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Process Flowchart - Employee or Independent Contractor  
(Academic Services Only) 

 

  Request 
for Contract 

Additional pay 
request to 

Faculty Relations 
and Academic 
Administration 

(fraasec@uvic.ca
   

Approved 
additional 

pay request 
sent to 
Payroll 

Complete checklist 

If employee / 
employer 

relationship 

If Independent 
Contractor for 

Academic 
Services 

Hire as employee 

Complete Appointment Form 
and send to Payroll 

 

Contractor’s approved invoice sent 
to Accounts Payable for payment 

Electronic copy of executed Services 
Agreement sent to Academic Unit 

and FRAA 

 

Send email with checklist, current CV, 
signed Services Agreement, proof of 
insurance (where required) to Dean 

for approval.  

If existing 
employee 

Dean confirms this should be an 
Academic Services contract and 
approves terms. 
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