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.  GENERAL INFORMATION

a.

In the attempt to fully complywith FederallRSules,LSSCguiding principais that servicgoroviderswill
more often than notbe classifiedand hired asTemporaryEmployeewersusindependentContractors.
Althougha serviceprovidermay considerher/himselfto be an IndependentContractor,he or shemaynot be
hired byLSS@sone unlesshe/shemeetsIRcriteriafor such.Consequentlystringent proofwith approval
from HumanResource$HR)mMustexistfor the classificatiorand subsequentiring of Independent
ContractorsTheburdenof that proof restswith the Independent Contractoseeking LSS&nployment and
the respectiveLSS@iring supervisor.

Example®f independentcontractorservicesare professionakervicegrovidedby, but not limited to,
attorneys,auditors,management consultantgrchitects engineersmusicperformers,athletic officials,
designersspeakersseminarpresentersand providersof privatelessondn arts, music,sports,andother
serviceareas.

Individualshired to performtemporaryservicedo LSS@ill be classifiedaseither temporaryemployeesor
independent contractorfollowingthe FederalRSguidelinesand criteria. Classificationill be determinedby
Human Resourcd®eforean individual'officialtemporaryhire is made.Acceptanceof the classificatiorisa
conditionof employment.All appropriateand completed HRormsor documentation,asdescribecherein,
mustbe submittedto HRfor HRto completethe classificatiorand hiring process.

Hired serviceoroviders classifiedaseither TemporaryEmployee®r Independent Contractorsyill be
assigned hiring supervisor. Theiring supervisors responsiblegfor completingall ofthe forms necessaryor
HRto officially classifyandhire a serviceprovider. AfterHRhiresthe serviceproviderthe hiring supervisor
then manager overseeghe provider'swork. Thefollowinginformation detailshe classificatiorandhiring
procesf serviceprovidersby LSS@ndthe responsibilitief the hiring supervisor.
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.  HOWTOBEGINTOHIREA SERVICEROVIDER

Determinefrom the serviceproviderhisor her preferenceof hire, if hired. Followeither ProcesdA for service
providersrequesting tobe hired astemporaryemployeesor Proces® for serviceprovidersrequesting tobe
hired asindependentcontractors.

a. Procesd: ServiceProvidersasTemporanl. SSEmployees

1. Service Providengquestingto be hiredwill completeeither an LSSTemporaryEmploymentPacketor
AdjunctEmploymentPacketwhichincludesthe W4 form. A serviceproviderwill not be hired and
therefore not permitted to work without fully completing eithetthe TemporaryEmployeeor Adjunct
Packet Alsq the Employment Action Requekir TemporaryEmployedorm (EARTE)mustbe completed
(with all appropriateapprovals)y the appropriateLSS@iring supervisofor all classified Temporary
Employeeexceptfor CreditCourseAdjuncts (Contactor refer to HumanResources=mployment Action
Reques{EARJormson the intranet.) TheAdjunctEmploymentacketmustbe completedfor classified
temporaryemployeesvho will be instructorsteaching eithercredit or non-credit coursegied to aCRN.
TheTemporaryEmploymentpacketmustbe
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Theprocessof completingthe "ShortTest"mustbe usedeachtime the serviceprovideristo
be considered fohire. Thisactionisnecessaryo ensurethat the specificwork to be
completedcomplieswith anIndependent Contractoclassification.Forexample:Service
ProviderABCwashired asan IC andcompletedawork projectandwaspaidin Dec.2004.0n
Jan.15,2005ABGwvasbeing consideredor hire for anotherproject. Thenature of the work
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c. Thehiring supervisowill also verifyhoursworkedby approving theemporaryemployee'smonthly time
sheetandsubmittingsuchto Payroll priorto the 20th of eachmonth for payroll processingn such cases
wherethe temporaryemployeeis paidfor completing specifiproducts,the hiring supervisomwill document
completionof suchin amemo whichisthen submittedto Payroll priorto the 20th of the month for payroll
processingThehiring supervisomustalsoinform the temporaryemployeeat appropriatetimesthat the
employeeis not a full-time employeeandtherefore is not treated assuchrelativeto benefits,etc.

d. ForindependentContractorsthe hiring supervisowill be responsibleor contracting,schedulingassigning
and monitoring all
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V. SUPPORTINBORMSDOCUMENTR®ESOURCES

Thefollowingdocuments formsor packetsreferencedin this documentcanbe found on the campusforms
website.

a. EmployedPacket.

b. AdjunctinstructorPacket.

c. EmploymentAction Request TemporaryEmployee.

d. ShortTestfor DeterminingService Providgiof EmployeeTypeClassification).

e. PurchasdRQManual http://admin-campusnet/training/BannerPurchaseRQManual.pdf.

ThelRSSS8, Determinationof Worker Status"form can be



Service Providddame Date:

Revieweduy:

SHORTESTor Service ProvideDetermination
(Of EmployeeType Classification

All of the following questionsmustbe answeredon this ShortTest*. Evenif the answerdo questionsl & 2 are negative
the intended providemaystill qualify asanindependent contractoprovidingQuestion3 isanswered'definitivelyyes"
Theprovidermaystill needto completeasdirected byHRa W9, submitto the IRSorm SS8 andsubsequentlyproduce
the Letterof Determinationor Informationfrom the IRS. Theompletedshorttest mustbe submitted toHRwith any
appropriatelRSdocumentationasindicatedbelow.

Specific questions to ask of provider or self about the work to be performed.

a. Hasthisintendedserviceproviderperformedwork for the College



2. Willyou be



