		



Employment versus Contracted Services Questionnaire

THIS FORM MUST BE COMPLETED BEFORE THE COMMENCMENT OF THE WORK ENGAGEMENT; otherwise, most payments will be processed as employment
[image: ]
	Purpose and use of this form:  The purpose of this Questionnaire is to provide assistance in determining the income tax status of a prospective service provider as it relates to the work engagement described below (e.g. an employment arrangement or a contracted service).   A new Questionnaire must be completed when changes are made to the terms and conditions of the engagement.  The term “individual” means the proposed service provider and includes a proprietor of a non-incorporated business and a principal of a corporation where the principal is a current university employee.

	Contact Information: 
Name of individual (or non-incorporated business if applicable):


	Initiating U of S department:

	U of S department contact:
	Phone number:

	Expected duration of work engagement including start and end dates:



	Work engagement (describe below): 
For independent contract engagements up to $5,000, see “Appendix A: Statement of Service” of the “Agreement for Services Valued Up To Five Thousand Canadian Dollars ($5,000.00) CAD” 









	 Section A:  Complete this section if the individual is a current employee of the University of Saskatchewan, even if not employed by your unit; otherwise go directly to Section B.

Job Title:                                                                                                
Home department: 
University Employee ID number:                                                            

	






Yes
	






No
	






N/A

	A.1 Is the individual a permanent employee?
	
	
	

	A.2 Is the individual a full-time employee?  If not, indicate the individual’s FTE amount:                               FTE
	
	
	

	A.3  Is the work engagement (described above) the same work the employee performs or is expected to perform under his/her regular university terms and conditions of employment? If yes, the payment must be employment income and this Questionnaire is not required.  If no and the university is satisfied that the work should not be compensated at overtime rates and that the work is carried on outside of the individual’s normal hours of employment, complete Section B.   
	
	
	

	
Section B:
	
	
	

	B.1 Is the individual being engaged to provide work that would be in contravention of the contracting out provisions of any existing collective agreements? If yes, the payment must be employment income and this Questionnaire is not required.  If no, go to the next question.
	
	
	

	B.2 In relation to the work outlined above, does the individual expect to be eligible for benefits under the EI program as an employee (including maternity and parental benefits)? If yes, the payment must be employment income and this Questionnaire is not required.  If no, go to the next question.
	
	
	

	B.3 Is the work described above currently provided by, or has it traditionally been provided by, a university employee(s)? If yes, go to question #B.4.  If no, go to section c.
	
	
	

	B.4 Is the work arrangement sufficiently different from the terms and conditions of employment of current or former university employees that perform(ed) similar work? If yes, go to section C. If no, the payment must be employment income and this Questionnaire is not required.  
	
	
	

	Section C:
	
	
	

	C.1 Does the university set work priorities for the individual? 
	
	
	

	C.2 Does the university establish the work location and/or the days and hours of work?
	
	
	

	C.3 Must the university approve absences for personal appointments and/or is vacation taken?
	
	
	

	C.4 Does the university set out the direction on how the work is performed?
	
	
	

	C.5 To carry out the above work engagement, does the university provide one or more of the following services/items: telephone, office space, computer or other equipment, office supplies, training, delivery, shipping costs, insurance or other goods and services?  If yes, and if the university charges the individual for these costs, check ‘no’ column; otherwise check ‘yes’ column.
List services / items provided where no charge is made:
a) 
	
	
	

	C.6 Does the university provide/assign the individual a university email address?
	
	
	

	C.7 Is the individual prohibited from sub-contracting?
	
	
	

	C.8 Is the individual prohibited from hiring assistants?
	
	
	

	C.9 Is the university the individual’s sole client? 
	
	
	

	C.10 Is the individual hired to complete ongoing tasks (as opposed to completing a specific project)?
	
	
	

	C.11 Does the individual require permission to work for another payor?
	
	
	

	C.12 If mistakes are made, is it the responsibility of the university to cover any additional costs required to fix the mistake? (If the individual warrants their work – check ‘no’).
	
	
	

	C.13 Was the individual a former employee of the university? 
	
	
	



Analysis:
The arrangement is employment if 50% or more of the responses in section C are ‘Yes”.  However, the opposite does not guarantee that the arrangement is a contracted service.  Rather additional procedures and approvals are required (see below).   Department’s result -  Mark ‘X’ in the applicable box:

	Employment 	        	or			 Contracted Service


Procedures - Employment 

Before completing this questionnaire, you may want to contact your units’ Human Resource analyst to learn the process on hiring casual / short-term employees.  Contact information for Human Resources’ analysts is available on Human Resources’ website at: http://www.usask.ca/hrd/manager/contacts_for_units.php

 If you are still interested if the arrangement is employment or a contracted service, this Questionnaire must be completed.

Where the arrangement is determined to be employment, university hiring procedures apply.
If the department completed the Questionnaire in order to arrive at this determination, pages 1 – 2 of this Questionnaire should be filed in the employee’s file in the hiring department.  

Procedures - Independent Contractor 
After completing the Questionnaire, including the Certification Page (see next page), all four pages of this Questionnaire must be forwarded to Purchasing Services to review the department’s determination.

a) If Purchasing Services agrees with the department’s determination, the Questionnaire will be returned to the department who will then: 
 
i. For contracts greater than $5,000, complete and sign a service contract and a purchase requisition must be created thus enabling Purchasing Services to set up a purchase order (“PO”) to facilitate payment processing.  To requisition a payment please refer to the procedures in section 6 b) iv of the guidelines.

ii. For contracts between $1,000 to $5,000, a standard University of Saskatchewan “Agreement for Services Valued Up To Five Thousand Canadian Dollars ($5,000.00 CAD)” or other approved contract template must be completed and signed by the independent contractor and filed in the department.  For contracts up to $5,000 a PO is not required.  To requisition a payment please refer to the procedures in section 6 c) iii of the guidelines.

iii. For Contracts less than $1,000,   It is not necessary to complete an agreement referenced above for contracted services under $1,000, unless the activity poses a potential physical hazard to an individual or a university facility (e.g., use of chemicals, power tools/machinery, etc.) or involves professional services where the advice could impact the liability or reputation of the university.  To requisition a payment please refer to the procedures in section 6 c) iii) of the guidelines. 

b) If the department cannot make the determination, or if Purchasing Services (in consultation with Human Resources or other advisors that Purchasing Services may determine to be appropriate) does not agree with the department’s determination, Purchasing Services will forward the Questionnaire to the Manager, Taxation.




Certification Page


Additional Information – Independent Contractor 
GST (Goods & Services Tax) business number:							
Saskatchewan PST (Provincial Sales Tax) vendor license number:					
Saskatchewan WCB (Workers Compensation Board) number:   					

Individual’s SIN (Social Insurance Number):
For payments to individuals, provide SIN: 								

Note - the department may require some or all of the above information to requisition a contract payment.


CERTIFICATION:
Please note that failure to disclose accurate information, when completing the above Questionnaire, may, when the correct information has been disclosed, require an alteration of the previously determined arrangement, up to and including the immediate termination of the above work engagement.

By, or on behalf of, thedepartment head / adminstrator:

I, _______________________________, certify to the best of my knowledge that the above information is true, correct and complete in every respect and that I have read the Employment vs. Contracted Services Guidelines and, as applicable, have followed the procedures  6 a), 6 b), or 6 c) for “Contracted Services.”

Where the individual is an employee of the University, I further certify that I am satisfied that the above engagement is properly arranged under an agreement to retain an independent contractor since the work is clearly outside of the employee’s regular university terms and conditions of employment, the work should not be compensated at overtime rates, and the services will be carried on outside of the employee’s normal hours of employment. 

Per:				___________________	Date: 			


After signing the above certification, please forward  all 4 pages of this Questionnaire to Purchasing Services (Room E150. Administration Building)

Purchasing Services’ Review : 
            	Agrees with the department’s determination. 	
            	Disagrees with the department’s determination. 	
Date sent to Manager, Taxation:  		

											
Signature								Date



Please note:
The Questionnaire only needs to be completed once per engagement, even where the period of the engagement covers more than one calendar year. However, if the terms of the engagement change, a new Questionnaire must be completed.
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