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This checklist will need to be attached to the proposed contract prior to signing by Director of Finance and Facilities. 

SELF EMPLOYED CONTRACT CHECKLIST – to be completed and returned to Payroll 
	Nature of goods/services to be supplied:


	

	Please provide an explanation as to why this service cannot be provided by an existing member of staff.

	

	Will this person be entitled to describe himself/herself in any capacity as representing the School? If so, what is the title?
	

	Please confirm that this work does not fall within the job description of an existing staff. 
	

	Please identify who will supervise the work and whether this responsibility falls within their job description. 
	

	Please confirm that the service cannot be provided by an approved supplier to LSE. 
	Please refer to existing list of LSE suppliers at: http://www.lse.ac.uk/collections/financeDivision/Purchasing/


	Budget code to be used:
 
	

	CONTRACTOR DETAILS:
	

	Supplier Name: 


	

	Supplier Address:
	

	Their VAT Registration Number (if applicable): 

	

	Are they eligible to work in the UK? 


	YES/NO 

	What will be the total value of all invoices associated with this work?
	£                  ex VAT 
*If over £8k, alternative quotations must be sought.

	Will this contractor be working on LSE premises?


	YES/NO 

If YES: do they have any special needs? i.e.; disabled access, ID card, library card  

	Will the contractor make use of the School facilities – e.g. IT network, office space etc.,?

If so, has a charge for the use being agreed? How much?
	

	Have you made them aware of LSE policies: 
	· Equal Opportunities

· Health & Safety 
· Use of IT Facilities
 

	Have you made them aware of: What to do in an emergency i.e. fire,  first aid 


	

	Do they agree that any intellectual property rights created whilst working on the service, remains with LSE?  

	YES/NO 
If NO: A contract cannot be issued to this contractor 

	CHARGES 
	

	Total cost of contractor (ex VAT) 
Are they paid on a day rate (ex or incl. of expenses) or to complete a piece of work with agreed milestones? 
	Either day rate £     ex VAT for a period of       days 

Or fixed price £ 

	Do their charges include travel/other expenses? 

NB: Any expenses refunded must be in accordance with LSE financial regulations - e.g. business class travel etc

	YES/NO 

	How will you deal with extension / variation of time requests
	

	* QUOTATIONS SOUGHT IF TOTAL SPEND OVER £8k ex VAT 
	

	Value of quote 1 (i.e. from supplier chosen):
	

	Value of quote 2 & name of supplier:
	

	Value of quote 3 & name of supplier:
	

	If alternative pricing has  not been requested please give an explanation
	

	DECLARATION :
	

	Do you know the contractor in any capacity likely to cause a conflict of interest e.g. relative, friend, business partner relative or partner of a friend of colleague? (Please state any)
	

	I declare that the skills being provided by the contractor are not available from existing LSE staff and are not part of an LSE employee’s job description 


	

	Budget Holder: Print name & sign.


	


Checked and approved by HR __________________________________





  Name, Title, Date
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