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4 COMPENSATION, PAYROLL & BENEFITS

We value your time. We support meaningful teaching.

STARTING TEACHING RATE: $22 PER HOUR
The center provides materials for all non-cooking classes. Only cooking ingredients need to be purchased
and brought by instructors.

WEEKLY PAYROLL

• Paid through ADP direct
deposit.

• Hours worked this week are
paid the following week before
Friday.

• Record your time accurately.

CLASS MATERIALS

• Non-cooking materials are
available at the center.

• Cooking reimbursements are
recorded separately from
payroll.

401(k) BENEFITS

• Eligibility after three months,
subject to plan rules.

• Company matching follows the
current plan.

• Ask admin for enrollment
details.

REGULAR CLASSES | HOURLY TEACHING PAY

CLASS SIZE PAYROLL RATE

One student $22 per hour

Two students $22 + $11 = $33 per hour

Three or more students $50 per hour

COOKING | $22 PAYROLL + INGREDIENT REIMBURSEMENT

CLASS SIZE COOKING A TOTAL COOKING B TOTAL

One student $22 + $12 = $34 $22 + $7 = $29

Two students $22 + $12 + $12 = $46 $22 + $7 + $7 = $36

Three to five students $22 + $40 = $62 $22 + $25 = $47

Cooking totals shown are per teaching hour. Payroll and reimbursements are processed separately. Submit cooking
ingredient receipts as described on the materials page.
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5 MONTHLY BONUS PROGRAM

Your impact matters. Your effort is valued.

The monthly bonus is an extra reward for instructors who make a meaningful, positive difference. The admin
team makes the final decision based on student experience and family feedback. Scheduled classes or class
counts alone do not earn a bonus.

40-74 CLASSES 75-99 CLASSES 100-124 CLASSES 125+ CLASSES

$50 $75 $125 $250

Fewer than 40 classes: no class-count bonus.

1. RELIABILITY

• Arrive on time and prepared.

• Maintain consistent availability.

• No cancellations with less than
48 hours notice; emergencies
require a note and admin
review.

2. TEACHING QUALITY

• Teach with passion and
patience.

• Create meaningful, creative
projects across sessions.

• Healthy, hands-on cooking and
printed recipes.

3. DOCUMENTATION

• Timely lesson notes and
monthly reports.

• Accurate attendance.

• Regular student photos and
achievements in Success
Stories.

4. PROFESSIONALISM

• Kindness and respect.

• Spread positivity; avoid
workplace politics.

• Clean the classroom and care
for materials before leaving.

5. STUDENT IMPACT

• Positive student and family
feedback.

• Students participate and build
confidence.

• Interest in continuing or signing
up for more classes.

6. EXTRA EFFORT

• Help with substitutions when
your schedule allows.

• Offer ideas for special
experiences.

• Support center setup,
organization and colleagues.

CORE CLASSES + TRAINING
Be willing and able to teach Arts & Crafts, Cooking, Computers, Money Management, Yoga and Zumba. Training is
available before assignment. Knitting, sewing, crochet and podcasting are not required for bonus eligibility.

Bonuses are discretionary. Admin reviews eligibility and meaningful impact each month.
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23 STUDENT NO-SHOW & CANCELLATION

Fairness. Consistency. Respect for everyone's time.

ARRIVE, THEN ALL CLASSES CANCEL

• If you arrive at the center and a student cancels
or does not attend, leaving no scheduled
classes, receive $15 for coming in.

• You may leave. You do not need to stay.

• Work performed is recorded separately.

GAP BEFORE LATER CLASSES

• Stay and do meaningful, approved center work:
cleaning, organizing or decorating.

• Hours worked in the gap are paid at $22 per
hour.

• Message your individual group with the help
provided and record your time.

IF YOU LEAVE DURING THE GAP
When you leave and are free to use the time for yourself, those gap hours are not paid. Classes taught and
work performed are paid.

QUICK SUMMARY

SITUATION PAYMENT

Student cancels before you arrive Canceled teaching session is unpaid

You arrive and no classes remain $15 inconvenience payment; you may leave

You stay, help and have later classes $22 per hour for meaningful center work

You leave during the gap No payment for that gap time

You teach a makeup / rescheduled class Applicable teaching rate

NOTIFY ADMIN PROMPTLY

• Report no-shows, family messages and schedule
changes immediately.

• Document attendance in TutorBird. Admin handles
rescheduling.

ZOOM / VIRTUAL CLASSES

• Canceled before start: no teaching payment.

• No-shows: admin reviews case by case.
Center-arrival payments do not automatically
apply online.
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24 CLASS MATERIALS & COOKING INGREDIENTS

Creative projects. Real skills. Greater independence.

THE CENTER NOW PROVIDES NON-COOKING MATERIALS
You no longer need to pay for materials for non-cooking classes. Use center supplies to create interesting,
meaningful learning. Only cooking ingredients need to be purchased and brought by instructors.

CENTER-PROVIDED

• Paints, canvases and art
sheets

• Markers and craft materials

• Jewelry kits and materials

• Fabric, yarn and clay

• Learning, game and printing
materials

• Coordinate special needs with
admin.

COOKING INGREDIENTS

• Cooking A: meal preparation
with varied ingredients and
hands-on learning.

• Cooking B: baking, lighter or
simple recipes, mainly
canned/frozen prepared
ingredients, or minimal
preparation.

• Admin confirms the category.

RECEIPTS & PAYMENT

• Keep ingredient receipts.

• Bulk purchases are
acceptable.

• No separate receipt is needed
for each class.

• Submit 1-2 receipts monthly to
support ingredients used.

• Paid separately from payroll.

COOKING INGREDIENT REIMBURSEMENTS

CLASS SIZE COOKING A COOKING B

One student $12 $7

Two students $12 + $12 = $24 $7 + $7 = $14

Three to five students $40 total $25 total

RECIPE BEFORE CLASS; PRINTED COPY AFTER CLASS
Post your recipe and A/B type in your individual instructor group text before class. Admin reviews it; without a
recipe, the calendar defaults to Cooking B. Give each student a printed recipe with the SSC logo before they
leave.

MAKE PROJECTS CREATIVE; CARE FOR THE MATERIALS
Build skills over multiple sessions; simple one-day projects are for substitute classes. Clean and store brushes,
tools and cookware, avoid waste, and tell admin when supplies need attention.

Optional contributions are welcome if you wish to give back to the community. They are never required. Reimbursements
are generally processed every two weeks by check or direct deposit.
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MEET OUR TEAM
& IMPORTANT CONTACTS

One team. One mission. Together we change lives.
Your contacts for scheduling, family support, technology and finance.

NAME TITLE KEY RESPONSIBILITIES EMAIL

Shikha Director of
Administration

Operations, program
implementation, policy
compliance, student and family
support.

shikha@
smartstartcenters.com

Ankush Director of
Technology &
Curriculum

Technology systems, digital
platforms, curriculum development
and instructional innovation.

ankush@
smartstartcenters.com

Shubha Director of
Operations

Instructor scheduling, class
coordination, student support and
operational efficiency.

shubha@
smartstartcenters.com

Jenifer Scheduling &
Administrative
Assistant

Supports Shubha with instructor
schedules, class coordination and
daily administrative tasks.

jenifer@
smartstartcenters.com

Sowmiya Director of Finance Payroll, accounting, financial
procedures and reimbursements. sowmiya@

smartstartcenters.com

Rashika Accounting Assistant Supports Sowmiya with accounting
records, payment tracking and
reimbursement documentation.

rashika@
smartstartcenters.com

Flor Family Outreach &
Enrollment
Coordinator

Calls families and students,
handles new inquiries, supports
enrollment and assists
administration.

flor@
smartstartcenters.com

BEST WAY TO REACH OUR TEAM

Daily communication: Zoho Cliq is our preferred method.

Finance questions: Email Sowmiya; Rashika assists with accounting support.

Urgent matters: Shikha 516-710-3218 | Ankush 516-456-9827
Scheduling / family support: 516-548-0288

OUR LOCATIONS & PROGRAMS
Mineola  |  Deer Park  |  Flushing  |  Coram: 2.2-acre campus
Online learning  |  In-home instruction through approved assignments

SMART START CENTERS  |  Building confidence, independence and brighter futures.

mailto:shikha@smartstartcenters.com
mailto:ankush@smartstartcenters.com
mailto:shubha@smartstartcenters.com
mailto:jenifer@smartstartcenters.com
mailto:sowmiya@smartstartcenters.com
mailto:rashika@smartstartcenters.com
mailto:flor@smartstartcenters.com
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29 INSTRUCTOR CANCELLATIONS & RELIABILITY

Consistent teaching builds trust with students and families.

GIVE NOTICE AND CONTACT ADMIN
For monthly bonus eligibility, cancellations with less than 48 hours notice are considered last minute. Notify
admin immediately when you cannot attend. Request planned time off at least 30 days in advance.

REPEATED UNEXCUSED CANCELLATIONS

OCCURRENCE ADMINISTRATIVE ACTION MONTHLY BONUS IMPACT

First unexcused
cancellation

Cancellation is documented in your file. May affect eligibility; admin reviews
the circumstances.

Second within 90 days A formal written warning may be issued. Reliability affects eligibility for the
monthly reward.

Third within 90 days A final warning may be issued.
Continued violations may lead to
termination.

May result in no monthly bonus
being awarded.

EMERGENCIES AND EXCEPTIONS
Provide a note or relevant documentation for a genuine emergency. Submit applicable medical or
emergency documents within 48 hours of the missed class. Admin considers documented emergencies and
exceptional circumstances.

STUDENT CANCELLATION AFTER ARRIVAL

• If no classes remain, receive $15 and you may
leave.

• Notify admin promptly and document the
cancellation.

PAID WORK DURING A GAP

• If you have later classes, stay and help
meaningfully: $22 per hour worked.

• Message admin with the help provided. If you
leave, the gap time is unpaid.
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30 MONTHLY BONUS & INSTRUCTOR AGREEMENT

Your care, creativity and commitment make a difference.

Monthly bonuses recognize meaningful positive impact. The admin team considers student and family
responses, teaching quality, reliability, care for the center and efforts that improve the student experience.
Regular classes alone do not earn a bonus.

40-74 CLASSES 75-99 CLASSES 100-124 CLASSES 125+ CLASSES

$50 $75 $125 $250

POSITIVE STUDENT IMPACT

• Teach with passion and patience.

• Plan creative, meaningful projects.

• Provide healthy, hands-on cooking and printed
recipes.

• Build confidence, engagement and family
satisfaction.

RELIABILITY & TEAM SUPPORT

• Arrive on time and prepared.

• Follow the 48-hour cancellation standard;
emergencies are reviewed.

• Share Success Stories photos.

• Clean up, use supplies responsibly and help when
your schedule allows.

BONUS ELIGIBILITY IS REVIEWED BY THE ADMIN TEAM
Core class capability includes Arts & Crafts, Cooking, Computers, Money Management, Yoga and Zumba;
training is available. Awards are discretionary and are based on the meaningful difference you make, not
class count alone.

INSTRUCTOR AGREEMENT

I acknowledge that I have read and understand the updated attendance, student cancellation, pay, materials,
cooking and monthly bonus policies effective November 1, 2026. I agree to follow these policies and contact
admin when I need clarification.

Instructor name (print):

Signature:

Date:

Thank you for helping students build skills, confidence and independence.
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