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COMPANY GUIDELINES AND POLICIES ON TEAMS 

General 

Home Connect America is THE Home for teams and as such has created the following 
comprehensive team policies and procedures to support the growth and successful 
operation of teams.  All Associate-Licensees who want to start a team or have a team 
agree to comply with the published Home Connect America Team Policies & 
Procedures.  
 

Potential Benefits of Forming or Joining a Team 
 
At Home Connect America, we specialize in training, coaching and providing tools, 
systems and materials to support building a profitable and successful team.  There are 
numerous potential benefits for forming or joining a well-run team.  
 
For Team Leaders: 

o More income and overall productivity 
o More time (for key business activities and/or personal time) 
o Convert more leads to closed transactions  
o Higher rankings, market share  
o Credibility  
o Specialization 
o Life-Work Balance 

 
For Team Members 

o Stability 
o More income 
o Structure and systems 
o Accountability 
o Belonging to productive group 
o Opportunity to learn and grow professionally and personally 

 

Possible Liability and Other Considerations 

The decision to form or join a Team should not be taken lightly, as there are several 
potential ramifications of Team membership.  In evaluating the facts leading to making 
the decision to form or join a team, team members should seriously weigh several key 
considerations and cautions, including: 

● Personal Branding – individuals will not be building their own personal brand, 
which will be replaced by the branding of the Team or Team Leader.  This 
can have substantial individual negative impact in the case of an individual 
needing to re-establish himself/herself after a team break-up. 
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● Production Awards – individual production will be credited only towards the 
Team or Team Leader, not the individual.  

● Potential Legal Liability – as a Team member or Team Leader, each 
individual is exposed to lawsuits or complaints brought against the Team, 
even for cases in which the individual may not have been directly involved. 

● Diversification – each individual may be called upon to specialize in a specific 
job function rather than dealing with all aspects of real estate activity, which 
could later handicap that individual’s skill set in the case of a team break-up. 

 
Team Definitions 

Team 

A “Team” is comprised of two or more company associated licensees who choose to 
regularly work together under an understanding and agreement.   

Team Leader(s) (TL) 
One or more lead agent(s) who have at least one licensed team member’s production 
which is recognized solely as the production of the lead agent(s)/team leader(s). 
 
Two or more lead agents who have formally changed their status with the company 
from individual sales person to Team status.  
 
Team Manager (TMGR) 
A licensed sales person who has affiliated with a team and performs the duties as 
outlined in the Team Manager Agreement. 
 
Team Member (TM)  
A licensed sales person who has affiliated with a team with all production recognized as 
Team Leader’s production and in accordance with the provisions of the written 
agreement  
between TM and TL.  
 
Licensed Assistant (LA) 
A licensed sales person who has contracted with a team leader and is paid a salary or 
hourly wage by TL.  A licensed assistant may be affiliated with a Non-MLS company as 
an active licensee or may join Home Connect America. A licensed assistant affiliated 
with HCA, may also conduct real estate sales and earn commissions subject to all 
applicable company policies. Non-MLS licensees may earn commissions that will be 
processed as a referral fee to their current brokerage. 
 
Unlicensed Assistant 
A person who does not have an active real estate license who has contracted with a 
team leader and is paid a salary or hourly wage by TL per a written and approved 
agreement. 
 
Duties Owed Team Addendum   
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Addendum to the Duties Owed form, which lists the Team Leader and the licensed team 
member(s) also representing or potentially representing the client.  Team may use the 
NRED form 525A Supplemental or an approved team/group duties owed form. 

 
CDA (Commission Disbursement Authorization) 
Approved form used by a team to delineate who will receive a commission check for a 
particular transaction.  The CDA must list each member receiving a portion of the 
commission by name and amount, the transaction fee to HCA and must be signed by 
the team leader and primary agent on the transaction. 

 
Personal / Admin Assistants 

Home Connect America recognizes and encourages the use of personal assistants, 
both licensed and unlicensed to assist in Associate-Licensee’s real estate career. In 
hiring a personal assistant, you may become an employer and have numerous employer 
responsibilities under state and federal law (e.g., compliance with applicable 
requirements on minimum wage, mealtime and breaks, etc.).  

 
Interviewing, hiring and contracting with the assistant will be solely up to you. You agree 
that any assistant you hire will be required to abide by our Company Policy Manual. If 
your assistant engages in any conduct that would violate the Company Policy Manual, 
or in any way acts in a manner to bring disrepute or potential liability to the Company, the 
Company reserves the right to demand that you terminate the assistant or otherwise 
prohibit him/her from entering the office for any reason, at any time. 
 

The Team Leader is responsible for determining whether your relationship with the 

personal assistant is that of employer-employee or independent contractor, and for 

proper withholding and reporting of taxes. The Company strongly recommends that 

these matters shall be discussed with an attorney and/or accountant before any 

decisions are made. Licensed personal assistants are not subject to, nor paid in 

accordance with, the Company’s Compensation schedule. Licensed personal assistants 

are compensated solely through your contractual arrangement with them. The Company 

shall never be obligated to pay your licensed personal assistant except as may be paid to 

such assistant per the commission disbursement authorization form.   

Except as may be covered by the Company’s Errors & Omissions policy of insurance, the 

Team Leader agrees to indemnify, defend and hold the Company harmless from all 

claims, demands, liabilities, judgments, arbitration awards and attorney fees for which 

the Company is subjected to by reason of any action taken or omitted by your personal 

assistant. 

The Company’s general policy is that unlicensed office personnel (admin assistants, 

personal assistants, receptionists, accounting personnel, etc.) are to be used in a support 

role to the main real estate business functions the lead agent. UNDER NO 

CIRCUMSTANCES will you authorize or allow unlicensed office personnel to engage in 

acts for which a real estate broker or salesperson’s license is required. 
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Associate-Licensee acknowledges receipt of NRED Informational Bulletin #010 
Unlicensed Assistant / Virtual Assistants  
Visit:  http://red.nv.gov/Content/Publications/Informational_Bulletins/  
 

Assistant and Team Member Agreements  
The lack of a formalized written agreement has caused many misunderstandings and 
other negative results.  A written agreement protects each individual and helps to avoid 
future conflicts.  As such, our company policy is that every Team Member must be a 
party to a written agreement with the Team Leader that fully outlines 
responsibilities, obligations, duties, basis of compensation for the individual 
member, as well as terms of dissolution of Team membership.   

Home Connect America has an example team agreement, however the Team Leader is 
advised to use the services of outside legal counsel to draft the agreement.  Further, a 
copy of the written team agreement must be submitted to the Broker or COO for 
approval and record retention.  

All Associate-Licensees, licensed assistants or licensed team members will be required 
to sign an Independent Contractor Agreement with Home Connect America.    
 
All commissions due to a team will be paid through the Broker via the signed and 
approved Commission Disbursement Agreement (CDA) for each transaction. If this 
policy is violated, Associate-Licensees may be immediately released from their 
agreement. If the assistant is unlicensed, the assistant shall not be permitted to 
unlawfully engage in any professional real estate activity for which a license would be 
required.  No commissions will be shared with said unlicensed assistant as this is in 
violation of state law. An unlicensed assistant shall not, directly or indirectly, solicit or 
attempt to solicit real estate business of any type. 
 

Team Formation 
In order to form a team, the Team Members are required to complete a “Team 
Declaration and Application,” confirming the Office, Team Name, Principal Team 
Contact Person, and List of Team Members.  The Application must be signed by all 
licensed Team Members and will be reviewed for approval by the Office Manager and 
the Broker of Record for Company.  A Team is officially formed only after approval by 
Broker as noted above. 

Team Recruiting of Company Licensees 
Teams are not permitted to recruit current Company licensees or members of other 
HCA teams to join their Team.  Team member initiated request to transfer to another 
team will be in accordance with the HCA Team Member Transfer policy outlined below. 

http://red.nv.gov/Content/Publications/Informational_Bulletins/
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Team Member Transfers 
If a team member or team manager wishes to transfer and initiates the request to 
transfer to another team within the company, the following policies will apply: 

1. The Brodkin Group   
Team members of The Brodkin Group must complete a minimum of six 
transactions before being eligible to transfer to another team.   

2. Transfer referral fee – Accepting Team Leader must pay Current Team Leader 
a 20% referral fee on the next five (5) transactions closed by transferring agent 
whether personally or team-generated transactions.  The 20% is calculated from 
the Gross Commission received by the company.   

3. Team Transfer Form to be completed by all parties and approved by COO or 
Broker. 

 
The company requires that a written separation agreement be completed, when 
applicable, between the team member and team leader to address existing escrows, 
listings, and/or personal property or account balances prior to final separation or 
transfer. 
 
Any team member/manager who has an active license hanging with the Company who 
transfers from an existing team to individual salesperson status or to another team in 
the company must follow the transfer and separation procedures outlined herein.  Team 
Leader or Manager will initiate a Team Member Transfer form that must be executed by 
all parties and approved by HCA COO or Broker. 
 

Team Connect Program 
Home Connect America has created the Team Connect Program to support the 
placement of outside agents being recruited to the company on a team that is best 
suited for all parties.  Teams that wish to add team members and participate in this 
program must inform Jan O’Brien.   

Home Connect America conducts ongoing recruiting activities including: 

o Email marketing campaigns 

o Training Workshops and Events 

o Team Connect Mixers or Events designed to invite agents who are interested in 
joining a team 

o Ongoing CRM campaigns to targeted licensees 

o Social media advertising 

Recruiting from Outside the Company 
We highly encourage Teams to implement recruiting tactics based on team growth.  We 
will provide ongoing coaching and training in support of your recruiting efforts.  
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COO – Jan O’Brien, must first approve teams who wish to hire new licensees.  It is 
imperative that a Team Leader is fully aware and prepared to handle the training and 
support requires for new licensees.   

One of the many benefits at Home Connect America is that The Brodkin Training 
Method classes are open for all team members and agents to attend.  Another benefit 
provided by The Brodkin Group is to refer new licensees to that team for initial training, 
coaching and support through a minimum of six transactions and receive the G.R.I.P. 
bonus for HCA.  

HCA G.R.I.P. 
Earn 2% of the gross commission income on the first 6 transactions the referred agent 
closes while with The Brodkin Group. This bonus commission will be paid via the CDA 
at the time of closing and commission processing. 
 
 
 
 
 

Team Member Hiring Procedures 
 
It is our goal at HCA to provide a 5-star/VIP experience for all agents joining our 
company.  With that in mind, we want to collaborate with you in a smooth hiring and 
onboarding of team members to your team. 
 
The following are necessary steps to follow to facilitate a smooth onboarding 
experience: 
 
Preparation Steps to Complete 
o Use an Approved Team Member Contract 
o Create Team Policies & Procedures to share with new team members 
o Create a Team Onboarding Checklist 

o Team Leader policy for who is paying for business cards, name badge, etc. 
 
 

Hiring Steps 
o Complete a written team associate/manager contract – signed by all parties. Provide 

a copy to the Office Admin. 
o Review the HCA Onboarding Checklist with the Team Member (TM) and ensure 

they are aware of the following: 
o $100 one-time affiliation fee payable to HCA via Broker Sumo 

o Coordinate or schedule an inprocessing appointment with your Office Admin who will 
complete the following: 

o Setup agent in Broker Sumo and send the HCA ICA, Policy Receipt 
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o Prepare and give the agent the necessary paperwork to transfer license with 
NRED and GLVAR (If new licensee, get the Form 549 completed and 
notarized) 

o Provide an appropriate Onboarding Checklist 
o HCA Admin will complete onboarding tasks for company: 

o Add to HCA Agent Portal and send Welcome email 
o Add to Dotloop  
o Share Training Calendar and Reminder to attend HCA Orientation 

 
 

Award Volume Recognition  
All production volume generated by the Team will be tracked as a team for award 
recognition purposes.  While teams may be formed at any time, team award recognition 
will only be considered for teams registered by March 1st  of the award year in question. 
For award purposes, team production required for various levels of recognition are 
higher than those of individual agents.  The company has the following team categories 
for award purposes: 

• Level 1: Teams comprised of 1-5 licensed associates 

• Level 2: Teams comprised of 6-20 licensed associates 

• Level 3: Teams with 20+ licensed associates 

• Level 4: Expansion teams / teams in multiple branches or market places 

Marketing and Advertising 

Teams must follow all applicable State guidelines or regulations regarding team names 
and advertising. Once approved by Company/Broker, the Team Name may be used in 
business cards and other marketing and advertising materials, but must also 
incorporate the use of the official COMPANY logo in the materials.  Materials are not 
allowed that do not include the COMPANY logo. 

Team Branding 
Home Connect America encourages Team Leaders to develop their unique branding to 
include brand colors and logo to promote their Team subject to the Company Policy and 

HCA Branding Guide.  Teams must always adhere to Advertising Guidelines per NRS 

645.315 and NAC 645.610. 

  

Calculation and Payment of Commissions 

All commissions to be processed and paid through the brokerage using a commission 
disbursement authorization form.  Team Leaders are prohibited to directly share 
commissions with team members. 
 
NRS 645.280 ……….payment of commission other than through broker or owner-
developer unlawful. 
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       A real estate broker-salesman or salesman shall not ….. accept compensation from 
any person other than the broker ….. under whom he is at the time licensed. 
      It is unlawful for any licensed real estate broker-salesman or salesman to pay a 
commission to any person except through the broker ….. under whom he is at the time 
licensed. 
 

• Each individual licensed member of the Team, group, or corporation to be paid 
on a transaction must be listed separately on the Commission Disbursement 
Authorization (CDA) and not by Team Name or Team Leader Name.  Each 
Team Member’s share of the gross commission shall be shown in percentage 
(%) or dollar ($) format, and each individual agent shall receive a separate 
commission check in their name. 

• Even though commissions are paid individually, all sales volume will be reported 
for the Team for the purposes of award recognition 

TEAM CAP Program 

During the course of Associate-Licensee’s Year (based on Hire Date), should the 
Associate-Licensee pay to the Company aggregate transaction fees and commissions 
in the amount of Sixteen Thousand Dollars ($16,000) (the “CAP”), Associate-Licensee’s 
obligation to pay a transaction fee ($400) on further closed transactions up to the end of 
the anniversary date of hire, shall be waived.  Only approved teams may include 
transactions of team members toward the CAP.  Team must adhere to all company 
policies for teams including processing and uploading of transactions in company 
transaction management system. 
 
Associate-Licensee may continue to charge the full Broker Additional Commission fee 
to the seller or buyer per company policy with the $195 compliance fee paid to the 
Company and remainder paid to Associate-Licensee. 
 
The $195 fee is not included in the CAP and will be owed or deducted from all closed 
residential transactions.  
 

Agent Signatures on Transaction Documents  
In each transaction, at least one Team Member should sign the transaction documents.  
While it is recommended that one Team Member sign all of the documents in a given 
transaction, it is permissible for more than one to sign.  In either event, each member of 
the Team acknowledges and agrees that they accept joint and several legal liability for 
the entire transaction and file, including, but not limited to, their share of the legal 
defense costs, regardless of which Team Member signed the transaction documents. 

Duties Owed & Consent to Act 
 
Duties Owed Addendum - Teams shall utilize the Duties Owed Team Addendum 
which lists the Team Leader and all current licensed team member(s) who may or may 
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not also be directly representing the client.  NRS 645.252 and .193 instruct that a 
licensee who acts as an agent in a real estate transaction shall disclose as soon as is 
practicable the duties owed by a licensee.  The “Duties Owed Team Addendum,” must 
indicate all of the licensees working for that client.  In a Team scenario the Team Leader 
and assigned Team Member must each sign the Duties Owed.  (Unless the Team 
Leader is listing the personal real property of a Team Member, in which event the Team 
Member does not sign the Duties Owed Team Addendum.).  The Team Leaders and 
the assigned Team Member(s) both owe equal duties to the client.  The company has 
developed a “Team Addendum” to allow Team Owners to list those Team Member(s) 
assigned to the client on the Duties Owed.  The assigned Team Member(s) and the 
Team Leader then owe specific duties to that client per NRS 645. 
 
Consent to Act – Teams must utilize the Consent to Act in addition to the Duties Owed 
and Duties Owed Team Addendum in the event a Team Member represents a Buyer in 
the sale of a team listing. 

Violations of Team Policy and Errors and Omissions Coverage   
Any violations of Team Policies and Procedures may result in forfeiture of eligibility for 
Errors and Omission Coverage.   

Team Dissolution 

In the event that the Team either dissolves or certain members leave the Team, the 
Office Manager is to be notified immediately by the Principal Team Contact Person.  To 
complete the process, the following procedure is required: 

1. The Team Members and Office Manager shall complete the Team 
Dissolution/Termination form, which shall confirm the dissolution of the entire 
Team or the termination of Team membership by specific member(s).   It shall 
then be forwarded to COMPANY for review and approval by the Broker of 
Record.   

2. Members of the Team will be paid in accordance with the information of the CDA 
for open transactions, unless it is modified and agreed in writing by the affected 
members of the Team. 

3. The distribution of any current listings, escrows, or commissions shall be handled 
in accordance with the written Team Agreement, or failing that, in accordance 
with COMPANY policy. 
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Home Connect America Team Policies & Procedures  
Receipt Acknowledgement 

 
 
 
I, THE UNDERSIGNED, ACKNOWLEDGE THAT I HAVE READ AND UNDERSTAND 

THE “COMPANY GUIDELINES AND POLICIES ON TEAMS” AND AGREE TO 

FOLLOW THESE GUIDELINES AND POLICIES IN THEIR ENTIRETY.  
 

 By Signing Below, I Acknowledge Receipt of a Copy the Team Policies 
 

 

Team Name: 
______________________________________________________________________
_____  
 
 
Team Member Name: 
___________________________________________________________________  
 
Signature:  _____________________________________________________ 
 Date: ___________ 
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