ChooChoo Train English
LETTER OF CONTRACT
This document describes a contractual agreement between ChooChoo Train English (called “the Institute” hereinafter) and a native speaker               (called “the Teacher” hereinafter) who agrees to teach for the period of one year at the Institute.

· Name


:
· Nationality

:
· Date of Birth

:
· Passport No.

:
1. Introduction

A. 
The teacher will teach and educate students at the institute and during the time designated by institute. During the term of this agreement, the teacher must follow and strictly comply with the institute’s policy and guidelines.

B.  The teacher works as a full time employee at the Institute, and agrees to teach and do related duties.

2. Duration of Contract

A. 
This contract is valid until_____________, starting from ___________for a teacher who has an E-2 visa.

B. 
The teacher must inform the institute if he/she would like to renew one. It has to be done 2 (two) months prior to the end of the contract period. Under the mutual agreement of both parties, the contract will be renewed.

3. Regular Hours of Employment

A.
Teacher will teach one hundred and twenty (120) hours English language classes a month from Monday through Friday (a session).
B.
Any working hours over the above hours per month will be considered as overtime and will be paid at the rate of 20,000 KRW per hour.
C.
The work week runs from Monday through Friday. The teacher will not be required to teach Saturdays or Sundays. Hours of operation are as following schedule;

    11A.M ~ 7:00P.M  Monday, Wednesday, Friday 
10A.M ~ 6:00P.M Tuesday, Thursday

The teacher will be scheduled to teach during this time period by the institute supervisor or director. The Office-going hour is same as the teaching hour and the teacher will not leave the school without the institute’s permission during the working hours. The teacher will have resting time about an hours or more a day.
D. 
In the event that the actual number of teaching hours schedule for any particular teaching term is below 120 hours, the teacher will be required to devote the remaining hours to related academic work under the supervision of the supervisor. 
E. 
Actual teaching, outing activities, preparation, paperwork, phone teaching must comply with the signed contract without any additional payment.

F. 
Teacher shall take responsibility for knowledge and understanding of all materials in the institute’s teaching manual and abide by them. 

G. 
The teacher shall faithfully teach and educate students designated by the institute.
H.  No Smoking. No drug.please.
4. Job Description

A. 
Teacher is required to be punctual, reliable and most of all, to be professional in representing the institute.

B. 
Teacher will prepare for each class and submit one to the supervisor.

C. 
Teacher will abide by the institute’s policy in all related matters.

D. 
Teacher will evaluate the student’s performance at the end of session. Teachers must make Evaluation Report on that result every month and must report to the supervisor.

E. 
Teacher will keep a Lesson Journal and a teacher’s remark everyday with an accurate, current record of the student’s performance.

F. 
Teacher will attend appropriate institute’s functions or events (such as phone teaching, paperwork and staff meetings – sometimes late in the afternoon – and parent’s conference meetings, events on Saturday, etc) upon request. No additional payment will be made for these events. Staff meetings and events will be scheduled at the discretion of the institute director. Attendance is required.

G. 
Staff meetings will allow time for discussion of topics of current concern within the program such as new policies, procedures, methods of training, instruction, curriculum, and other matters as needed. Staffs are encouraged to help work out practical solutions to problems at these meetings. 

H. 
Teacher will assist with substitute teaching whenever needed. 

I. 
Teacher should respect and follow the rules and standards of conduct of institute (written, verbal and tacit) and obey the laws regulations, instructions and ordinances of the national and local governments.

5. Benefits, Payments, Bonuses

A. 
Regular Payment: Payment for 120 teaching hours per month (session) is 2,200,000 KRW. The salary will be transferred into teacher’s account per month on the 10th of the following month. 

B. 
Severance Pay: Amount of total salaries during the contract period divided by number of months in contract period will be made to teacher only upon completion of one-year contract successfully. Severance pay will NOT be made under these circumstances.

- When teacher leaves institute voluntarily or teacher’s contract is terminated prior to the end of the one year service. 

- When a warning letter given to teacher for three times.

- When institute have to terminate the contract due to teacher’s misbehavior.

C. 
Saving Account: The institute will assist teacher in obtaining a savings account at a local bank. The workings of this bank account are the responsibility of the teacher.

D. 
Housing: The institute will provide every teacher with an apartment/house. The accommodation may be in a two bedroom. Furnishings will be also provided by the institute for common use as the list of appendix. 

The items provided from institute must left at the end of the teacher’s contract. Any household items, broken or missing will be replaced or reimbursed by the teacher at retail price. Teachers CAN NOT lend or sell the household items to a third party. The cost of monthly service, utilities, telephone charges and any other personal expenses for the accommodations provided must paid by the teacher. In case of a shared apartment, costs will be shared also. 
    We do not provide utility fee.    

E.
Teacher shall indemnify for and keep the Institute harmless from any liability or damages arising from or in relation to any negligent, faulty, international or illegal activity of Teacher during the Term of employment under this contract. 
F. 
Health Insurance: Teacher will have health, accidental injury, and death coverage
    through Korean National Insurance and also the insurance company which the institute has a contract with. The Institute will pay the half of the monthly premium. Details and proof of coverage will be provided to the employee upon request.

G. 
Airfare:

a. 
Coming from outside of Korea: The least expensive round-trip will be provided by the institute. The returning ticket will be kept by the institute. 

b. 
In case teacher needs to travel to Japan to acquire E-2 Visa, every expense will be paid by the institute.
c. On completion of contract, the institute will provide an air ticket to the teachers home destination.
6. Conditions of Employment Termination 

The institute reserves the right to terminate this agreement for cause with written 

notification thirty (30) days in advance, and for serious cause with sudden notice.
Teacher agrees to give written notice sixty days before this agreement ends of his/her 
intention to renew or terminate. The institute can terminate the agreement for the
following reasons:
A. 
Committing unlawful activities against Korean Law.

B. 
Any harassment of co-workers, Korean staffs and abnormal behaviors.

C. 
Keep making objection to institute’s policy or regulation without proper procedure or reason.

D. 
Unprepared lessons or unwillingness to cooperate with the administrative responsibilities related to class may be cause for dismissal.

E. 
If the supervisor sees a clear and manifest inability of work performance.

F. 
If more than 30% of students in his/her class have left or if class is at the crucial moment of dismissal due to teacher’s poor teaching methods. Evidence for condition is available upon request.

G. 
Missing regular staff meeting or classes, 3 times or more in a month.

H. 
Late for class 3 times or more in a month without a proper reason.

I. 
If there is sufficient evidence that teacher has defaulted the obligations as specified in this contract agreement.

J. 
Firing Procedures: 1st warning – 2nd warning – Notice of termination
Teacher can appeal with written document. The institute may terminate the contract early after received 30 days notice from teacher.

In case whereby the INSTITUTE terminates the contract, institute will pay for the airline 
ticket. (Only when the termination has nothing to do with teacher’s misbehavior or poor 
teaching.) And institute will cooperate in a mutual way to help the teacher to find a new 
position. (Release letter, Reference) 

7. Vacation 

10 days paid vacation (during summer & winter)plus ALL Korean National Holidays
will be given to the teacher during the first year of his/her employment. Paid Vacation
means that the teacher will still receive the base salary at this time. It does not mean
that the teacher will receive monetary compensation for these days. These vacations
will be determined by the  institute and generally follow annual institute closures. 
8. Sick Leave
Teacher will receive three paid sick days each year in case teacher is seriously ill. 

Accordingly, teacher must hand in a doctor’s diagnosis to the supervisor for each used 
sick day. If teacher is absent from work for more than 3 days, the school will deduct 
KRW18,000 per class hour for every day in excess. Teacher must provide the institute
with advance (at least 5 hours before class) notice with specific substitute schedule
and lesson guidance for the missed classes.

9. Policies 

A. 
Code of conduct: Teacher shall adhere to the institute’s official code of conduct. The professional image of the teacher and the institute must be upheld. This includes, but not limited to, dress and behavior at the institute. Failure to do this shall be considered a breach of contract and grounds for dismissal.

B. 
Outside Employment: Employment elsewhere shall not be permitted in accordance with Korean Law. The contract can be terminated or cancelled by the employer and the teacher will be punished according to Korean Law, if she/he is found to have other jobs.

C. 
Dress code: The institute establishes a policy to ensure that each teacher presents a professional image to the general public. Casual wear is acceptable: however, jeans with holes wrinkled or dirty clothes sweat pants and slippers are not considered proper attire.

D. 
Religious Beliefs: The institute will respect all religious beliefs of the teacher.

E. 
Textbook: Textbooks are provided for the teachers and remain the property of the institute. All teaching materials must be returned upon termination of employment.

I have read, understand, and agree to the conditions of employment as set forth in this 
contract. I realize that either party will consider the policies broken in this contract a 
violation of the contract. In signing my contract, I agree and understand my 
responsibilities toward the institute and their responsibilities to me. I will accept the 
position on the basis of this contract.
Teacher                                     Date

Institute                                     Date
Appendix

Article



Number

Table
Microwave

TV

gas range
refrigerator
television set

bed

wardrobe
fan
heater

sofa

closet

air conditioner 

phone

pots and dishes

basic cooking utensils
Teacher                                     Date

Institute                                     Date
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