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Consultant vs. Employee Checklist





It is very important that consultants and employees are properly classified, both to the Polus Center and to the worker, since an incorrect status can result in lost deductions and penalties. If there is a misclassification, Polus Center may be liable for extensive back taxes (state and federal income tax withholding and FICA), interest and penalties. A reclassification will also have a significant impact on the worker. If the worker is reclassified as an employee, the IRS may, upon audit, disallow deductions taken by the worker for business and home office expenses, etc. 


Before hiring someone on as a consultant, please consider the following questions:








�
YES�
NO�
�
Will worker be given instructions on how the task will be performed (vs. delivering expected output)?�
�
�
�
Will Polus schedule hours to be worked (other than travel or occasional meetings)?�
�
�
�
Is worker required to perform the work at a specific location?�
�
�
�
Will Polus provide training to the worker in how to perform the job?�
�
�
�
Has worker ever been an employee of Polus? 


If yes, list when and what he/she did�
�
�
�
Is worker related to any current Polus employee?�
�
�
�
Does worker advertise his/her services or hold himself/herself out to other companies or the general public as a provider of similar services?�
�
�
�
Is worker now, or in the past 3 months has, worker performed work as an independent contractor for any other company or person?�
�
�
�
Will worker be working substantially full-time (32 hours or more/week) for Polus?�
�
�
�
Will worker furnish all the equipment and facilities necessary to perform the work, such as office space, furniture, computers, etc.? If they will provide some but not all equipment, what will Polus provide?�
�
�
�
Does worker have an established office other than at Polus, where consulting activities are administered or performed on a regular basis?�
�
�
�
Will the worker have any direct supervisory responsibilities for employees of Polus? (If yes, then the worker cannot be considered an independent consultant)�
�
�
�






This questionnaire is intended to assist Polus Center in complying with applicable federal and state laws. False information or omissions may render Polus noncompliant with such laws. Both the Requester and the worker signing below declare that he/she has examined the answers to this questionnaire and that to the best of his/her knowledge, they are accurate and complete. The worker agrees to notify the Requester if there is a material change in the facts presented here during the course of his/her relationship with Polus. 


REQUESTER: _______________________________________________ DATE: __________________________


SUPERVISOR: ______________________________________________ DATE: __________________________


If it is determined that you will contract with this worker as an independent consultant, complete a Statement of Work and Consultant Agreement and have both signed by the Director of Finance and Administration, who will issue a Purchase Order for payments. 








