This template document is issued by the Connexional Team and may be used and amended by the Districts/ Circuits and Churches to suit their particular local circumstances. Text in BLUE font should be adjusted.

	Evidence of Self-Employment / Limited Company Status
	Part A


All prospective Consultants are required to fill in parts A and B of this form. 

Once completed please return it to the District Lay Employment Secretary or a member of the Lay Employment Sub-Committee. Insert contact details:
	Name of Consultant/Self Employed worker: 
	

	Address:  



	Telephone Contact Details  


	Day time:
Other:

	NI Number: 
	

	Unique Tax Reference (UTR) Number: 
	

	VAT Registration number if applicable: 
	

	Tax Office address:  


	Bank Account Number:
	Sort Code:

	Details of Project/assignment:  please give details


	Start date: 
	End date: 

	Evidence of the Criminal Record Check attached. (If required)
	Yes/No 

	Employment Test attached 
(Please fill in Part B of this form)
	Yes/No

	Please specify the sum of professional indemnity that you carry:


	£xxxx


Declaration to be signed by Consultant if claiming self employed status or having his or her own Company:
“I confirm that I should be treated as self-employed / Limited Company status for the purposes of the above project / assignment”.
Signature:  
Print name:  
Date:  



Please note:  Failure to fully complete parts A and B of this form or to sign the declaration above will mean that your status will be considered as employed and the relevant amounts of tax and national insurance will be deducted from payments made to you.
	Evidence of Self-Employment / Limited Company Status
	Part B


Name of consultant / self employed worker: ..................................................


Please circle the most appropriate response to each question below. All questions must be answered.

	Substitution

	1. 
	In reality, if you were unable to do the work yourself for whatever reason, do you think that the xxx (insert name of the Church/Circuit/ District) would allow you to send another contractor to do the work in your place?

Any proposed substitute would have to be acceptable to your end client in respect of skills, qualifications and experience. 
	Yes
	No

	Helpers

	2. 
	In reality, do you think the Xxx (insert name of the Church/Circuit/ District) would agree that you can bring in a helper or subcontractor to work alongside you? 
	Yes
	No

	Direction and Control

	3. 
	Will you decide how to do the work yourself, rather than your client, the Xxx (insert name of the Church/Circuit/ District), instructing you how to complete your work? 
	Yes
	No

	4. 
	Will Xxx (insert name of the Church/Circuit/ District) be able to switch you between projects throughout the course of your contract as it’s priorities and workflows change? 
	Yes
	No

	5. 
	Will you be required to work a specific number of hours in a working day and be present on Xxx’s (insert name of the Church/Circuit/ District) premises within specific hours, for example from 9:00am to 5:00pm? 
	Yes
	No

	6. 
	Will you be allowed to complete any element of the work specified in your contract away from Xxx (insert name of the Church/Circuit/ District) premises, for example, in your own home office? 

	Yes
	No

	7. 
	Are you contracted to work on a particular, named project, which is specified in the contract? 
	Yes
	No

	8. 
	Does Xxx (insert name of the Church/Circuit/ District) have workers within their organisation who have the expertise to perform the tasks you have been contracted to perform? 
	Yes
	No

	9. 
	Do you have expertise, skills and experience which is rare in your chosen field? 

	Yes
	No

	10. 
	Will you have to ask permission from your client if you wish to take time off? 
Note: Answer No if instead you tell them as a matter of professional courtesy when you will not be available. 
	Yes
	No

	Mutuality of obligation

	11. 
	What notice period does your contract specify your client must give you if they are terminating the contract? 
	

	12. 
	If the current project you will be working on was completed early, before your current contract end date, would the client offer you other work which you would you feel obliged to take on? 
	Yes
	No

	13. 
	Are there skills you posses that have not been specified in your contract and that your client is asking you to supply and you have agreed to do so? 
	Yes
	No

	Financial Risk

	14. 
	Have you provided a fixed-price quotation for any part of the project? 


	Yes
	No

	15. 
	In the event that errors are discovered in work you complete, will you be expected to correct these errors without charging additional fees? 

	Yes
	No

	16. 
	Is your future client your current or last permanent employer? 


	Yes
	No

	17. 
	Will you be attending or receiving any training that will be paid for by your client? 
This does not include training on internal systems or procedures. 

	Yes
	No

	18. 
	Will you ever be included within the client’s formal appraisal or performance management scheme? 
This does not include project meetings that help to ensure the project is being delivered according to specification. 
	Yes
	No

	19. 
	Will you ever receive, or do you expect to receive, a performance-related bonus that Xxx (insert name of the Church/Circuit/ District) employees also receive for the work you complete on your contract? 
	Yes
	No

	20. 
	Will the Xxx (insert name of the Church/Circuit/ District) provide you with and pay for business cards with your name on them? 
	Yes
	No

	21. 
	Will you have to ask for permission or authorisation to take time off? 
This does not include extending professional courtesies such as, for example, confirming there are no project meetings planned for the period you wish to take off. 
	Yes
	No

	22. 
	Will you have a security pass or identification badge which will not specify that you are a temporary contractor/visitor? 
	Yes
	No

	23. 
	Will you attend social events hosted by and paid for by the Xxx (insert name of the Church/Circuit/ District)? 
For example: Christmas dinner, charity event, other. 
	Yes
	No

	24. 
	Will you be included on any internal organisation charts where you are not specifically identified as a contractor? 
	Yes
	No

	Business in own account

	25. 
	Does your contract include any clauses that restrict you from performing paid work from another client organisation during the contract? 
	Yes
	No

	26. 
	Have you any of the following specifically for your own limited company: 


	a. 
	a. Business cards?
	Yes
	No

	b. 
	b. Company stationary, such as letterhead?
	Yes
	No

	c. 
	c. VAT registration?
	Yes
	No

	d. 
	d. Business phone/fax line?
	Yes
	No

	e. 
	e. Broadband connection?
	Yes
	No

	f. 
	f. A website with domain name relevant to your company and email addresses?
	Yes
	No

	g. 
	g. Any marketing materials, such as brochures or flyers?
	Yes
	No

	h. 
	h. A logo or trade mark?
	Yes
	No

	i. 
	i. A company credit/charge card?
	Yes
	No

	j. 
	j. Professional Indemnity insurance?
	Yes
	No

	27. 
	Will your business have other revenue streams in addition to this new contract? 


	Yes
	No

	28. 
	Have you spent money on training yourself on skills which are used in your contracting career? 
	Yes
	No

	Equipment

	29. 
	Will you be required to provide your own equipment that is significant and integral to the completing project? 
Examples: are you required to provide your own laptop, or specific software which your client does not use or license, and/or your own tools or machinery to enable you to fulfill your contract. 
	Yes
	No

	30. 
	Do you have tools/products that you have developed yourself, which you will use/provide, which will give you a competitive advantage over other contractors? 
Examples: A piece of equipment or software, a financial model, a specific process or methodology you have developed to apply to client problems.
	Yes
	No


	For Internal Use:

	Most likely employment status (tick as appropriate):            ⃝  Employee                ⃝  Self Employed Consultant
Signed by DLES/other authorised person* …………………………..                          Date…………………………………………
*Authorisation would normally be granted by the District Chair/ Church Council/ Circuit Meeting/ Managing Trustees of the XYZ District/Other Employing Body 


