



UNIVERSITY OF EDINBURGH
SCHOOL OF SOCIAL AND POLITICAL SCIENCE 
HR OFFICE



Guidance, Procedures and Policies
For
SPS GH Tutors




spshr@ed.ac.uk
2026

Contents
Contacts: supervisor and line manager	5
Contacts: SPS Tutoring	5
Contacts: SPS HR	5
Contacts: School Leadership and Directorates	6
Contacts: School Professional Services Teams	7
MyEd	9
People and Money (P&M)	9
My Knowledge	9
HR Helpline	9
People & Money User Guides	9
Tutor Payment	10
Payment in Arrears	10
Time Card	10
Training and Course Meetings Payment	10
Online Payslips and P60s	10
Explanation of Payslip Entries	11
Tax	11
National Insurance	11
Pension	11
Example Online Payslip	12
University Policies Relevant Specifically to Tutors	13
Personal Relationships	13
The Average 9-Hour Limit	13
Working in the UK on a Tier 4 or Student Visa	13
Policy for the Recruitment, Support and Development of Tutors and Demonstrators	14
GH Refresh	14
Policy on Ending Fixed Term and Restricted Contracts (Appendix 1)	14
Social Media	14
Absence Policies	16
Sick Leave	17
Reporting	17
Sick Leave Certification	17
Return to Work	18
Entitlement to Sick Pay	18
Data Protection and Freedom of Information	19
Data Protection	19
Freedom of Information	19
Training and Personal Development	20
Mandatory Training for Tutors	20
Optional Training	20
Workshops for Tutors	20
Introduction to Academic Practice	20
Edinburgh Teaching Award (EdTA)	20
Support for Teaching	20
Responding to Disclosures of Sexual Violence	21
Equality, Diversity and Inclusion Trainings	21
Support for Staff	21
Staff Disability Advice Service	21
Disabled Staff Network	21
LGBT+ Staff	21
BAME Staff Network	21
Edinburgh Race Equality Network	22
Jewish Staff Network	22
Staff Benefits	22
Health and Wellbeing Hub	22
Staff Discounts	22
Sport and Exercise	22
Employee Assistance Programme (EAP)	22
Child Care	22
Cycle to Work Scheme	23
FAQs	24
People & Money	24
How do I login to People & Money?	24
Why did my onboarding tasks disappear in People & Money?	24
I am a new Tutor - why can’t I access my contract on People & Money?	24
I am an existing Tutor – can I have a copy of my contract?	24
I am an existing Tutor - why have I not received a new contract?	24
Pay	25
When do I get paid?	25
Why have I not been paid?	25
How do I access my payslip?	25
How do I read my payslip?	25
What do I do if I think my payslip is incorrect?	26
Absences	26
I am ill.  Who do I tell?	26
I am ill. Will I get paid?	26
I am ill for a long time.  What do I need to do?	27
I am attending a conference.  Will I get paid for the tutorials I miss?	27
References	27
Can you give me an employers reference for a landlord?	27
I am applying for jobs, can I have a reference detailing all of the courses I tutored on?	27



[bookmark: _Toc225862175]Contacts: supervisor and line manager
The Course Organiser for the course on which you are tutoring is your supervisor, and they will provide guidance and support on carrying out your role on a day-to-day basis.  Contact them with queries related to your particular course, the pedagogical content, and teaching and marking methods.
Your line manager is the Head of Subject Area for the course(s) on which you are tutoring.  Contact them with any issues you are experiencing in relation to your employment.
On People & Money, your line manager is listed as a member of professional services staff in the Teaching and Student Services team, however, this is purely a system role to enable processing of monthly Time Cards for payment.

[bookmark: _Toc225862176]Contacts: SPS Tutoring
Sps.tutoring@ed.ac.uk
For all operational queries relating to tutoring, such as updates to your time card, reporting your absence from your tutorials, or other issues related to the tutoring processes.

[bookmark: _Toc225862177]Contacts: SPS HR
spshr@ed.ac.uk
For queries related to your employment, your contract, your eligibility to work in the UK, or other employment-related issues, and reporting sickness absence.
All University HR policies and procedures can be found on the University’s HR webpages.



[bookmark: _Toc225862178]Contacts: School Leadership and Directorates
	Head of School
	Responsible for academic leadership and management of the School.

	DoPS
	Director of Professional Services
Responsible for professional services leadership and supports the Head of School in the management of the School

	Director of Faculty 
	Assists the Head of School in a number of important strands of activity related to School culture, career development, promotions, and equality, diversity and inclusion.


	Teaching Directorate

	Director of Learning and Teaching
Director of UG Programmes
Director of Students
Director of Quality Assurance and Courses
Deputy Director of Student Experience and Support
Director of Postgraduate Taught Programmes
Director of Postgraduate Research Programmes
Deputy Director of Postgraduate Research Programmes
Director of Tutor Development

Associated roles:
School Academic Misconduct Officer
Deputy School Academic Misconduct Officer
	Undergraduate teaching is led by the Director of Undergraduate Programmes responsible for learning and teaching, and student experience and engagement. Postgraduate study is led by the Director of Postgraduate Taught Programmes and the Director of Postgraduate Research Programmes. They all work closely with the Head of Teaching and Student Administration.

	Research Directorate
	Co-Directors of Research
Deputy Director of Research – Ethics and Research Integrity
Deputy Director of Research – Data and Open Research
Deputy Director of Research – Knowledge Exchange

Associated roles:
Director of the Research Training Centre
Director of Q-Step
	The Research Directorate works in partnership with the School’s Research Office and aims to support the production of research at the highest international standard and to provide a research-rich environment across the School.

	EDI
	Director of Equality, Diversity and Inclusion
	Responsible for all matters pertaining to equality, diversity and inclusion in the School

	ECA
	Director of Early Career Academic Development
	Responsible for the support and professional development of early career academic staff in the School.

	International
	International Director

	Responsible for leadership, development and promotion of the School’s international teaching, research, KEI and partnership activities.



Further information:
School governance | School of Social and Political Science (ed.ac.uk)
School officerships (sharepoint.com) 


[bookmark: _Toc225862179]Contacts: School Professional Services Teams
	Team
	Sub-Teams
	Service Provided

	Business Support

SPS-FinanceTeam@ed.ac.uk 

	Promote good financial practice, and provide operational services for budgets and income. 


	Communications and Engagement
Communications & Engagement team (sharepoint.com)

sps.comms@ed.ac.uk

	Graphic Design
Media and Communications
Student Recruitment
Web Content and Design
Events support and management

	Communications services to promote SPS activities delivering activities to ensure clarity of message and maximum engagement. 

	HR

SPSHR@ed.ac.uk

	Provide guidance, advice and support regarding HR and staffing-related matters and processes, and operational services for the employee life-cycle (recruitment to resignation and all points in between).


	Infrastructure, Information and Learning Technology Services (IILTS)

SPS Infrastructure, Information & Learning Technology Services - Home (sharepoint.com)




	Facilities
SPS Facilities (sharepoint.com)

SPS.Facilities@ed.ac.uk

IT Help and Consultancy
SPS IT Help & Consultancy (sharepoint.com)

sps.support@ed.ac.uk

Technology Enhanced Learning Support
SPS TEL Support - Home (sharepoint.com)

sps.lts@ed.ac.uk

Web Systems
SPS web & systems - Home (sharepoint.com)

	Manage the buildings and infrastructure for the School, responsible for safe operation of multiple properties.

Delivering technical support and consultancy for services supporting research, teaching, learning and administration


Provide support for the use of technology enhanced learning such as Learn, Media Hopper, online surveys, blogs etc.



Provide support with web projects, SharePoint spaces, and new software development.

	Research Office
SPS Research Office (sharepoint.com)

ssps.research@ed.ac.uk
	Pre-Award Support
Post-Award Support
Research Data and Information
Knowledge Exchange and Impact
	Support for staff in developing research ideas and collaborations, securing funding for projects, and delivering excellent research, knowledge exchange and impact.


	Subject Academic Support Officers (SASOs)

To contact all 7 of the SASOs simultaneously:
sps_saso@mlist.is.ed.ac.uk

	Support the general activities of the Subject Areas, including provision of executive assistance to the Heads of Subject Area, support for communications within and for Subject Areas, and support for events and seminars.


	Teaching and Student Services (TSS)

Teaching (sharepoint.com)
	Undergraduate Teaching Office
UG teaching (sharepoint.com)

Graduate School Office
PG teaching (sharepoint.com)

Gradschool.sps@ed.ac.uk
PGT: PGTaught.sps@ed.ac.uk
PGR: PGResearch.sps@ed.ac.uk


Student Advice and Support
Student.sps@ed.ac.uk 







Student Development Office
Student Development Hub | School of Social and Political Science (ed.ac.uk)

ssps.student-development@ed.ac.uk 


Research Training Centre
Home | Research Training Centre | Social Science methods (ed.ac.uk)

sps.rtc@ed.ac.uk

	Implementation of the School's teaching policies is provided by a team of administrative staff in our UG and PG offices. 







First point of contact for advice and guidance on administrative and pastoral matters.  Student Advisors help and guide students and are an excellent source of support and guidance for many issues which students face during university life. 


SDO provides professional development and employability support to all SPS students.






RTC brings together our key social science ‘methods’ initiatives of Q-Step, AQMEN, and NCRM delivering research methods training courses.





[bookmark: _Toc225862180]MyEd

MyEd is the University’s web portal.  It acts as a gateway to web-based services within and beyond the University and offers personalised content with single sign-on to key University services such as Learn and Office365, amongst others. 
When you log in to MyEd, the content you see depends on who you are – staff, student, alumni, applicant.
More information about MyEd: MyEd Portal | The University of Edinburgh
Access MyEd using your staff UUN: www.myed.ed.ac.uk 

[bookmark: _Toc225862181]People and Money (P&M)

People & Money is the University’s online system for HR, finance, and procurement tasks.  Use People & Money to complete your on-boarding tasks, like submitting your bank details and tax information, and for everyday HR tasks like updating your address or phone number, or checking your working hours on your Time Card for payment.
People & Money is accessible via MyEd in the ‘My Information’ channel, choose ‘People and Money’, and click on the ’Company Single Sign-on’ button.
Access MyEd using your staff UUN: www.myed.ed.ac.uk 

[bookmark: _Toc225862182]My Knowledge
A searchable bank of in-system guidance for answers to common HR queries, My Knowledge is the go-to destination for guidance and support in using People & Money and for any HR queries.

[bookmark: _Toc225862183]HR Helpline
For queries that can’t be answered in My Knowledge within People & Money or to conduct various transactions, a Service Request can be raised in the system to contact the HR Helpline.

[bookmark: _Toc225862184]People & Money User Guides
A library of user guides is available to support you in using People & Money which includes easy to follow step-by-step instructions with screenshots of how to complete tasks.
People and Money user guides | The University of Edinburgh




[bookmark: _Toc225862185]Tutor Payment

Refer to the ‘SPS Job Descriptions & Rates of Pay’ guidance on the SPS webpages for more detailed information on payment.
 Guidance for Tutors | School of Social and Political Science (ed.ac.uk)

[bookmark: _Toc225862186]Payment in Arrears
Salary is normally paid on the 28th of the month, or on the preceding day if the 28th falls on a weekend or UK bank holiday.   
Tutors, as holders of guaranteed hours contracts, are paid one month in arrears.  This means that hours worked in September are paid on 28th October, hours worked in October are paid on 28th November, and so on throughout the year.

[bookmark: _Toc225862187]Time Card
Hours worked are entered into monthly Time Cards in People & Money for submission to Payroll.
Professional services staff in the Teaching and Student Services team will enter your expected teaching activity and marking into the Time Card on your behalf.  SPS Tutoring will be in touch each month with the timeframe in which you should access People & Money to check that the hours entered into your Time Card are as you expect.  Please contact sps.tutoring@ed.ac.uk  if there are any errors that are required to be corrected in the time card.  To report additional hours of work, see next section.

[bookmark: _Toc225862188]Training and Course Meetings Payment
Please use the Training and Course Meetings Payment Form available on the Guidance for Tutors SPS webpages, to report training and development hours, and course-level meetings with course organisers.  Any cover for absences you undertake will be reported to SPS Tutoring by the relevant Course Organiser.

[bookmark: _Toc225862189]Online Payslips and P60s
Your payslips, and the annually issued P60 detailing your tax deductions, are viewable/downloadable online in People & Money, accessible via MyEd using your staff UUN.  Payslips are available to view two working days before pay day, so the payslip detailing payment of your September hours would be available two working days before 28 October, the payslip for your October hours would be available two working days before 28 November, and so on throughout the year.
Step-by-step instructions for accessing, saving, and printing your payslip are available here:
https://www.ed.ac.uk/sites/default/files/atoms/files/pm-2028_-_employee_guide-_how_to_view_your_payslip.pdf

[bookmark: _Toc225862190]Explanation of Payslip Entries
Below is a detailed explanation of the various pieces of information shown on your online payslip.  
Guaranteed Hours payments are detailed in the Payments section on the left of the payslip, listed as ‘GH Retroactive’ rather than ‘monthly salary’, and the number of hours included in the payment will be in the Hours section on the left of the payslip, listed as ‘Guaranteed Hours’.
[bookmark: _Toc225862191]Tax
Each month, HMRC calculate tax on the assumption that the same payment will be received every month in a tax year, so if that monthly payment would give an annual total of more than the personal tax-free allowance (£12,750 in 2025-26), tax would be deducted and listed as ‘PAYE’ on your payslip in the Deductions section on the right of the payslip.
Income Tax rates and Personal Allowances : Current rates and allowances - GOV.UK (www.gov.uk)
7 important tax facts every student needs to know - Save the Student
[bookmark: _Toc225862192]National Insurance
Mandatory national insurance deductions will be made from your payments if you earn more than £242 a week.  This will be detailed on the right of the payslip in the Deductions section of the payslip as ‘NI’.
National Insurance: introduction: Overview - GOV.UK (www.gov.uk)
[bookmark: _Toc225862193]Pension
Universities Superannuation Scheme (USS) is the pension scheme for academic staff.  You will be automatically enrolled in USS if you meet the qualifying criteria.  Contributions for pension will be detailed on the left of the payslip in the Payments section as ‘USS EE Sal Sac’
Pensions | The University of Edinburgh
USS
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[bookmark: _Toc225862194]Example Online Payslip

[image: C:\Users\mhairib\Desktop\Example Online Payslip.PNG]

[bookmark: _Toc225862195]University Policies Relevant Specifically to Tutors

[bookmark: _Toc225862196]Personal Relationships
The University does not wish to interfere in the personal lives of its students or staff.  However, it recognises that personal relationships between staff members and students, particularly those where there is a significant seniority and/or power imbalance, have the potential to have unfortunate unintentional consequences.  Such relationships can generate perceived or real inequalities that affect those in the relationship and also other members of staff and students. In order to minimise unintentional consequences and risk, the University prohibits staff from having professional or pastoral responsibility, either directly or indirectly, with a student with whom they have a personal relationship.
The staff member must disclose, by completing the Personal Relationships Disclosure Form, if they are or have been in a personal relationship with an incoming or current student with whom they will have or do have a professional or pastoral responsibility, either directly or indirectly. This must be disclosed in good time.
The disclosure procedure has been put in place to minimise and address unintentional consequences and risk. The policy seeks to protect all of its students and staff and support the University in being a fair and respectful place to work and study.
Personal Relationships Policy

[bookmark: _Toc225862197]The Average 9-Hour Limit 
This policy applies only to Tutors who are also full time PGR students with the University of Edinburgh.  The policy does not apply to part time PGR students, although there is a strong recommendation for part time students to avoid undertaking excessive paid work as this may be at the expense of successful completion of your degree.
The University places a restriction on the amount of paid work that can be offered to our full time PGR students of 396 hours per academic year.  This is calculated as an average of 9 hours per week over the 44 weeks of the academic year (i.e. 52 weeks minus 8 weeks for vacation from your programme of study).  The University can employ you for more than 9 hours in any given week as long as the weekly average over the academic year is not more than 9 hours.  This limit applies to all paid employment within the University, not just tutoring.
The limit does not apply after you have submitted your thesis and you are awaiting your viva or whilst undertaking post-viva corrections.
Student visa conditions or external funding conditions must also be complied with.
The Average 9-hour Limit

[bookmark: _Toc225862198]Working in the UK on a Tier 4 or Student Visa
If you are on a Student or Tier 4 visa, your eligibility to work will be outlined in your visa decision letter.  Your eVisa account will tell you the limit on the amount of work you can do.
Generally, as a student visa holder you can work 20 hours in any given week during term time if you are studying a full-time programme at degree level and above, and full time hours during vacation periods.  You cannot work more than the maximum amount of hours in any one week.
PGR students have 8 weeks of vacation per academic year, which must be formally agreed with the Graduate School and recorded in your student record.  
Student visa holders who have interrupted their studies are not eligible to work, unless the interruption is related to the submission of your thesis.
Student Immigration Service

[bookmark: _Toc225862199]Policy for the Recruitment, Support and Development of Tutors and Demonstrators
This policy covers a range of aspects of recruitment, support and development of tutors including arrangements for contracts and payment, mandatory induction and training, etc.  It is designed to ensure that tutors contributing to our courses receive appropriate support and guidance for the task and are well supported in providing excellent quality teaching.
Recruitment, Support and Development Policy 

[bookmark: _Toc225862200]GH Refresh
The GH Refresh is a process by which continuing Tutors receive a guarantee of a minimum number of hours of work for the forthcoming academic year.  
A letter is emailed from the People & Money system to each continuing Tutor detailing the minimum number of hours being guaranteed and the defined period of months over which those hours are to be worked.
In order for the guarantee letter to be issued, an existing Tutor must have applied for work in the SPS Tutor Call and have been offered and accepted tutoring work.

[bookmark: _Toc225862201]Policy on Ending Fixed Term and Restricted Contracts (Appendix 1)
Tutor roles are classified as ‘student employment’ roles and therefore your contract will automatically come to an end on the date specified on your contract.
Policy on Ending Fixed Term and Restricted Contracts

[bookmark: _Toc225862202]Social Media
The University’s social media policy applies to all employees of the University, and applies to the use of social media for both business and personal purposes, whether it is in normal work time or not, on University or personal computing facilities, and whether posting on social media using personal or work-related accounts.
The expectation is that employees behave professionally in all situations which relate directly or indirectly to the University and should conduct themselves in a way which acknowledges the standards of behaviour expected.  Employees must bear in mind the need to protect the reputation of the University, their own privacy, the privacy of colleagues and students, and the confidentiality of University information/data in any communications or statements they make available to members of the general public, including family and friends outside of the University.
Social Media Policy




[bookmark: _Toc225862203]Absence Policies
	Type of Absence
	Entitlement
	Approval
	Recording
	Policy

	Sickness
	Entitlement to sick pay increases as length of service increases 
(see Conditions of Service)

	Self-certify up to 7 calendar days via Return to Work form.

Fit Note required from 8th calendar day of absence.
	Inform Course Organiser, SPS.Tutoring@ed.ac.uk and SPSHR@ed.ac.uk

SPS HR will record in P&M
	Absence Management

	Personal Care Appointments (Dentist/Optician etc.)
	Schedule outwith working hours
	Line Manager approval required
	Inform Course Organiser and SPS.Tutoring@ed.ac.uk 
Enter into P&M as an absence request for Other Paid Leave / Personal Health and Welfare Appointment
	Special Leave

	Emergency time off for dependent (e.g. child, spouse, partner, etc.)

	Up to 10 days pro rata (i.e. 2 calendar weeks) per rolling year, usually no more than 1-2 days per instance
	Line Manager approval required
	Inform Course Organiser and SPS.Tutoring@ed.ac.uk
Enter into P&M as an absence request for Emergency Time Off for Dependents
	Emergency Time off for Dependents

	Emergency domestic situation (e.g. fire, flood, burglary, etc.)
	Up to 1 day of paid leave
	Line Manager approval required
	Inform Course Organiser and SPS.Tutoring@ed.ac.uk
Enter into P&M as an absence request for Special Paid Leave / Emergency Domestic Situation
	Special Leave

	Bereavement
	Up to 10 working days pro rata (i.e. 2 calendar weeks) for loss of an immediate family member.
Up to 5 working days pro rata (i.e. 1 calendar week) 
for other circumstances
	Line Manager approval required
	Inform Course Organiser and SPS.Tutoring@ed.ac.uk
Enter into P&M as an absence request for Special Paid Leave / Bereavement
	Special Leave

	Attending a funeral
	Up to 1 day dependant on relationship /circumstances
	Line Manager approval required
	Inform Course Organiser and SPS.Tutoring@ed.ac.uk
Enter into P&M as an absence request for Special Paid Leave / Funeral
	Special Leave

	Jury Duty
	For the duration of the jury service
	Inform Course Organiser and SPS Tutoring
	Enter into P&M as an absence request for Special Paid Leave / Jury Service
	Special Leave

	Compassionate Leave
	Up to 5 days pro rata (i.e. 1 calendar week) per rolling year.
	Line Manager approval required
	Inform Course Organiser and SPS.Tutoring@ed.ac.uk
Enter into P&M as an absence request for Special Paid Leave / Compassionate Leave
	Special Leave



[bookmark: _Toc225862204]Sick Leave
[bookmark: _Toc225862205]Reporting
All sickness absence should be reported to your Course Organiser on the first day of sickness (whether you are scheduled to work that day or not), with a copy to SPS.Tutoring@ed.ac.uk and spshr@ed.ac.uk.  The sickness absence will be recorded in People & Money by SPS HR.
Your Course Organiser is responsible for finding cover for your tutorial. You should not take the decision to cancel your tutorial.

[bookmark: _Toc225862206]Sick Leave Certification
Sickness of 1-7 consecutive calendar days (including Saturday and Sunday and including non-working days) can be self-certified via completion of a Return to Work form.
Sickness of 4 consecutive calendar days (including Saturday and Sunday, and including non-working days) will require the Course Organiser to countersign the Return to Work form.
Sickness of more than 7 consecutive calendar days (including Saturday and Sunday, and including non-working days) requires medical certification via a Fit Note issued by your GP.

[bookmark: _Toc225862207]Return to Work
On your return to health, even if this is a non-working day, you must notify your Course Organiser, SPS.Tutoring@ed.ac.uk and spshr@ed.ac.uk.  The sickness record in People & Money will then be closed by SPS HR.

[bookmark: _Toc225862208]Entitlement to Sick Pay
Professional services staff in the Teaching and Student Services team will enter into your Time Card any work you were due to undertake on the day(s) of absence, and will mark these as sickness absence pay.
Sickness absence pay will include payment for tutorial preparation, contact teaching time, and administration, or for marking that has already been issued to you, as per the Tutor Pay Models.
Entitlement to occupational sick pay is based on the amount of service you have attained on the first day of sickness, detailed in the Conditions of Service.  
At the beginning of each period of sickness, the number of days taken as paid sick leave in the previous 12 months is deducted from your entitlement in a year in order to determine the number of days of sick pay entitlement remaining.  
Absence Management Policy 


[bookmark: _Toc225862209]Data Protection and Freedom of Information

Whatever your role at the University, data protection and freedom of information will affect how you do your job. All staff should complete the University’s mandatory data protection training available in the Learning app in People & Money.

[bookmark: _Toc225862210]Data Protection
To meet your data protection obligations:
1. When collecting personal data, provide a privacy notice detailing how data are used, and with whom they are shared, and the retention period.
2. If someone asks to see information the University holds about them or queries our use of information about them, contact your local Information Practitioner as soon as possible (in SPS – Ashley Bielawska)
3. Keep personal data securely e.g. use strong passwords, encrypt data not held on University networks, ensure you send emails to the correct recipient
4. Always do a data protection impact assessment when you plan a new project or review an existing process so privacy requirements can be met by design
5. Do not keep personal data longer than necessary – refer to the relevant retention schedule.
	Data Protection	
	Data Protection Impact Assessments
Retention Schedules

[bookmark: _Toc225862211]Freedom of Information
To help ensure the University stays within the law:
1. Answer any request for information within 20 working days
2. Avoid complications by following procedures and providing any easily released information that relates to your area of work
3. Contact your local Information Practitioner (in SPS – Ashley Bielawska) if you are unsure about any aspect of the request, if it does not relate to your area of work, or if you believe there are grounds to refuse the request
4. Always take a clear and professional approach when creating documents.  Remember, all documents including emails may need to be disclosed
5. Make your information accessible to other staff in your team so they can answer any requests for information in your absence.
Request Handling Procedures



[bookmark: _Toc225862212]Training and Personal Development

Tutors in SPS receive a number of hours to cover compulsory training, and professional development.  These hours are described in more detail in the Tutor Activities Model available on the School’s Guidance for Tutors webpages.  You must seek approval for your intended professional development before undertaking it to ensure this meets requirements for payment. You are required to keep a record of any training (type/name of training course, date, and duration) undertaken in each semester in order to claim payment for these hours of work. 
Many training courses can be accessed via the Learning app in People & Money.

[bookmark: _Toc225862213]Mandatory Training for Tutors
The SPS Tutor Training LEARN page features a combination of live in-person sessions, pre-recorded videos and recommended readings.  All tutors will be automatically added to the LEARN page at the start of the academic year.  Full details of the School-level training and induction for tutors can be found on the LEARN page.  Subject Areas may also provide additional training or course meetings which tutors may be required to attend.
For new Tutors, links to the mandatory training courses required of all staff will be available in the on-boarding tasks in People & Money.  

[bookmark: _Toc225862214]Optional Training
[bookmark: _Toc225862215]Workshops for Tutors
The Institute for Academic Development provides a range of workshops, courses, resources, and information for tutors.
Tutors & demonstrators | The University of Edinburgh
[bookmark: _Toc225862216]Introduction to Academic Practice
This course is aimed at University of Edinburgh tutors and demonstrators and is accredited by Advance HE for Associate Fellowship.
Introduction to Academic Practice (IntroAP) | The University of Edinburgh
[bookmark: _Toc225862217]Edinburgh Teaching Award (EdTA)
The Edinburgh Teaching Award is a recognised route toward Fellowship of the Higher Education Academy.  Becoming a Fellow of the Higher Education Academy provides national recognition of your commitment to professionalism in teaching and learning in higher education.
Edinburgh Teaching Award (EdTA) | The University of Edinburgh
[bookmark: _Toc225862218]Support for Teaching
The Institute for Academic Development provides professional development opportunities and resources for staff involved with learning and teaching at all career stages.
Learning & teaching roles | Institute for Academic Development (ed.ac.uk)

[bookmark: _Toc225862219]Responding to Disclosures of Sexual Violence
This course provides training on gender-based violence in the university context and aims to upskill staff members on appropriate and trauma-informed responses to disclosures of abuse.  It aims to equip staff with the practical knowledge base and skills needed to provide an effective and survivor-centred response, and signpost to potential sources of further support. Instructions for accessing the course are available here: Training and resources | The University of Edinburgh
Guidelines on key steps to take if you receive a disclosure of gender-based violence from a student are available here: Guidelines for staff- updated November 2022 | The University of Edinburgh
[bookmark: _Toc225862220]Equality, Diversity and Inclusion Trainings
A wide variety of e-learning training modules on equality, diversity and inclusion topics are available.
Staff Training Resources | Equality, Diversity and Inclusion (ed.ac.uk)

[bookmark: _Toc225862221]Support for Staff

[bookmark: _Toc225862222]Staff Disability Advice Service
This service can provide advice and guidance to disabled, deaf, and/or neurodivergent colleagues and their line managers.  Staff can contact the service directly to get advice on reasonable adjustments in the workplace or information about Access to Work funding.
Staff Disability Advice Service | The University of Edinburgh

[bookmark: _Toc225862223]Disabled Staff Network
A disabled staff network provides mutual support and a collective voice for staff with disabilities, restrictive health conditions, and caring responsibilities.
Disabled Staff Network | The University of Edinburgh

[bookmark: _Toc225862224]LGBT+ Staff
The Staff Pride Network welcomes LGBT+ staff and allies.
Staff Pride Network | The University of Edinburgh

[bookmark: _Toc225862225]BAME Staff Network
The BAME Staff Network welcomes all Black, Asian, and minority ethnic academic and professional services staff, including PhD researchers.  
Staff BAME Network | The University of Edinburgh

[bookmark: _Toc225862226]Edinburgh Race Equality Network
The Edinburgh Race Equality Network is a member-led network of racially minoritised staff and allies working to build anti-racist community and advance racial justice within the University of Edinburgh and Higher Education.
Edinburgh Race Equality Network (EREN) | The University of Edinburgh

[bookmark: _Toc225862227]Jewish Staff Network
A network of diverse Jewish staff from across the University, supporting multicultural learning and pluralistic ethical values, whether guided by religious or secular thought.
Jewish Staff Network | Equality, Diversity and Inclusion

[bookmark: _Toc225862228]Staff Benefits

[bookmark: _Toc225862229]Health and Wellbeing Hub
Staff can access a variety of information on health and wellbeing issues.
Staff Health and Wellbeing Hub | The University of Edinburgh

[bookmark: _Toc225862230]Staff Discounts
A range of organisations and companies offer discounts to University staff.
Staff Benefits (sharepoint.com)

[bookmark: _Toc225862231]Sport and Exercise
The Centre of Sport and Exercise offers reduced monthly membership rates for staff.
Sport & Exercise | The University of Edinburgh

[bookmark: _Toc225862232]Employee Assistance Programme (EAP)
The University has engaged MCL Medics to offer counselling appointments to staff, through the introduction of the Employee Assistance Programme.
Counselling through the Employee Assistance Programme (EAP) | The University of Edinburgh

[bookmark: _Toc225862233]Child Care
Information about the University’s Workplace Nursery Scheme, as well as the UK government’s Tax-Free Childcare Scheme can be found on the Pay and Reward SharePoint site.  To log in you will need to be logged into your computer using your Staff UUN.
Childcare (sharepoint.com)

[bookmark: _Toc225862234]Cycle to Work Scheme
The Cycle to Work Scheme is a salary sacrifice scheme that offers a cost-effective, tax- and NI-efficient way to get new cycling equipment enabling you to save 32-47% on a bike and accessories.
Cycle2Work (sharepoint.com)



[bookmark: _Toc225862235]FAQs

[bookmark: _Toc225862236]People & Money 
[bookmark: _Toc225862237]How do I login to People & Money?
Access the People and Money system by logging in to MyEd using your staff login details.  You must be logged in to MyEd on your staff ID – you cannot access People & Money if you have logged into MyEd using your student ID. 
From the MyEd homepage, click on ‘My Information’, and ‘People & Money’. This will take you to the People & Money login screen, where you should click ‘Company Single Sign-On’ to access the system. Do not enter a user name and password – this will lock you out of access and you will have to contact HRHelpline@ed.ac.uk to ask them to reset your access.
	https://www.ed.ac.uk/sites/default/files/atoms/files/guidance_for_students_v3.pdf

[bookmark: _Toc225862238]Why did my onboarding tasks disappear in People & Money?
If you are viewing the tasks via the bell notification or the list of tasks across the bottom of the People & Money screen, these will disappear after the first time you open them.  Navigate to the Journeys app and access your tasks that way: Employee Guide to Journeys.pdf

[bookmark: _Toc225862239]I am a new Tutor - why can’t I access my contract on People & Money?
There is a known system issue that is preventing some people from accessing their contract in People & Money.  Please contact SPSHR@ed.ac.uk who will download the contract and email it to you, and then upload your signed version into the system on your behalf.

[bookmark: _Toc225862240]I am an existing Tutor – can I have a copy of my contract?
If you were appointed after November 2020, you can view your contract in People & Money – follow the instructions in the Employee Guide How to Search View and Upload Document Records:  https://www.ed.ac.uk/sites/default/files/atoms/files/pm-_1141-_employee_guide-_how_to_search_view_and_upload_document_records.pdf
If you were appointed before November 2020 (ie before the launch of People & Money) please contact spshr@ed.ac.uk 

[bookmark: _Toc225862241]I am an existing Tutor - why have I not received a new contract?	
If you are also a UoE student, your contract of employment extends over more than one year (view your employment details in People & Money to find out your contract end date).  Therefore, we do not issue a new contract every year.  A letter refreshing the guarantee of hours will be issued to your staff email at the beginning of each academic year.
If you are not a student at the University of Edinburgh, your initial contract will be for 12 months, and if you are continuing to tutor you will be issued with a contract amendment to extend your contract for a further 12 months.

[bookmark: _Toc225862242]Pay 
[bookmark: _Toc225862243]When do I get paid?
Salary is normally paid on the 28th of the month, or on the preceding day if the 28th falls on a weekend or UK bank holiday.   
Tutors, as holders of guaranteed hours contracts, are paid one month in arrears.  This means that hours worked in September are paid on 28th October, hours worked in October are paid on 28th November, and so on throughout the year.

[bookmark: _Toc225862244]Why have I not been paid?
This could be caused by various factors.
Tutors, as holders of guaranteed hours contracts, are paid one month in arrears.  This means that hours worked in September are paid on 28th October, hours worked in October are paid on 28th November, and so on throughout the year. 
Did you correctly enter your bank details in the People & Money onboarding tasks?  We cannot pay you without your bank account details. Open the Journeys app in People & Money and access your tasks: Employee Guide to Journeys.pdf
Did you provide your tax information in the People & Money onboarding tasks?  We cannot pay you without your tax information. Open the Journeys app in People & Money and access your tasks: Employee Guide to Journeys.pdf

[bookmark: _Toc225862245]How do I access my payslip?
Your payslips, and the annually issued P60 detailing your tax deductions, are viewable/downloadable online in People & Money, accessible via MyEd using your staff UUN.  Payslips are available to view two working days before pay day, so the payslip detailing payment of September hours would be available two working days before 28 October.
Step-by-step instructions for accessing, saving, and printing your payslip are available here:
https://www.ed.ac.uk/sites/default/files/atoms/files/pm-2028_-_employee_guide-_how_to_view_your_payslip.pdf

[bookmark: _Toc225862246]How do I read my payslip?
Detailed information is available on the HR Guidance for GH Tutors on the SPS Guidance for Tutors webpages: Guidance for Tutors | School of Social and Political Science
Guaranteed Hours payments are detailed in the Payments section on the left of the payslip, listed as ‘GH Retroactive’ rather than ‘monthly salary’, and the number of hours included in the payment will be listed in the Hours section as ‘Guaranteed Hours’.
HMRC calculate tax on the assumption that the same payment will be received every month in a tax year, so if that monthly payment would give an annual total of more than the personal tax-free allowance (£12,750 in 2025-26), tax would be deducted and listed as ‘PAYE’ on your payslip in the Deductions section on the right of the payslip.
Income Tax rates and Personal Allowances : Current rates and allowances - GOV.UK (www.gov.uk)
7 important tax facts every student needs to know - Save the Student
Mandatory national insurance deductions will be made from your payments if you earn more than £242 a week.  This will be detailed on the right of the payslip in the Deductions section of the payslip as ‘NI’.
National Insurance: introduction: Overview - GOV.UK (www.gov.uk)
Universities Superannuation Scheme (USS) is the pension scheme for academic staff.  You will be automatically enrolled in USS if you meet the qualifying criteria.  Contributions for pension will be detailed on the left of the payslip in the Payments section as ‘USS EE Sal Sac’
Pensions | The University of Edinburgh
USS

[bookmark: _Toc225862247]What do I do if I think my payslip is incorrect?
Please get in touch with SPSHR@ed.ac.uk attaching a copy of the payslip you are querying.  SPS HR cannot access payslips so you will need to provide it.
SPS HR can review the payslip and your time cards to double check the payments due.  If an error is found, we will liaise with the Teaching Office and Payroll to have this corrected.

[bookmark: _Toc225862248]Absences	
[bookmark: _Toc225862249]I am ill.  Who do I tell?
All sickness absence should be reported to your Course Organiser on the first day of sickness (whether you are scheduled to work that day or not), with a copy to SPS.Tutoring@ed.ac.uk and spshr@ed.ac.uk.  The sickness absence will be recorded in People & Money by SPS HR. 
Your Course Organiser will arrange for a member of core academic staff to cover your tutorials – you should not organise your own cover, nor should you take the decision to cancel the tutorial. 
On your return to health, even if this is a non-working day, you must notify your Course Organiser, SPS.Tutoring@ed.ac.uk and spshr@ed.ac.uk.  The sickness record in People & Money will then be closed by SPS HR.

[bookmark: _Toc225862250]I am ill. Will I get paid?
Yes, you will get paid for work you were due to undertake on the day(s) you were absent due to sickness.
Sickness absence pay will include payment for tutorial preparation, contact teaching time, and administration, or for marking that has already been issued to you, in alignment with the Tutor Pay Models.
Staff in the Teaching and Student Services team will enter into your Time Card any work you were due to undertake on the day(s) of absence, and will mark these as sickness absence pay.
Entitlement to occupational sick pay is based on the amount of service you have attained on the first day of sickness, detailed in the Conditions of Service.  

[bookmark: _Toc225862251]I am ill for a long time.  What do I need to do?
Entitlement to occupational sick pay is based on the amount of service you have attained on the first day of sickness, detailed in the Conditions of Service.  
Sickness of 1-3 consecutive calendar days (including Saturday and Sunday and including non-working days) can be self-certified via email to your Course Organiser, SPSHR@ed.ac.uk and SPS.Tutoring@ed.ac.uk.
Sickness of 4 or more consecutive calendar days (including Saturday and Sunday, and including non-working days) can be self-certified via completion of a Return to Work form which will require the Course Organiser to countersign the Return to Work form before being passed to SPSHR@ed.ac.uk. 
Sickness of more than 7 consecutive calendar days (including Saturday and Sunday, and including non-working days) requires medical certification in the form of a Fit Note issued by your GP. You will need to make an appointment with your GP to have this issued.
On your return to health, even if this is a non-working day, you must notify your Course Organiser, SPS.Tutoring@ed.ac.uk and spshr@ed.ac.uk.  The sickness record in People & Money will then be closed by SPS HR.

[bookmark: _Toc225862252]I am attending a conference.  Will I get paid for the tutorials I miss?
No, you will not be paid for the tutorials you have not delivered in this circumstance.  Your contract type receives additional pay instead of having an entitlement to paid time off, so you cannot take paid holiday from your job as a Tutor.

[bookmark: _Toc225862253]References
[bookmark: _Toc225862254]Can you give me an employers reference for a landlord?
	Yes. Please provide SPSHR@ed.ac.uk as an employer contact to your landlord.
	
[bookmark: _Toc225862255]I am applying for jobs, can I have a reference detailing all of the courses I tutored on?
A reference can be issued that confirms the start date and end date of your employment.  The details of the individual courses on which you worked are not held on file and cannot be verified, therefore cannot be included in a reference letter.
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Employee and NI number is displayed here.
Your home address is also shown. Please
ensure this is up to date in People and Money.

Pay Processing Information

This is the pay period this payslip refers to. It
confirms the start and end dates, pay day and
pay method.

BACS = payment to your bank account.

Tax Details Confirmation of your tax code, basis
and NI category. See note 1.

Payments
All payments are listed here. If you have
multiple assignments they are displayed on one
payslip. The assignment number for each
payment is shown. This would normally be your
employee number with a -2, -3 etc. at the end.

‘Summary
The total of all your payments is shown here.
Also known as Total Gross Pay.

Hours

“This shows the number of hours paid for any
hours worked payments (e.g. Overtime,
Guaranteed Hours).
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Note: This is an example payslip, and you
may not have all payment types or rows
shown here.

Deductions

‘The Tax (PAYE), National Insurance (NI),
Student Loans and any third party deductions
e.g. trade union, credit union, are shown here.

Total Deductions

‘The total of all your deductions is shown here.

Net Pay

‘This is the difference between the Total Gross
Pay and Total Deductions, and s the amount
that will be paid into your bank account.

Balances (Year to Date)

“This shows your Year to Date (from April each
year) totals.

Tax Office Information

“This contains the HMRC postal address and
phone number should you need to contact
them. The University’s Tax Reference Number
i als0 shown here and the URL to login or
register for HMRC online services.

Payslip Message

—

Any payslip message to staff will be displayed
here.





