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QUESTIONNAIRE REGARDING EMPLOYMENT STATUS

PLEASE NOTE:  this form should be completed by the UCL Manager who engaged the worker not the individual themselves.
Personal Details (of person wishing to be treated as self employed):

Name:




NI NUMBER: 
Full Business Address: 

________________________________________________________________________________________________
UCL Department Details:

Department Name: Primary Care and Population Health
Person and job title for whom the work is undertaken: Orla O’Donnell, IEHC Finance Manager
Name and job title of the person to whom the self employed individual is responsible (if different from above):
Sophie Park, Director of UG Medical Education (Primary and Community)
________________________________________________________________________________________________
Work Details:
What is the nature of the work undertaken?  Please provide as much detail as possible.

Specialty teaching (e.g. Women’s Health/Dermatology/Mental Health) of UCL Undergraduate medical students on campus days and/or in GP practice. 

The nature of the work requires specialist knowledge of the subject areas and/or, for practice-based teaching, availability to teach in general practice and invite patients to enhance students’ learning.

Is the individual who is carrying out the work already on the payroll as an employee (including permanent, fixed term or any other appointment)?  If so, please provide job title and department.

Please enter, if relevant
Does the person carry out work solely for UCL? No
Does the work involve teaching or lecturing (if so please give the Course Title and the degree or other award title that will be given on completion of course)?  If yes, please provide the number of lectures/tutorials to be given.
Undergraduate Medicine leading to an MBBS (specialty teaching)
Number of sessions – as required

Does the work involve technical work (in the sense that it is similar to work carried out by UCL technician staff) or secretarial or clerical work similar to permanent staff?  If not please explain differences.

No
Is there a written agreement or contract?  If so, please provide a copy.  This is expected to be in place to protect UCL.  If not, please supply copies of any relevant correspondence.

No – the work will be agreed by email in advance of the teaching session
How long will the assignment last?  Please provide start and end dates.
Continuous, as/when required
When is the work carried out?  

First session DATE, then as required, by prior agreement
Can the individual decide when the work is carried out?

No

Is there an end date for work to be completed?

No

What payments have been made in the last twelve months?  Please list dates and amounts.
How much is being paid in total for this assignment?
TBC
On what basis is payment being made?  i.e. hourly, daily, fixed price?
Fixed price
Are there likely to be any further assignments?  If yes, please provide details including what payments are likely to be made.

Yes, details TBC (as/when required)
Where is the work carried out?
UCL campus / GP practice
Who decides where the work is carried out?
UCL Medical School and Department of Primary Care and Population Health
What equipment is required to carry out the work and who provides it?  Please provide a list of all major items and give a breakdown of who provides it.
None
What supervision is given by UCL employees?  Please provide full details and frequency of supervision.

UCL employees will be present on campus based teaching days and have regular email contact with UCL employees overseeing any GP placements
What is the nature and extent of the control which UCL are entitled to exercise over the work of the individual?  (If not fully explained above).
N/A
Is the individual able to decide what work is necessary to achieve the objective set and when it is carried out, provided that the deadline is adhered to?

No
Does the individual have to correct unsatisfactory work in his/her own time without additional payment?
No
Does the individual have a contractual obligation to send along a substitute worker if he/she is unable to do the work him/herself?  If so who has to pay the substitute?

No

What restrictions are there placed on the use of a substitute?
N/A
Can the individual hire other helpers if he/she considers it necessary to complete the work, without extra payment by UCL?
No

Has the individual got public liability insurance?  (If so, please provide a copy)
No

Please give the name, address and UTR reference of the tax district to which the individual submits tax returns:
________________________________________________________________________________________________
Authorisation:

Is your department in UCL willing to meet the tax charges and any penalties if the Inland Revenue decides at some future date that the above arrangements do not constitute self employment?

Signature of budget signatory:

Signed:







Date:

Print Name:
PLEASE SCAN COMPLETED FORMS AND EMAIL TO HABIB CHOUDHURY, FINANCE AND BUSINESS AFFAIRS - habib.choudhury@ucl.ac.uk 
