Contractor, his/her agents and employees, shall not
be entitled to any rights or privileges of the City’s employees and shall not-be considered in any manner to be City
employees, and no tax withholdings shall be made from compensation. Independent Contractor represents that he/she has the
proper training and qualifications to perform the services set forth below.

2. Independent Contractor's Duties.

(@ Independent Contractor will provide the following program/s as described in the chart below:

(b) Independent Contractor will provide any equipment and supplies necessary for the class/es listed or not already provided by
the facility. I.e. Instructional music

(c) Independent Contractor is responsible for the set-up and take-down of all equipment, supplies, materials and tools for the
program/s listed in (a).

(d) Independent Contractor will submit participant and attendance reports as requested by the City for the purposes of
determining the need for the services, not for evaluating or supervising Independent Contractor’s work.

(e) Independent Contractor will not accept compensation or payment from any source other than the City for the services
conducted-pursuant to this Agreement.

3. Term. The term of this Agreement will commence at 8:00 a.m. on Friday, January 1, 2010 through Friday December 31, 2010 or
will continue until terminated earlier as provided herein. Either party may terminate this Agreement by giving forty-eight
(48) hours written notice to the other. Upon notice of termination, this Agreement will continue for a period of forty-eight
(48) hours. At the expiration of forty-eight (48) hours from receipt either party's written notice of termination, this
Agreement will be null and void.

4. Compensation and Billing. The City agrees to pay Independent Contractor 60% which fee shall be paid to Independent
Contractor on a per-session basis. It is the responsibility of the Independent Contractor to fill out a class attendance time
sheet and student participation log.

5. Liability. The City of Frisco has insurance coverage for the recreational facilities utilized by the Independent Contractor.
However, the City of Frisco will not accept liability for injuries that are the result of the negligence or malfeasance of
contractor. Said Independent Contractor agrees to accept liability for injuries to himself / herself or others caused by his/her
own negligence or malfeasance.

6. Notice. Any notice which is required under this Agreement shall be in writing and sent by Certified Mail, Return Receipt
Requested, to the designated address contained in this Agreement.

7. Assignment of Agreement. Independent Contractor shall not assign, transfer or subcontract any of his/her rights, burdens, duties
or obligations under this Agreement without the prior written permission of the City.

8. Place of Performance. All obligations to each party of this Agreement shall be performable in Collin County, Texas. Venue, in
the event of a suit, is in Collin County, Texas.




9. Full Intentions of Parties. This Agreement represents the full intentions of the parties and shall be interpreted according to the
laws of the State of Texas.

10. Entire Agreement. This Agreement constitutes the entire-Agreement of the parties. No other Agreements, oral or written,
pertaining to the performance under this Agreement exists between the parties. This Agreement can be modified only by an
Agreement in writing, signed by both parties.

CITY OF FRISCO, TEXAS:

By: Henry Hill

Signature: Date:
Its: Deputy City-Manager, City of Frisco

6101 Frisco Square Blvd.

Frisco, Texas 75034

INDEPENDENT CONTRACTOR:
By:

Signature: Date:

Title:

Address:

Home Phone:

Business Phone:

Social Security Number or Texas Tax I.D. #:

E-mail address:

Instructor Contract — Revised,
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