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IIFBC MASTER INSTRUCTOR AND ASSISTANT INSTRUCTOR 

QUALIFICATION, REQUIREMENTS, RESPONSIBILITIES, AND AGREEMENT 

 

 

QUALIFICATIONS AND REQUIREMENTS 

 

1. Board certification with IIFBC as a Faith-Based Clinical Counselor (requires all three courses) 

2. Maintain that certification with IIFBC annually 

3. Must be approved by the IIFBC Administration as a Master Instructor or as an Assistant 

Instructor.   

Approval process may include but not be limited to the following: 

 Be submitted to a local body of believers 

 Applicant must have sufficient qualifying teaching/counseling and administrative 

experience. This may include your participation and ability as an Assistant Instructor 

before being approved as a Master Instructor. 

 Other factors considered are years of experience as a counselor, pastor, or licensed 

minister, ability to start and end a class on time, dress professionally, understanding 

of IIFBC material and ability to effectively teach that with PowerPoint, and ability to 

teach required topics within arranged class time. 

 Master Instructors must be able to not only effectively teach a class, but coordinate the 

on-site class check-in registration process, safely handle and secure funds, timely 

and accurately reporting of student and financial information. 

 Master Instructors are also required to effectively incorporate the Assistant Instructor, be 

an encouraging part of their training experience, and sufficiently workout a 

compensation agreement with the Assistant Instructor before class. 

4. Those approved as a Master or Assistant Instructor must receive a letter from IIFBC stating 

their approval.   

5. Purchase IIFBC’s DVDs of all three courses for study purposes and teaching if you don’t 

already have a set for personal study (One set discounted 50% for approved Instructors). 

 

 

RESPONSIBILITIES 

 

Master Instructors (MI) will be responsible for: 

1. Organizing and coordination of scheduled classes. If possible be responsible for local 

promotion in the host church, local congregations, and community Christian outlets. (For 

example - fliers, postcards, bulletin inserts, announcements to the church, one on one 

invitations) - Note: IIFBC will provide as needed advertising materials. All local advertisement 

materials must come from IIFBC or be pre-approved by IIFBC. 

2. Encourage students to pursue Board Certification with IIFBC 
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3. Topic preparation and training for on-site classes and effective use of PowerPoint 

(If practical IIFBC can supply a projector and laptop) 

4. Timely submission of enrollment forms and other pertinent student documentation to IIFBC 

5. Promote IIFBC products and other venues of training class 

6. Maintain Code of Ethical Standards as stated in IIFBC course manuals 

7. Agreement with and submission to IIFBC policies and leadership 

8. Work with, encourage, and oversee the Assistant Instructor 

9. Determine Assistant Instructor’s compensation before class 

10. Dress professionally, start and stop on time, and stick to the material 

 

Assistant Instructors (AI) will be the 2nd trainers at IIFBC trainings. They are responsible for: 

1. Topic preparation and training for on-site classes and effective use of PowerPoint 

2. Maintain Code of Ethical Standards as stated in IIFBC course manuals. 

3. Agreement with and submission to IIFBC policies and leadership 

4. Submission to Master Instructor at class 

5. Dress professionally, start and stop on time, and stick to the material 

 

What IIFBC Will Provide 

1. Phone and email support regarding the conducting and presenting of IIFBC classes. 

2. Samples of past teaching schedules that have been used to conduct IIFBC classes. 

3. A CD of PowerPoint presentations as used to teach past IIFBC classes. 

4. A CD of forms/instructions/materials for conducting and promoting classes. 

5. Scheduled classes will be promoted by IIFBC through website, ongoing newsletters, and as 

appropriate email campaigns. 

6. IIFBC will cover all approved advertising expenses for trainings. Flyers/postcards/brochures for 

advertising the class can be supplied or bulk mailed from IIFBC main office.  

7. IIFBC will provide office support for handling enrollments. 

8. Graduate certificates and certifications will be mailed to Instructor for class presentation if time 

allows and if payment has been made.  They will be mailed to students/graduates if tuition is not 

received in time. 

9. IIFBC will supply manuals needed to conduct the classes. 

10. The IIFBC main office may be able to provide an additional instructor, but IIFBC will be able to 

provide contacts and support for locating additional instructors. The Master Instructor is 

responsible for the happenings of the class at its location.  

 

 

AGREEMENT 

 

Financial 

 

1. MI will receive 35% of the gross revenue from all classes they originate and train. (includes 

student tuition, product revenue at class, and board certification fees paid before or at class) 
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2. The travel expenses if any will be split between IIFBC and the Master Instructor.  That 

includes lodging, food, airfare, replenishment of the cost of gas. (No per diem or cents per 

mile and it is easier when everyone fills up their own tank before embarking.) All receipts must 

be submitted and the adjustments will be made after class completion. If desired, IIFBC can 

make the hotel room reservation.  In order to conserve funds, the room should be shared with 

the 2nd instructor if ethical.  MI will be responsible for 2nd instructors traveling expenses. When 

sharing a room, the expenses for the 2nd instructor would then only be food and gas 

replenishment (and possibly airfare). IIFBC can handle all of the calculations and 

disbursements with submitted receipts and good communication. 

3. MI will pay for 2nd instructor salary. We suggest at least $50 per topic plus a bonus if having to 

stay out of town. (IIFBC head office will remit payment to 2nd instructor from Master Instructor’s 

35%) 

4. IIFBC will pay for shipping of manuals and materials. 

5. IIFBC will pay all advertising for all trainings. All local and national advertising must be 

approved by IIFBC. 

 

Training scenarios: 

Example 1: Two course class with 20 students 

2 courses @159/course = $318/student (Board Certification is an additional $49/student)  

Per example:  20 Students enroll for 2 courses and 10 choose the board certification option). 

In addition let’s say MI sells $500 of IIFBC resources. 

20 students x $318 =   $ 6360.00 

10 students x $ 49   = $    490.00 

Resources sold       = $    500.00 

Total class revenue   $  7350.00 

 

MI’s pay is 35% of $7350.00 or $2572.50 (for two-day training!) 

MI will split the cost of the travel expenses with IIFBC, including fuel, food, and lodging. 

IIFBC pays for all advertising and shipping expenses. 

MI will be responsible for the 2nd Instructor’s salary (which will be paid out of MI’s 35%) and 

travel expenses, including fuel, food, and lodging. 

 

 

Example 2:  Two course class with 15 students 

2 courses @ $159/course=$318/student (Board Certification is an additional $49/student)   

 

Per example: 15 Students enroll for Courses 1&2 and 10 choose the board certification 

option). In addition let’s say MI sells $500 of IIFBC resources.  

15 students x $318 = $ 4,470.00 

10 students x $ 49  = $    490.00 

Resources sold      = $    500.00 

Total class revenue   $5,760.00 
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MI’s pay is 35% of $5,760 or $2016 (for a 2 day training!) 

MI will split the cost of the travel expenses, including fuel, food, and lodging. 

IIFBC pays for all advertising. 

MI will be responsible for the 2nd Instructors travel expenses, including fuel, food,and lodging. 

 

 

Example 3: One course class with 15 students 

1 courses @159/course = $159 student (Board Certification is an additional $49/student)  

Per example:  15 Students enroll for 1 course and 5 choose the board certification option). In 

addition let’s say MI sells $300 of IIFBC resources. 

15 students x $159 =   $ 2385.00 

5 students x $ 49   =   $    245.00 

Resources sold       = $    300.00 

Total class revenue   $  2930.00 

 

MI’s pay is 35% of $2930.00 or $1025.50 (for a 1 day training!) 

MI will split the cost of the travel expenses with IIFBC, including fuel, food, and lodging. 

IIFBC pays for all advertising. 

MI will be responsible for the 2nd Instructors travel expense, including fuel, food, and lodging. 

 

 

POLICIES 

  

1. Tuition that is refunded due to IIFBC’s refund policy is not counted as revenue and will not be 

included in calculating coordination compensation. Students that cancel after having made 

payment to IIFBC will be refunded the course cost minus the $25 non-refundable fee if they 

cancel at least 7 days before the class date.  Enrollees that have paid yet do not attend class 

and did not cancel within 7 days of class will not receive a refund.  They may, however, attend 

another scheduled class or apply it towards distance training. 

2. If more manuals are obtained than needed, they should be kept and protected for your next 

training event. The Instructor and IIFBC is responsible to keep a log of manuals on hand. A 

number of manuals should be kept ready for student walkups or late enrollments, but that 

should be monitored and kept to a minimum. Extra or unused manuals are the property of 

IIFBC and must be returned to IIFBC if requested or if you no longer intend to be an MI or AI. 

3. Tuition rates for courses and certifications must be at IIFBC’s current rates (subject to 

change), unless there is a signed written agreement so stating a change.  Student tuition must 

be paid directly to IIFBC. Tuition and product payments are not allowed to be made out to a 

MI or AI. 

4. Any compensation from IIFBC will be as a contract laborer.  MI’s and AI’s are responsible for 

their own taxes. A 1099 will be sent at year end to all compensated Instructors. 
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Administration of Onsite Classes 

1. Students who do not have their pastor or similar authority’s signature for certification will not 

be certified by IIFBC and Instructors should communicate such information to prospective 

students. They may pay for and complete the training, but they will not be certified without 

proper signature. 

2. Students may enroll through IIFBC by calling our office, faxing their enrollment form or via the 

website. IIFBC is able to accept Visa, MasterCard or Discover and students may provide 

credit card information on the enrollment form when sending fax. Again, students are only 

allowed to make payment out to IIFBC. 

3. All students are required to fill out an IIFBC enrollment form, and all enrollment forms must be 

submitted to IIFBC. All student enrollment forms, questionnaire answer sheets, referral forms, 

and feedback forms, must be submitted to IIFBC.   

4. Classes may not be taught without PowerPoint presentation.  Instructor may obtain a projector 

and laptop from IIFBC or obtain access to one on their own initiative. Instructor must use 

IIFBC’s supplied PowerPoint presentations, but may make minor modifications to suit 

individuality.  Instructors must show IIFBC DVDs when the content of the topic/material is 

beyond their ability to adequately teach (particularly the topics called “The Wheel” and 

“Neurotransmitters”.) Please study to show yourself approved. It is understood that almost no 

one is experienced or knowledgeable of all subject matter that is covered in the manuals. 

5. IIFBC does have a roster of instructors to assist you.  

6. One course per day works well. One Friday evening with a full day Saturday can also work 

well for teaching course 1 and 2 back-to-back. All three courses can be taught over 2 full 

days. IIFBC does have several examples of teaching schedules showing allotted times for 

certain topics to assist you in presenting the class in allotted time frames. 

7. You are not allowed to conduct/teach any course without obtaining IIFBC manuals from IIFBC 

for the attending students. You are not allowed to make copies of IIFBC manuals (they are 

copyrighted). You are not allowed to sell manuals to anyone. They are only provided to 

students as part of tuition for course training. 

8. No taping or recording of the classes is allowed through any recording system.  You are not 

allowed to make copies of IIFBC supplied DVDs for any reason. You may not give away or 

sell IIFBC’s PowerPoint Presentations (they are copyrighted). 

9. Before conducting your first class, it is required that you have a phone interview with IIFBC 

administration regarding procedures and insights that have been gained from teaching these 

classes since year 2000.   

10. Please take a roster of all attendees at class to help with matching of funds received and 

certificates that will need to be made out.  It should be communicated to students/graduates 

that they must submit their completed answer forms and feedback questionnaires to the IIFBC 

office or the MI/AI. There are a number of counselor resources available from IIFBC. Order 

forms are in the back of each manual. The Class Instructor is required to provide at least 

water and coffee at classes. Usually the hosting church will supply this. 
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Representations 

1. When scheduling or conducting a class, please remember that you are representing IIFBC.  

IIFBC does expect instructors to dress and conduct themselves professionally when 

conducting a class. The classes are extensions of IIFBC and not the church providing the 

classroom. 

2. Do not use the classes as a platform to teach doctrine or preach sermons in addition to or 

instead of IIFBC material. 

3. Do not significantly deviate from how the material is presented in the manual. 

4. Do not demean or degrade the medical establishment, secular licensing establishment, other 

faith-based schools, religious denominations, or IIFBC. 

5. All certificates and certifications must be prepared and provided by IIFBC main office. 

6. Do not promote other faith-based counseling organizations above IIFBC in or outside of class. 

7. Do not teach IIFBC courses in states that have restricting laws for higher education that do not 

allow the providing of certification for faith-based counseling. If in question, please contact 

IIFBC. 

8. Do not give anyone the impression that they can provide counseling services as a faith-based 

counselor outside of or out from under the authority of a recognized church or outside the 

current laws of their state 

9. Be honest with all dealings with IIFBC 

 

 

Liability and Disclaimer and Termination 

1. MI’s & CI’s may not give legal or medical advice to students or graduates. 

2. IIFBC does not assume any legal liability or responsibility for the accuracy, completeness, or 

usefulness of any information, information within course manuals, or process disclosed. In no 

event shall IIFBC be liable for any compensatory, special, direct, incidental, indirect, 

consequential damages, exemplary damages or any damages whatsoever resulting from the 

use of or the loss of use from, profits lost, or results whether resulting from loss of use or 

performance of the information generally or on any other basis. If the limitation of liability or 

the exclusion of warranty set forth herein is held inapplicable or unenforceable for any reason, 

then IIFBC’s maximum liability for any type of damages shall be limited to U.S. $100.00 (one 

hundred dollars). 

3. You agree to protect, defend, indemnify and hold IIFBC, its directors, officers, employees, 

agents, parent corporation, subsidiaries, affiliated corporations, and divisions harmless from 

and against all claims, proceedings, damages, actions, profits, liabilities, judgments, penalties, 

liens, forfeitures, fines, costs, expenses, attorney’s fees, and costs of settlement, and other 

losses, consequently, directly or indirectly involving you, incurred as a result of, arising out of, 

or connected with being an instructor for IIFBC or being a representative of IIFBC.  

4. In no event shall Life Training Institute (LTI) dba IIFBC or any party holding copyright and 

trademark agreements with LTI or IIFBC be liable to you for any damages, direct or indirect, 

including any lost profits, lost savings, interruption of business, loss of business opportunities 
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or other incidental or consequential damages, arising out of your possession, use of, or 

inability to schedule or conduct a class, even if IIFBC has been advised of the possibility of the 

damages, or for any claim by you or any other party. 

5. This Agreement may be changed or terminated at any time for any reason by IIFBC. Your 

position as an IIFBC Instructor may be terminated automatically without notice if you fail to 

comply with any provision of this Agreement.  

6. The terms and conditions of this Agreement shall be governed and construed by the laws of 

the State of Texas, without giving effect to its conflict of laws provisions. You agree to submit 

to the jurisdiction of the State of Texas, Jefferson County for any and all disputes, claims, and 

actions arising from or in connection with this Agreement. 

 

 

 

 

I, ______________________________________, am applying for the position of: 

 

□  Master Instructor    □  Assistant Instructor 

 

 

In witness whereof, the undersigned has understood, approved, and agreed to this Agreement with 

signature below.   

 

 
Name Printed ______________________________________________________________________ 

 

Cell Phone _____________________________  Email _____________________________________ 

 

Address __________________________________________________________________________ 

 

Office Phone _____________________ Home Phone ____________________ Fax ______________ 

 

Signature __________________________________________   Date _________________________ 

 

Witness ___________________________________________   Date _________________________ 

 

 
 
International Institute of Faith Based Counseling (IIFBC)  

P.O. Box 20723 

Beaumont, TX  77720 - 0723 

1-409-832-9060  /  info@iifbc.com  /  Fax: 1-409-832-7224 

www.iifbc.com 


