
WORKSHOP INSTRUCTOR CONTRACT TEMPLATE


This is an agreement between:
Institution name/group names – Ensure this is bolded

and ___________________ (The Artist)

Artist Name
Mailing Address
Phone/Mobile: 
E-mail Address: 

Ensure you get their address, phone and e-mail for contract and contact purposes.

The artist’s name, further throughout this contract, referred to as The Artist, agrees to provide the following for Institution/Group Name – ensure this is bolded

Title:          		Title of Workshop/Community Project

Date:			Date(s) – ensure you have a backup date in case of inclement weather, illness, or any other emergency that might pop up. 

Time:			Time(s) (AM/PM)

Location:		Location(s) and address(es) 

Fees:	- Instructor fee: strongly encourage CARFAC fee - best practice
C.2.0 • Presentation fees
Flat rate per half day, under 4 hours $500
Flat rate per day, over 4 hours $700 
https://carfac-raav.ca/2024-en/2024-en-4/#C.2.0_%E2%80%A2_Presentation_fees

 	- Preparation Fee: it is standard practice to include time for preparation and clean up of the facility; this is something to negotiate with the artist. If paying CARFAC, they may not charge this but if you aren’t then this is standard best practice. 

	- GST, if applicable: Inquire if the artist has a GST #; if they do, tack on an additional 5%

	- Mileage: A best practice, we suggest using the provincial rate.    

	- Hotel Stay: A consideration if there is significant travel 

	- Per diems for lunch, if a full-day workshop should also be discussed.	

The Artist agrees to an instruction fee (fee – ensure to put the actual sum in this place) as agreed upon between Institution Name and The Artist and a preparation fee (include sum), mileage (include sum), hotel stay, and per diem (include sum). 

The workshop's content shall be as mutually agreed upon, in writing, by Institution Name and The Artist.

Copyright on class outlines and other teaching materials provided by The Artist remains the property of The Artist. It may not be used or re-used without the express written permission of The Artist.

Duties of the The Artist:

· To deliver the workshop on time, as agreed and specified. (List the agreed workshop, it’s length in hours)
· all preparation for the workshop (This includes any instructional paperwork and prep on location for the class);
· the use of (this could include a personal computer or specific programming such as Zoom or personal internet, and, if agreed upon, supplies – the amount should be agreed upon and included as a sum here).
· To act professionally and responsibly regarding the workshop, the participants, and the mandate and objectives of (Institution Name)

This workshop will be delivered (on location, including address, or online) to (number of participants – this could include “up to,” with a max number, with final numbers being clarified with the artist closer to the workshop. Contracts should be signed beforehand so objectives and timelines are clear – we would suggest as far out from the project as possible because artists get booked quickly and in advance). 

Cancellation/Change:

· (Institution Name) reserves the right to change the workshop's date, time and/or location (within reason, set a date). 

· Notice of cancellation by either party must be given, in writing, no less than 15 days before the workshop date. If the workshop is cancelled due to a lack of participants or inclement weather, the instructor will be provided _____________. Discuss and agree with the artist; this could range from being notified of cancellation to receiving the instructor fee or other expenses.  I also encourage many conversations regarding cancellation and structure around that planning if working with an artist who lives outside your community).

· In the event of illness of the Artist, the workshop will be cancelled, and no fees or expenses will be paid.


________________________________________	Date
	


x_______________________________________ 	(Spell out Name), The Artist 	

   			______________________________________GST number (if applicable) 

 

x_______________________________________	Workshop Coordinator, (Name of Institution/ Library Branch Staff/Community Group)

