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City of Auburn, AL Parks and Recreation Contract Instructor Guide 
 

Effective: October 1, 2020 
Updated: March 19, 2021 

 
WELCOME 
 
The City of Auburn Parks & Recreation Department’s mission is twofold: to provide quality leisure services and 
facilities to the citizens of Auburn and to appropriately manage Auburn's cemeteries. We will achieve this by: 

 

 Establishing and organizing quality programs that address the diverse leisure interests of Auburn's 
citizens. 

 Managing well-maintained parks, facilities, and cemeteries. 

 Exceeding the needs of citizens, advisory groups, local officials, and the media through a commitment 
to effective and efficient delivery of services and a positive approach to customer service. 

 Continuing to offer innovative programs and up-to-date facilities. 
 
The City of Auburn Parks & Recreation Department strives to provide a wide variety of leisure and 
recreational opportunities to our citizens, thus encouraging healthy, fulfilling lifestyles. To do this, we 
collaborate with others to teach innovative and quality programs, classes and camps. We are looking for 
fitness, educational, athletic, health and wellness, and visual and performing arts opportunities to enhance 
the physical and spiritual well-being of Auburn’s residents. This guide helps potential instructors acquaint 
themselves with the City of Auburn’s Parks & Recreation Department and the process of becoming a 
Contract Instructor. This guide may also serve as a reminder to current Contract Instructors of what 
expectations must be met in order to continue teaching their class each quarter.  

 
WHAT CAN THE PARKS & RECREATION DEPARTMENT OFFER CONTRACT INSTRUCTORS? 

 

 The Parks & Recreation Department has great parks and facilities including gymnasiums, 
classrooms, art studios, a performing arts space, meeting rooms, as well as many athletic fields and 
courts. 
 

 Amenities, such as TVs, projectors, microphones, additional tables and chairs, and athletic 
equipment are available for use by Contract Instructors in some of our facilities. 

 

 The Parks & Recreation Department advertises classes through our quarterly brochure. The 
brochure is distributed at every Parks & Recreation facility, City Hall, the Auburn Public Library, and 
the Auburn Chamber of Commerce; it is also available for viewing or download on our website. 

 

 The Parks and Recreation Department accepts registrations from both residents and non-residents, 
giving everyone the opportunity to participate in our classes and offering Contract Instructors the 
opportunity to attract participants outside of the City of Auburn as well. The first two weeks of 
registration are reserved for Auburn residents. 

 

 The Parks & Recreation Department collects registration for each Contract Instructor. Rosters and 
waitlist information can be sent to instructors at any time.
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QUESTIONS ABOUT THIS GUIDE 
 
If you have any questions about the information included in this guide, feel free to contact the Parks & 
Recreation Department using the information below:  
 
City of Auburn Parks & Recreation Department 
425 Perry Street 
Auburn, AL  36830 
(334) 501-2930 
www.auburnalabama.org/parks 
webparksrec@auburnalabama.org  
 
HOW TO BECOME A CONTRACT INSTRUCTOR  
 
In order to become a Contract Instructor for the Parks & Recreation Department, a potential instructor must 
first submit a Program Proposal (included in this guide) for each proposed course. Proposals should be 
returned to the Parks & Recreation Administrative Office, 425 Perry Street, Auburn, AL 36830 or via e-mail to 
gfilgo@auburnalabama.org. Proposals are accepted year-round; incomplete or illegible proposals will not be 
considered.  
 
Once a proposal has been submitted, the Community and Special Programs Administrator (CSPA) in the Parks 
& Recreation Department will review the document and notify the potential Contract Instructor if they would 
like to meet to discuss the program ideas in more detail. The CSPA can offer advice regarding what types of 
programs, dates, and times have been popular with the Parks & Recreation Department as well as answer 
questions regarding facility availability, contractor policies, etc.  
 
Not all programs—even quality ones—will be accepted. For example, the Parks & Recreation Department may 
not accept proposals that are not in line with the Department’s mission or are very similar to programs the 
Department is currently offering. In addition, programs that have been offered in the past that have been 
cancelled due to low enrollment may not be accepted unless the instructor can demonstrate they have the 
necessary number of participants interested. There is no exclusivity to Contract Instructors or the classes they 
teach and they should be aware that returning Contract Instructors may not automatically continue offering 
the activity without an updated proposal.  
 
If a program is accepted, Contract Instructors are required to provide the following items in order to be 
approved as a Contract Instructor for the Parks & Recreation Department. Once approved, you will enter into 
a Contract Instructor Agreement with the Department. 

 
Items Required for Approval as a Contract Instructor  

 Program Proposal 

 Signed Contract Instructor Agreement 

 Copies of certifications, such as Lifeguard Instructor Certification, Zumba Certification, etc.  

 Two (2) Professional References 

 Proof the Contract Instructor and instructor’s staff, volunteers, substitutes and sub-contractors that 
may be involved in providing services on behalf of the Contract Instructor have completed and 
satisfactorily passed a background check. In order to complete the background check: 
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1. Visit: https://auburnparksandrec.quickapp.pro/ 

2. You will see a Welcome page that asks for you to enter your Full Name, E-mail address, Phone 
Number, Date of Birth and Social Security Number. 

3. Once you complete these boxes, click the green Next box in the bottom right corner. 

4. Then you will be taken to the Address History Screen.  Enter your Street, City, State and Zip. 

5. Once you complete these boxes, click the green Next box in the bottom right corner. 

6. Then you will be taken to the State and City Notices Screen.  Answer the 2 questions on the 
screen.  Alabama should be your answer for Question #1. 

7. Once you complete these boxes, click the green Next button in the bottom right corner. 

8. Then you will be taken to the Signature Screen (1 of 4).  Type your full name at the bottom of 
each Signature page and continue to click the green Next button in the bottom right corner. 

9. On the Final Signature Screen (4 of 4) above where you type your full name, you can click a 
box to receive a free copy of your report if you choose. 

10. Click the green Next button in the bottom right corner. 

11. This will take you to the Thank You Screen.  Please click the blue Download Application 
button.  You are REQUIRED to submit this to the Program Manager you are working with. It 
will take you to your Application that you can print or download.  Remember, you MUST 
SUBMIT THIS PAGE as part of your Instructor Packet. 

12. Once you have downloaded a copy of your Application, please click on the orange Logout 
button. 

 

 Contract Instructors may be required to provide the name and contact information for insurance 
agent for the Parks & Recreation Department to obtain a Certificate of Insurance. An endorsement 
naming the City of Auburn, Alabama (hereinafter the City), its officers, officials, employees, and 
volunteers must accompany the certificate of insurance. Minimum limits of coverage is $1,000,000. If 
the Contract Instructor has employees, proof of worker’s compensation and employer’s liability is 
required. Please note: The Parks & Recreation Department has guidelines to determine which types 
of Contract Instructors are required to provide insurance (based on the class activities).  

 Contract Instructors may also be required to obtain and maintain a current City of Auburn business 
license prior to the first class meeting or performance of service. Please note: The Parks & Recreation 
Department has guidelines to determine which types of Contract Instructors are required to obtain 
and maintain a current business license (based on the class activities).     

 
ACTIVITY INFORMATION 
 
Registration 
The City of Auburn Parks & Recreation Department shall be responsible for and have complete control over 
the registration of the participants. All registrations are processed on a first come first serve basis with the 
first two weeks of registration being reserved for Auburn residents. All participants must be registered with 
the Parks & Recreation Department before being allowed into any class. It is the Contract Instructor’s 
responsibility to ensure all participants are registered and fully paid (by checking participation against the 

https://auburnparksandrec.quickapp.pro/
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roster) prior to attending the class. 
 

Program Scheduling 
Contract Instructors are responsible for submitting class proposals and schedules through the Program 
Proposal form. At a minimum, this should be done on a quarterly basis. Typically, the Parks & Recreation 
Department does not sign Contract Instructor Agreements for programs for more than one year at a time. 
Parks & Recreation Department Program Managers will attempt to accommodate Contract Instructor’s 
schedule requests. The Parks & Recreation Department tries to avoid starting or ending programs on 
holidays of any major religion out of the impact it could have on participants’ ability to fully enjoy the 
program they have registered for. Please keep in mind these holidays (as well as other holidays or institute 
dates for those programs taking place in a public school) may affect class schedules. Classes must start and 
end within Parks & Recreation’s designated quarter dates.  

 
Changes to Classes 
Although the Parks & Recreation Department strives to give Contract Instructors as much control over their 
programs as possible, the Parks & Recreation Department reserves the right to cancel, to change the time, 
date, or location of classes; and to make other changes as necessary to ensure a quality experience for the 
participants. Classes not meeting the minimum enrollment may be cancelled or combined. If the class is 
cancelled, the Contract Instructor will issue a full refund to the participants and inform the participants of 
the cancellation. (If the class funds were collected by the department, a full refund will be issued by the 
department, but the Contract Instructor is still responsible for notifying participants of the class cancelation.) 
Contract Instructors are not reimbursed for any expenses they may have incurred for the cancelled program. 
If the class does not meet the minimum enrollment for two (2) consecutive quarters, the class cannot be 
offered again until a new Program Proposal form is submitted. 
 

CONTRACT INSTRUCTOR EXPECTATIONS 
 

Professional Conduct 
Though not employees of the City, Contract Instructors do represent the City. For some participants, the 
Contract Instructor is the only City representative with whom they will come into contact with. Contract 
Instructors must conduct themselves in a professional manner including dress and speech and should 
support the information outlined in this guide and in the Contract Instructor Agreement. The City also 
expects all Contract Instructors will uphold the mission and values of the Parks & Recreation Department, 
which may be found in the “Welcome” section above. 

 
Class Times 
Contract Instructors are responsible for providing instruction for the specified number of hours agreed upon 
and advertised. If a class is cancelled for any reason, the Parks & Recreation Program Manager will work 
with the Contract Instructor to schedule a make-up class. If a make-up class cannot be arranged, or if a 
participant cannot attend the make-up class, the participant(s) will be issued a pro-rated refund for the 
missed class, which will be factored into the determination of the final payment owed to the instructor. 
 
Course Enrollment 
Once registration has begun for a class, Contract Instructors can request registration updates through their 
assigned Program Manager. The Program Manager will email final class rosters to the Contract Instructor on 
the Monday of the quarter start date. If a Contract Instructor has not heard from a Program Manager by the 
first week of classes, the Contract Instructor should contact the Program Manager directly. There may be 
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some participants who do not pre-register and join the class on the first day. The Contract Instructor must 
make sure they collect a waiver for that participant and add them to the roster.  

 
Contact with Class Participants 
Participant contact information is provided to Contract Instructors in order to allow the Contract Instructor 
to provide good customer service and for safety reasons. This information is personal and should be kept 
strictly confidential. It should not be shared with anyone, including other participants, parents, other 
businesses, etc., rented, sold, or used for purposes not specific to the class. For example, using the 
information to create a mailing list to advertise the Contract Instructor’s other services is not allowed. 

 
Contract Instructors should contact all participants via e-mail or a phone call prior to the start of class as 
a courtesy. This is a good time for Contract Instructors to introduce themselves and remind participants 
of any supply requirements and of the date, time, and location of the classes. 

 
Taking Attendance 
It is the Contract Instructor’s responsibility to take attendance at each class. This is especially important for 
large classes where participants may have shown up to class without paying or registering. Please inform 
individuals who have not paid or registered to visit the Parks & Recreation Department’s administrative 
office. Completed attendance sheets must be turned in with the final invoice at the conclusion of the class in 
order to process a timely payment. If a participant does not show up for the first class, please give the 
participant a call to remind them of the next class (assuming you have multiple classes). It is the participant’s 
responsibility to remember the classes they have signed up for, but its good customer service to contact 
these participants and could lead to more loyalty and higher participation in the future. 

 
Facility & Equipment Usage 
Classes may be held in various locations throughout Auburn. In most circumstances, Contract Instructors will 
be allowed to set up their activity areas 15 minutes prior to the beginning of class activities. The Contract 
Instructor must always leave the activity area in the condition in which it was found. This means cleaning up 
any materials and replacing any furniture and/or equipment back in its original location after the class ends. 
A Parks & Recreation staff person will unlock and lock the facility, may be present to monitor the program 
and check in with the Contract Instructor and participants. Contract Instructors may not use any City owned 
property including copy machines, fax machines, computers, materials, and/or equipment without prior 
written approval of the Program Manager. Contract Instructors should plan to provide all equipment, 
materials, and copies at their own expense. Contract Instructors will not be allowed to store their supplies at 
any Parks & Recreation facility.  
 
Instructor Absences, Substitutes and Cancellations  
If a Contract Instructor is ill or unable to meet with their class, the Contract Instructor must notify their 
assigned Parks & Recreation Department Program Manager as well as their participants as soon as 
possible, but no later than one hour prior to the start of the class. Contract Instructors may arrange for a 
substitute. Substitutes must be covered under the Contract Instructor’s insurance policy and have 
satisfactorily completed a background check before being allowed to instruct the class. If the substitute 
has their own insurance coverage, it must meet the same requirements of that of the Contract 
Instructor’s insurance and must be provided to and approved by the Parks & Recreation Department in 
advance of the substitution. Contract Instructors may want to submit the substitute’s insurance 
information in advance in order to eliminate any problems due to an unforeseen need for a substitute. A 
substitute will be required to sign a statement that states he/she has read and agrees to become bound 
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by the terms and agreement signed by the Contract Instructor. The Contract Instructor Agreement is 
made with the Contract Instructor  which means the Parks & Recreation Department cannot issue any 
form of payment to the substitute nor collect the 10% fee from the substitute—it is the Contract 
Instructor’s responsibility to work out any payment due to the substitute and pay the 10% fee to Parks & 
Recreation.  

 
Participant & Instructor Safety  
Instructors should visually inspect the facilities they are working in and equipment they are working with 
before the start of each activity. Instructors should make themselves familiar with the location and operation 
of emergency exits, restrooms, first aid kits, and AED machines. If any aspect appears unsafe, the Contract 
Instructor should notify their Program Manager and take the appropriate actions.  

 
Once the activity has ended, the instructor should stay on site until all participants have left. Special care 
should be taken with minors who should only be released to parents, guardians, or other responsible parties 
designated by a guardian. Contact numbers are given to all Contract Instructors. If there is ever a question as 
to whether or not a child should be allowed to leave on their own or if someone unfamiliar arrives to pick up 
a child, the instructor should contact the parent to confirm.  

 
All accidents and incidents, no matter how minor they appear, should be addressed and reported. If an 
accident occurs in a class, please act calmly, promptly, and efficiently to take care of the situation. If a Parks 
& Recreation staff member is on duty at the facility, instructors should request their assistance in providing 
First Aid (if needed) and completing an Accident/Incident Report. If no employees are present, instructors 
should do the best within their abilities and training to respond, calling for help from employees, ambulance, 
or police if necessary. After the incident is addressed, the instructor is responsible for reporting it to the 
Parks & Recreation staff on an Accident/Incident Report and submitting it within 24 hours to the Program 
Manager. Depending on the activity, some instructors may be required to hold special certifications such as 
CPR/First Aid or to show they have been trained in teaching an activity such as fitness or a sport. This is done 
to make sure the instructors are able to safely lead the activity they are being contracted to provide.  

 
The Parks & Recreation Department has a strong policy against any form or type of discrimination and 
harassment by, among, or to its representatives. Discrimination and harassment is defined as any behavior 
that is disrespectful and causes discomfort to another person, be it physical, verbal, visual, or sexual. 
Contract Instructors are responsible for their (and their employees’, volunteers’, and sub-contractors’) own 
actions/conduct, and must never engage in discrimination and harassment. 
 
Promoting Your Classes 
Contract Instructors are essentially business owners contracting services for the City of Auburn Parks & 
Recreation Department. As such, Contract Instructors should strive to provide high quality programs and 
conduct themselves in a professional manner at all times. It is important to keep in mind the best 
advertisement a Contract Instructor can get for their programs is through “word of mouth” or referrals of 
past participants. The Parks & Recreation Department will advertise through its quarterly brochure, web site, 
social media, e-mails and texts. A Contract Instructor’s assigned Program Manager can offer suggestions for 
other ways to market a Contract Instructor’s programs in the community if needed. Any advertising or 
marketing developed by the Contract Instructor (flyers to be hung or distributed, newspaper advertisements, 
etc.) must be approved in advance by the City of Auburn Parks & Recreation Department. 
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Youth Sexual Abuse Prevention Policy and Procedures 
The City of Auburn and the cooperating citizen boards considers the safety and wellbeing of the youth in our 
programs a top priority. We prohibit abuse and strive to proactively address reports of this type of conduct. 
We want to hear about problems or concerns, and we will strive to act on them in a fair way in accordance 
with our policies. We will report suspected abuse to the proper law enforcement agencies. 
 
The City of Auburn and the cooperating citizen boards has adopted the following Policy and Procedures in an 
effort to provide a safe environment for our participants and their families.   

1. Background Check: All current and potential instructors will be subject to a background check, 
including appropriate inquiries regarding any previous record of sexual abuse or other unlawful 
activity. All new instructors to the facility will have a background check performed.  A third of the 
existing instructors will be randomly chosen to have a background check performed each year.  

2. Prohibited Behavior: 
a. Use of degrading language or behavior. Instructors are also responsible for stopping 

disrespectful behavior between class participants, including sexual harassment. 
b. Threatening or intentionally inflicting physical injury upon anyone, especially a minor. 

Instructors are also responsible for stopping threatening behavior by class participants. 
c. Committing any sexual offense against a minor, or engaging in any sexual contact with a minor. 
d. Making any sexual advance, or engaging in other verbal, or physical conduct of a sexual nature 

with a minor. 
e. Non-related one-adult/one-child interaction, including but not limited to, in person one on one 

interaction, social media, phone calls, texts, emails or any other communications except in an 
emergency where following this policy would be dangerous to the child. In an emergency 
situation, the instructor must contact a representative of the organization to inform him/her of 
this contact and the reason for it. If a child is receiving individual instruction or working with a 
private instructor/tutor, this activity must be in a public setting rather than behind closed 
doors. 

3. Reporting of Suspected Child Sexual Abuse: 
a. The Center Director/Community and Special Programs Director will receive reports of sexual 

abuse or other inappropriate conduct. This representative will promptly notify the proper law 
enforcement agencies. 

b. All instructors, volunteers, parents and program participants are directed to report any incident 
of abuse or suspected abuse that they witness or that is reported to them to the Center 
Director/Community and Special Programs Director.  Note: This does not preclude individuals 
from reporting abuse or suspected abuse to the proper law enforcement authorities. 

c. Should a suspected incidence of abuse be reported, the instructor in question may be 
temporarily suspended from teaching while an investigation takes place. 

 
FINANCIAL DETAILS 
 
Class Fees 
It is up to the Contract Instructor what he or she charges for each class, however, Parks & Recreation staff 
may suggest what they consider to be a reasonable fee. Contract Instructors may choose to charge a flat rate 
for each quarter or a “drop in” fee for each class. It is the responsibility of the Contract Instructor to collect 
fees from each participant and keep track of the total amount collected each quarter. If a Contract Instructor 
chooses to collect donations for a charity in lieu of a class fee, they must provide the Parks & Recreation 
Administrative Offices with a letter from the charity on official letterhead. The Contract Instructor is 
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responsible for turning in their final class roster and paying 10% of their fees back to the Parks & Recreation 
Department within one week of the quarter ending. The class roster serves as the invoice for the class. They 
can do so in the form of cash, check or credit card at the Parks & Recreation Administrative Offices. Any 
Contract Instructor who does not pay their 10% fee within one week will receive an invoice that includes a 
late fee of an additional 10%. The late fee will increase 10% every 30 days that the invoice is not paid. After 
three consecutive months of non-payment, the Contract Instructor will no longer be allowed to teach a class 
for the Parks & Recreation Department until all fees are paid in full.  
 
Supply Fees 
Any supplies needed for a program are the responsibility of the Contract Instructor. If supplies are to be 
obtained by the participants, it will be the responsibility of the Contract Instructor to ensure this is noted in 
the contract and program description. If the supplies are to be purchased directly from the instructor, this 
transaction should take place at the first-class meeting. The Parks & Recreation Department is not 
responsible for reimbursing a Contract Instructor for any supply fees not paid by a participant. Supply fees 
not listed in the program description and contract cannot be collected or deducted from commission. 

 
Participant Refunds and Transfers 
It is at the discretion of the Contract Instructor if they would like to issue a refund for a participant who is no 
longer attending their class. Class fees collected quarterly may be pro-rated for a refund and the Contract 
Instructor must indicate this in detail on their class roster when they turn it in to The Parks & Recreation 
administrative offices.  
 
Status with the Parks & Recreation Department  
Contract Instructors must not present themselves as employees of the City. As Contract Instructors are not 
employees of the City, it is important they understand they are not entitled to any benefits or protections 
afforded to City employees including, but not limited to, unemployment insurance and worker’s 
compensation. However, because they are not employees, they are also not bound by any obligations of 
employees of the City. For example, they have sole control over the manner, means and methods of 
performing the services listed in the Contract Instructor Agreement according to their own judgment. They 
are able to engage in other business activities outside of the City and can provide similar contracted services 
to other organizations, if those services do not directly compete with the City of Auburn Parks and 
Recreation Department. They are also solely responsible for the direction of their own employees and 
agents. Because of this distinction, it should be understood that contractors are not protected as an 
employee under the provisions of the general liability insurance of the City and therefore will be solely 
responsible for their own actions. Any injury or property damage on the job will be the Contract Instructor’s 
sole responsibility and not the City. The City will in no way defend contractors in matters of liability. 

 
Taxes & Deductions 
Because a Contract Instructor is not an employee, the City of Auburn Parks & Recreation Department does 
not withhold state or federal income tax, Social Security, or other deductions. Because Contract Instructors 
are business owners, they may have the ability to claim tax deductions for ordinary necessary business 
expenses, which are directly connected with providing the contracted service to the Parks & Recreation 
Department. It is the Contract Instructor’s responsibility to report and pay taxes on any income they 
generate from a Parks & Recreation class or program. They must satisfy any taxes, withholdings, or 
contributions due on behalf of the contractor (and the contractor’s employees, if any) in an appropriate 
matter. Contract Instructors are encouraged to contact a professional tax advisor with any questions about 
any information in this guide and how it would apply to each Contract Instructor’s individual circumstances.
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CITY OF AUBURN PARKS & RECREATION PROGRAM PROPOSAL 
 

Contact Information 
 
Business Name (If Applicable):__________________________________________________________________ 

Main Representative Name: ___________________________________________________________________ 

Address: __________________________________________________________________ 

City: ___________________________ State: __________________ ZIP: _______________ 

Phone Number: (C) _______________________ (H) _______________________ 

E-mail:  __________________________________________ 

Website:   ____________________________________________ 

Program Details 
Program Title:    
 
Age of Participants: 

□ Preschool (Ages 3-5) □ Youth (Ages 6-11) □ Pre-Teen (Ages 12-13) □ Teen (Ages 14-18)      □ Adult 
(Ages 19 & up) □ Seniors (Ages 50 & up) □ All Ages □ Other:   

 
Type of Facility Needed: 
  □ Multi-purpose Room □ Fitness/Dance Room □ Gym □ Outdoor Court □ Park/Field 

□ Other:    
 
Program Length: # Classes/Session        # Days/Week   ____ 
 
# Hours/Class     Class Fee:                               
 
Suggested day(s) and time the program should meet:    
 
Second Choice of day(s) and time:   
 
Required Minimum Number of Students: _   
 
Required Maximum Number of Students:   ____________  
 
Program Description 
Please provide a brief description to be used in the quarterly brochure: 
 _________ 
  _________ 
__________________________________________________________________________________________
__________________________________________________________________________________________



10 
 

Please list the benefits that this program will provide to its participants: 
 
1)   ______ 
 
2)   ______ 
 
3)                                                                                                                                                                         _________  
 
Please describe what can be done to adapt this program to individuals with disabilities. 
________________________________________________________________________________________
________________________________________________________________________________________ 
________________________________________________________________________________________ 
 
Equipment & Supplies  
What equipment and/or supplies will be provided by the contractor? (The Contract Instructor is responsible 
for ensuring that all equipment and supplies not owned by the City used for the program meets current safety 
and industry standards/guidelines and is in proper working condition.) 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
What equipment and/or supplies will the City of Auburn Parks & Recreation Department need to provide 
for this program (including tables, chairs, audio-visual equipment, screens, hoops, goals, etc.)? 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 
 
What will the participants be required to bring? In the case of special program materials, how much does 
each item cost? (Include required clothing, program materials, lunch, water, etc.) 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 
 
Safety & Emergency Factors  
To provide the best possible experience for the participant, an awareness of potential hazards & and risks is 
required. The instructor is responsible for informing the City of Auburn Parks & Recreation Department and 
the participants of risks involved with participation and/or use of equipment and supplies. List any safety, 
health, and risk factors for this program and how this information will be presented to participants. 
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________ 
 
If this class is to take place outside, what action will be taken in the case of inclement weather? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
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Please describe what actions you will take to follow social distancing guidelines and other protocols related to 
COVID-19.  
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Instructor Qualifications 
Contractors are responsible for ensuring that all instructors have and maintain the appropriate qualifications 
and certification for program success and safety. Please list qualifications, certifications, and experience that 
makes the instructor qualified to lead this program. 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Is the instructor certified in any of the following (please check all that apply)? □ First Aid □ CPR □ AED 
 
Other certifications or licenses: 
 ___________
__________________________________________________________________________________________ 
 
References  
Please give references of organizations where you have offered this program (or similar programs if 
this is a new program) in the past two years. 

 
Organization: ______________________________________________________________________________ 
 
Contact Person & Title: _______________________________________________________________________ 
 
Phone:  E-mail:  ___________ 
 
Month & Year Program Was Last Offered:  ___________ 
 
Organization:   ___________ 
 
Contact Person & Title:   ___________ 
 
Phone:  E-mail:   __________ 
 
Month & Year Program Was Last Offered:   __________ 
 
Organization:   ___________ 
 
Contact Person & Title:  ___________ 
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Phone:  ______________________________E-mail:   ___________ 
 
Month & Year Program Was Last Offered:   ___________ 

 
 

VERIFICATION OF INFORMATION STATEMENT 
 

I agree that the statements and information provided in this document are true and correct. I will notify 
the City of Auburn Parks & Recreation Department in writing of any changes to information in this 
document. I understand that I may need to provide verification of information/certifications mentioned in 
this document. I also understand that in certain situations, contractors may be subject to a background 
check.  
 
__________________________________________________  _______________________ 
Signature         Date 

 
 

CONTRACT INSTRUCTOR AGREEMENT 
 
This contract is entered into as of  (effective date) by and between the City of Auburn 
Alabama (“City”) and   ______________________________ (Contract 
Instructor). The contractor is intended to be a Contract Instructor and not an employee of the City. This 
contract sets forth the entire agreement between the Contract Instructor and the City. No modification of 
this contract or representation made to the Contract Instructor shall be valid or binding unless in writing 
and signed by both parties. Contract Instructors may be required to have liability insurance for personal 
coverage.  
 
Effective Date of Contract: __________________________ 
 
Name of Contract Instructor:   __________________ 
 
Contract Instructor Address:  __________________________________________________________________ 
 
Email Address:   ___________________ 
 
Home Phone:  ____ Cell Phone:   _________________ 
 
Federal Tax ID or Social Security Number:   
 
Parks and Recreation Point of Contact (Program Manager):   ___________________ 
 
Type of Contractor:  ___________________ 
 
The above Contract Instructor shall not be considered an employee of the City for workers’ compensation 
insurance purposes. This contract will be terminated immediately for any misconduct by the Contract 
Instructor. This contract can also be terminated at the pleasure of either party with a two-week written notice. 
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Definition: The words “Contract Instructor,” as used herein, includes and applies to singular and plural members 
and all genders. 
 

 Contract Instructor Guide: The terms and conditions of the Contract Instructor Guide are 
incorporated by reference as if fully set forth herein. 

 

 Payment: The Contract Instructor is required to make a payment of 10% of their earnings to the City 
of Auburn Parks & Recreation Department no later than one week after the end of each quarter. This 
contract shall be null and void if the Contract Instructor does not make their quarterly payment. 

 

 Taxes and Insurance: Contract Instructor to pay any and all taxes applicable to his property, income 
and all transactions arising out of or in connection with the performance of this contract. The 
Contract Instructor agrees this provision may be used by anyone as an absolute defense in any action 
brought by the contractor on the contractor’s behalf. 

 

 Confidential Information: Contract Instructor understands that the City may provide participant 
contact information to Contract Instructor.  Contract Instructor shall keep such information strictly 
confidential and shall not share such information with anyone, including other participants, parents, 
businesses, etc. Contract Instructor shall rent, sell or otherwise use such contact information for 
purposes not specific to the class. 

 

 Time of Essence: The Contract Instructor agrees that time is of the essence of this contract, and that 
any failure to meet the time schedules agreed upon and set by the contractor and the Parks & 
Recreation Department or any threat thereof will constitute a material breach. 

 

 Indemnification: The Contract Instructor agrees to indemnify and hold harmless the City of Auburn 
Parks & Recreation Department and employees against liability for any and all claims for loss, 
death, injury, property damage (including attorney fees, costs and expenses) arising out of, or in 
connection with, 1) the performance of this contract, 2) the contractor’s activities and action, or 3) 
the activity or actions of the contractor’s representative, agents or employees. 

 

 Curriculum: Class curriculum will be at the discretion of the Contract Instructor; however, it must be 
approved by the Parks & Recreation Department point of contact. 

 

 Supplies: The Contract Instructor will provide any necessary supplies and curriculum items unless they 
have indicated otherwise in their class description. 

 

 Class Attendance: The Contract Instructor is required to keep class attendance lists and turn these into 
the Parks & Recreation Department at the end of each quarter. 

 

 Social Media Policy. The popularity and impact of internet and electronic "social media" and "social 
networking" has advanced significantly in recent years. Some examples of social media and social 
networking include but are not limited to the use of Facebook, LinkedIn, YouTube or Twitter. 
Equipment used for social media and social networking include but are not limited to computers, 
phones, mobile phones, and smart phones. Modes used for social media and social networking 
included but are not limited to internet, texting, Multimedia Messaging Service ("MMS") and Short 



14 
 

Message Service ("SMS"). 
 

While social media usage can be a valuable tool, it poses significant risks for the City of Auburn and 
its contractors if not used properly. Contract Instructors are free to engage in personal use of social 
media while not performing services for the Parks & Recreation Department generally without 
restriction. However, Contract Instructors should remain aware that in some circumstances, behavior 
on social networking sites can conflict with obligations to the City of Auburn, and may put the City of 
Auburn at risk of liability. The following rules govern personal use of social media: 

 
1. The City of Auburn does not in any way authorize or condone the publication or release by 

Contract Instructors of offensive, harassing, threatening, disparaging or discriminatory statements 
or comments or make inappropriate personal attacks on any person. 
 

2. Contract Instructors are prohibited from using their title as well as any reference to the City of 
Auburn in any correspondence to include email, posting, blogs, social networking sites, such as 
Facebook, Twitter, etc. This prohibition also includes signature lines in personal email accounts. 

 
3. Contract Instructors are prohibited from posting photos, logos and images that include City of 

Auburn property, City of Auburn seals or Department seals. 
 

4. The City of Auburn’s computers, phones and related technology are City of Auburn property and 
are to be used for city business only. 

 
5. All City of Auburn Social Media is managed by the Public Relations Specialist, unless authorized 

permission is given. If you wish to have something posted to or displayed on any of our social 
media sites, please contact your assigned Program Manager. 

 
Emergency Cancellation of Classes: The Contract Instructor agrees that should an emergency arise that makes 
it necessary to cancel a class; it is the Contract Instructor’s responsibility to make every attempt to notify 
students prior to class starting time. In addition, a Parks & Recreation Manager must be notified in a timely 
manner. 
 
Acknowledgement and Acceptance 
I certify that I have read and understand the provisions of this contract and understand the definitions and 
agreements listed. 
 
 
___________________________________________________________       ______________________ 
Contract Instructor              Date 
 
 
In witness whereof, the parties hereto have executed this contract as of the effective date of contract set forth 
above. 
 
 
___________________________________________________________      _______________________ 
Representative for the City of Auburn, Alabama       Date 


