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Coach & Instructor Contract
This contract sets out the terms, conditions, expectations and payment of all instructors carrying out work for Students’ Union UCL (The Union) Arts Societies. This document must be signed on an annual basis with all relevant information updated.
artsUCL Society – Instructor Agreement
This society-instructor agreement is between:
	Instructor Name:
	xxx xxx

	Arts Society Name:
	xxx Society



The instructor is responsible for: 
	Insert main responsibilities here (e.g. conducting the weekly rehearsals) and for which groups (e.g. Chamber Choir and String Quartet)

	




The instruction period will: 
	Commence on:
	dd/mm/yyyy

	End on:
	dd/mm/yyyy

	Exclude:
(Please list any weeks where instruction will not be required, e.g. reading weeks, holidays)
	xxx



The instructor will be paid at:
	A rate of:
	£x per hour

	Up to:
	x hours per week



The instructed sessions will take place at:
	Days:
	xxx

	Times:
	xx:xx – xx:xx

	Location(s):
	xxx




The instructor:
	Will attend the following additional events/activities not already covered above:
	xxx / N/A

	For the above additional activities, will be paid at a rate of:
	£x per hour / N/A

	Will be paid the following expenses not already covered above:
(e.g. travel costs)
	xxx / N/A


Instructor Responsibilities
	You should add any responsibilities agreed between your society and instructor to the list below. The existing points should not be removed.



· Provide high quality planning and delivery of all sessions to maximise the experience, and skill development of students involved in the activity. 
· To provide safe training sessions at the appropriate level for the participants in line with the society risk assessment.
· To strive to create an inclusive, safe and welcoming environment for all participants. 
· To report any incidents or near misses to the committee to be reported via UCL Risk Net. 
· To keep knowledge updated through training courses and continuous professional development. 
· To invoice the society for service delivered in line with terms outlined within this contract. 
· To conduct work under the instruction of, and in line with, the wishes of the elected society committee.
· 
Society Responsibilities
	You should add any responsibilities agreed between your society and instructor to the list below. The existing points should not be removed.



· To ensure the instructor is registered, and a signed contract is approved by the Union, before any instructed activity commences.
· To promptly and accurately process instructor invoices on receipt via purchase request forms 
· To communicate effectively with the instructor, providing constructive feedback on sessions and performances.
· To ensure the society allows all student members the opportunity to participate in an enjoyable and safe environment.
· Ensure prompt reporting of any health and safety concerns and adequate risk assessment of all activities, and to ensure the instructor has access to the society’s risk assessment and any relevant additional risk assessments.
· To ensure a good turnout for every training session and that participants will be committed to learn from, and respect, the instructor.
· 
Remuneration
· Instructors will only be paid if registered, and at the above agreed rate. 
· If the society requires an instructor to conduct any additional work outside of the agreed payment schedule this should be agreed in writing. Any additions covering more than one activity should be reflected in an amended contract, resubmitted to artsucl@ucl.ac.uk. 
· Instructors must submit an invoice for all work completed to their society’s treasurer by the final day of each month. Failure to meet the deadline will result in the payment carried forward to the following month’s payment run. 
· All submitted invoices must include a dated, hourly break down of all chargeable hours for that period. The Union has the right to withhold payment if this is not completed.  
· The Union will not accept invoices on a termly basis nor will we pay for instructor fees in advance of sessions.  
· It is the instructor’s responsibility to file their tax in line with UK law rules and regulations.
Employment Status
Instructors MUST be Self-Employed to receive any form of payment. This includes expenses. 
	Instructor UTR (Unique Taxpayer Reference Number):
	xxx



All invoices must include the following statement:  
I am self-employed and I am responsible for any tax or National Insurance liability. 
Please note that failure to prove employment status as self-employed will lead to non-payment.  
Termination of Agreement
Either party may terminate this agreement in writing at any time with immediate affect should the other party breach its obligations under the terms of this agreement, or if society session attendance does not warrant its continuance.
Declaration
I hereby agree to meet the above terms and conditions outlined in this contract. I understand that failure to meet and adhere to the set criteria may result in a termination of my work with the society and Students’ Union UCL.
This contract will only be considered valid, and enter into force, once approved by Students’ Union UCL via the contract submission webform.

	Instructor Name:
	

	Instructor Signature:
	

	Date:
	dd/mm/yyyy



	President Name:
	

	President Signature:
	

	Arts Society Name:
	xxx Society

	Date:
	dd/mm/yyyy
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