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Welcome! 

Thank you for expressing interest in Cambridge Online Tutors! We hope we can 

bring you fulfilment and enjoyment from tutoring online.  

Our mission is to bring people together in the tricky educational environment 

we face today.  

We aim to provide much needed education to children or young adults from all 

backgrounds who may have been affected by the pandemic whilst providing 

current students or recent graduates who are now more concerned for their 

future prospects than ever before with an opportunity to tutor. 

We hope to provide a tailor-made education by creating local connections 

between local students and graduates looking for work with their educational 

experience fresh in their minds, with pupils earlier in their educational path 

who might benefit not only from tutoring, but local knowledge and experience.    

Thank you again for your interest in joining the team. Please now review the 

following materials to understand a little more on what we hope to achieve and 

what we expect from you at Cambridge Online Tutors. 

With best wishes, 

Harrison Pardoe 

Managing Director 
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Introduction  

Welcome back!  
 
You have now completed the tests, been provided with feedback and accepted into 
the COT Team. Welcome! Before exploring and beginning any work, you will need to 
read the remaining support documents and sign your Independent Contractor 
Agreement (ICA). 
 
Welcome to the place where you will learn the ins and outs of the Independent 
Contractor Agreement that is in place between us, the ‘Client’ (COT), and you, the 
‘Contractor’. 
 
The ICA defines your relationship with us as a ‘contract for services’. This means that 
you are a self-employed individual, hired by COT to provide a service defined by the 
scope of work in the agreement (clause 1).  
 
It is important to note that you are not an employee of COT. It also is important to 
note that you are responsible for your own taxes.  
 
You should be aware that it is illegal to earn an income in the UK without declaring it 
to HMRC. This is a very small task and you won’t ever pay any tax as you won’t earn 
enough through us. Further down the line, we will provide you with some information 
on completing this process.  
 
It is also important to note that if you are an international student on a tier 4 visa, you 
cannot work for us in this capacity. We make this clear during the application process, 
however, if you mislead us and it is found out that you have, we have no choice but to 
declare it to the appropriate authority as you will be breaking the law.  
 
With that said and done, let’s move on to the discussion at hand, compliance with 
your ICA! We shall be going over a few of the more important clauses in the 
agreement, however, if you have any further questions, please feel free to get in 
touch. 
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Scope of Work: Clause 1 

1. The Client hereby agrees to engage the Contractor to provide the Client with services (the 

"Services") consisting of: 

o The Contractor, using the instructional material provided by the Client, will provide 

the Client with tuition services. The Contractor shall study and adhere to the 

instructions and guidelines provided prior to the commencement of service provision, 

to ensure all work is of the necessary standard and quality.  

 

This first clause defines the ‘scope of work’ i.e. what we are contracting you to do. 
However, it is not as straightforward as you may initially think offhand.  
 
 
We are not simply contracting you to complete ‘tuition services.’ We are contracting 
you to study and adhere to our instructions so that you provide tuition services in the 
manner we teach.  
 
This means that failure to learn from the support documents will result in a breach of 
contract. A breach of contract means the services were not provided in the manner 
defined by the scope of work and there is no obligation to provide you with 
compensation for your efforts.  
 
 
Now, this may seem overly severe and it is. You should know that there is a lot of 
leeway. Obviously, learning any new skill, there is a learning curve and we allow for 
that. Throughout your time with us, you will regularly receive feedback on your work, 
both on areas of improvement and areas of high performance.  
 
The ‘scope of work’ is defined this way primarily to drive home the point that it is very 
important to absorb all the information we provide in these support documents. If we 
can have every new tutor, tutoring exactly the way we expect them to from the start, 
a lot of time is saved at our end.  
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Leave Notice: Clause 4 

4. In the event that either Party wishes to terminate this Agreement prior to completion of the 

Services, that Party will be required to provide at least 10 days’ notice to the other Party. 

 
 
This clause comes under the section ‘Term of the Agreement’ i.e. when it starts, how 
long it lasts for and when it ends. 

 
There’s only a very simple point to make about this clause - we shall explain why there 
is the 10-day notice period.  

 
When you wish to stop providing tuition services to COT, you simply drop us a 
message and that’s it, job’s done. However, for next 10 days you are still technically 
part of the team.  

 
You don’t have to do anything in those 10 days, you don’t have to do any tuition, fill 
out any forms etc. But as you are still under contract, you are still part of the team and 
as such, any work that was undertaken prior to the notice must be completed, lest 
you don’t do it, breach the contractor agreement, and forego payment for any unpaid 
work.  

 
We have this in place for exactly those circumstances. When a contractor wishes to 
stop their service provision, whilst they also currently have work that they have signed 
up to do and is ongoing. 

 
Simply dropping everything and walking away could leave us in a difficult position with 
meeting a particular deadline. This is why we have the 10-day notice period.  

 
Conversely, if we wish to stop using your services we must give you 10 days’ notice 
services (provided you haven’t breached the contract.)  
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Confidentiality: Clauses 11-13 

Confidentiality 

11. Confidential information (the "Confidential Information") refers to any data or information 

relating to the business of the Client which would reasonably be considered to be proprietary 

to the Client including, but not limited to, accounting records, business processes, and client 

records and that is not generally known in the industry of the Client and where the release of 

that Confidential Information could reasonably be expected to cause harm to the Client. 

12. The Contractor agrees that it will not disclose, divulge, reveal, report or use, for any purpose, 

any Confidential Information which the Contractor has obtained, except as authorized by the 

Client. This obligation will survive the expiration or termination of this Agreement and will 

continue indefinitely. 

13. All written and oral information and materials disclosed or provided by the Client to the 

Contractor under this Agreement is Confidential Information regardless of whether it was 

provided before or after the date of this Agreement or how it was provided to the Contractor. 

 
 
These clauses cover two facets of the confidentiality you must uphold. COT’s 
business operations, processes, and client records. If you went to a competitor of 
ours and told them how we do things, who our clients are etcetera, we could sue 
for loss and damages. Facet one. 

 
The second and more obvious component is the information you access during the 
tuition process. The Zoom audio/video, discussions, or personal data pertaining to 
the pupil or parent that we share with you are held in confidentiality. 

 
By agreeing to work for us, you have to sign the agreement. By signing the 
agreement, you agree to the confidentiality stipulations we enforce.  
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Working For Competitors: Clause 14 
 

14. Other than with the express written consent of the Client, which will not be unreasonably 

withheld, the Contractor will not be directly or indirectly involved with a business which is in 

direct competition with the particular business line of the Client, divert or attempt to divert 

from the Client any business the Client has enjoyed, solicited, or attempted to solicit, from 

other individuals or corporations, prior to the expiration or termination of this Agreement. 

This obligation will end on the expiration or termination of this Agreement. 

 
 
This is another simple one. With the skills you have gained, you may want to apply 
them elsewhere with another company concurrently with working here at COT.  

 
This is no problem at all and we shall never not allow this. However, you are 
contractually obliged to inform us that this is a course of action you wish to take. 
I.e. prior to applying elsewhere.  

 
You are also indefinitely held by our confidentiality clauses from the previous 
section – business operations, processes, client records, the lot.  

 
 

Simple.  
 

Non-Solicitation: Clause 15  

 

15. If, during the term of the Contract or within six months following the performance of 

any Services, a Subcontractor is engaged (directly or indirectly) by the Client or by 

any person to whom the Client has introduced the Subcontractor, the Client shall pay 

Take Note an introduction fee of £500 (plus VAT if applicable).  

 
This is another one. You have gained a relationship with our client through our 
engaging with that client. If you attempt to form a separate relationship outside of 
the medium of Cambridge Online Tutors, you will be subject to a fee for loss and 
damages starting at £500.  
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Data Deletion: Clauses 19-20 

19. All forms of data provided to the Contractor by the Client, for the purpose of service 

provision by the Contractor, shall be deleted upon completion of the associated provision of 

services. This includes but is not limited to personal data such as contact information and 

names.  

 

20. The Contractor shall return a ‘Deletion Confirmation Statement’ at the end of each month 

with their invoice. Upon invoice submission, the correct data deletion procedures must be 

enacted, or payment will be withheld. This will affirm that all data provided by the Client that 

is not still in use by the Contractor will have been wholly removed from the Contractor’s 

possession.  Details on which shall be provided by the Client. 

 
What this means is data from lessons such as contact information or personal 

information belonging to the pupil/parent should not be stored after the end of that 

month.  

Final Comments 

Well done for making your way through that. Whilst at times the agreement may 
seem overly strict, it is safer and better for both parties involved to have clearly 
defined rules and guidelines so that there is less room for misunderstandings.  
 
We have covered the clauses that we feel are most important when it comes to 
defining your relationship with COT and how to stay compliant with your contract.  
 
One part of the ICA that will be covered in another section, if you haven’t already read 
that Support Doc, is the CRS – Compensation Reduction System. Look for that in the 
Tutor Guide.  
 
If you are unclear or unsure of any of the materials provided in this Support Doc, feel 
free to get in touch and ask your questions.  
 


