[bookmark: _en4k4oc2572f]KHALSA COLLEGE OF AMERICA
[bookmark: _thoz1qs47j7f]Contractor Hiring Packet 
[bookmark: _8f4xs9sv3gms]Contractor Hiring Packet that every employee, eg. instructor, trainer, administrative assistant, etc. completes before beginning services. Please complete all of the forms below and ensure to sign each of them:
Contractor Name:_____________________________________ DOB____________________

Title of Services for KCA:_________________________________ Start Date: _____________


1. Adjunct Faculty Information Form
Contractor Name: _______________________________ DOB: _________________
Title of Services for KCA: __________________________ Start Date: ____________
Mailing Address: ______________________________________________________
Phone Number: _______________________ Email: __________________________
Highest Degree Earned: __________________ Institution: _____________________
Current Occupation: _____________________ Driving License #: _______________
Certification/s: ________________________________________________________
Proposed Course/Assignment: ___________________________________________
Semester/Year : ______________ Social Security Number: _________________________ 
[bookmark: _odaliilzc8h5]Work Eligibility Documentation: Please add information below from a legal document provided to verify your legal eligibility to work in the United States (e.g., Passport, Permanent Resident Card, or Employment Authorization Document).
Doc Name: __________________ Doc #_________________ Expiration:__________
Contractor Signature: _____________________________ Date: _________________

2. [bookmark: _orduhl2db2sa]Background Check Authorization
[bookmark: _8f4xs9sv3gms]I hereby authorize Khalsa College of America and its designated agents to conduct a background investigation including:
[bookmark: _8f4xs9sv3gms]☐ Criminal History Check
[bookmark: _8f4xs9sv3gms]☐ Education Verification
[bookmark: _8f4xs9sv3gms]☐ Professional Credential Verification, if applicable
[bookmark: _8f4xs9sv3gms]☐ Employment Verification
[bookmark: _8f4xs9sv3gms]I understand that this authorization remains valid throughout my engagement with KCA.
[bookmark: _8f4xs9sv3gms]Full Legal Name: ______________________________ 
[bookmark: _rakxrh6c7wiw]Social Security Number:______________________ Date of Birth: ________________
[bookmark: _rrmk9hejv748]Signature: ____________________________________ Date: ___________________

3. [bookmark: _uhg8u9v07x9g]Confidentiality and Non-Disclosure Agreement (NDA)
[bookmark: _lbbnsituf17c]Purpose: In connection with services provided to KCA, the Contractor may have access to confidential information.
[bookmark: _8f4xs9sv3gms]Confidential information includes, but is not limited to:
· [bookmark: _8f4xs9sv3gms]Student records
· [bookmark: _8f4xs9sv3gms]Enrollment information
· [bookmark: _8f4xs9sv3gms]Donor information
· [bookmark: _8f4xs9sv3gms]Financial records
· [bookmark: _8f4xs9sv3gms]Personnel records
· [bookmark: _8f4xs9sv3gms]Academic materials
· [bookmark: _8f4xs9sv3gms]Technology systems
· [bookmark: _8f4xs9sv3gms]Strategic plans
· [bookmark: _8f4xs9sv3gms]Board communications
[bookmark: _ci4cywpw48h3]Contractor Obligations: Contractor agrees to:
· [bookmark: _8f4xs9sv3gms]Maintain confidentiality of all confidential information.
· [bookmark: _8f4xs9sv3gms]Use confidential information only for authorized KCA purposes.
· [bookmark: _8f4xs9sv3gms]Not disclose confidential information to third parties without written authorization.
· [bookmark: _8f4xs9sv3gms]Protect electronic and physical records from unauthorized access.
[bookmark: _4yuvx27c3ner]Return of Information: Upon termination of services, Contractor shall return or destroy all confidential information and certify compliance if requested.
[bookmark: _axk3vup5sdte]Survival: This agreement survives termination of services.
[bookmark: _8f4xs9sv3gms]Contractor Signature: _____________________________     Date: _______________
[bookmark: _8f4xs9sv3gms]KCA Representative: _____________________________      Date: ________________
[bookmark: _lbvbg06da8xf]
4. [bookmark: _wcj1lqr2aaor]Conflict of Interest Disclosure Form

Contractor Name:_____________________________________ DOB____________________

Title of Services for KCA:_________________________________ Start Date: _____________
[bookmark: _voybyrp9tk4v]Disclosure: Do you currently have any financial, professional, or personal relationship that could create an actual or perceived conflict of interest with KCA?
[bookmark: _8f4xs9sv3gms]☐ No
[bookmark: _8f4xs9sv3gms]☐ Yes
[bookmark: _8f4xs9sv3gms]If yes, please explain:
[bookmark: _mbxsly40pwll]Certification: I agree to disclose any future conflict of interest that may arise during my engagement with KCA.
[bookmark: _8f4xs9sv3gms]Contractor Signature: ___________________________  Date: ___________________
[bookmark: _8f4xs9sv3gms]
5. [bookmark: _6hz0yroxobfu]Technology Acceptable Use Agreement
[bookmark: _891tm6cj2psz]Authorized Use: Contractors may use Khalsa College of America (KCA) technology systems only for authorized educational and business purposes.

	[bookmark: _h4wt4lfb4vqp]Prohibited Activities - 
[bookmark: _wg16rjpjvyqg]Contractors shall not:
	[bookmark: _vtpn5fhj1cf1]Data Security - 
[bookmark: _bc08ufoqqpzf]Contractors agree to:

	· [bookmark: _8f4xs9sv3gms]Share passwords
· [bookmark: _8f4xs9sv3gms]Access unauthorized information
· [bookmark: _8f4xs9sv3gms]Download malicious software
· [bookmark: _dmyi32wgcb49]Use KCA systems for unlawful activities
· [bookmark: _5lp1hw24ozr6]Violate intellectual property rights
	· [bookmark: _8f4xs9sv3gms]Use strong passwords
· [bookmark: _8f4xs9sv3gms]Protect confidential information
· [bookmark: _64epg5vumhqb]Report suspected security incidents immediately
· [bookmark: _7zw69e89gx1c]Follow all KCA cybersecurity procedures


[bookmark: _gt6azwh7ilue]Monitoring: KCA reserves the right to monitor and review use of its technology systems consistent with applicable law.
[bookmark: _8f4xs9sv3gms]Contractor Signature: ____________________________ Date: ___________________


6. [bookmark: _kp1bvergy5wz]FERPA and Student Privacy Acknowledgment
[bookmark: _3cq32yie8lt0]Student Privacy Requirements
[bookmark: _8f4xs9sv3gms]Contractors may have access to educational records protected under the Family Educational Rights and Privacy Act (FERPA).
[bookmark: _8f4xs9sv3gms]I understand that:
· [bookmark: _8f4xs9sv3gms]Student information is confidential.
· [bookmark: _8f4xs9sv3gms]Student records may not be disclosed without authorization.
· [bookmark: _8f4xs9sv3gms]Unauthorized disclosure may result in termination of services and legal penalties.
[bookmark: _xfd49tszda0h]Agreement: I agree to comply with FERPA and all applicable privacy laws and institutional policies.
[bookmark: _jkerm9eriwa3]Contractor Signature: _________________________ Date: ___________________
[bookmark: _y8clgw6zdrfp]
7. [bookmark: _mv1em8clj0v5]Code of Professional Conduct Acknowledgment
[bookmark: _cvocal6zmrnt]Professional Expectations
[bookmark: _1hszs1a9py8v]Contractors shall:
· [bookmark: _8f4xs9sv3gms]Treat all students, staff, and community members with dignity and respect.
· [bookmark: _8f4xs9sv3gms]Maintain professional boundaries.
· [bookmark: _8f4xs9sv3gms]Foster an inclusive learning environment.
· [bookmark: _8f4xs9sv3gms]Demonstrate honesty and integrity.
· [bookmark: _8f4xs9sv3gms]Avoid harassment, discrimination, and retaliation.
· [bookmark: _8f4xs9sv3gms]Uphold academic integrity.
· [bookmark: _8f4xs9sv3gms]Comply with all applicable laws and KCA policies.
[bookmark: _qe04devmyoc7]Reporting Obligations
[bookmark: _8f4xs9sv3gms]Contractors shall promptly report:
· [bookmark: _8f4xs9sv3gms]Student safety concerns
· [bookmark: _8f4xs9sv3gms]Harassment or discrimination complaints
· [bookmark: _8f4xs9sv3gms]Security incidents
· [bookmark: _8f4xs9sv3gms]Violations of institutional policies
[bookmark: _sfwsuaa279u5]Certification
[bookmark: _8f4xs9sv3gms]I have read and agree to comply with the KCA Code of Professional Conduct.
[bookmark: _8f4xs9sv3gms]Contractor Signature: ____________________________ Date: ___________________
8. [bookmark: _6ujf3vncaon]Faculty Intellectual Property Agreement
Contractor Name: ________________________________ Position:_______________
[bookmark: _97vgk9k6khuo]Purpose: Khalsa College of America ("KCA") recognizes and respects the intellectual property rights of faculty, trainers, and contractors while also protecting institutional interests in educational materials developed for KCA programs.
[bookmark: _lu0ii61guj0t]Pre-Existing Materials: Pre-existing materials include content, presentations, publications, research, lesson plans, videos, curricula, software, or other works created by Contractor prior to engagement with KCA. Contractor retains ownership of all pre-existing materials.
[bookmark: _ydm9u42hja5p]Materials Developed During Engagement
Materials developed specifically for KCA may include, but not limited to:
· Course syllabi
· Lesson plans
· Presentations
· Instructional videos
· Training manuals
· Assessments and examinations
· Course guides
· Digital learning materials
· Student handouts
[bookmark: _tdoq9rhxtm8x]Ownership and License: Materials created specifically for KCA shall be considered work made for hire and shall become property of KCA and can be modified or used by the contractors for education purpose.
[bookmark: _zf60rlllbjdj]Use of College Name and Logo: Contractor may not use KCA's name, seal, logo, trademarks, or branding for non KCA business.
[bookmark: _uhipivwbpido]Copyright Compliance: Contractor agrees to comply with all applicable copyright laws and shall obtain necessary permissions for third-party materials used in instruction.
[bookmark: _tulc2anqdssl]Certification: I have read and agree to the terms of this Intellectual Property Agreement.
Contractor Signature: ___________________________ Date: ____________________
KCA Representative: ___________________________ Date: ____________________
[bookmark: _xadsx1kps3yq]
[bookmark: _gzkhx2598b1h]
9. [bookmark: _quywmmgq0b3j]Virtual Instruction and Learning Standards Agreement
Contractor Name: _____________________________ Position:___________________
[bookmark: _9aqlik2w8ziz]Purpose: As a virtual educational institution, Khalsa College of America requires instructors and trainers to maintain professional standards that support student learning, engagement, and academic excellence.
[bookmark: _zf9twy3c8o7]Instructional Expectations
Contractor agrees to:
· Provide accurate and high-quality instruction.
· Create a respectful and inclusive learning environment.
· Encourage critical thinking and scholarly inquiry.
· Support student participation and engagement.
· Maintain professionalism in all virtual interactions.
[bookmark: _6af6xltrscy]Course Delivery Standards
Contractor shall:
· Be prepared for all scheduled instructional sessions.
· Provide clear learning objectives and expectations.
· Use approved technology platforms.
· Maintain course materials in an organized manner.
· Communicate with students in a timely and professional manner.
[bookmark: _9ak53p29hrli]Student Communication
Contractor agrees to:
· Respond to student inquiries within a reasonable timeframe.
· Provide constructive and respectful feedback.
· Maintain professional boundaries with students.
[bookmark: _uxcmv7yqesk9]Academic Integrity
Contractor shall:
· Promote honesty and ethical conduct.
· Address suspected academic misconduct appropriately.
· Follow KCA academic integrity policies and vision.
[bookmark: _oju4haj6h2kj]Accessibility and Inclusion
Contractor agrees to:
· Foster an inclusive learning environment.
· Respect diverse viewpoints and backgrounds.
· Make reasonable efforts to support accessibility in instructional materials.
[bookmark: _8wgo15qh7zm8]Technology Standards
Contractor shall:
· Maintain reliable internet connectivity.
· Utilize secure passwords and technology practices.
· Protect student information and institutional data.
· Report technology or security concerns promptly.
[bookmark: _fmvriv9zqt76]Recording and Use of Sessions
Instructors shall record all virtual instructional sessions for educational, quality assurance, and student access purposes and make them accessible to Management and students.
Contractor acknowledges and consents to such recordings unless otherwise agreed in writing.
[bookmark: _xmff0eijd828]Professional Conduct
Contractor shall:
· Demonstrate professionalism and ethical behavior.
· Refrain from harassment, discrimination, retaliation, or inappropriate conduct.
· Comply with all KCA policies and applicable laws.
[bookmark: _xlb7poduazv4]Certification
I understand and agree to comply with the Virtual Instruction and Learning Standards of Khalsa College of America.
Contractor Signature: ___________________________ Date: ____________________
KCA Representative: ___________________________ Date: ____________________
[bookmark: _2s3lyndzevu0]
10. Direct Deposit Authorization Form, if applicable
Contractor Name: ______________________ Bank Name: ______________________
Account Type (Checking/Savings): _____________________________
Routing Number: ______________________ Account Number: ___________________
I hereby authorize Khalsa College of America to deposit my payments directly into the account specified above.
Contractor Signature: _____________________________  Date: _________________

11. Faculty/Employee Handbook Acknowledgment
I hereby acknowledge that I have received, read, and understand the Khalsa College of America Faculty/Employee Handbook. I agree to abide by all policies, procedures, and expectations outlined therein.
Contractor Signature: _____________________________ Date: _________________


[bookmark: _2v9vxidunjv4]
[bookmark: _wudh9w37i2cw]
[bookmark: _ey9us2c18367]
[bookmark: _enpdc2xrz3go]
[bookmark: _929nni510a7g]
[bookmark: _hwvzqvwwc2q]
[bookmark: _dhws7qaicyna]
[bookmark: _5ag6ew66fz24]
[bookmark: _qeth0yka57pp]
[bookmark: _sf8xlcf4ug2]
[bookmark: _33mz8scaz47t]
[bookmark: _qffp66vwwrm7]
[bookmark: _psg5vlw7sc1u]
[bookmark: _ppqgn8yyq4im]
[bookmark: _59dj982qokyw]
[bookmark: _666gjxuemt02]
[bookmark: _3anxh1movids]
[bookmark: _uoqj20fyivau]
[bookmark: _pan9k6vc7tgc]
[bookmark: _627uceijv36w]
[bookmark: _gz3aojoyzfz3]
[bookmark: _a8i4vztxixhp]KHALSA COLLEGE OF AMERICA
[bookmark: _ya9x8a4lqaz0]Contractor Hiring Checklist (Internal Use)
[bookmark: _8f4xs9sv3gms]Contractor Name: ___________________________  Date of Birth:________________

	#
	Requirement
	Received

	1
	Adjunct Faculty Information Form
	☐

	2
	Background Check Authorization
	☐

	3
	Confidentiality and Non-Disclosure Agreement (NDA)
	☐

	4
	Conflict of Interest Disclosure
	☐

	5
	Technology Acceptable Use Agreement
	☐

	6
	FERPA and Student Privacy Acknowledgment
	☐

	7
	Code of Professional Conduct Acknowledgment
	☐

	8
	Faculty Intellectual Property Agreement
	☐

	9
	Virtual Instruction and Learning Standards Agreement
	☐

	10
	Direct Deposit Authorization Form
	☐

	11
	Faculty/Employee Handbook Acknowledgment
	☐

	12
	Signed Independent Contractor Agreement
	☐

	13
	W-9 Form
	☐

	14
	Independent Contractor Certification
	☐

	15
	Professional Liability Insurance Verification
	☐

	16
	Resume/CV
	☐

	17
	Copies of Credentials or degrees, if applicable
	☐

	18
	Identification Verification
	☐

	19
	Academic Transcripts
	☐

	20
	Proof of Insurance, if applicable
	☐


[bookmark: _vsvsgchz1mq9]Reviewed By: _________________________________ Date: ___________________

