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2020-21 How to claim payment for tutoring 
within SPS 
Semester 2, 2021.  

This is a document created by the School of Social and Political Science.  

Contents 
 

What's changed? ......................................................................................................................... 2 

How will this work.................................................................................................................. 2 

1.   General guidance on submitting your hours worked ................................................................ 3 

Hours should be submitted monthly ........................................................................................... 3 

Deadline for submitting your hours for payment ........................................................................ 3 

Verification and confirmation of hours worked .......................................................................... 3 

Ad hoc requests from your senior tutor/course organiser ........................................................... 3 

Late submission of hours ............................................................................................................ 4 

2.   Entering your hours in eTime ................................................................................................... 4 

Accessing eTime ......................................................................................................................... 4 

Entering your hours in eTime ..................................................................................................... 5 

etime tasks and descriptors used in SPS ..................................................................................... 5 

Senior Tutors Guaranteed hours. ............................................................................................ 6 

Claiming for non Tutoring work on eTime (i.e Ad hoc work/Research Work) ..................... 7 

3.   Help and Support ...................................................................................................................... 8 

 

 

 

 

 

 

 



Page 2 of 8 

 

What's changed?  

The way you claim payment for your work as a tutor has changed. Over the next academic year, 

the university will be moving to a new payment system and we are beginning preparations for 

this move. For now, you will still claim using eTime. 

Automatic multiples will no longer be used (do not use the task-type Tutoring or honours 

tutoring).  Instead, you will need to claim your hours and include any preparation time.  

How will this work 

Your payment will depend on which of our course models the course you are tutoring on 

follows. You will find these models in our Tutor Paid Hours by activity (updated) document.  

 

For courses following the models, Digital/In-Person Synchronous (Live) Tutorial or Discussion 

Boards (Asynchronous Teaching), tutors can claim as follows: 

 

 Up to 36 students (typically 3 groups of 12 students) - 7.5 hours/week  

 Up to 48 students (4 groups of 12) – 10 hours/week 

 Up to 60 students (5 groups of 12) – 12.5 hour/week 

 

 For courses following Tutor activities for Digital Lab, tutors can claim as follows: 

 

 Up to 30 students (typically 2 groups of 15 students) - 5 hours/week 

 Up to 45 students (typically 3 groups of 15 students) - 7.5 hours/week  

 Up to 60 students (typically 4 groups of 15students) – 10 hours/week 

You should enter separate claims for each course you are tutoring on. You can: 

 enter one claim per course each month to claim for all your groups (e.g if you are taking 

4 groups over 4 weeks, submit one claim for 40 hours),  or  

 enter the claims weekly (e.g. if you are taking 4 groups over 4 weeks, submit 1 claim of 

10 hours for each week, adding in total to 40 hours).  

Always use the task type ‘other work types’ when claiming for your tutoring and include the 

following: 

 Clear details in the course descriptor to inform us, how many groups you take and the 

total number of students, and the type of tutoring you are claiming for (i.e online live/ 

asynchronous discussion boards ext.)  

 Enter the course code in the course code box 

Tutors and course organisers 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 then you can write to 

the Director of Student Development at spsdsd@ed.ac.uk 

http://www.sps.ed.ac.uk/undergrad/current_students/undergraduate_teaching_office/tutoring_opportunities_for_phd_students
mailto:spsdsd@ed.ac.uk
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1.   General guidance on submitting your hours worked 

In this section, we cover general guidance on submitting your hours for payment, such as 

deadlines for submission of your timesheets, who should sign off your hours and what to do if 

you forget to submit hours or if you submit late (please avoid this if you wish to be paid on 

time). 

Hours should be submitted monthly 

You must submit your hours monthly throughout the session. Please see the section on eTime 

later in this document for more detail on how to enter your hours. 

Each tutor is responsible for ensuring that information and hours claimed are correct. When 

submitting your hours in eTime, it is important that information on tasks and descriptions entered 

are accurate and clear to avoid delays in payment.  

Deadline for submitting your hours for payment 

Tutors are responsible for submitting their electronic timesheets on time. The deadline for 

submitting your hours in the new system will be the 1st of each month. If the 1st falls on a 

weekend then please submit your hours by the Friday before the 1st. 

This deadline may vary, particularly around the Christmas vacation period. You will be informed 

of any changes to the deadline in advance. 

You will be paid monthly retrospectively by direct transfer to your Bank or Building Society 

account. Hours worked in October, for example, will be paid in November, and so on. 

Payments are made on the 28th of the month unless this falls on the weekend or Bank Holiday 

when payment is normally made on the last working day prior to the 28th. 

Verification and confirmation of hours worked 

After you submit your hours, the staff processing the request will review your tasks. Where the 

hours or tasks entered do not match what we would expect you to claim, are non-standard and no 

previous information or approval has been communicated to SPS Tutoring, these tasks may be 

rejected. 

Each claim will be checked and authorised by the School before being passed to Payroll for 

payment, and you will be able to track the progress of your payment via the eTime system.  

Ad hoc requests from your senior tutor/course organiser 
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There may be situations where you are asked to do additional work on an adhoc basis by the 

course organiser or senior tutor. In advance of undertaking the work, please email us from your 

University tutor account, cc-ing the senior tutor or course organiser/convener who has asked you 

to undertake the work asking them to confirm the work request. This is particularly the case if 

you are unexpectedly asked to cover a lecture. Emails should be sent to sps.tutoring@ed.ac.uk 

The department will need to complete the relevant forms to provide full details of how the adhoc 

work was commissioned and what budget it is to be paid from. Until this has been received, a 

claim cannot be approved for payment. 

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 account at sps.tutoring@ed.ac.uk to check. In 

order to minimise any delay in payment we strongly recommend that you do this in advance of 

undertaking the work where possible. 

Late submission of hours 

Please try to submit all your hours monthly and on time, however if you miss something, please 

submit the task and hours as soon as possible against the timesheet for the month in which the 

task was originally undertaken.  

Claims for outstanding hours will still be accepted. However the hours will be paid in the month 

after they have been submitted. For example, if you missed the deadline for submitting your 

hours in April and don’t submit them until May, then the hours will not be paid until June.  

 

2.   Entering your hours in eTime 

This section covers how the tasks that you undertake on behalf of the School of Social and 

Political Science should be entered into the eTime system. 

There is detailed guidance on using the eTime system on the finance wiki: 

https://www.wiki.ed.ac.uk/display/Finance/eTime  

Accessing eTime 

All staff on guaranteed hours contracts automatically have access to the University’s eTime 

system and should use this to submit their hours worked for payment. 

You can log in to eTime via the MyEd portal and the application will be available in the Services 

menu. If you are not able to find eTime, you can use the search box on the top right to locate a 

link. Alternatively, you can go straight to the login page of the application: 

https://www.etime.finance.ed.ac.uk/etime/payclaims/dashboard  

mailto:sps.tutoring@ed.ac.uk
mailto:sps.tutoring@ed.ac.uk
https://www.wiki.ed.ac.uk/display/Finance/eTime
https://www.etime.finance.ed.ac.uk/etime/payclaims/dashboard
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Entering your hours in eTime 

When entering your hours into eTime you will need the following: 

1. Your staff UUN and Password (for help with EASE see: 

https://www.ease.ed.ac.uk/userdocs/help.html) 

2. Course codes for the courses in which you tutored 

3. Task type – from 2020-21- the task-type used to enter claims for tutoring hours 

(delivering in-person or digital tutorials) will be Other work type.  

4. Dates and times that you completed the work. 

Please note that when a Task is saved, the system checks the Start and End Times and so over 

lapping tasks can sometimes create problems. 

1. if the Task spans a single day (i.e. the Start and End Date are the same), the Task must 

not overlap with a Task which already exists for the same day; 

2. the Task Start and End Date and Start and End Time must not exactly match those for a 

Task which already exists (i.e. duplicate Tasks are not allowed). 

3. The end date of the task cannot be in the future. If the end date of the task has not 

passed at the time of hitting the submit button, the task will not be submitted.   

etime tasks and descriptors used in SPS 

When claiming your work, it is important you use the correct task type.  The eTime system will 

automatically apply multipliers according to the tasks selected, which can change the number of 

hours you are claiming.   

The table below lists how you must enter tasks in eTime.  

SPS 

tutoring 

task 

Task type to 

use in etime 
Further information  

Tutoring  
Other Work 

Types 

See Tutor Paid Hours by activity (updated) document for details of 

hours you can claim.  

Senior 

tutor hours 

Other Work 

Types 

Include details in the task description of class size and number of 

hours you are claiming. See Senior tutors guaranteed hours section 

below for full details.  

 

https://www.ease.ed.ac.uk/userdocs/help.html
https://www.ease.ed.ac.uk/userdocs/help.html
http://www.sps.ed.ac.uk/undergrad/current_students/undergraduate_teaching_office/tutoring_opportunities_for_phd_students
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Marking Marking 

Hours entered will be based on marking rates that can be found 

here. Include in the task description the name of the assessment, the 

maximum word count and the number of assignments that you have 

marked. This may be different then the total number of students in 

your groups. Claims for marking will be checked against records 

held by the relevant teaching office.  

 

 

Training  Training  

Include full details of the training you are claiming for. Please note 

you can only claim for training that you attend and that has been 

approved by the school  

SPS School level training – 3 hours for all who attend.  

Additional new tutor training- a further 3 hours for those who attend 

the new tutor session.  

Subject level training- 3 hours can be claimed for this during any 

academic year).  

Meetings 

(with staff) 

Other Work 

Types 

You can claim a maximum of 3 hours for attending meetings on 

your course. When claiming for hours spent at meetings please 

include a task description of what meetings were attended and with 

whom. If you are claiming for multiple meetings, you must also 

provide a breakdown of hours spent in each meeting 

Lecturing Lecturing 

1 hour. If you give a 1 hour lecture, you will be paid for 6 hours in 

total to cover preparation. SPS staff will ensure the correct 

multiplier is added to your claim when processing this.  

 

Covering a tutorial for another tutor: Important:  If for any reason you are covering a tutorial 

for another tutor, you should claim for this work as a separate task on your timesheet to make it 

clear that these are additional tutorials you have taken on. You must include details of who you 

covered the tutorial(s) for in the task description. This will help us verify the information and 

approve the claim. If it is not clear why you are claiming for additional tutorials, the claim will 

be rejected and you will have to clarify the information and re-submit the claim. 

   

Senior Tutors Guaranteed hours. 

Senior tutors guaranteed hours are based on class size for the semester and the number of hours 

to be paid are listed below. If you are unsure about how many hours to claim, please email the 

tutoring email address. 

http://www.sps.ed.ac.uk/__data/assets/pdf_file/0006/272328/Marking_Rates_202021.pdf
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 Class Numbers Allocation of Senior Tutor Hours 

50-150 36 

151-250 45 

251-350 54 

351-450 63 

450+ 72 

 Senior tutors are required to enter the hours themselves and should claim these as an other task 

type on the relevant timesheet. Your hours will be divided into three equal instalments as 

detailed in the schedule below. 

  

    Hours worked in: Paid in: 

Semester 1 

Payment 1 September October 

Payment 2 October November 

Payment 3 November December 

Semester 2 

Payment 1 January February 

Payment 2 February March 

Payment 3 March April 

  

Claiming for non Tutoring work on eTime (i.e Ad hoc work/Research Work) 

Please also see section 1 of this document -Ad hoc requests from your senior tutor/course 

organizer. 

If you are asked to carry out any additional work by a Course Organiser or other staff member 

that does not fall under the category of ‘tutor’ responsibilities as outlined in our Tutor Paid Hours 

by activity (updated) document.  

You will be able to claim for these hours through eTime. You will need to know: 

 the number of hours you have been allocated for the task 

 the grade the task is to be paid under. This can vary depending on the task being 

undertaken. 

http://www.sps.ed.ac.uk/undergrad/current_students/undergraduate_teaching_office/tutoring_opportunities_for_phd_students
http://www.sps.ed.ac.uk/undergrad/current_students/undergraduate_teaching_office/tutoring_opportunities_for_phd_students
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  How you are expected to claim these hours? Will be given a set amount on completion 

of the task or will you be claiming a set number of hours monthly?  

You should then contact sps.tutoring@ed.ac.uk as soon as possible to let us know about the 

additional take(s) you have been asked to do. This will give us time to confirm any details and 

ensure your claim is processed in a timely manner.  

 

To help us process your claim(s), you should first enter and submit your regular ‘tutoring’ claims 

against the relevant timesheet. This will help to prevent any delay in processing expected claims. 

  

You can then enter any Ad hoc/non tutoring claims you have against the relevant time sheet(s) 

and submit these. These claims then come through for the school to process separately. 

When claiming for non-tutoring work in eTime, please choose an appropriate task type (usually 

this will be other task type or lecturing). It is very important that you put a detailed 

note in the task description telling us who asked you to carry out the work and what type of work 

it was i.e research, open day assistance ext, as this will allow whoever processes your task to 

quickly confirm and approve the claim. 

 Select the relevant task type from the drop down menu and provide a detailed task description of 

the activity for which you are submitting hours. Please also include a named contact who can 

verify the hours you have claimed (it is not always easy to read a signature.) 

Please note that the system will not allow you to save a task that overlaps with another on the 

same day. (ie you cannot enter that you were typing up an exam from 2pm – 5pm and then on the 

same day enter tutoring from 3pm – 6pm). 

   

3.   Help and Support 

If you have any questions on how to enter your hours into the eTime system please email 

sps.tutoring@ed.ac.uk in the first instance.  

 

.If you are having difficulties and would like to set up a online meeting, please email 

sps.tutoring@ed.ac.uk   

 

If you are having trouble accessing the eTime system due to difficulties with your login, please 

contact the IS Helpline Email: IS.Helpline.ed.ac.uk 

 

mailto:sps.tutoring@ed.ac.uk
mailto:sps.tutoring@ed.ac.uk
mailto:sps.tutoring@ed.ac.uk
http://is.helpline.ed.ac.uk/

