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Contract of Employment (Tuition Coordinators) 

This contract applies to all Tuition Coordinators with our agency. This is an independent position and you 
will be bound upon the following conditions: 

1 KEY RESPONSIBILITIES 

1.1 
 
 
 

You will be responsible for your entire operations, from sourcing of clients to payment matters. You 
are expected to do a comprehensive needs analysis for the client and understand their 
requirements. Thereafter, you will then provide advice on tutor suitability and coordinate the tuition 
process. 

  
2 COMMISSIONS 

2.1 
 

Your own clients - You will earn the full commission of 50% x tuition fees in the first month, which 
you will invoice and collect from the clients directly.  

 
3 COSTS AND LIABILITIES 

3.1 
 
3.2 
 
 
 
3.3 

As this is an independent position, all advertising costs will be borne by you. 
 
You are not allowed to use any illegal means to solicit for clients. Should there be any negative 
publicity or complaints that is directly or indirectly caused by your actions, Tutor City reserve the 
rights to terminate this contract with immediate effect. 
 
Tutor City will not be liable for any injuries or illness arising or resulting from your employment. You 
will also be expected to resolve complaints and compensation from your clients. 

 
4 

 
MEMBERSHIP FEES & TERMINATION 

4.1 You may terminate this contract at any time by giving notice in writing or email. Tutor City will 
suspend your online account within 24 hours upon receiving your notification. 

4.2  There will be no refund for early termination. 

4.3 
 
 
 
4.4 

Each membership allows only 1 subscriber to access our tutor database at with one device e.g. 
mobile phone/tablet/computer. Any subsequent log-in from the 2nd device would automatically log 
out the 1st device.  
 
Tutor City also reserves the rights to terminate your services with immediate effect if you are guilty 
of misdemeanour, misconduct, negligence or breach of any of the conditions. Tutor City reserves 
the right to give immediate notice before terminating your services and we are not obliged to give 
any reasons for termination. 

4.5 
 
 
 

Upon the termination of your employment you shall return to Tutor City all documents, records, 
items and materials in your possession or custody belonging to the Tutor City or its clients and you 
shall not retain any copies (including electronic or soft copies) thereof. 

5 CONFIDENTIALITY & GOVERNING LAW 

5.1 
 
 
 
 
5.2 
 
 
 
 
 
 
 
 
 

You shall not disclose to any third party any confidential information obtained, especially our clients 
and tutors’ information, during your course of employment unless expressly authorised by Tutor 
City.  This Terms of Employment shall be governed by and construed in accordance with the laws 
of Singapore. 
 
You shall not copy, in part or full, our tutor information to any other websites or database, even if it 
is your own tuition agency. Our tutor database is our intellectual property and should not be 
replicated in any case. Legal action will be taken against the perpetrator for compensation and 
damages. 
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6.1 
 
 
 
 
6.2 
 
 
 
 
 
 
6.3 
 
 
 
6.4 

Do-Not-Call Registry. Personal Data Protection Act 2012 (PDPA) 
 
Starting from January 2014, the Do Not Call (DNC) provisions under the Personal Data Protection 
Act 2012 (PDPA) generally prohibits organisations from sending certain marketing messages (in 
the form of voice calls, text or fax messages) to Singapore telephone numbers, including mobile, 
fixed-line, residential and business numbers, registered with the DNC Registry. 
 
If you are sending marketing messages, you are responsible for the adherence to this Act and your 
recipient list should be checked with the DNC Registry, unless you have the recipients' clear and 
unambiguous consent in written or other accessible form for sending the marketing message to the 
Singapore telephone number. You should also include clear and accurate information identifying 
yourself as well as contact details within the message. This allows the recipient to contact you for 
clarifications, if necessary.  
 
Tutor Database: We provide the tutor information, including contact details, for the sole purpose of 
providing tuition assignments only. If you are sending messages for this purpose, then you need 
not take any additional steps. 
 
Tutor City will not be held liable for any contravention or infringement of this law by our tuition 
coordinators. For full details of the Personal Data Protection Act 2012, you may visit their website at 
http://www.pdpc.gov.sg. 

This contract shall be effective on the date stated in the application form and will cease upon termination of the 
account.  


