Key Employment Facts for Tutors in the School of Social and Political Science 
Updated 23/04/2026 
 
Location 
You must be based in Edinburgh, or within easy commuting distance of the central campus, to take up employment as a Tutor. We do not have flexibility on this requirement. 
 
New Tutors - Receiving Your Contract 
After you have accepted our provisional offer, and eligibility to work in the UK has been checked and confirmed, you will receive a Guaranteed Hours contract via People & Money, our HR system.  
 
The contract will specify an end date matched to the current maximum end date of your programme of study/visa end date, whichever is earlier. The contract will also specify the grade and hourly rate of pay and will guarantee the offer of a specified minimum number of hours for the forthcoming academic year. Tutoring roles are designated at a grade UE06 on the University’s grade profiles. 
 
You must sign and upload the contract and complete the onboarding tasks in People & Money, particularly submitting your bank details, and the HMRC starter checklist or P45, before undertaking any work in the School. It will not be possible to pay you until the signed contract, bank details and tax information is uploaded to People & Money. 
 
The People & Money system can be accessed ahead of your start date using the temporary login details automatically emailed to you by the system. From your start date, you can login via MyEd using your staff UUN.  You cannot access People & Money if you use a student UUN to login to MyEd. 
 
Returning Tutors - Annual Refresh of Guaranteed Hours 
On an annual basis, for the duration of your fixed-term contract, assuming that you continue your studies and you wish to continue in your role, you will be informed of the guaranteed minimum number of hours for the upcoming academic year.  Only one guarantee will be issued per academic year, and as the guarantee is for a minimum number of hours it will not be updated if more hours are subsequently offered.
 
Pay Rates 
The hours we offer you will be based on the College-wide Work Allocation Model in combination with the tutor activity model used by the course. This can range from 5 to 10 hours a week of tutoring, plus additional hours for assessment (which includes marking and provision of feedback to students).  You can find the tutor activity models and our pay rates for marking on our Guidance for Tutors webpage. 
 
Tutors are paid at grade UE06 which begins at £18.96 per hour (as of April 2026), with an additional 18.1% per hour in lieu of annual leave (see below section on Annual Leave).  
 
Payment 
Tutors are paid 1 month in arrears (i.e. hours worked in September are paid at the end of October). Full guidance on how tutors receive payment will be communicated during induction week and will be added to the ‘How to claim payment for tutoring and marking’ section of our webpage. 
  
Payslips 
Your payslip is available on the People & Money system, via the ‘Pay’ app. Please see the instructions on how to access payslips (select ‘Payroll’ at the link). Download your payslips regularly as you will not be able to access them after your contract of employment ends. 
 
Sick Leave 
You are entitled to receive sick pay. If you are sick, notify your Course Organiser, SPS Tutoring and SPS HR as soon as possible. When you return to work following your sick leave absence, please notify SPS Tutoring and SPS HR.  
Further information is available in the University’s Absence Management Policy and in the Conditions of Service.
 
Annual Leave 
You will be paid an additional amount of 18.1% per hour on top of your hourly rate for all hours worked in lieu of an accrual for Annual Leave and Public Holiday.  This means that it is not possible to request holiday away from your Tutor role, and that any absence from tutoring not covered by sick leave or other relevant paid special leave would not receive payment. 
 
Leaving Your Tutor Role 
If for any reason you need to stop tutoring on a course, you must contact the Course Organiser, SPS Tutoring and SPS HR as soon as possible, stating the date on which you wish your employment to end, taking into account your notice period (see below).  
 
If you have been in your tutor role for 6 months or more, and no longer wish to tutor on any courses, i.e. resigning your employment, your notice period is 3 months, and you must continue to tutor for 3 months after you confirm your resignation. 
 
If you have been in your tutor role for less than 6 months, and no longer wish to tutor on any courses, i.e. resigning your employment, your notice period is 1 month, and you must continue to tutor for 1 month after you confirm your resignation. 
 
Please see the Conditions of Service for Grades UE06 to UE10 for further information. 
 
Your Line Manager 
Your course organiser acts as your supervisor, while Heads of Subject Area are line managers of those tutoring on courses in their subject area.   
 
Training and Continuous Professional Development 
Tutors in SPS receive a number of paid hours to cover compulsory training, self-study, and professional development.  These hours are described in more detail in our tutor activities model document.  
 
Trade Unions 
As employees of the University, Tutors are entitled to join a trade union.  The University recognises three trade unions - University and College Union (UCU Edinburgh is the only trade union entitled to represent academic and academic-related staff at the University of Edinburgh); Unison and Unite. 
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