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Process Latino Network Uses to Hire Independent Contractors 

 

Latino Network uses independent contractors for roles which are limited, temporary or short 
term in nature.  Using contractors gives us greater flexibility to start and stop assignments as 
needed, without the legal, financial, or emotional encumbrances often tied to someone who 
is a Latino Network employee.  Contractors are not on the Latino Network payroll nor do 
they enjoy any of the benefits of a Latino Network employee.  They are paid after submitting 
invoices for work completed. 

Hiring a Contractor 

There is specific “paperwork” and checks which must be completed before a contractor can 
begin to work for Latino Network.  Specifically, 

1. Professional Services Contract executed by both the contractor and Latino Network  
2. Completed W9.  Good through the end of the calendar year. 
3. Background Check.   

a. We need proof that the contract has a current, valid background check, (e.g., a 
district badge with photograph and an updated expiration date), or  

b. Signed background check disclosure and authorization form.  This form gives 
Latino Network permission to perform a background check (which will be 
good for 1 year completion.)  

Rehiring Contractors 

To rehire a contractor for an additional term, the following steps must be reviewed and/or 
completed as necessary: 

1. Contract:  A new contract must be executed with the new dates 
2. W9:  No new W9 is needed if the new contract dates are in the same calendar year as 

the W9 already on file.   Otherwise, one for the new calendar year must be signed 
and submitted. 

3. Background Check:  No new background check is needed if the most recently 
approved one is valid through the last date of the contract term.  Otherwise a new 
background check (or proof of successful completion of a new one) must be 
performed. 

All of the above must be completed and in place before the contractor can start an 
additional term of work. 
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Contracts 

Contracts should contain start & stop (termination) dates.  Often these dates correspond 
with a school term (e.g., fall, winter, spring, summer) but they can extend beyond one term. 

Background Checks 

Background checks completed by our SUN school partners on behalf of a contractor will be 
accepted as valid background checks for Latino Network if the contractor can provide a 
photocopy of his/her district badge which contains the contractor’s name, photo, and badge 
expiration date.  Badges without all of this information will not be accepted as proof of a 
background check. 

If a valid district badge as described above cannot be provided, the contractor must sign a 
statement giving Latino Network the right to complete a background check.  Our turnaround 
time for background checks is generally three business days.  

Invoicing 

Contractors need to submit invoices on the Latino Network supplied invoice form. 

 


