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This Independent Contractor Agreement (“Agreement”) dated today's date is entered into by and 
between:  

Your Consulting Practice name or your name, having an address at your address, and incorporated 
pursuant to the laws of jurisdiction, doing business as “informal or public name”, providing the 
professional services of your name (“Key Man”); 

(the “Contractor”) 

AND: 

Client Legal Business Name, having an office at address and incorporated pursuant to the laws of 
jurisdiction, doing business as “informal or public name”; 

(the “Client”) 

Contractor and Client are individually and together known as “the Party, Parties”; 

WHEREAS the Client wishes to engage the Contractor to provide certain services and Contractor has 
agreed to provide such services on the terms and conditions set out in this Agreement; 

IN CONSIDERATION OF the mutual covenants and agreements contained in this Agreement, and other 
good and valuable consideration, the receipt and sufficiency of which are acknowledged, the Parties 
agree as follows. 

Agreement 
1. Relationship of the Parties 

1.1 Contractor is engaged by the Client to provide the services as indicated in SCHEDULE A of 
this Agreement. (the “Services”). 

1.2 The relationship between Contractor and the Client is an arms-length independent 
contractor relationship.  Contractor will at all times be an independent contractor with 
control over the manner and means of Contractor’s performance.   

1.3 Contractor is not an employee, servant, or agent of the Client and no partnership, joint 
venture, or agency will be created or will be deemed to be created by this Agreement or 
by any action of the Parties under this Agreement.  Contractor will not represent itself to 
have or be in any such relationship with the Client. 

1.4 Concurrently with the execution of this Agreement, Contractor agrees to provide the 
Client with notice in writing of its GST registration number or, in the alternative, with a 
written declaration that Contractor is exempt from provincial registration and 
remittances. 

1.5 Neither Contractor nor its employees or agents, if any, will be entitled to rights or 
privileges applicable to the Client’s employees including but not limited to, liability 
insurance, group insurance, medical insurance, stock options, incentive payments, PR
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training, pension plans, paid holidays, paid vacation, paid time off due to illness, and 
other benefit plans. 

1.6 Contractor hereby covenants and agrees to indemnify and save harmless the Client from 
any and all damages, penalties, interest, costs (including but not limited to legal 
expenses), and liabilities of any kind or nature whatsoever: 

1.6.1 For deductions and remittances of all income tax due from Contractor and, if 
applicable, Contractor’s employees.  Contractor will be responsible and liable for 
payment to the proper authorities of all legislated insurance premiums and 
contributions, including WCB body, CPP, EI, and all other employment expenses 
in relation to Contractor or any of the Contractor’s employees.  

1.6.2 As a result of the Client not making any statutorily required employee source 
deductions on payments to Contractor. 

1.6.3 For additional tax, interest, and penalties, if any are assessed against the Client 
as a result of an error in Contractor’s invoicing calculations or billing procedures. 

1.7 Contractor is free to set its own hours of work, except for attendance at scheduled 
meetings, and Contractor may decline or accept work from the Client as Contractor sees 
fit. 

1.8 If applicable, Contractor will provide the supplies and equipment required to perform the 
Services at Contractor’s own expense as indicated in SCHEDULE A of this Agreement.  

2. Term of Agreement 

2.1 This Agreement is effective for the period set out in SCHEDULE A, unless terminated 
earlier in accordance with Section 4.  (the “Term”). 

3. Fees, Expenses, Payment 

3.1 In exchange for the Services, the Client will pay to Contractor the fees and expense 
reimbursements set out in SCHEDULE A. (“Fees & Expenses”). 

3.2 If Contractor is unable or unavailable to carry out the Services for any reason, Contractor 
will not be entitled to Fees or Expenses. 

3.3 Contractor will bill the Client as set out in SCHEDULE A.   

3.4 Contractor will provide a detailed breakdown of hours and activities when submitting 
invoices. 

3.5 Contractor’s invoices to the Client will be paid electronically by the Client within 15 or 30 
days of receipt of invoice. 

4. Termination 

4.1 This Agreement may be terminated by either Party upon Insert standard termination 
notice period:  Example four (4) weeks prior written notice being given to the other 
Party.  (“Notice Period”).  
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4.2 The Client will pay the entire Notice Period. 

4.3 The Client will determine if Contractor will provide Services during the entire Notice 
Period, a portion of the Notice Period, or not at all during the Notice Period.  

4.4 A Notice Period where Services are not provided by Contractor but paid by the Client will 
be calculated using the average of Contractor’s invoices during the Term of this 
Agreement.   

4.5 If Services are provided during the Notice Period, Contractor will do so in good faith.  

4.6 Termination shall not relieve the Parties from any obligations, rights and duties and/or 
liabilities arising up to the effective date of termination including, without limitation, the 
Client’s obligation to compensate Contractor under Section 3.1.   

5. Notices 

5.1 Any notices required by this Agreement will be in writing by email.  

5.1.1 Emails to Contractor from the Client will be sent to your name at your email 
address; 

5.1.2 Emails to the Client from Contractor will be sent to Client liaison or CFO at their 
email address: 

(“Email Notices”) 

5.1.3 The Parties will reply to Email Notices within 5 business days to provide 
confirmation of receipt.  If such confirmation of receipt is not received within 5 
business days, the notice will be delivered by signed courier to the Party’s 
address as indicated on page 1 of this Agreement.  

6. Non-Solicitation 

6.1 During the Term of this Agreement, and thereafter for a period of 6 or 12 months, 
Contractor will not knowingly attempt to induce any employee, contractor, or customer 
currently doing business with or being solicited by the Client, to do business with 
Contractor. 

7. Confidentiality 

7.1 The Client will provide Contractor with access to such confidential information of the 
Client that Contractor may reasonably require to perform the Services including, without 
limitation, personal information and records relating to employees and contractors of 
the Client.   

7.2 Contractor shall only use such information to the extent reasonably required to perform 
the Services, and shall take reasonable care to protect the confidentiality of such 
information and not disclose it without the Client’s prior written consent. 

7.3 Upon the termination or expiration of this Agreement, Consultant will deliver to Client all 
of Client’s property or Confidential Information in tangible form that Consultant may 
have in their possession or control.  PR
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7.4 Any information collected by Contractor from the Client’s employees or other staff 
members (the “Staff Member”) that was collected with a promise of confidentiality or 
anonymity will be the property of the Client. To the extent a conflict exists whereby the 
name of the Staff Member must be withheld to protect confidentiality or anonymity of 
that Staff Member, the confidential information collected by the Contractor will not be 
disclosed to the Client. Such collection of information includes conversations held in 
confidence and anonymous responses to employee surveys administered by Contractor.  

8. Intellectual Property 

8.1 Contractor shall not misappropriate, use, or make any unauthorized disclosure of any 
trade secrets or other intellectual property of the Client.   

8.2 Any original work, forms, templates or programs produced by Contractor prior to the 
Term of this Agreement (‘Prior Work’), is set out in SCHEDULE A; 

8.2.1 Prior Work supplied to the Client and used and altered in the course of 
performing the Services shall not be considered a “work for hire”, but shall be 
owned by Contractor and licensed to the Client for the Client’s use in its own 
business on a perpetual, royalty-free basis without any right to assign or sub-
license. 

8.2.2 The Client will take reasonable measures to ensure that it will not allow its Staff 
Members or other third parties to make copies of Prior Work for use outside the 
Client. 

8.2.3 The Client will ensure that future HR professionals hired to provide Services for 
the Client will be contractually required to adhere to Section 8.2.2.   

9. Limitation on Liability 

9.1 The Client acknowledges that Contractor is not a lawyer or accountant and is not 
qualified to provide legal, tax, or financial advice relating to employment or other 
matters. The Client agrees that any and all liabilities incurred by Client as a result of 
proceeding with employment or other matters without consulting appropriate third 
party counsel, will be the responsibility of and incurred by Client. 

9.2 The Client agrees that outside of Section 9.1, the total cumulative liability to Contractor 
and of its directors, officers, agents, employees, and subcontractors, whether arising out 
of contract, negligence, strict liability, tort, or any other principle of law or equity 
including, without limitation, fundamental breach, (“Incident”) shall not at any time 
exceed the total cumulative amount of Fees and Expenses paid to Contractor under this 
Agreement to a maximum of Fees and Expenses paid over a term of one month prior to 
the Client becoming aware of the Incident, and that no action, regardless of form, arising 
out of or relating to this Agreement or the Services may be brought by the Client more 
than six months after the earlier of expiry or other termination of this Agreement or the 
date the cause of the Incident arose. 
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9.3 Consultant shall maintain at its sole expense liability insurance covering the performance 
of the Services by Consultant. Such insurance coverage shall have limits and terms 
reasonably satisfactory to Client, and Client may require Consultant to provide to Client a 
certificate of insurance evidencing such coverage. 

10. Miscellaneous 

10.1 This Agreement may not be assigned, nor may performance of the Services be 
subcontracted by Contractor without the prior written consent of the Client, which 
consent the Client may in its absolute discretion withhold. 

10.2 This Agreement constitutes the entire agreement between the Parties and together 
supersedes any and all prior agreements or understandings, oral or written, between the 
Parties hereto pertaining to the subject matter covered by this Agreement, and any such 
prior agreements are hereby terminated and cancelled.   

10.3 Any amendments to this Agreement must be in writing and signed by both Parties. 

10.4 This Agreement will be governed by and interpreted in accordance with the laws of 
Province/State and the laws of Country applicable therein. 

10.5 The headings appearing in this Agreement have been inserted for reference and as a 
matter of convenience and in no way define, limit or enlarge the scope of any provision 
of this Agreement. 

10.6 This Agreement may be signed in as many counterparts as may be necessary, or by 
facsimile, scanner, email, or by other electronic means that can produce a printed copy, 
or by the Parties’ reply email, each of which when so executed will be deemed to be an 
original, and such counterparts, facsimiles, scanned document, email or other electronic 
copies and acceptance of this Agreement will together constitute one and the same 
Agreement.  The Parties acknowledge and agree that in any legal proceedings between 
them respecting or in any way relating to this Agreement, each waives the right to raise 
any defense based on the execution hereof in counterparts or the delivery of such 
executed counterparts by electronic means. 

10.7 Time will be of the essence in this Agreement. 

10.8 This Agreement offer expires end of day on 3 business days from date of contract.  

IN WITNESS WHEREOF the parties hereto have executed this Agreement as of the day and year first 
above written. 
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Contractor 

 
 
 

Your name Signature                                                                                                    Date       

Client 

 

Client Liaison Signature                                                                                               Date       

 

Witness 

First Name  Last Name  

Street  City/Province/State  

Postal/ Zip Code  Country  

Phone  Mobile  

Email  

 
Witness Signature                                                                                                          Date 
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SCHEDULE A 
1. The Term 

1.1 The provision of Services by Contractor will commence on Start Date for an indefinite 
period except as indicated in Section 4. 

1.2 If the Client requires Services prior to Start Date, the terms outlined in this Agreement 
will apply to such Services.   

2. The Services 

2.1 Contractor agrees to provide Services as required by the Client, which may include the 
following:  

2.1.1 Contractor orientation: Meet with stakeholders, climate assessment, identify HR 
gaps; 

2.1.2 Implementation of standardized HR processes for multi locations, manager 
training; 

2.1.3 Create an HR plan by date;  

2.1.4 Strategic and transactional HR Services based on Client priorities, which may 
include the following:  

 HR strategy  
 Organizational structure 
 Hiring process (opening new positions, 

marketing positions, collecting applications, 
interviewing, reference checking, profiling, 
extending offers, orientation including 
onboarding documents for payroll and 
benefits etc.), train and support hiring 
managers 

 Creating compelling website career pages 
 Employment or independent contractor 

agreements 
 Employee manual/policies and procedures  
 Incentive/bonus plans 
 Terminations 

• Exit documents 
• Training for management on how to 

conduct termination 

 Salary surveys and market 
comparisons 

 Performance review process 
 Job descriptions and job 

evaluation 
 Orientation programs 
 Employee survey and execution 

plan based on survey results 
 Employee database  
 Support senior management 

with ongoing growth, succession 
plans, change management, 
communication etc. 

 Hiring a full-time or part-time HR 
professional who’s right for the 
Client 

 Training of HR delegate  PR
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• Support with all terminations as required 

2.2 Contractor will take direction from Client Liaison for provision of Services to the Client.   

2.3 Contractor will provide Services for EXAMPLE:  a minimum of 20 and a maximum of 20 
hours per week  normally delivered as follows:  

2.3.1 7 hours per day:  Tuesdays and Thursday on Client-premises   

2.3.2 6 hours per week:  Outside Client-premises 

(the “Schedule”) 

2.3.3 The Schedule may be revised to provide flexibility based on Client requirements 
when mutually agreed upon by email by both Parties. 

2.3.4 Services that average EXAMPLE:  20 hours a week  or add up to less than or 
equal to EXAMPLE:  40 hours in any bi-weekly period, does not constitute an 
amendment to the Schedule.   

2.4 Contractor will commit to travel a minimum of EXAMPLE:  twice to Client’s regional 
offices and the schedules will be mutually agreed upon by both Parties. 

3. Fees and Expenses 

3.1 In exchange for the Services, the Client shall pay Contractor $     .00 currency per 
hour, plus GST. 

3.2 Administration Services performed by Contractor’s staff will be billed at $     .00 
currency including scheduling interviews, formatting and finalizing documents, and other 
administrative services. 

3.3 Contractor will provide the Client an invoice for payment on a bi-weekly, monthly basis.  

3.4 The Client will reimburse Contractor for pre-approved expenses, provided the expenses 
are supported by original receipts/invoices.   

3.5 Parking, mileage and travel time to and from the Client premises will not be reimbursable 
unless Contractor’s in person attendance is required by the Client and where such time is 
less than 2 hours, in which case Contractor will charge 1 hour travel time.   

3.6 Fees and expenses related to required travel to the Client’s regional offices will be 
mutually agreed-upon by both Parties once the details of such travel are known.  

4. Supplies and Equipment 

4.1 When Contractor is providing Services on Client premises, the Client will provide 
Contractor with a desk, telephone, internet connection, and Contractor will provide all 
other supplies and equipment including a laptop.   

4.2 When Contractor is providing Services outside of Client premises, the Contractor will 
supply the labor, supplies, and equipment necessary to provide the Services at the 
Contractor’s own expense, including:  office space, desktop computer, laptop, internet 
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connection, printers, phone, shredder, backup services, file sharing subscription, 
software, anti-virus software.  

5. Prior Work 

5.1 Contractor has proprietary rights to its HR tools, documents, and templates known as the 
Contractor’s HR Toolkit.  
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