Archived copy of the People and Money updates page
Published 12.3.25

Archived 25.3.25

Contents

People and MoNeY-Wide UPAAteS.......ccueiiiiiiiiiiiiee ettt e et e e ssttee e e etae e e seataeeesbaeeesataeeesntaeessasteeasanes
Finance, HR and Research Improvement Programme .........cccccviieeeeiiiciiiieeeee e eeceneeee e
(O TUE [ =T 4 (A U T oo I T PSPPI
Changes to planned system maintenance start timMes ......cooccveeieiieee e 2

FIN@NCE i e e e s e e s s ae e e s 2
Payroll Calendar 2025-2026.......cccccccuuiiiieeeeeciieeeeee e eeectiteee e e e e estbereeeaeessasteeeeeeesesssseeeeeeeenannrrrreeeeaann 2
NEt SAlary CalCUIRLON .. .vviiiiiiee e e e et e e st e e s st ee e e sbtaeeesbeeeesaseaeasnes 2
Training and ENGAgemMENT.......vii ettt e e e et e e et e e e e sbb e e e sbtaeeseataeessraaaeeanes 2
User GUIdANCe @Nd FOIMS.....c...iiiiiiiiiiiiiie ettt ettt s sse e s sr e ssae e saneesneeenneee e 3

HUMEN RESOUICES ....eiiiiiiiiiiiiiiicc e e e e e s srb e s e e e e s s ssnnnns 4
Changes to Disclosure Scotland PVG Criminal Record Checks .........ccoveeeeiiiiiiiiieeeeceeeccirieeee e 4
MaArCh PAy AWK, ....ooiiiiee ettt ettt e e e te e e e et te e e e eata e e e sabaeeesntaeeeantaeeesstaeeesnsaeeesaseeeananes 5
New HR Process and GUIdance HUD ........coouiiiiiiiiiii e 6
o] [ To YA =TT Vol o =PRSS 7
Training anNd ENGAZEMENT .....uvveiiiiieiiiieeeeeeecttree e e e eeeetbre e e e e e e e tbreeeeseeesstrsaeeeeeeasssssseesesesessssraseeeenans 7
User GUIdANCe and FOMMS.....cc..iiiiiiieieet ettt et et b et et e b et e b e beenbeeneen 8
HR FOIMIS ettt et et e e s st e e e s m e e s emr e e e e s amr e e e s amre e e e smeneesamneeessneeeesnee 8
Process and SyStem USEr GUILES .....ccccuuiiiiiiiiiiciiiesciiee ettt et e s st e e s sbe e e e sateeessnraeeesreeeasnnns 8

People and Money-wide updates

Finance, HR and Research Improvement Programme
Please keep up to date with our Finance, HR and Research Improvement programme on the
dedicated SharePoint:

Finance, HR and Research Improvement Programme Info Hub

Quarterly Update
The next quarterly update will take place on Monday 24th March 2025. Further information
will be provided closer to the time.


https://uoe.sharepoint.com/sites/HRandFinanceTransformation/SitePages/PeopleandMoney.aspx?utm_campaign=internal_comms&utm_medium=dotdigital_email&utm_source=1726793_People%20and%20Money%3A%20Improvements%20to%20our%20HR%20and%20Finance%20processes&dm_t=0,0,0,0,0

Changes to planned system maintenance start times

Further to feedback from candidates and hiring teams, we are changing the start time of any
planned system maintenance within People and Money to midnight. This will come into
effect from our quarterly update in March 2025. Typically, this type of planned maintenance
usually takes place out of hours over a weekend starting on a Friday evening.

This change allows candidates to continue applying for jobs until 23:59 (GMT) on the closing
day, even when it coincides with a planned maintenance date. The benefits of this change
are:

e Candidates will have full opportunity to submit their applications without losing
time.

e Hiring teams and HR Services will experience fewer instances where applications
need to be manually input into requisitions post-closing date and will likely see a

decrease in candidate enquiries.

All People and Money system users will be able to use the application up until midnight on
the Friday of any maintenance window.

We will continue to notify you in advance of any planned maintenance via the People and
Money homepage and usual communication channels.

If you have any questions, please contact the HR Helpline by email at HRhelpline@ed.ac.uk

Finance

Payroll Calendar 2025-2026
The school and department payroll cut off dates for 2025-2026 have now been published
and are available on the Pay Dates and Payroll Deadlines webpage.

Net Salary Calculator
The Net salary calculator has been updated as a result of the March pay award and is
available on the_Net Salary Calculator webpage.

Training and Engagement
Finance Learning Communities

There are three Finance learning communities available in the People and Money Learning
Catalog which you can ‘bookmark’ for easier access. The Finance communities are:
Accounting, Financial Compliance and Payments.

Financial Compliance Training for All Staff

We have five Financial Compliance courses.


mailto:HRhelpline@ed.ac.uk
https://uoe-finance.ed.ac.uk/about/sections/payroll/pay-dates
https://uoe-finance.ed.ac.uk/about/sections/payroll/salary-calculator

It is important for staff to gain an understanding of these topics to ensure the University is
compliant with specific legislation and that staff understand key Finance Policies.

1. Anti Money Laundering - This course introduces the subject of money laundering,
the legislation the University must comply with what steps the University has in
place to mitigate this, and how to report suspicious activity.

2. Fraud Awareness - All university staff should understand the risks of fraud and what
to do if it is suspected. This course introduces the subject of Fraud and how to report
any suspicions.

3. Anti Bribery - The course explains what types of bribery can take place, the Bribery
Act legislation, the initiatives the University takes to prevent bribery and how to
report potential bribery.

4. Expenses fundamentals - This course will help you understand how to buy on behalf
of the University and to understand key points of the Expenses Policies, such as
when it’s appropriate to reclaim expenditure through the Expenses process.

5. Procurement Fundamentals - this course will help you understand how to buy on
behalf of the University and to understand key points of the University Procurement
Policies, such as when it’s appropriate to purchase goods and services using the
Procurement Department.

Finance Development Hub

Our Finance Development Hub offers a wide range of training resources from hands-on
training sessions to user guides to online video tutorials. You can access the Hub via the
button below.

A range of finance development and training videos is also available from the Finance
Development Channel.

If you have any ideas for future sessions, please get in touch with us by raising a call with
the Finance Helpline at finance.helpline@ed.ac.uk

Finance Development Hub

User Guidance and Forms
Process and System User Guides

Our process and system user guides continue to be reviewed and updated as a result of user
feedback, process changes and system updates. The guides can be accessed via the People
and Money user guide webpage.

Finance Forms

We continue to make updates to the Finance Forms listed on the Finance Forms
webpage. Please continue to download and use the latest versions from here.


https://media.ed.ac.uk/channel/Finance+Development/329162142
https://media.ed.ac.uk/channel/Finance+Development/329162142
mailto:finance.helpline@ed.ac.uk
https://uoe.sharepoint.com/sites/FinanceTrainingHub/SitePages/LearnHome.aspx?csf=1&web=1&e=ZZKmqD&CID=af67e913-aeed-450b-a98c-18cac34c65b4
https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
https://uoe-finance.ed.ac.uk/for-staff/forms
https://uoe-finance.ed.ac.uk/for-staff/forms

Human Resources

Changes to Disclosure Scotland PVG Criminal Record Checks

The Protection of Vulnerable Groups (PVG) scheme, which is a type of criminal record check
managed by Disclosure Scotland, is changing from 1 April 2025 when new legislation takes
effect.

This will change how you recruit new staff, including when current employees move roles or
have a change in duties. Staff who process PVGs for students as part of their programme
admissions or placement work will also be affected.

The key changes for staff from 1 April are:

Any new employee in a role that works with vulnerable groups including children, or who
supervise people in these roles, must not start work without a PVG certificate in place. If the
certificate is not in place, employment contracts won’t be issued, and the employee will not
be paid.

It will become a requirement to include a clause in any offer letters for applicable roles
stating that the offer is being made ‘subject to’ receipt of a valid PVG certificate.

The range of roles to which this legislation applies may be wider than you think. Please
ensure you check the HR webpages for the list of the types of roles that require PVG
certificates:

Disclosure and PVG Checks

The information on these webpages, and the University’s Protection of Children and
Protected Adults Policy, will be updated to reflect the new legal requirements from 1

April. We wanted to give you advance notice of these changes in case you have any ongoing
or planned recruitment, or role changes already in motion.

To help support the changes we have updated the following:

Job Description Template and Guidance

Grading Request Form

Job Requisition Business Case

Disclosure and PVG Request Form

Offer Letter Templates -now include a clause for use where roles are subject to a PVG check

Please ensure you use the latest versions from the HR A-Z Forms and job offer template
library:

A to Z List of HR Forms

Job Offer Template Library


https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhuman-resources.ed.ac.uk%2Frecruitment-guidance%2Fdisclosure-and-pvg-checks&data=05%7C02%7C%7Cfab5fbdfdc4a4d5316c708dd5a557060%7C2e9f06b016694589878910a06934dc61%7C0%7C0%7C638766045183592209%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=jEKFm2GDJJnr62L2DTn5nZKz7URLb0LHyZdb6gtQA68%3D&reserved=0
https://human-resources.ed.ac.uk/a-to-z-of-forms
https://uoe.sharepoint.com/sites/ServiceExcellenceProgramme-GettingReadyforChanges/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FServiceExcellenceProgramme%2DGettingReadyforChanges%2FShared%20Documents%2FOffer%20letters&viewid=f6e2488b%2Dbc74%2D4ddd%2Db7f7%2Db783a1926464

The updated policy will be available from 1 April and all other associated guidance and
forms will be updated in line with this. We will communicate this to you once available.

In preparation for the above changes we have communicated directly to all line managers of
this change today, please also:

Read the information on the HR webpages about the roles that require a PVG certificate.

Review staff in your area to identify any current staff members who may need PVG
certificates but have previously been overlooked, or who have changed roles or remits since
they started and may now require one. As part of your review, please consider any
managers who may need a PVG certificate because they supervise someone in a role that
works with vulnerable adults or children.

If you have any questions, please contact the HR Helpline at HRHelpline@ed.ac.uk

If you would like to find out more about this and other legislative and policy changes please
sign up for the Roundup of new and refreshed HR Policies and Statutory Rate Changes
session on Thursday 20 March, 3-4pm.

Sign Up

March Pay Award
Information for Line Managers and School/Department Administrators

Further to the all-staff email regarding the UCEA Pay Award Negotiations, (19 September
2024) the second instalment of the pay uplift will be made to the majority of staff in their
March 2025 pay.

With effect from 26 February, the new pay scales will be available within People and Money,
effective from 01 March.

Line Managers / School Department Administrators - please familiarise yourself with the
below for any process implications, please refer to the Pay scales webpage for details of the
correct pay scale to use. As we have implemented the pay scales in People and Money
earlier than the effective date care should be taken to use the correct salary between 26
February and 01 March.

Process Action to take

Advertising new job For new adverts, use the new salary scale. For all ‘in-progress’

requisitions adverts, HR operations will ensure the salary is correct at the
time of posting. HR Operations will not be changing any current
live adverts.

Create Job Offer / Add If the start date is before 01 March, please use the salary

Pending Worker effective 01 November. If the start date is after 01 March, the
system will automatically pull through the new salary (effective
01 March).



mailto:HRHelpline@ed.ac.uk
https://uoe.sharepoint.com/sites/HRPI/_layouts/15/Event.aspx?ListGuid=075b002c-1a66-4bbe-bce9-a771b0d05b1c&ItemId=8
https://www.ed.ac.uk/human-resources/pay-reward/pay/pay-scales

Uob Offer Letters If the start date is before 01 March, please manually add the
salary effective 01 November.

If the start date is after 01 March, please manually add the new
salary (effective 01 March).

Off System Forms (e.g., Use the new salary in the form for those submitted on or after
Request for Transfer, 01 March.

Additional Post or Internal
Secondment form)

All staff can view their current and prior annual salary via Me>My Salary. Follow the user
guide How to view assignment details and salary information for further details. The new
salary will be available to view from 01 March and March payslips will reflect any changes to

pay.

Please note that anyone who has a future dated start date or a future dated salary change
e.g. transfers, will not see any salary changes reflected in the system until HR Operations
have completed their manual updates. This will be complete by payroll cut off on the 18
March, at the latest.

If you have any questions, please email the HR Helpline at hrhelpline@ed.ac.uk.

New HR Process and Guidance Hub

Over the last few months, we have been working on creating a new HR Process and
Guidance Hub SharePoint site. This site is part of the training and engagement work
package within the HR Improvement Project.

The HR Process and Guidance Hub SharePoint site has been designed to create a central
source of resources for all colleagues across schools and departments who undertake HR
processes, including employees, line managers and local staffing teams. It provides easy
access to the end-to-end HR Process User Guides and a tool to help you navigate your way
more easily through the different HR People and Money System User Guides — to help you
do what you need to do, as quickly and easily as possible.

Furthermore, this is now the place to find the latest calendar of our HR process training and
engagement events, recordings of previous sessions, and other news and updates. We have
also added links to other useful HR and learning resources.

The site’s content is not fixed — we plan to continuously add useful information and links,
and we'd love to hear your feedback on what we have done so far, and anything you'd like

to see added to the site in the future.

A big thank you to everyone who helped to create and test the site and provided feedback
along the way.

What would we ask of you?


https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
mailto:hrhelpline@ed.ac.uk
https://uoe.sharepoint.com/sites/HRandFinanceTransformation/SitePages/HR-improvement-project.aspx
https://uoe.sharepoint.com/sites/HRPI

Please use the site! It is intended to support the People Strategy aim of people processes
and systems making our lives easier. And please feel free to forward the link and comms to
anyone else.

To contact us about any of the above, please raise a service request via the Service Request
app on People and Money using the category '‘Continuous Improvement'.

Policy Launches
We have recently launched the following policies:

New Reasonable Adjustments Policy and Guidance for Managers

The University is committed to a positive, open and inclusive working environment where
employees are supported to achieve their full potential. This Policy is intended to support
the University to fulfil this commitment and to meet its legal duties, in relation to disabled
employees.

This policy sets out the procedure for employees to request reasonable adjustments and
provides details on available support and adjustments, and other related policies and
guidance. Further information on reasonable adjustments can be found within the
Reasonable Adjustments - Managers Guidance.

Both the policy and guidance can be found on the HR A-Z of policies webpage. Further
information is also available on the Reasonable Adjustments webpage.

Trans Policy (Staff)

The University is committed to providing a positive, open and inclusive working
environment. We want to support all employees to achieve their full potential and bring
their full authentic selves to work. This policy sets out how the University will support Trans
employees and employees who are in the process of transitioning. It also provides, among
other information, details of the adjustments, facilities access, changes to name and
pronouns in University systems, and leave options available to Trans Employees.

The policy and associated guidance can be found on the HR A-Z of policies webpage.

To find out more about the new policy for students, the support available for both staff and
students and those supporting them please visit the Trans Hub.

Training and Engagement

Colleagues have previously told us that there needs to be more and improved training on HR
processes for new and existing staff, Line Managers and School/Department Administrators
(SDAs). We have also been told that a mixed model of learning resources would be
beneficial.


https://elxw.fa.em3.oraclecloud.com/fscmUI/faces/deeplink?objType=SVC_SERVICE_REQUEST_HCM&action=CREATE_IN_TAB
https://elxw.fa.em3.oraclecloud.com/fscmUI/faces/deeplink?objType=SVC_SERVICE_REQUEST_HCM&action=CREATE_IN_TAB
https://human-resources.ed.ac.uk/policies-guidance/a-to-z-of-policies-and-guidance
https://equality-diversity.ed.ac.uk/disabled-staff-support/guidance-disabled-staff-support
https://human-resources.ed.ac.uk/policies-guidance/a-to-z-of-policies-and-guidance
https://equality-diversity.ed.ac.uk/trans

As part of our HR Improvement Plan, the HR Process Improvement Team will be offering the
following:

e A calendar of regular and ad hoc learning and engagement sessions on HR processes
and procedures, and the People and Money system. These sessions are aimed at
different ‘audiences’, depending on the topic — all employees, Line Managers,
School/Department Administrators (SDAs)/those with SDA access in the People and
Money system, and others. The calendar will be published quarterly.

e A monthly lunchtime learning session for SDAs/those with SDA access in the People
and Money system. These sessions are also open to any line manager or HR
colleague who might find them useful to attend.

To sign up

View the calendar of events and follow the links to sign up for the session(s) you wish to
attend.

Calendar of Events January-March 2025
To listen to recordings

If you are unable to attend any session, we will record all sessions and make the recordings
available afterwards.

Recordings from September - December 2024

We hope these new offerings will contribute towards an improved employee experience of
our HR processes and the People and Money system.

If you have any ideas for future sessions, please get in touch with us by raising a Service
Request using the category ‘Continuous Improvement’.

User Guidance and Forms

HR Forms

We continue to make updates to the HR Forms listed on the HR A-Z webpage. Please
continue to download and use the latest versions from here.

We have recently updated the Flexible Working Request Form and Flexible Working Change
Form.

Process and System User Guides

Our process and system user guides continue to be reviewed and updated as a result of user
feedback, process changes and system updates. The guides can be accessed via the People
and Money user guide webpage.



https://uoe.sharepoint.com/sites/HRandFinanceTransformation/SitePages/PeopleandMoney.aspx?utm_campaign=internal_comms&utm_medium=dotdigital_email&utm_source=1726793_People%20and%20Money%3A%20Improvements%20to%20our%20HR%20and%20Finance%20processes&dm_t=0,0,0,0,0
https://uoe.sharepoint.com/sites/HRPI#events
https://uoe.sharepoint.com/sites/HRPI#recent-sessions-recordings-slides
https://human-resources.ed.ac.uk/a-to-z-of-forms
https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides

If you have a suggestion to make for the HR Forms or User Guides, please raise a Service
Request using the category "Continuous Improvement".
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