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 NON-EMPLOYEE STATUS APPLICATION
It is the responsibility of the University to determine the employment status of all individuals. The University has a duty to operate PAYE (Pay as You Earn) for all the individuals whose terms of engagement constitute an employment, whether on a temporary, casual, part-time, full-time or permanent basis. The fact that an individual is registered for self-employment or providing services via a Personal Service Company does not mean the engagement with the University allows payments to be made gross of statutory deduction. This relationship also has to be assessed if a Personal Service Company is engaged via an agency intermediary.
Determining an individual’s relationship with the University is complex and is achieved by considering a number of factors.  This form provides an assessment of employment status using guidance from HM Revenue & Customs and legally defined employment status tests.
This form should be completed where an individual is providing services not via an employment contract (whether permanent or casual) either as an individual or via a Personal Service Company (whether direct or via an agency). The decision on which employment group an individual falls into will depend on the relationship between the individual and the University and is supported by a number of tests.
The form should never be completed by the individual or company, but by one of the following authorised parties: Head of School; School Manager or Delegated Manager.  The level of authority may be defined by the total spend of the assignment (Over £20K Head of School; between £5K and £20K School Manager; under £5k Delegated Manager).
	Full name of the Individual:



	

	School/Department:

	

	Business name of the Individual where applicable:


	

	Is the Individual to be paid through a Limited Company or Partnership (either directly through us or an agency)? Please specify:

	

	Supplier ID in Agresso (if applicable):

	

	Agency Paid through (if applicable):

	

	Date of birth:


	

	National Insurance Number:


	
	
	
	
	
	
	
	
	

	Unique Tax Payer Reference (10 digits):
	
	
	
	
	
	
	
	
	
	

	VAT trader registration number if applicable:



	

	Company Registration Number (if applicable):

	

	Address of the Individual(s): 

	

	Bank Details to which Payments will be made:

	Sort Code (6 digits):

	
	
	
	
	
	

	Account Number (8 digits):

	
	
	
	
	
	
	
	

	The start date of the engagement:

	

	The end date of the engagement:


	

	The date(s) the work will be undertaken:

	

	Specific details of the work to be undertaken:

	

	Has the individual done similar work for other organisations in the last 12 months?  If so, please state how many:

	


	
	Employment Tests (A) 


	Tick 

if 

Yes
	Employment Tests (B)


	Tick if Yes

	1.
	The individual has to do the work themselves
	
	The individual can send a substitute from their company or another company (i.e. a sub-contractor)

	

	2.
	If a substitute is sent, the University would be responsible for paying the substitute worker


	
	If a substitute is sent, the individual is responsible for paying the substitute worker
	

	3.
	The individuals business does not pay a helper to do a significant amount of the work
	
	The individuals business has to pay a helper to do a significant amount of the work
	

	4.
	You can tell the individual where, when, how to work and what to do

	
	The individual decides where, when and how to provide the service and what to do
	

	5.
	You can move the individual from task to task depending on operational needs
	
	The individual is contracted for a pre-defined and specific task only and will not be asked to do other things without a new agreement

	

	6.
	The individual works a set number of hours each week or month and/or a pattern exists
	
	The individual is free to choose their hours and patterns of work in order to get the job completed

	

	7.
	The individual is paid a regular wage or salary and/or is paid by the hour (and this rate bears any relation to the University rates of pay for employees)

	
	The individual simply claims when the assignment is completed, there are no patterns as to when this may occur, and the fee is a one-off fee
	

	8.
	The individual can claim for any overtime, bonuses, or allowances
	
	All costs associated with the work are covered by the individual and/or their company

	

	9.
	The individual can claim for any expenses incurred
	
	Any expenses incurred are part of an agreed fee for completing the task
	

	10.
	The individual is responsible for managing anyone else who is an employee of the University

	
	The individual has no managerial responsibility for any University employee

	

	11.
	The equipment, tools and materials to complete the work are provided by the University
	
	In the main, the individual or their business are responsible for providing the equipment, tools and materials required to complete the work

	

	12.
	The individual has regular use of a desk or office space at the UoN and/or a dedicated phone line/University email address

	
	In the main, the location arrangements are ad hoc and contact detail are through the individuals personal or company phone line/email.
	

	13.
	The University is likely to be the main place of work for the individual

	
	The individual is in business in their own right and the University is but one of many clients for whom a professional relationship exists

	

	14.
	There is an obligation on the individual to take work offered by the University and an obligation for the University to provide work

	
	There is no obligation for the individual to take work offered or for the University to offer work
	

	15.
	The individual contributes to the core curriculum academic activity or an examined programme - and/or is considered to be part of the team/a colleague

	
	The individual does not contribute to any core curriculum academic activity or examined programme and the individual is considered to be a visitor at the University
	

	16.
	The individual is one of many who could have been hired to undertake the work

	
	The individual has been engaged as they have specific skills or expertise not available generally or from within the University

	

	17.
	If lecturing it is for the sole purpose of members of the University
	
	If lecturing it is a public lecture that anyone can attend
	

	18.
	The individual has conditions of their contract managed by an employee/manager of the University (e.g. annual leave, maternity, sick pay, pension arrangements)

	
	The individual makes their own provision and manages their own conditions i.e. their company provides benefits and conditions of service
	

	19.
	The individual is able to hire, dismiss, appraise and perform other management duties


	
	The individual is not able to hire, dismiss, appraise and perform other management duties
	

	20.
	The individual interacts with University customers. They introduce themselves as working for the University or acting on behalf of the University

	
	The individual interacts with University customers. They introduce themselves as working for their own business and/or does not interact with customers
	

	21.
	If the work is unsatisfactory, the individual bears no financial risk as payment is by the hour or day
	
	If the work is unsatisfactory, the individual bears financial risk (either for themselves or through their business) as they will have to make good the work in their own time and/or expense

	

	22.
	If the work is completed early the individual has no ability to profit as the engagement is for a set time
	
	If the work is completed early the individual or their business has an ability to profit as they can undertake other engagements outside of the University


	


Additional Question
	Question
	YES
	NO
	Additional Information

	1.
	Does the individual have public liability insurance (if yes please specify the cover/limits held)
	
	
	


After completing the tick chart, managers should be able to see a pattern towards column ‘Employment Tests (A)’ or column ‘Employment Tests (B)’.  If the pattern is towards column (A) then the individual is likely to be subject to statutory deductions on any payments.  If the pattern is towards column (B) the individual is likely to qualify for gross payment.
To be signed by the authorised signatory completing the questionnaire.

I agree that I have answered the questions to the best of my knowledge as regards to the engagement and work to be undertaken by this individual. The questions have been answered based on the reality of the situation.
	DEPARTMENT AUTHORISATION (SIGNATURE):

	

	DEPARTMENT AUTHORISATION 
(PRINT NAME):

	
	DATE:

	JOB TITLE:

	

	TELEPHONE EXTENSION:


	

	EMAIL ADDRESS FOR ANY QUERIES REGARDING THIS FORM:
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