Procedure for the determination of Employment Status
The objective of University of Ulster Salaries & Wages department is to determine, outside of the following categories, the employment status of individual claimants sent for payment via subsidiary payroll:-

· Visiting Lecturer

· External Examiner

· Demonstrator

The above categories are paid through Subsidiary Payroll and are automatically subject to HMRC rules applicable in each case. Employment Status is clearly defined in each of these categories.

The following procedure must be adhered to for all outside the above categories:-

· All subsidiary claim forms (that are not for Visiting Lecturers, External Examiners or Demonstrators) must have a completed Employment Status Questionnaire attached. There is notification of this requirement at the top of the new Subsidiary Claim Form (See University Finance webpages). The questionnaire can be completed by the claimant alone, or by the claimant in conjunction with an appropriate member of staff within Faculty/ Department Admin.

· The questionnaire must be countersigned and dated by the person authorising the claim form for payment to confirm that it is a fair reflection of the individual’s status in relation to this particular engagement with the University.

· These claim forms will not be paid without the signed and authorised questionnaire attached to the claim form – this will be strictly adhered to for all related claims.

· Where the questionnaire results do NOT indicate self-employment, then the claim will be paid through subsidiary payroll subject to Tax/ NI per HMRC rules.

· Where the questionnaire results indicate that they are self-employed the claim will be processed via the subsidiary payroll with no Tax/ NI applicable. The annual Section 16 return to HMRC will then detail these individuals. 
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