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WELCOME 

Thank you for your interest in becoming (or returning as) a City of Rocklin Parks and Recreation 
instructor. This packet covers everything you need to know about our process, what to expect, 
and how to get started. Please read through it in full before submitting your proposal. 
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MEET YOUR TEAM 
These are your primary contacts throughout the instructor onboarding and programming 
process. 
 
Monica Nitz, Recreation Coordinator 

The Recreation Coordinator is your main point of contact for the duration of your 
programs and manages all marketing and communications. Please direct all initial 
inquiries here. 
monica.nitz@rocklin.ca.us   |  916-625-5248 

 
Laurie York, Administrative Analyst 

Laurie manages all contracts, insurance, and finance-related items including new vendor 
paperwork. 
laurie.york@rocklin.ca.us   |  916-625-5200 

 
Chris Meyer, Parks and Recreation Supervisor 

Chris oversees recreation programs, sport agreements, venue rentals, and events. 
chris.meyer@rocklin.ca.us |  916-625-5200 
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SUBMITTING A CLASS PROPOSAL 
All class proposals must be submitted through our online form. Please fill out the form in its 
entirety for your first class. If you are submitting multiple classes, the remaining submissions 
will only require the required fields. 
 
The proposal link is available online and is open during the Spring for Fall/Winter classes and 
Fall for Spring/Summer classes. 
 
For each class, please be prepared to provide: 

• Program name 
• Class description 
• Proposed dates and times 
• Location 
• Cost per participant 
• Age range 
• Minimum and maximum enrollment 

 
If you have a large number of programs to submit, you are welcome to send the details in an 
Excel file to the Recreation Coordinator at monica.nitz@rocklin.ca.us in lieu of submitting each 
individually. 
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PROGRAM FEES 
Full revenue share terms are outlined in the instructor agreement. 
 
SETTING YOUR CLASS FEES 
Instructors set their own pricing for classes. Our team may reach out to discuss rates if we feel 
they fall outside of what the local market typically supports, and we are always open to that 
conversation. 
 
NON-RESIDENT RATES 
The City charges an additional non-resident fee on top of the standard resident rate. For classes 
priced at $100 or under, the non-resident rate is $10 more. For classes priced above $100, the 
non-resident fee is 10% of the resident rate. The City retains the non-resident portion in full. 
 
REVENUE SHARE 
Rocklin Parks and Recreation operates on a revenue share model with our instructors. The split 
is as follows, with the instructor’s portion listed first: 
 

• Indoor programs: 65% to the instructor / 35% to the City 
• Outdoor and field programs: 70% to the instructor / 30% to the City 

 
CANCELLATION POLICY 
If a class or program is cancelled by the instructor within 30 days of the program start date, an 
Administrative Fee will be charged to cover associated costs. The fee is equal to 10% of the 
total participant fees collected, with a minimum charge of $100. 
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MARKETING & PROMOTION 
When you partner with us, your programs receive meaningful exposure across multiple 
channels at no cost to you. That said, promotion is a shared effort. Instructors who actively 
promote their programs through their own business and personal channels consistently see 
stronger enrollment. Sharing with your existing audience is one of the most effective tools you 
have. 
 
HOW WE PROMOTE YOUR PROGRAMS 
Your programs are promoted through the following: 

• Facebook and Instagram posts and paid advertising 
• Monthly e-newsletter reaching over 30,000 subscribers 
• Print and digital Recreation Guide distributed seasonally 
• Flyers displayed in our Parks and Recreation office 
• Outreach and visibility at City events 

 
WHAT WE ASK OF YOU 
To help us represent your programs accurately and professionally, please submit the following 
when you turn in your proposal: 

• High-resolution photos of your program or classes 
• Copy-ready class descriptions and program details 
• Any existing flyers or graphics you have available 

Photos and files can be emailed directly to the Recreation Coordinator or shared via a file-
sharing link such as Google Drive or Dropbox. 
 
EVENT PARTICIPATION OPPORTUNITIES 
As a contracted instructor, you may have the opportunity to perform, demonstrate, or host a 
booth at some of our largest community events. This is a great way to introduce yourself to 
thousands of Rocklin residents and grow your program following. 
 
Our signature events include: 

• Evenings in the Park (throughout the year) 
• Rocklin Civic Celebration (Spring) 
• Maker Faire Rocklin at Sierra College (Fall) 

 
These are high-attendance events with strong community engagement. Participation fees are 
typically waived for contracted instructors. If you are interested in being included, reach out to 
the Recreation Coordinator and we will do our best to find a spot for you. 
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PROCESS AND TIMELINE 

Here is a general overview of what to expect from the time you submit your proposal through 
the launch of your programs. 
 
SEASONAL SUBMISSION DEADLINES 
Fall and Winter programs (September through February): Submit by May 1 
Spring and Summer programs: Submissions are requested in September with a November 
deadline 
 
WHAT HAPPENS AFTER YOU SUBMIT 
Once your proposal is received, here is the typical flow: 
 

• Step 1: Proposal Review  
o The Recreation Coordinator reviews submitted proposals and enters approved 

programs into our registration system. If anything is missing, unclear, or in 
conflict, they will follow up with you directly. 

 
• Step 2: Confirmation 

o Once your classes are entered, you will receive a full list to review. Please 
confirm that all details were entered correctly and flag anything that needs to be 
adjusted. 

 
• Step 3: Contracts, Insurance, and Finance 

o Our Finance team will reach out to walk through your instructor agreement, 
collect insurance documentation, and complete any necessary new vendor 
paperwork. This step typically occurs between June and July for Fall and Winter 
programs, and December and January for Spring and Summer programs. 

 
• Step 4: Classes Go Live 

o Once contracts are signed and all required documentation is received, your 
classes will go live in our registration system. This typically aligns with the launch 
of the seasonal Recreation Guide in early August for Fall and Winter programs, 
and late January for Spring and Summer programs. 
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INSURANCE REQUIREMENTS 

All instructors are required to carry current insurance for the duration of their contract. 
Requirements vary based on program type and location. Please review the full insurance 
requirements document included with this packet. 
 
COMMERCIAL GENERAL LIABILITY (CGL) 
Indoor activities and sports: Minimum $1,000,000 per occurrence 
Outdoor and field programs: Minimum $2,000,000 per occurrence 
If a general aggregate limit applies, it must either apply separately to this location or be at least 
double the required occurrence limit. 
 
SEXUAL ABUSE OR MOLESTATION (SAM) LIABILITY 
Required if your program involves contact with minors and your CGL policy does not include 
affirmative coverage for sexual abuse or molestation. Minimum limit of $1,000,000 per 
occurrence or claim. 
 
WORKERS’ COMPENSATION 
Required if you have employees. If you are the sole instructor with no employees, you will need 
to complete the Declaration of Exemption from Workers’ Compensation form. If you hire an 
employee at any point during your contract, you must notify the City immediately. 
 
ADDITIONAL INSURED REQUIREMENT 
All policies must name the City of Rocklin as an additional insured. Please use the following 
exact language: 
 

The City of Rocklin, its officers, employees, agents and volunteers. 
 
All certificates and endorsements must be received and approved by the City at least five days 
before you begin any activities. 
 
For full insurance language, provisions, and sample forms, please refer to the attached 
documents. 
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REQUIRED DOCUMENTS 

The following must be submitted before your classes can go live. Laurie York from our Finance 
team will reach out to guide you through this process. 
 

• Certificate of Insurance (Acord 25) with current dates and correct policy limits 
• Additional Insured Endorsement naming the City of Rocklin 
• Workers’ Compensation insurance or Declaration of Exemption form 
• New Vendor Information Form 
• W-9 (required alongside the New Vendor Form) 

 
Sample forms and documents are included as attachments to this packet for your reference. 
 
Completed documents can be emailed to Laurie York at laurie.york@rocklin.ca.us. 
 
 
 
 
 
 

CONTACT  

We are glad you are here and look forward to building something great together for the Rocklin 
community. Please do not hesitate to reach out at any time with questions! 
 
Recreation Coordinator, City of Rocklin Parks and Recreation 
monica.nitz@rocklin.ca.us  |  916-625-5248 
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ATTACHMENT 1: SAMPLE ACORD 25 CERTIFICATE OF INSURANCE 
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ATTACHMENT 2: SAMPLE ADDITIONAL INSURED ENDORSEMENT 
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ATTACHMENT 3: DECLARATION OF EXEMPTION FROM WORKERS’ COMPENSATION 
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ATTACHMENT 4: CITY OF ROCKLIN NEW VENDOR INFORMATION FORM 
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ATTACHMENT 5: W-9 FORM 
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