Loughborough University

Employment Status Questionnaire – to be completed by department 

Department:
………………………………………………………………………
Departmental Contact (NB this person should complete the questionnaire):




……………………………………………
Full Name of Supplier (eg John Smith Consultancy or Rob Jones Services Limited, company Number (0123456)):
…………………………………………………………………………………………
	1 Describe the nature of the services to be provided as fully as possible – (eg teaching, lecturing, under graduate examining, post graduate examining, research work, consultancy, technical or admin support)

	

	2 Where will the work be carried out (on or off campus)?
	

	3 What is the start date for the assignment?
	

	4 What is the end date for the assignment? (note where open ended, approval can only be given for a max period of 18 months)
	

	5 How much do you expect to pay the individual over the contract period?
	

	6 How did you work out the amount due? (eg based on hourly or daily rate or fixed price for piece of work)
	

	
	YES
	NO

	7 Has the supplier provided a valid Invoice per Appendix 1?
	Go to Q8
	Return to supplier with checklist of requirements

	8 Are the services for Lecturing, Teaching or Examining?
	Answer Q9
	Go to Q11

	9 Is the invoice for the delivery of a public lecture (ie one which anyone can attend)?
	Pay this single invoice through payments. Reapply the questionnaire for any further work
	Answer Q10.

	10 Has the supplier provided, or do you anticipate them providing teaching or lecturing services on more than 3 occasions over a rolling 3 month period?
	Pay through claims payroll
	Pay this single invoice through payments. Reapply the questionnaire for any further work.


	
	YES
	NO

	11 Is the supplier filling a temporary staff vacancy?
	Pay through claims payroll
	Answer Questions 12 to 22

	12 Is the supplier a former University employee?
	
	

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

	14 Does the supplier have regular use of a desk or office space on the University site?
	
	

	15 Does the supplier have a dedicated Loughborough University phone line and/or “lboro.ac.uk” email address?
	
	

	16 Does the University dictate when the work has to be done?
	
	

	17 Does the University department set down the program of work required to fulfil the contract? 
	
	

	18 Does the supplier manage or supervise any staff in the department?
	
	

	19 Does the supplier reserve the right to send a substitute and would the University be happy to receive such a substitute?
	
	

	20 Does the supplier provide their own equipment or consumables (eg computer, paper, or other tools)?
	
	

	21 Does the supplier provide services to more than two other customers?
	
	

	22 Does the supplier have Professional Indemnity or Public Liability Insurance?  If so please provide a copy when you return this form.
	Essential for self-employment
	


The results of this questionnaire are conclusive and are unaffected by whether the supplier is VAT registered or has a letter from their accountant stating they are self employed. Suppliers may well have genuine self employment with other customers, but be employed by Loughborough University.

Appendix 1

Minimum information that must be shown on any invoice to Loughborough University
An invoice must show:

· an invoice number which is unique and follows on from the number of the previous invoice; 

· the supplier’s full name or trading name, and full address;

· the seller's VAT registration number (as applicable) if VAT is shown on the invoice;

· the invoice date; 

· the time of supply if this is different from the invoice date; 

· the customer's name or trading name, and address; 

· a description sufficient to identify the goods or services supplied to the customer.

A VAT invoice must show:

· an invoice number which is unique and follows on from the number of the previous invoice;

· the seller's name or trading name, and address; 

· the seller's VAT registration number; 

· the invoice date; 

· the time of supply (also known as tax point) if this is different from the invoice date; 

· the customer's name or trading name, and address; 

· a description sufficient to identify the goods or services supplied to the customer. 

For each different type of item listed on the invoice, you must show the:

· unit price or rate, excluding VAT; 

· quantity of goods or the extent of the services; 

· rate of VAT that applies to what's being sold;

· total amount payable, excluding VAT; 

· rate of any cash discount; 

· total amount of VAT charged. 

If you issue a VAT invoice that includes zero-rated or exempt goods or services, you must:

· show clearly that there is no VAT payable on those goods or services; 

· show the total of those values separately. 

