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As per the terms the Franchise Agreement and in part:  

You acknowledge that we or our aff i l iates own the copyr ight in the School is  Easy 
Operations Manual  and that your copy of the Manual remains the property of  School  i s  
Easy Inc . /  School  is  Easy USA, LLC 

 You agree to treat the Manual, training materials, and any other manuals or materials created or 
approved by us for use with the System as secret and confidential. 

 You agree not to copy, duplicate, record or otherwise reproduce the Manual or other materials 
provided by us, in whole or in part.  

In addition, you agree not to make any confidential information or materials supplied by us 
available to any unauthorized person. 

 You may not communicate, divulge or use for any purpose other than the operation of the 
Franchised Business any confidential information, knowledge, trade secrets or know-how which 
may be communicated to you or which you may learn by virtue of your relationship with us.  

 Further, you must require your employees, and any other person or entity to which you wish to 
disclose any confidential information, to execute agreements, in the form provided in Appendix C 
to the Franchise Agreement, that they will maintain the confidentiality of the disclosed 
information.  

 

Also note,  this  Manual  references School is  Easy and School is  Tutoring which is  inclusive  
of both School  is  Easy Inc.  AND School i s Easy USA, LLC 
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How To Use This Manual 

Personal  Reference Guide -  This  manual can be useful to refresh your memory on any point of 
operations  of your School is  Easy Franchise.  

Office Administration Training Guide -  Just as you were trained with this  manual,  so can you 
train your employees by giving them reading assignments in this  manual .  

This  manual  has been provided for a l l  our  members to use as a reference to the School is  Easy 
Tutoring standards of operations, pol ic ies and procedures.   

Throughout the manual are l inks to addit ional informat ion and resources. The l inks wil l  take 
you to our onl ine School is  Easy Support  Centre.   

Should you have addit ional   quest ions or queries,  please submit  a support t icket v ia the online 
Support Centre s ite and a member of the team wil l  respond within 24hrs,  i f  not  sooner .   
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Part 1: Introduction 
Welcome

Congratulations on becoming a member of the School  is  Easy Tutoring franchise community.  It  
is our s incere hope that  you establ ish in your community a name and operat ion as inspir ing 
and successful  as the very  f irst  School  i s  Easy,  started Brit ish Columbia, Canada.  

Since 2002,  School is  Easy Tutoring has been helping to support  families and advance the 
learning of students by providing human connection and undivided attent ion. Below is  just  a 
sample of the many testimonials  we have received from our parents:  

‘ I  cal led your company  to f ind someone to teach daughter math, but we got so 
much more than that . I  watched her  grow in confidence and abi l i ty  that would not 
have been possible without your tutoring serv ice.  Phil  was a fantast ic tutor.  Her 
never once implied that  she was doing something incorrect ly  but  encouraged her 
to look at it  from a di f ferent angle.  Our experience with School is  Easy Tutoring 
and Phil  over the last 2 years has surpassed our expectat ions.’  

‘School i s Easy has save us hours of t ime and provided expert ise by  f inding the 
right  tutor to meet our needs within one evening. School  is  Easy conducted the 
search and reference check for  us.  The tutor has been marvelous – keepings us 
posted through regular  progress reports and checking with the school teacher on 
curr iculum. Our son has f inal ly mastered some of the math basics  that  he had been 
struggl ing with al l  year. The tutor has been creative and resourceful  – f inding a 
math “rap” song that real ly  inspired our son to learn his  multiplicat ion tables .’  – S.  
Walters,  Burnaby  

‘We tr ied other serv ices and School  is  Easy surpassed them al l .  Both our daughters 
have benefited.  The turnaround time from asking for a tutor to getting on that 
works well  with personal it ies and learning levels of the g ir l s was “SUPERB”. They 
were referred to us by a fr iend and in turn we tel l  others .  I  put  my name to this 
comment to show appreciation to the great service they have prov ided us over the 
years. ’  – R.  Mitchell ,  Langley 

At  School is  Easy Tutoring we have traced our steps,  rev iewed the detai ls  and refined our 
processes.  The foundation has been set;  our method of assessing needs,  recommending 
solut ions and matching students  with a tutor is  s imple and effective, such that both 
chi ld/student and parents wi l l  recognize and appreciate the care and thoughtful service School  
is Easy has become known for.  

Our franchisee t raining program wil l  guide you through the process of learning our methods 
and phases of business,  giv ing you the necessary sk i l ls  for success  with your franchise.  The 
degree of  your success, however,  wi l l  depend upon your wi l l ingness to learn and communicate 
with us, as wel l  as your customers,  coupled with the amount of t ime and effort  you are wil l ing 
to devote to learning and execut ing each phase of the business process.  

We hope you are as excited about your decis ion to become a franchisee with us as we are 
excited to have you in the School  is  Easy franchise community,  and we look forward to 
assist ing you with your goals and seeing the success of your business.  
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Sincerely , Your School is  Easy Support Team 

Part II: Our Brand 
Vison

Empowering students with conf idence and ski l ls  to succeed in their personal and career 
goals.

Mission 

School  is  Easy Tutoring is  a full  service,  re lationship based tutor ing serv ice providing 
personal ized,  one-to-one support  to fami lies struggl ing to engage and advance in 
today’s educat ion cl imate.  

Unique Selling / Value Proposition (USP) 

In any business,  competit ion is  f ierce.  What  is  i t  then that sets  the winners apart f rom the 
mediocre? 

Answer:  Successful  businesses have identif ied and defined what it  is that is  “better” than what 
their competitors offer.  Successful  business know how to promote and highlight  what it  i s  that  
is unique about their  offer ing or how what they offer  provides va lue to their audience while 
those mediocre businesses,  do not.    

At  School is  Easy Tutoring, it  is  the following that we have ident if ied as our Unique Sel l ing or 
Value Proposit ion, our USP and it ’ s  imperative you learn,  understand,  incorporate and adopt 
them into every conversation you have about what it  is  you do.  

1.  At School  is  Easy,  we personal ize learning  

At School  is  Easy we provide in  home, one-to-one tutoring.  We do not own our own 
curr iculum, rather we personal ize our learning, not based on a  small  group,  but  
based on that indiv idual learner.  Everything we do is  customized specif ical ly for the 
needs of  that student.  

2.  At School  is  Easy,  we are here to meet our students’ needs & goals  

The ult imate goal  of  our students might  be to get  into univers ity  or  get  into nursing 
or to earn a scholarship. At  School is  Easy Tutoring, our Learning Consultation 
process informs what it  is  we need to know about the student’s  challenges, how to 
get  them to where they need to be and how to work with them to get them there.   

For example,  i t  might be organizat ional  sk il ls .  Kids are not  taught organizat ional   
ski l l s ,  how to organize  themselves in order to get  things done on t ime -  they might 
be a smart  enough student, if  only  they could organize themselves.  But  they don't  
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know how and that’s  what we’l l  work with them on while supporting them in the 
subject they are behind in.

3. At School  is  Easy,  we work together to make a difference

At School  is  Easy we are not the solut ion – we are PART of the solution. We work
together to make a dif ference. Communicat ion f lows between the Parent, Teachers,  
the Student and School is  Easy to ensure we have the r ight  plan in place.   We monitor 
progress and modify the plan as necessary.  

4.  At School  is  Easy,  we embrace diversity  

Whether it 's  background diversi ty,  home situation,  learning styles,  etc.  –  a l l  children 
are di fferent:  they behave di fferently,  learn dif ferent ly,  cope dif ferently etc .   

At  School is  Easy ,  our doors are open to the all  chi ldren who may be struggl ing at 
school.  

 

Our Target Audience  

The School  is Easy target  audience is  an important part of the School  is  Easy Tutoring brand 

Why ?– because how you present or  posi t ion the School is  Easy brand to each audience may be 
sl ight ly  dif ferent base  on that  audience’s needs and wants.   

For example:  When speaking to a parent– Which USP points would you highl ight?  

Now, how would that  change i f  you are speaking to a  prospect ive tutor? 

It ’s  important you know what each group CARES about – what they VALUE.   

For more detai led information about our target audience,  cl ick  on the l ink below: 
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Our Key Brand Elements 

School  is  Easy, just  l ike any great  brand,  i s  represented by all  of the elements that 
communicate what the brand is ,  what it  stands for,  and what it  represents.  

Honouring and adher ing to these standards wil l  del iver a consistent and recognizable message
and experience across  al l  f ranchise locations.  

Key elements for the School is  Easy brand include but are not l imited to the following:  

Using the trademarked logo,  without alterat ions:  the approved colors,  tag l ines  and 
graphics  
 
Owners driving wrapped or SIE decaled cars,  owners, tutors and staff  dressed in 
branded apparel  and or caring branded totes

Staff who are ful ly tra ined to communicate with customers (students AND parents) in a 
knowledgeable , helpful  and caring manner  
 
Advertis ing ( in a l l  media) that  is  truthful and accurate and uses approved  advertis ing 
assets—images,  logos,  tagl ines, fonts,  etc .  
 
Messaging that  i s  legal ly  correct  

Each of the above are ways in which we reach the customer and every one of  them should 
result in a great impression of School is Easy. Each of these elements wil l  attract  
interest ,  create a unique experience,  and ful f i l l  our main goal:  student success at school  and 
sat isf ied parents.  

Refer to School  is  Easy Brand-Guide for more information and updates 

 

Part III: Ready your Business
 

Fol lowing the signing of your Franchise Agreement your next step wil l  be to register  for  School 
is Easy Training.
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Next,  a  prework package wil l  be emai led to you 
including your pre-opening checklist .   

This  checkl ist  has been prepared to ass ist  you in 
ident ifying tasks required in setting up your business.  

I t ’s  important that a good majority  of these tasks be 
completed by end of  t raining so that you can hit  the 
ground running and begin enrol l ing students soon 
thereafter.   

Key Stages of Activity and Focus of Your School is Easy Business 
 
Below is an outline of your main School is Easy areas of focus. During your initial new franchisee training 
we will be addressing the key activities at each stage.  
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Technology, Systems and Email

Opus

Opus is  a School  i s  Easy proprietary web based,  end to end, business management system. 
Opus wil l  help you to manage your business  activity from cl ient leads,  student enrolment, 
tutoring schedules,  payments and report ing,  to name a few.

There are numerous ‘How to’  guides posted on our on-l ine Support Centre to assist  you along 
the way. 
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Stripe 

This module interfaces with Opus to faci l itate a seamless receivables & payable process for  
c l ient payment and tutor payment, thus reducing the t ime & costs  associated with manual 
processing and fol low up.  

As part of onboarding we wil l  set up integrat ion on your behalf  – we wil l  g ive you access  to so 
you can login and review transact ions  

For each t ransaction processed through Stripe a transact ion fee wil l  apply.  That  means,  for 
each transaction,  you wil l  rece ive the total transaction amount less the fee.   

At  t ime of  writ ing  the transaction fee is  three percent of  t ransaction total.   

 

School is Easy Homework *App.  

Find a tutor instant ly through your smartphone or table with our School is  Easy® app. 

 An on-demand  tutoring app to get help anyt ime, anywhere.   

 The App is  ideal  for  he lp with homework, test preparat ion,  last  minute questions  and 
to supplement the sessions with your regular tutor.  

 I t  is  very easy to use.  Just  request a tutor for the subject  you need with a quick tap 
and get connected in less than 60 seconds .  

 I t  is  very affordable .  Just  Pay by the minute* and you use only  as much time as you 
need!

*Note: To offer the School is  Easy Homework App., you must be using the Str ipe payment 
system.  

Email 

All School  i s  Easy Franchisees wi l l  receive two (2) School  is  Easy email  addresses.  Email  
addresses usually consist of  the Franchisee’s terr itory  name fol lowed by “@school iseasy.com. 
For example “vancouver@school iseasy.com” and the other is  a  personal School  is  Easy 
account .  <fi rstname.lastname@school iseasy .com> 

Addit ional  Email  Accounts  

You may request addit ional  emai l  accounts to be set up for staff.    

For more information,  submit a support t icket  via the onl ine Support  Centre and a 
member from our IT  department wi l l  reach out within 24hrs.  

Storing Emails  

The following is  recommended:  
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Al l  emai ls  should be retained, either in archives or  folders, for the  ult imate availabi l i ty  
and as a potential  legal document related to School  is  Easy Tutoring.  Emails  may also 
serve as a reference when needing support ing documents during customer disputes.   

 

Technology 

For you and your tutors to operate ef f ic ient ly  we suggest  the following equipment specs:  

When purchasing laptops,  please refer to the system requirements sect ion below. Using this
knowledge you wil l be able to reduce the risk of ordering incompatible systems. I f you have 
any questions on the systems you are purchasing please submit  a support t icket v ia  the School  
is Easy Support  Centre and How to submit a support request

The following are School  is  Easy minimum system requirements and are subject to change at 
any time:

CPU:  Intel core I5  (5 is  more recent than the I3’s and for longevity we recommend an I5)  
– Quad Core 3.20 GHZ 

Operating System:  Windows 10 Professional  Memory:  4GB  

Hard Drive:  120 GB SSD 

Office:  Microsoft 365 A1 l icenses (Access To email ,  Word,  Excel)  

Printer :  Epson WorkForce Pro WF-4830DTWF A4 Color Multi funct ion Inkjet  Pr inter  

Browser :  Updated version of Edge,  Chrome, Firefox  

 

Usage of Software 

During the operat ion of School is  Easy,  f ranchisees are required to uti l i ze the following  
software for  the expressed tasks.  Any deviat ions must be explic it ly  approved in writ ing by 
School  is  Easy Support Office.  

SIE Website:  (no software or scr ipts may be added without authorizat ion  from Support  
Office)  

School  is  Easy on-l ine Support Centre:  Used by franchisees to search and download SIE 
business related support documents as wel l  as submission of  support  t ickets for  help with 
specif ic  queries.   

QuickBooks:  the most up to date, onl ine,  “plus” version of QuickBooks is recommended 
for bookkeeping. At  t ime of  writ ing and as a  small  business owner,  you wil l  receive a 30% 
subscript ion discount off  the l ist  price .   

Zoom or Teams are the preferred platforms for on-l ine tutoring.  
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At  this  t ime, Franchisees are permitted to choose their  own software for  use in the fol lowing    
tasks:  

Centra lized Lead Database (we suggest  HubSpot or Mail  Chimp) 

Email  Market ing (we suggest  HubSpot or Mail  Chimp) 

Office Document Production (MS Office is  recommended) 

 

Part IV: How We Do What We Do 
The School is Easy Process 

At School is  Easy ,  we follow the “5M” process to help our students ’  journey be a successful  
one.  

1. Meet :  At School  is  Easy,  we meet with parent (& chi ld) and conduct a Learning 
Consultation (LC) and assessment.   

2. Make a plan :  During LC we evaluate the child’s needs and goals .   Based on your 
f indings,  you make a plan to help chi ld reach defined the goals.  

3. Match :  At School is Easy,  we match the chi ld  with a tutor who is  the best suited for 
his/her academic needs,  personal ity and learning style.    

4 . Monitor :  Session Logs  are emailed to the parent after every session. Session Logs al low 
you and the parent to monitor the child’s progress at every stage.  

5. Modify :  As you get to know the chi ld,  or as things change, you may  suggest  
modificat ions to the plan to better address the chi ld’s  needs and goals.  

During training,  this  process is  addressed in more detail  and supplemental resources are  
avai lable here: What we do & How we do it

 

Session Logs/ Reports 

The session log is  your  best opportunity  to create ongoing meaningful  communicat ion with 
your customers.  Sess ion logs are completed in Opus by School  is  Easy tutors fol lowing each 
tutoring sess ion. The fol lowing is  what you wil l  expect your tutors to address with each 
session log written:  

1. Speci f ic  information about what was worked on during the session. 
 

2.  Comment on i f  student is  on or off  path towards their  goals .   I f  off  path,  tutor  should 
report  on how they are  addressing th is  with the student.  
 

3.  Out line strategies or  actions parents may need to take to support their  chi ld.   
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4. Session Rating:  Tutors wi l l  rate the student based on their  level  of  Engagement,  
Preparation and Progress for  that sess ion.  

And perhaps most  important ly,  your tutors wil l  be expected to report on any deviat ion from 
expected progress. These sessions may be flagged by tutors for administrative attention. As 
part of our 5M process,  i t ’s  important  you monitor each log and view those which are f lagged;  
modificat ion to the child’s  learning plan may be in order .  

For more information and support documentat ion,  c l ick on l ink below:

Writing a Session log

School is Easy Tutoring Process 

Commitment,  Col laboration, Communication, Consistency,  together they create a 
successful  School is  Easy tutoring relat ionship – also known as the 4Cs.  

1. Commitment – from both sides,  parent/chi ld commit  to the process,  to the schedule 
and to doing the work  (chi ld)  – SIE commits to doing what we say we’re going do and 
show up when we say we’re going to show up.

2. Collaboration -Parents  know their  chi ld best , their  personal ity , their  l ikes and dis l ikes,  
behaviours,  etc . and the Child  can tel l  us from his/her perspect ive what’s  happening at  
school and Teachers  can provide insight  into current progress chi ld is  making at school.  
Armed with these ins ights SIE has a more complete picture and understanding of the 
situat ion and can design a more wel l  rounded plan and approach to helping your chi ld 
with the struggles he/she is  having at school .    

3 . Communication -  On-going communication between al l  stakeholders  to ensure we are 
making progress on the tutoring plan (monitor and modify  as out l ined in S IE process)  

4. Consistency -  Consistency of schedule.  A  session here and a session there is  not   
going to solve anything. SIE i s  not a “homework” machine. (consistent practice makes 
perfect)  

 

The Learning Consultation 

At School is  Easy  we conduct  a comprehensive Learning Consultat ion to best understand and 
adapt to al l  learning styles,  personal it ies and learning chal lenges.    

Purpose and goal  of the Learning Consultat ion:  

1.  Provide Assurance to Parent /  Guardian :  “You have come to the r ight place!” “We’re 
here to help!”  

2.  Introduction to School  is  Easy :  What we do and how we do it  

why?  In  case they are shopping around 
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Tools  & discussion points:  SIE system / process:  5M’s and 4C’s  

3.  Getting to know you:  Parent & Chi ld  

why?  Because,  at School  is  Easy we personal ize the learning and want to ful ly   
understand the current  s ituat ion and the desired outcomes of the chi ld and parents.
  

Tools  & discussion points:  USP ta lk ing points , Learning Style assessment /  Student 
Profi le  form 

4.  Ensure Parent is  educated & informed 

why? So they have an understanding of what  it  takes to achieve results  /  how chi ld 
wi l l benef it

Tools  & discussion points: SIE tutoring process:  4C’s,  SIE Unique Value / Se l l ing 
Proposit ion / Learning Loss diagram & Academic Foundation form

5.  Summarize conversation 

why?  Gain agreement on what the challenges,  pa in points and goals are

6.  Provide Recommendation 

why?  Because you are the expert  and that’s  why they cal led you. 

Tools  & discussion points:  L inking back  to the tutoring C’s   

I t  is  imperative to your success that  you know, understand and can conf idently speak to all  
aforementioned points.   

I t  wi l l  be the care and conversations you have about How We Do What We Do, that wi l l  foster 
relat ionships and set you apart  from other tutoring services in your terr itory.  

For more information and support documentat ion,  c l ick on l ink below: 

The Learning Consultation

 

Customer Service 

Growing your business  is  about relationships;  understanding your c l ients ’  motivat ions,  
object ives,  wishes and desires ,  and then exceeding your customer’s expectations with 
outstanding customer serv ice.   

To do this,  del iver an exceptional  f i rst  experience and then look for  meaningful  opportunities 
to connect  with your existing customers and bui ld upon the relationship. Be aware of 
chal lenges the student is  fac ing as they ar ise and respond to these chal lenges quickly and with 
care.  After al l ,  in the eyes of your cl ient parents and the students’ ,  school- is-easy.  
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Pricing Strategy 

At School is  Easy ,  we are committed to helping students be successful  at school.  As such we 
offer and sel l  our lessons in packages,  mult iple lessons at a t ime for a set pr ice.  A purchase of 
just  one lesson is  not  going to provide results.  That being said however,  if  it  is  the goal  of our 
engagement with the parent  & chi ld is  to help him/her prepare for  a test ,  or the l ike,  we wil l  
offer a one lesson at a t ime option. This  opt ion has each indiv idual  lesson priced at a higher 
rate than the average lesson rate of a package.   

Before sett ing your pr ices,  be sure to research what competitors are charging,  the market rate 
for  tutor pay, and know your overhead costs .   

I t ’s  important to keep in mind that your prof itabil ity depends on your margins, the difference 
between what  you charge c l ients and what you pay your tutors + your overhead costs.   

Satisfaction Guarantee & Refund Policy 

At School is  Easy ,  i f  your customer is  not  satisf ied after one specif ic  lesson,  for whatever 
reason;  providing a one time, one lesson refund is  a good-wi ll  opt ion we highly support.  
However,  this  policy would not apply to those customers who, af ter numerous tutoring 
sessions,  state dissatisfact ion with the tutoring engagement to date.  

 

Part V: Our Tutors 
Introduction 

At School is  Easy ,  our tutors work one-to-one with each student.  Our tutors are motivated and 
qual if ied to support  learning in a fun and memorable way for our students.

The School  is Easy tutor team is  general ly made up of a group of  individuals from dif ferent 
backgrounds,  diverse skil l  sets and experiences.  Some may be high school graduates, sk i l led at  
leading, coaching and engaging primary school  chi ldren or some may be subject matter experts 
working with students on complex math,  whi le others may be certi f ied teachers with years of 
classroom experience.   

Whichever the tutor ’s  experience or background, the goal  wi l l  a lways be; match the chi ld with 
the qual i f ied tutor who is  the best  f i t  in helping them achieve the desired outcome.   

Here is why tutors love working with School  is  Easy .   

At  School is  Easy ,  

1. We have an easy  and quick matching process.  Tutors do not have to f ind their own 
cl ients.   
 

2 . We offer a  f lexible  schedule.  Tutors can choose assignments that  f it  the ir schedule.   
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3. We are  convenient .  Tutors can choose ass ignments close to their home.  
 

4. Our tutors are not “ locked-in” to a specif ic  contract commitment.  Upon hire,  we do 
request  tutors commit  to a minimum of one semester and other that that,  Tutors can 
stop tutoring with School  is  Easy without penalty.   
 

5 . We have  a high standard  of  tutoring requirements.  

6. We offer  a  safe environment.  Tutors only  go into a home when other family members 
are at home. If  not,  the tutoring wi l l take place in a publ ic  place.  

7. At  School is  Easy ,  our tutors are a part  of our team. Franchise directors/owners actively  
and regular ly communicate with their tutors  to resolve issues  and discuss student 
progress.  

8. Our tutors can make extra money when registered as a tutor on our School  is  Easy 
Homework App.  

Criminal Record Checks: 

All tutors must have a  cr iminal  record check . The cr iminal record check must cover the past  5 
years and must  be updated every 2 years.  If  the tutor has been l iv ing in the country for less 
than 5 years,  a criminal  record check should be obtained from their last country  of residence.  

Note:  Check employee laws of your Country including work permits and or residency 
requirements – for  example,  in Canada,  a l l  non-c it i zen tutors must  have a val id working 
visa for Canada and a Social  Insurance number.  In the USA, Al l  US non-c it i zen tutors must  
have a val id working v isa for the USA and a Social  Security number.  

Tutor Pay Rates 

Both your tutoring fees and tutor pay large ly depend on local markets.  You’l l  need to do some 
local  market  analys is.  Don’t worry about what independent tutors are charging as they are not 
only  tutoring but  are also managing the schedul ing, prospect ing,  paperwork,  dealing direct ly  
with cl ients who may be dissat isf ied, etc .  At  School is  Easy,  our tutors are not responsible for 
any of those tasks.  Instead,  look at  what s imilar  in-home tutoring businesses are charging and 
paying, Tutor Doctor and ClubZ! are l ike ly  your c losest  competitors  with s imi lar  business 
models.   

I t ’s  important to keep in mind that your prof itabil ity depends on your margins, the difference 
between what  you charge c l ients and what you pay your tutors.   

Cl ick on l ink below for  addit ional information and support documents.  

Our Tutors
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Part VI: Lead Generation & Marketing
Introduction

As a School  is Easy Tutoring business owner,  you are in  the Relationship Business.   

Being out in your community,  being known in your community,  and bui lding relationships 
within your community  is  what wi l l bring your School  is Easy business to l i fe. YOU are the face 
of your business and people do business with people they l ike – so get up from behind that  
desk and go out  and meet people!!  

Remember, word travels fast  and favorable relationships with others wi l l  help generate leads 
for your business.  

So,  what i s  market ing?   

*Market ing is  the  process of gett ing people interested in your company's  
product  or  serv ice.  This  happens through market research,  analys is,  and 
understanding your ideal  customer's  interests.  Market ing pertains to all  aspects 
of a bus iness journey inc luding service offerings, serv ice del ivery, sales and 
advertis ing.  

*h tt p s :/ / b lo g. hu b spo t .c o m/ma rk et in g/ w ha t- is -ma r ket i ng

Where does market ing f it  with ‘be ing in the relationship business ’?  

**Relat ionship market ing  is  a  strategy that focuses on forging long-term 
partnerships with customers.  Companies bui ld re lationships  with customers by 
offering value and providing customer sat isfaction. Once relat ionships are buil t  
with customers,  customers tend to continue to purchase from the same 
company,  even i f  the prices of  the competi tors are less or  i f  the competit ion 
offers sales promotions or incentives.  Customers (both organizations  and 
consumers)  tend to buy products from suppliers whom they trust and feel  a 
kinship with,  regardless of offer ings of unknown competitors.  Companies benef it  
from repeat sales and referrals  that lead to increases  in  sales,  market  share,  and 
profits .  Costs  fa l l  because i t  is  less  expensive to serve exist ing customers than 
to attract  new ones.  Focusing on customer retent ion can be a  winning tact ic;  
studies show that increasing customer retention rates by 5 percent increases 
profits  by anywhere from 25 to 95 percent.  

**https://opentextbc.ca/businessopenstax/chapter/the-marketing-concept/
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Marketing Streams / Channels  

Generate leads v ia a variety of channels . Marketing us ing only one channel  wil l  not produce 
optimum results.  Remember,  you are in the relat ionship business  so invest ing a ll  resources 
into only onl ine or only print advert ising for  example, wi l l  not  get  you out in front  of people. 

Cl ick on the l ink below for the seven (7)  market ing streams and tactics you wi l l  want to 
consider when developing your market ing plan for  lead generation.  

Marketing Streams /  Channels and Tactics 

Lead Generation 

Leads are generated v ia market ing and market ing events and efforts…. such as gett ing in  front 
of people and building relat ionships.  

The goal of lead generat ion is  to collect  contact  information from those in your target 
audience. Those who may want your serv ice  now or in the future or know someone who may 
want or need your service now or in the future. This  co ntact  information forms your data base 
from which you active ly fol low up and keep in touch with v ia one on one contact,  email ,  
events,  campaigns etc .   

Contact information and fol lowing up with leads i s extremely important  because step #2 is  
schedul ing an appointment to meet.  The appointment is  fol lowed by the meeting to provide a 
Learning Consultat ion and Recommendat ion.  The recommendation is  based on your 
conversation and is customized to help and assist  the parents and the chi ld  current ly 
struggl ing with school  work.   

The overall  objective then,  is  to turn leads into enrolments!   

Remember, you wil l  be investing t ime and money into marketing your School  is  Easy Tutoring 
business , essent ial ly  generating leads via marketing and bui lding relat ionships.  

 

 

 

 

 

 

You never want a lead to sl ip through the cracks!  

Leads cost  money!  

Leads are GOLD! 

Always Fol low up and track your conversion ratios!
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Lead Follow up and Conversion Ratios

With leads now in hand,  the growth of your business wil l  come down to converting these leads 
f irst  into an appointment, then an interv iew, converting to an enrolment and from there, into 
new long-term relationships and customers which would then convert into addit ional  
enrolment contracts,  referrals  and a health reputat ion of  be ing known in your community  as 
the place to go for tutoring and working as a tutor.  

We call  this  the, Lead Generat ion Cycle . 

Conversion Ratios are a key performance indicator (KPI)  of your business.  They wi l l  help 
ident ify areas where more focus,  pract ice and sk il l  may be required to move each lead through 
the cycle and ult imate enrolment.  

For example,  let ’s say your goal  is to enrol l 30 students within your f irst  three months of 
bus iness. The number of leads you need to generate wi l l  a l l  depend on your rat ios:  

Below is  an example, assuming your conversion rat ios are as highlighted in yel low. 

APPOINTMENT

EDUCATION 
CONSULTATION

ENROLMENT

Lead Generation Cycle

Key Performance Indicators

Lead Generation Ratios: 

Lead :  Appointment
Appointment :  Interview
Interview :  Enrolment
Enrolment :  referra l  ( lead)
Enrolment :  reenrolment ( lead)
Leads :  Enrolment
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Notice the number or Leads you need to generate (303) in order to  enroll 30 students.  

Therefore, to increase your number of enrolments,  you have two avenues:   

1. Generate more leads or  
2. Improve your rat ios.  

And here’s how:

1. Be di l igent and disc ipl ined in your lead generation efforts.  Always be networking,  
bui lding relationships,  and lett ing everyone know what you do,  why you do it  and 
what it  would mean to them and their  fami ly.

2. Practice! Pract ice!  Practice! Learn al l  aspects of the School  is  Easy  process inside and 
out – our 5Ms,  4Cs, USP,  our learning assessments and what they mean. Become 
profic ient  at  recommending a solut ion that i s  customized and specif ic  to the student 
& family with whom you are looking to ass ist.  

At  School is  Easy ,  you are in the re lationship and lead generat ion business.

Inquiry (lead) Follow Up

For example: When a lead/prospect  ca lls ,  they are very l ikely looking for  an immediate 
solut ion to a pressing problem. Remember -  you are not  the only  provider in town. The longer 
you wait  to solve the parent’s  problem, the greater the chance that  you wil l  lose that 
customer to a competi tor.  

I f  the phone rings,  answer it !  – even i f  you’re “off duty” – it  could be a parent in need.

Studies show that you have 60 seconds to engage with your lead  

longer than that and you run the r isk  of los ing them.
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 I f  an inquiry is  submitted on the website,  reply within an hour or less – even if  you’re 
“off duty” – it  could be a parent  in need.  

 I f  a  parent emails  your off ice direct ly:  reply within an hour or less  – even if  you are “off 
duty”- i t  could be a parent  in need.  

REMEMBER to Always Ask: “How did you hear about us /  School  is  Easy?” 

Record the answer to this  quest ion,  i t  wi l l  help inform future marketing in it iat ives.    

Lead Management & Opus

Opus wil l  create reports about student registrations and wil l  g ive you valuable information 
about which subjects,  locat ions etc . are the most popular.  

Cl ick on reports in OPUS and research. This  information wil l  help you make marketing 
decis ions and hire tutors.   

In order to learn valuable information about your business it  is  important to track all  inquir ies 
( inquiry  = lead).   

Remember, always ask:  How did you hear  about us? Tracking the answer to this  question wil l  
help inform your marketing.  

With each inquiry  /  lead write in as much information as possible.  In the comments sect ion 
make a note of whether or  not  they enrol led. This  wi l l  help determine your convers ion ratios.   

Annual & Quarterly Marketing Plans 

Marketing isn’t  a  just- in-t ime activity .  As a business owner,  set as ide t ime to complete your 
plan & evaluate results.  When creat ing your plan,  consider: what is  the competit ion doing? 
What t ime of  year is  it  and what is  happening in the educat ion arena in your area 
(seasonal ity);  exams,  parent teacher nights,  term change,  holidays,  school  breaks etc .  What is  
my mix of ‘passive’  advertising versus ‘active’  market ing? Which marketing categor ies wi l l  
best  highl ight your services and generate leads, etc .?   

Ask yoursel f:  Who is my target audience and to whom is  this  particular marketing init iat ive 
directed?  Identi fying this  f irst  and through planning,  wi l l  set  the tone for the message you’d 
l ike to communicate.   
For example,  rather than marketing for students, think of  working to attract  and retain the 
famil ies you want to serve.   
Why? Because famil ies are made up of parents, grandparents,  aunts,  uncles,  and often 
multiple chi ldren. What marketing wi l l  you do to peak their interest and move them to action? 
That ideal act ion being,  to reach out  to you for more information.   

No matter what market ing you do,  i t ’s  essent ial that you a lways track the success of your 
market ing efforts . Collecting data and measuring results  wi l l  help you determine which 
market ing efforts,  campaigns,  channels ,  etc,  were effect ive and which were not.  With a 
completed marketing plan at your f ingert ips ,  you wil l  be able to ef fect ively ref lect on the why 
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or why not,  success of  each init iat ive based on what,  where,  when and how of each init iative – 
thus informing your Marketing Plan and Marketing Spend going forward. 

Cl ick on l ink below for  addit ional information and support documents.

Plan,  Forecast,  and Evaluate

 

Marketing Ideas 

1.Generating Leads in your Community

Be creative in how you can get  the word out.  We cal l  it  the hust le  because it  large ly 
depends on your entrepreneurial  spir it .   I t  depends on you knowing yourself,  knowing 
your community,  gett ing creative,  and most important ly,  gett ing out  there! 

L isted below are a few ideas to get  you started:   

1. Leverage the re lat ionships you have.  
o  Networking -  Get by Giving  
o  Donate to chari t ies  
o  Speak at meetings  
o  Sponsor youth sports.  
o  Connect  with the coaches of these teams and help them see how School  is 

Easy can support their  athletes through academic support and mentoring 
o  AND attend the games & events.  Get to know the parents and families .    

2.  Strategic  All iances  
o  Contact organizat ions by sending an introduction letter and fol low up with a 

phone cal l .   

3.  Hair  salons,  nai l  salons,  orthodontists,  dance studios,  hockey r inks etc.  
o These are places where mothers go. 

For addit ional  information,  cl ick on l inks below: 

Generat ing Leads in Your Community  

School  is  Easy Tutoring,  Brand Guide

 

2.Car Signage 

 Ful l  Car Wrap - When you compare cost of impressions,  car s ignage is one of the 
best  values.  A ful l  car wrap can be a powerful  attent ion getter and remember,  it  
goes where you go. You’ l l  have your own personal and roaming bi l l  board.    

 Perforated Rear Window Ads -  Most people see your car  from behind,  rear 
window signage can make a great  impact  at a fract ion of the cost  of  a ful l  wrap. 
Based on your qual i f ied car and for local  installat ion,  we wi l l  send you the des ign 
f i le  to have a car s ign printed.  
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 Car Magnets -  Car magnets can a lso help promote School  is  Easy, particularly in 
the neighborhoods where your students l ive.   

 Tutor owned cars -  A good strategy is  to approach active tutors to see i f  they are 
wi l l ing to put the rear  window sign and car magnet on their quali f ied car for 
$50/month (sample amount).   

3.Website 

School  is  Easy Tutoring maintains a nat ional  as well  as local  franchise websites . 
Inquir ies via the website’s  lead generat ion form will  be forwarded,  to each 
respective franchise locat ion. 

4.Facebook and Instagram

School  is  Easy maintains both nat ional  and local franchise Facebook pages.  Posts to 
the nat ional  s ite are automatical ly posted to  each f ranchises Facebook page. 
Franchises can also post to their  Facebook page. School is  Easy also maintains a 
nat ional Instagram account.

See the School  is Easy artic le below for more information on socia l  media standards 
and guidel ines.   

Online and Social Media  

 

Testimonials & Reviews 

Online reviews and testimonials  are very important.  Many people prior it ize onl ine reviews as 
high or higher than direct referrals .  You don’t have to have hundreds for reviews to be 
effective. On the other hand,  no reviews look awful ly stark.   Here is  how you can cult ivate and 
grow your reviews and test imonials.  

Great Customer Service  

No getting around it .  You only  get  great reviews i f  you provide a great customer 
experience. The f i rst  step is  to make sure that  you are on top of  your business. Pay 
attention to the sess ion logs.  Pay special at tention to the session logs f lagged as 
requir ing attent ion. These sess ions are gold as i t  wi l l  a l low you to gain insight into 
what’s  not  going wel l  and help to correct the problem. Work with parents as a trusted 
family advisor and earn their  respect. Re lationship.  

Confirm Happiness  

Have you cult ivated a RAVING FAN!? Is  your customer real ly happy about the services 
they are receiving? Ask,  don’t assume. Note:  Discovering a chal lenge a student is having 
from a session log & conversat ion with the tutor,  and then fol lowing up with a parent is  a 
great f irst  step,  but it ’ s incomplete. Before you ask the parent for a review, wait t i l l  you 
get results .  
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Ask 

Once you have confirmed the customer’s happiness,  then ask them if  they would share 
their  experience by writ ing or post ing a review /  testimonial.  

For more information cl ick  on the l ink below 

How to Obtain Test imonials

 

Part VII: Finance & Administration 
Introduction 
As a business owner you are jack-of-al l -trades.   It  is  important to be real ist ic  about  your 
strengths,  weaknesses,  l ikes,  dis l ikes and knowing what to get he lp with,  or  ass ign to another 
person. You may think  you can do it  al l  but inevitably something wil l  go left  unattended to.   

 

 

 

 

 

 

 

 

 

At  School is  Easy we strongly recommended you hire a  bookkeeper very early in the process.  
Your bookkeeper would be responsible for  the day to day f inances  of the business;  working in 
QuickBooks (QB),  providing t imely  statements on an accrual  bas is  and running cr it ical  reports 
to help you run your business. BTY,  because you wil l  know your business better than anyone,  
you wil l  know which reports you want your bookkeeper to run and when, to enable you in your 
weekly,  monthly and quarterly evaluat ion of data and your business.  

Once your business starts growing you wil l  come to a point  when you feel it  a  struggle to 
manage the operat ion by yoursel f.  At this  point,  you wil l  want to consider hiring off ice help.  
The great thing about the School is  Easy system is  that it  is  portable.  Remember,  Opus is  web 
based and someone can answer your phone from another locat ion,  schedule Learning 

As a School is Easy business owner YOU need to know your business better than 
anyone else!   

• Unearned Revenue – have you really earned it? 

• Seasonality  – should you be growing faster? 

• How can you generate  more leads and how can you convert  them 
better? 
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Consultations for  you and make matches once student has been enrolled.  That means you 
could have someone work from home or come into your home office and work .  Completely up 
to you. 

Business & Office Administration  

A good majority  of your business operations and administ ration wil l  involve working directly in 
Opus. Tasks wi l l  inc lude those which are Tutor related, Cl ient  re lated as wel l  as those which 
are Accounts receivable and payable related.  

Below is  a sample of such Opus related Admin tasks.  

Tutor Related 

Entering Tutors  

Searching for a tutor  

Provide tutor with 
access to Opus 

Tutor Matching 

 

Making a Match 

Client  Related 

Entering Students  /  
Parents  

Bookkeeping & Acc’ts 
related 

 

Entering Income 

Receiving and entering 
payment

Ending a tutoring 
session 

Refer to this  out l ine and checkl ist  for  an overview of the main dai ly ,  weekly and monthly  
activ it ies .  Admin Tasks & Checkl ist

Al l  Opus related tasks and guides can be found here: Franchisee Support  Centre us ing the 
Search window.  

Finance, Best Practices 

#1 – Ready yoursel f  for  business  

• Set up the company, l i censes,  & tax accounts using profess ionals ( lawyers and 
accountants are not bookkeepers)

• Establ ish a company calendar with aforementioned professionals,  i t  wil l  save t ime – 
then update it  every month 

• Hire the r ight bookkeeper and schedule t ime weekly  & outside business hours, for  
entering data.  

#2 – Schedule t ime to review & evaluate  

Set a t ime to review crit ica l reports that won’t interrupt business:  

• your in it ia l  projections for years 1 and 2 are  cr it ical (and wrong) so adjust  
them monthly  

• you should update these monthly yourse lf  to  really know the numbers  
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#3 – Financial  Help

• Have your bookkeeper  use S IE Chart  of Accounts and do the bank recs at  the f irst  of 
each month

• Meet with your FDD as close to month end (scheduled) and update your forecast  – 1 
hour

• Meet with your accountant each quarter with your f inancial  reports to discuss 
ratios

#4 – Unearned Revenue

• Know yourself  and address your strengths and weaknesses (as it  relates to unearned 
revenue)

• I f  you are an accounting type – keep a spreadsheet or  use QuickBooks to track your 
unearned revenue 

• I f  you are the opposite – consider a second bank account  – but  keep track of 
unearned revenue.  

#5 – Onward and Upward 

• Join the Support  Off ice calls  for collaborat ion and companionship – you are not 
alone!  

• Learn from your mistakes – if  you don’t make any then you may not be pushing hard 
enough 

• Think constant ly  about improvements – more leads,  more conversions,  more 
students, = + profit !   

 

Part VIII: Summary of Your Obligations & 
Operating Requirements 

Responsibility of Franchisee 

In addition to the mutually agreed upon terms in the Franchise Agreement,  it  i s  important 
to understand the roles and responsibi l it ies  of being a School  i s  Easy Franchisee.  

It  is  v ital  to real ize that you are indeed an independent business person and as with any 
other businesses,  you can expect  to succeed through your own efforts,  acumen and t ime 
put into your business.  
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Specific  Responsibil i t ies

Maintain the corporate image of School is  Easy in every detai l  on the premises, 
vehicle, s igns, stationary, socia l  media plat forms,  community events etc.… All  
advertis ing must bear an approved School is  Easy logo.  

Work with professionals for accounting, legal  issues etc . Protect  the interest  of 
your business and of the franchise group. 

The franchisee agrees to manage al l  relevant  data through SIE’s  OPUS system, 
including al l  lead management information,  customer and tutor information,  
schedules,  and payment process ing. Sess ion logs must be posted by tutors on the 
same day of the session.  
 
Communicate relevant  information monthly and annual ly  in accordance with this 
manual and your franchise agreement  
 
Pay franchise royalt ies,  branding contr ibutions, technology fees,  l iabi l ity insurance 
and al l  accounts on t ime to strengthen the franchise group and preserve School  is  
Easy integrity  in the marketplace.   
 
Independent ly promote the business within your Territory.   
 
Monitor and str ive to better the serv ice provided by you and your  staff .   
 
Provide School  i s  Easy  standards of service to your customers.   
 
Inform Support  Off ice of  any problems occurring within your business.   

Communicate free ly  with your franchisor support person. 

FRANCHISEE REPORTING REQUIREMENTS  

As out l ined within you Franchise Agreement,  there are a number of requirements  which 
are to be consistent ly  adhered to and executed on a t imely  bases.  In addit ion to al l  c lauses 
within your Agreement,  please make yourself  int imately  fami liar  with the following and 
review your Franchise Agreement for  addit ional  detai ls .  

1. Payments to Franchisor

All Franchisees shal l  refer  to their  Franchise Agreement as i t  re lates to their fees.   

Due Dates:  by the f i fth (5th) day of each Month 
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Requirement: Royalty Fee,  Branding Fund Contribut ion,  Technology Fee,  and Website 
Fee 

2. Bookkeeping

Franchisees are required to keep accurate and up to date books using QuickBooks 
Software.  School  is  Easy Inc./  School  is  Easy USA, LLC has the right to request reports at any
time.

3. Reports and Financial  Statements 

You agree to submit  f inanc ial and operat ional reports and records  to us at the t imes and in 
the manner specif ied.   

Due Dates :  (below) 

1. Within 60 days after the end of each f iscal year – Balance sheet,  Profit  and 
loss statement and statement of  retained earnings  

 
2. And within 30 days of f i l ing,  a  true copy of al l  returns, schedules and reports 

f i led by the Franchisee for  income, corporate or sales tax purposes (FA,  
section 10,  2a & b)  

 
4. Business Insurance 

Due dates:   The insurance pol icy  or  pol ic ies must be in effect  before you undertake 
any activ it ies under your Franchise Agreement.

Requirement:  As per your Agreement,  either School is  Easy Canada Inc . or School  is 
Easy USA, LLC  

 must be named as an addit ional insured in the policy or polic ies (statutory 
polic ies excepted).   

 Must receive a copy of your current  Certi f icate of  L iabi l i ty  Insurance with 
aforementioned l isted as an additional insured.  

Note:  refer to your Franchise Agreement for  additional  insurance criteria.  (FA, 
Sect ion 11)  

5. Audit Cooperation 

Timing of  Audit :  with reasonable prior notice to Franchisee  

Requirement:  SIE Franchisor has the r ight  to inspect  and audit  your  books and records,  
your federal,  state and local tax returns,  and any other forms,  reports,  information or 
data that we may reasonably designate.  

Note:  refer to your Franchise Agreement for  additional  cr iter ia.  (FA,  Sect ion 10.4)  
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6. Competitive Business

Requirement: As defined within your Agreement,  and without our  prior  written 
consent, you agree not to own, manage, engage in, be employed by, advise, make
loans to, consult for , or have any other interest in any Competit ive Business. (FA,  
Sect ion 12.  1  and 2)

7. Brand Consistency

Requirement:  Franchisees are required to represent  the School  is Easy brand as 
described in the School is  Easy Brand Guide. Alter ing the brand outside of those
regulations would cause a franchisee to be in default  of their agreement.  

8. Marketing Spend - Local Advertising and Promotion

Timing :  Init ial  Campaign,  and Monthly  & Annually  

Requirement:  you agree to conduct an init ial  market ing campaign and spend the 
minimum dollar  amount as des ignated in your Agreement,  in connection with your 
init ial  market ing campaign. In addition,  you must invest a minimum amount in local  
advertis ing and promotions in any month and not  less than the combined minimum 
amount in  any twelve month period 

Note:  refer to your Agreement for al l  particulars (FA, Sect ion 8.1 and 8 .9)  

9. Approved Advertising Channels and Marketing Materials  

Timing :  submit for approval  pr ior  to use i f  not  prepared or approved by Franchisor in 
the previous year  

Requirement:  You agree to conduct al l  advertis ing in a  dignif ied manner and to 
conform to the standards and requirements we periodical ly specify in the SIE Brand 
Guide or in  other written materia ls  

 You are to submit  to us,  for  our approval before your use,  a l l  proposed 
plans, promotion materials ,  and advert is ing that we did not prepare or 
approve in the previous year.  This  includes but is  not  l imited to,  print and 
dig ital  marketing materials ,  publ ic  facing advert isements or  websites.  

10. Marketing Information

Requirement:  In an effort  to enhance the School  is  Easy system with valuable 
information and metrics about the market ing and operat ions of  local  SIE locat ions, 
School  is  Easy Canada Inc.  /  School is  Easy USA, LLC requires monthly input  of your 
market ing efforts into  Opus.   
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For more information, please review the artic le l ink below  

Marketing Metrics Reporting

11. Confidentiality 

Timing :  During and after the term of your Agreement

Requirement: you may not communicate,  divulge or use for  any purpose other than 
the operat ion of the Franchised Business any confidentia l information,  knowledge,  
trade secrets or  know-how which may be communicated to you or which you may 
learn by v irtue of your  relat ionship with us.  

Note:  refer to your Agreement for al l  particulars (FA, Sect ion 7.2)  

 


