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1. [bookmark: _Toc952319858]How you are paid as a tutor

Below is a table that details what hours are associated with tutoring. Some hours you will need to report via our ‘Tutor Payment Claim form’ and some will be entered for you by Professional Services staff. 
General summary of Tutoring Hours and What you need to do. 
	Activity
	Do I need to report these? (Tutor)
	What SPS does

	Standard tutoring
	No
	Adds hours to your timecard

	Marking
	Yes, Submit Tutor Payment Claim Form after completing marking
	Adds reported hours to your timecard

	SPS Tutor Training, attended in person
	No
	Records attendance and adds hours

	Other approved training
	Yes, Submit Tutor Payment Claim Form
	Reviews/adds hours

	Course meetings
	Yes, Submit Tutor Payment Claim Form
	Adds hours

	Checking hours
	Yes, Review your timecard
	Corrects errors if reported

	Submitting timecard
	No
	SPS submits on your behalf



[bookmark: _Toc1090506677]1.1 Standard teaching activity
Staff will enter your expected standard teaching activity onto your timecard on your behalf. This will cover contact time for tutorials, and any time for preparation and administration, depending on the payment model for the course you are tutoring on. Hours will be entered by the 30th of each month, where possible.
1.1.1 [bookmark: _Pay_Weeks][bookmark: _Toc1534036293]Pay Weeks
Timecards in P&M are completed on a monthly basis, whereas most standard tutoring work is carried out on a weekly basis over 10 or 11 teaching weeks. This can sometimes cause confusion as to when work is recorded on timecards, and paid, in instances where a teaching week crosses two months. 

To help simplify our payment process and ensure hours are as clear and straightforward as possible, the following principles apply:
· All standard teaching activity hours are entered on the Monday of each week, regardless of which days the tutorials take place. 
· Where a week crosses over two months it will be considered a ‘pay week’ for the month in which it starts. 
For example, at the end of November:
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	30th November
	1st December
	2nd December
	3rd December
	4th December



Any tutorials taking place on Wednesday 2nd December would be entered on Monday 30th November. This week would be considered a November pay week – hours would be entered onto November timecards to be paid in December. 
Number of Pay Weeks and Payment Months for Tutors in Semester 1 and Semester 2
The tables below provide information on the number of pay weeks for tutors in each month. For each semester, it specifies when tutors working on courses in that semester should expect to receive payment for their standard tutoring work. Please note that the table for each semester is only applicable to tutors working during that semester. 

The University’s Pay Dates can be viewed on the website at Pay Dates and Payroll Deadlines


[bookmark: _Toc640605854]1.1.2 Pay Weeks and Payment Months for tutors working on Semester 1 courses. 

	Timecard Month
	Payment Month
	Note
	Teaching Week
	Week beginning date
	Week ending date

	Sep
	Oct
	1 or 2 pay weeks (depending on whether tutorials begin in Week 1 or Week 2) 
	1
	21-Sep
	25-Sep

	
	
	
	2
	28-Sep
	02-Oct

	Oct
	Nov
	4 pay weeks
	3
	05-Oct
	09-Oct

	
	
	
	4
	12-Oct
	16-Oct

	
	
	
	5
	19-Oct
	23-Oct

	
	
	
	6
	26-Oct
	30-Oct

	Nov
	Dec
	5 pay weeks
	7
	02-Nov
	06-Nov

	
	
	
	8
	09-Nov
	13-Nov

	
	
	
	9
	16-Nov
	20-Nov

	
	
	
	10
	23-Nov
	27-Nov

	
	
	
	11
	30-Nov
	04-Dec



[bookmark: _Toc1912765868]1.1.3 Pay Weeks and Payment Months for tutors working on Semester 2 courses.

	Timecard Month
	Pay Month
	Note
	Teaching Week
	Week beginning date
	Week ending date

	Jan
	Feb
	 2 or 3 pay weeks (depending on whether tutorials begin in Week 1 or Week 2)
	1
	11-Jan
	15-Jan

	
	
	
	2
	18-Jan
	22-Jan

	
	
	
	3
	25-Jan
	29-Jan

	Feb
	March
	3 pay weeks, no teaching due to take place in Flexible Learning week (FLW)
	4
	01-Feb
	05-Feb

	
	
	
	5
	08-Feb
	12-Feb

	
	
	
	FLW
	15-Feb
	19-Feb

	
	
	
	6
	22-Feb
	26-Feb

	March
	April
	 5 pay weeks 
	7
	01-Mar
	05-Mar

	
	
	
	8
	08-Mar
	12-Mar

	
	
	
	9
	15-Mar
	19-Mar

	
	
	
	10
	22-Mar
	26-Mar

	
	
	
	11
	29-Mar
	02-Apr





[bookmark: _Toc1503045117]1.2 Additional activities
In order to be paid for any activities on top of your standard teaching activity, you will need to let SPS Tutoring know. 
· New from 2026/27
Completed marking – you will be asked to confirm the number of assessments you have completed the marking for. Payment will only be added to timecards once the marking has been completed (this can be before moderation). 
· Training or development work you have undertaken. You can only claim for these activities if you are actively tutoring during the semester in which they take place. Claims cannot be submitted retrospectively after tutoring work for the relevant semester has ended. A maximum of 15 hours can be claimed per semester. 
If you have attended an in-person SPS Tutoring training session or workshop – you do not need to submit a claim for this as SPS Tutoring will add these hours on for you. 
· Course Meetings you have attended. A maximum of 3 hours per course can be claimed. If additional hours are claimed beyond this, they will be deducted from your training and development allocation. 
To inform us of any of the above, please complete the Tutor Payment Claim Form, which can be found on our website    
You should submit this form as soon as possible once you have completed the activity, and ideally before the 30th of each month to allow sufficient time to confirm and add the hours to your timecard prior to the approval cut-off. Please ensure that you provide full details to prevent any delays in processing your claim. 

1.2.1 [bookmark: _Toc1387221286]Claiming activities as part of training and development
All tutors will be added to the SPS Tutoring Learn page, which has full details about compulsory and recommended training throughout the semester. If you attend an in-person session run by SPS, you do not need to submit the form to claim payment – attendance will be taken and the hours added to your timecard by the SPS Tutoring team. 

Details of additional, pre-approved, activities are available on the Learn page. For any activities not on the list, you should check with the Director of Tutor Development in advance. Please email your request to sps.dtd@ed.ac.uk, cc’ing in sps.tutoring@ed.ac.uk, with an explanation of the relevance and benefit of the training to your role as a tutor in SPS. If you choose to undertake the activity without checking in advance, we cannot guarantee that you will be paid for it. 

General tips:
· Please do not submit claims in advance of sessions and activities taking place – these will not be paid. 
· Please do not submit claims for more than one activity at a time. Each activity should be submitted separately. 
· When submitting the form, you may be asked to provide evidence of your engagement with the activity. Full details will be provided on the Learn page.

1.2.2 [bookmark: _Toc721364367]Claiming for marking
Once you have finished marking, you can submit a payment claim using the Tutor Payment Claim Form. Claims submitted prior to the completion of marking will not be processed. Before submitting your claim, make sure you have the following information available. You will select these details from drop-down menus in the form, so please check your submission carefully to ensure that you have selected the correct information for the assessment you have marked. Incorrect information may result in a delay to your payment. You will need to provide:
· Course name and course code
· Assessment name, as it appears on Learn, and the corresponding word count
· Dropbox number you are claiming marking for. Dropboxes are labelled 1, 2 or 3
· Number of assessments marked in that Dropbox. 
Please note: the dates on which marking hours are entered onto your timecard will be approximate. Total hours may be split across multiple dates for recording purposes.
Marking must conform to one of the marking rates of pay, details of which can be found on our SPS Tutoring Guidance webpage
If you are asked to undertake marking over and above your expected allocation for the course, please contact SPS Tutoring before you submit a claim for payment. 

2. [bookmark: _Toc1119818053][bookmark: _Toc68608761]Checking your hours on People and Money
It is your responsibility to check that the hours entered onto your timecard are correct. From the 30th of each month you should log into the People and Money (P&M) system and check to ensure the hours are as expected. You will also receive an email from SPS Tutoring every month with a reminder to do this – please get in touch if you are not receiving these emails.

Please do not make any changes to your timecard yourself. You should email sps.tutoring@ed.ac.uk if any amendments are required. 
When reviewing your timecard on P&M, the following may be helpful:
[bookmark: _Toc893728047][bookmark: _Toc2084280711]2.1 General: 
· Notes will be added to the ‘Comments’ section of the overall timecard by Professional Services staff to explain the hours entered for a particular task or date.
[bookmark: _Toc2083939310]2.2 Tutorial hours:
· As explained above - for teaching activities (tutorials, labs, seminars etc.) and associated preparation and administration time, the hours will be entered against the Monday of the relevant week in which we expect the class to run, regardless of the day of the week that the activity took place. This makes it easier to check that the total number of hours in a week for a particular course are correct.
· The hours for teaching activities are split into preparation time, class time (‘tutoring’) and post-tutorial administration (‘other work types’).
Tutors should ensure they know the pay model for the course they are working on and the details of that pay model. Full details can be found on the SPS Tutoring Guidance webpage. 
[bookmark: _Toc280435592]2.3 Marking: 
Check that any marking you have claimed for has been added correctly to your timecard. See Section 1.2.2 for information about submitting marking claims.
[bookmark: _Toc1479293010]2.4 Training/development hours and course meetings:
· These will be entered based on information you submit by the monthly deadline via the SPS Tutor Payment Claim Form
· Details on these hours will be recorded in the ‘comments’ section of the timecard
· Course meetings will usually be recorded as ‘other work types’.
3. [bookmark: _Toc1422402530]Submission of Timecards
You should not submit your timecard yourself.
 SPS Tutoring will submit your timecard for payment each month in time for the University Payroll deadline (around the 10th of the month). Please note that hours submitted by the required payroll deadline will be paid one month in arrears. For example, hours worked and submitted by the end of September will be paid on the 28th October. 
If you tutor for another School as well as SPS, check their process for recording tutoring hours, as this may differ from the SPS process.
If you need to enter hours on your own timecard for other tutoring, please ensure you select the correct Assignment Number for that School.This will ensure your hours are allocated correctly and help avoid delays or confusion when processing your payment.
No changes can be made to your hours after the Payroll deadline. There is a strict freeze on editing timecards for approximately a week after the Payroll deadline. Any adjustments notified after this date will be made in the following month.
[bookmark: _Toc1035602243]Tutors must ensure they are working within the hours they are paid for and cannot be paid for overtime without prior consent from SPS Tutoring and the course organiser.  If you are in any way concerned about the allocation of work, please get in touch with the Director of Tutor Development. 
4. [bookmark: _Toc1804611232]Accessing People & Money
People & Money (P&M) can be accessed via MyEd through the My Information channel.  Access P&M using the ‘UoE Sign in’ button, there is no need to enter a separate username or password.  
Please make sure to use your Staff UUN to log in to MyEd, as you cannot access P&M via your student login.
A video showing you how to access your timecard in P&M can be viewed at: How to access your Time Card. Please remember there is no need for you to amend or submit the timecard, as shown in the video, as this will be done on your behalf by SPS TSS staff.  Please follow the instructions in section 2 of this guide on reviewing your timecard. 
5. [bookmark: _Toc807224813]FAQs
[bookmark: _Toc1544112626][bookmark: _Toc1522894003]5.1 When can you expect to receive payment?
You will be paid monthly in arrears by direct transfer to your Bank or Building Society account. Hours worked in September, for example, will be paid in October, and so on.
Payments are made on the 28th of the month unless this falls on the weekend or a Bank Holiday when payment is normally made on the last working day prior to the 28th. The dates are published on the payroll website at: Payroll pay dates 
[bookmark: _Toc866619392][bookmark: _Toc1145951134]5.2 Accessing Payslips
You will be able to access your payslips via People and Money around 25th of each month. For guidance on how to view these, please see the Payroll section of the People and Money user guidance at People and Money user guides. 

[bookmark: _Toc403742656][bookmark: _Toc304153358]5.3 Additional and Ad hoc requests from Course Organiser
You may occasionally be asked by the Course Organiser to take on tasks beyond those listed in the Tutor job description or your original SPS Tutoring offer. These could include temporary changes to weekly group numbers or other ad hoc responsibilities. Any extra duties or non-tutoring work not covered by your GH tutor contract or original offer must be approved by SPS Tutoring before you begin. 

In some cases, the SPS HR team will also need to formally grade and assess the work before it can proceed. Please ask your Course Organiser to contact SPS HR on spshr@ed.ac.uk  with details of the work, before you undertake it.
[bookmark: _Toc417731414][bookmark: _Toc528227416]5.4 Uncertain whether a task is covered by your guaranteed hours contract?
Similar to the above, if you are uncertain whether a task you have been asked to do is covered by your contract, please email us from your staff email account at sps.tutoring@ed.ac.uk to check. 
6. [bookmark: _Toc1091057342][bookmark: _Toc730894281] Help and Support
· If you have any questions about your hours, please contact sps.tutoring@ed.ac.uk in the first instance. 
· If you are having trouble accessing the People and Money system due to difficulties with your login, please contact the HR Helpline at: HRHelpline@ed.ac.uk 
· If you have questions about your pay slip or payment details (i.e. your bank account details) please contact the Finance Helpline via their help form at contact the finance helpline. 
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