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Public Employees Retirement Association 

60 Empire Dr, Ste #200, St. Paul, MN 55103-2088

651 296-3636 or 1 888 892-7372 (option #3)
Independent Contractor Worksheet
This worksheet is designed to assist a local unit of government in examining aspects of a position to determine whether the worker holding it is an independent contractor, or an employee who may be subject to the laws governing the Public Employees Retirement Association (PERA).  (Independent contractors are exempt from PERA membership.)
With some variation, PERA uses the common-law standard and the factors identified by the Internal Revenue Service (IRS) as indicating whether a worker is an employee or independent contractor. The facts of the particular situation must be evaluated to determine the extent to which the public employer has: a) the right to control the worker’s behavior, b) financial control over the worker and c) control over the relationship of the parties. Basically, an independent contractor is a worker over whom the employer has the right to direct or control only the result of the services and not the means and manner of the worker’s job performance. The IRS provides details about worker status determinations in Publication 963.
Instructions:  Check the appropriate response for each question below for the position and worker you are evaluating. Then, considering all of the facts and circumstances weigh those that are evidence that you have the right to exert control over the worker against those that show an absence of control.  If the relationship is unclear after analyzing the below factors, you may wish to submit this worksheet and a copy of the contract to PERA for a determination.  
Note:  If considering changing a PERA-covered employee’s status to an independent contractor or vice versa, or if an individual will change from being an employee of your unit to an employee of a private company, you must provide advance notice to PERA with reasons for the change and a copy of this completed worksheet and any related contract.
	Name of governmental unit
	Name and phone number of person completing this worksheet

	Name of the individual holding the position under review


	Nature of the work/service being provided



	Is the work performed under a written contract or agreement?       ( Yes  ( No

	To assess the status of a particular worker, respond to the following questions.

	1.
	Do you have the right to exercise control over the manner in which the services are performed such as providing instructions about when and/or how the work is to be done?
	( Yes  ( No  

	2.
	Do you provide a work site or designate where the work is to be performed?
	( Yes  ( No  

	3.
	Do you, or will you, provide training to the worker?
	( Yes  ( No  

	4.
	If applicable, will you provide continued training to the worker or pay costs for further education?
	( Yes  ( No  

	5.
	Do you set the individual’s work hours and schedule?
	( Yes  ( No  

	6.
	Do you require the individual to perform the services personally?
	( Yes  ( No  

	7.
	Is the individual paid a salary or hourly wage?
	( Yes  ( No  

	8.
	Do you furnish the equipment, materials, supplies needed in the performance of the work? (List the tools/materials required: _____________________________________________________________)
	( Yes  ( No  

	9.
	Do you reimburse the individual for expenses related to the work performed?
	( Yes  ( No  

	10.
	Are you engaging a worker whom you anticipate will have a relationship with your unit that is indefinite rather than for a specific project or period? 
	( Yes  ( No  

	11.
	Do you have the right to discharge the worker?
	( Yes  ( No  

	12.
	Are similar services currently performed by employees of your unit, or were similar services last performed by persons who were considered to be employees?
	( Yes  ( No  

	13.
	Are the worker’s services an integral part of your operations (a key aspect of regular business activity)?
	( Yes  ( No  

	14.
	Does the worker provide services exclusively to your unit (in contrast to offering services to the public)?
	( Yes  ( No  

	15.
	If applicable, does the individual have authority to hire, fire, and/or supervise employees of your unit?  
	( Yes  ( No  

	16.
	Do you withhold federal and state income taxes as well as Social Security and/or Medicare from the compensation you pay to the worker?
	( Yes  ( No  
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Collectively, these factors will indicate the extent to which your unit has the right to direct and control the worker - or its absence.  A “no” answer to all or most of the questions indicates the person is probably an independent contractor under PERA guidelines.   
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