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General Information 

Date: DD/MM/YYYY    

Position Title:  

Department:  

Manager Name:  

Form Completed By:  

Considerations   
Use the following checklist to help determine the most appropriate status for the position.  

Term Employment or Independent Contractor (Full-Time or Part-Time) 

Which of the following describe the needs of the new position?  Select all that apply. 

 Position is open to fill a temporary absence, such as illness or maternity leave. 

 
Position is new and the work/project load is unclear.  Before committing to a regular 
employment contract, the position will be re-assessed after a defined period of time when 
more information is available regarding workload. 

 

Skills required to perform the new position may change.  

For example, there may be an initial requirement for the new hire to set strategy and make 
recommendations. Once the strategy has been set, the position may then require an individual with 
strengths in execution and ongoing maintenance and operations.  

Starting with a term or contract position status allows flexibility to hire a different type of individual 
after the initial assessment period, if required. The initial temporary hire into the position may also 
provide advice and recommendations for the skill set needed going forward, after the initial assessment 
has been made. 

 Scope of the position is predominantly focused on a short-term project or program. 

 There are concerns about the future relevance of this position in a changing landscape. 

 There are concerns about the availability of ongoing funding or product-line revenue source to 
maintain the role. PR
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 A hiring freeze is in effect. All new positions must have temporary status until the freeze is 
lifted. 

 

The ideal candidate for the role, who has the unique and/or specialized skill set required, is an 
independent contractor. This individual will not consider regular employment status.  

Proceed with caution. Ensure that in this scenario, the incumbent will be deemed an independent 
contractor in our jurisdiction – and not an employee. 

 
It is relatively easy to recruit for this position due to the current job market conditions and 
high supply/availability of suitable candidates.  Making this a term position provides flexibility 
to define the position and employment terms, and manage risk. 

 The duties of the role can be performed remotely, in a home office for example. 

Regular Full-Time or Part-Time Employment 

Which of the following describe the needs of the new position?  Select all that apply.  

 The role is an ongoing requirement.  It was not created due to a specific term program or 
project. 

 This position is open due to the departure of a previous incumbent. 

 Ongoing long-term role is core/essential to successful operation of the Company. 

 It is challenging to recruit suitable candidates into the role. Regular employment status may be 
needed as a deliberate strategy to secure and retain the best candidate. 

 The role is a management position, responsible for managing staff. 

 The role requires specialized knowledge/expertise and needs to be ongoing. It is essential that 
we secure and retain an individual who has that knowledge and expertise. 

 The role requires significant training and investment in the new hire.  The ROI for that 
investment can only be realized in a longer term ongoing position.  

Position Status Options 

Final Status 
Determination Status Position End Date Benefits Eligibility 

 Regular full-time Open-ended Full benefits 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 
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employment 

 Regular part-time 
employment Open-ended 

Yes, if hours per week exceed 
CUSTOMIZER: insert minimum 
hours per week for employee to be 
eligible 

 Temporary full-time 
employment  Defined 

Yes, provided the position is for a 
minimum of CUSTOMIZER: 
example: 12 months 

 Temporary part-time 
employment Defined 

Yes, if hours per week exceed 
CUSTOMIZER: number of 
hours/week and provided the 
position is for a minimum of 
CUSTOMIZER: example: 12 months 

 Independent 
Contractor Defined No benefits 

 Consultant Defined No benefits 

Additional Comments 

Comments 
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