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    Employment Status Questionnaire
To be completed by the relevant Head of Schools/RI/Head of University Services or nominated deputy/ PI/ budget holder in conjunction with the service provider. Advice may be sought from the relevant Human Resources Manager on the appropriate rate of reimbursement.  This process must be followed prior to the task being completed otherwise payment cannot be guaranteed. 
	1. Describe the nature of the services to be provided as fully as possible?

	2. What is the project or assignment?

	3. What is the overall value of the contract awarded?

	4. Who has decided the program of work required to fulfill the service provision? 


	CHECKLIST
	Yes
	No

	5. Are the services for Lecturer, Teaching or examining?
	 
	 

	6. Is the invoice for the delivery of a public Lecture (i.e. one which anyone can attend)?
	 
	 

	7. Has the service provider provided, or do you anticipate them providing lecturing services on more than 3 days over a rolling 3 month period?
	 
	 

	8. Is the service provider filling a temporary staff vacancy?
	 
	 

	9. Are the fee arrangements based on an hourly, day or weekly rate?
	
	

	10. Is the service provider paid an all inclusive rate for the job?
	
	

	11. Does the individual have a regular use of a desk or office space on the university site?
	
	

	12. Does the service provider have a dedicated University phone line and or email address?
	 
	 

	13. Are service providers hours of work determined or prescribed by the University?
	 
	 

	14. Does the University decide the program of work required to fulfill the contract?
	
	

	15. Does the service provider decide how the work is to be done?
	
	

	16. Can the service provider be moved from one task to another if priorities change?
	 
	 

	17. Is the service provider a skilled person or expert in their field?
	 
	 

	18. Does the service provider have the obligation to send a substitute or replacement?
	 
	 

	19. Does the service provider have to provide not only minor items or tools of the trade but also major item of equipment?
	 
	 

	20. Does the service provider have to pay the cost of all materials or supplies needed to do the work?
	 
	 

	21. Does the service provider provide services to other Universities or customers?
	 
	 

	22. Is the service provider a former University employee?
	 
	 

	23. Does the service provider have the appropriate insurance cover?
	 
	 

	24. Does the service provider bear any financial risk if the work is unsatisfactory?
	 
	 

	25. Is the service provider entitled to any employee type benefits such as holiday pay, sick pay etc?
	 
	 

	26. Is the service provider considered part and parcel of the university?
	 
	 

	27. Is there an opportunity for the service provider to profit if the work is completed early?
	 
	 


Signed: _______________________________


Date: __________________
On behalf of the University of Glasgow - Head of School / RI / Head of University Services or nominated deputy / PI/Budget Holder

Signed:-__________________________________


Date:-__________________

Service Provider
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