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 2025 Process Overview 
As a Doctoral Tutor you will receive an overarching contract which will be valid for the length of 
your PhD and to the end of that academic year, or to the end date of your Visa, whichever is 
shortest. This contract will mean ťēÍťϙƅĺŪϙÍŘôϙÍϙ"ĺèťĺŘÍīϙ�ŪťĺŘϙÍĲîϙƅĺŪϙèÍĲϙæôϙĺƯôŘôîϙ�ŪťĺŘϙſĺŘħϙ
within the span of your contract. The start date stated on your contract will be the date you are 
ôƄŕôèťôîϙťĺϙŜťÍŘťϙƅĺŪŘϙƱŘŜťϙiƯôŘϙĺċϙ®ĺŘħϠϙƅĺŪϙıŪŜťϙĲĺťϙſĺŘħϙæôċĺŘôϙťēôϙîÍťôϙŜťÍťôîϙĺĲϙƅĺŪŘϙ
contract. iĲèôϙƅĺŪϙŘôèôĖŽôϙƅĺŪŘϙĺŽôŘÍŘèēĖĲČϙèĺĲťŘÍèťϠϙƅĺŪϙſĖīīϙťēôĲϙŘôèôĖŽôϙÍĲϙiƯôŘϙĺċϙ®ĺŘħϙċĺŘϙ
ôÍèēϙÍŜŜĖČĲôîϙſĺŘħϙŕôŘϙťôŘıϟϙ´ĺŪϙſĖīīϙĲôôîϙťĺϙÍèèôŕťϙæĺťēϙťēôϙĖĲĖťĖÍīϙĺŽôŘÍŘèēĖĲČϙèĺĲťŘÍèťϙand 
ôÍèēϙŜŪæŜôŗŪôĲťϙiƯôŘϙĺċϙ®ĺŘħϙĖĲϙĺŘîôŘϙťĺϙæôϙŕÍĖîϟϙ 

�ÍƅϙîÍƅϙĖŜϙťēôϙīÍŜťϙſĺŘħĖĲČϙîÍƅϙĺċϙôÍèēϙıĺĲťēϟ 

Your Contract 
 

´ĺŪŘϙèĺĲťŘÍèťϙôƄŕīÍĖĲôîϡ 

 

 

 

 

 

 

 

 

 

 

 

 

FĺſϙťĺϙÍèèôŕťϙƅĺŪŘϙèĺĲťŘÍèťϡϙ 

If you are a new employee - ´ou must return all New Starter forms to 
F�ÍîıĖĲϟťŪťĺŘŜЬŜŪŜŜôƄϟÍèϟŪħ as your acceptance. ´ĺŪϙſĖīīϙÍīŜĺϙĲôôîϙťĺϙÍèèôŕťϙƅĺŪŘϙiƯôŘϙĺċϙ
®ĺŘħϙϼŕīôÍŜôϙŜôôϙŕÍČôϙ4.) 

�īôÍŜôϙĲĺťôϡϙIċϙyour appointment start date is after the Payroll cut-ĺƯϙîÍťô you will not 
ÍŪťĺıÍťĖèÍīīƅϙæôϙŕÍĖîϙĺĲϙťēôϙīÍŜťϙſĺŘħĖĲČϙîÍƅϙĺċϙťēÍťϙıĺĲťēϟϙϙ�ĲƅϙıĺĲĖôŜϙĺſôîϙťĺϙƅĺŪϙċĺŘϙťēÍťϙ
month would be paid with the following month’s salary.  

 

Expected PhD 
end date 

Start date of DT 
appointment 

End date of  contract. 
´ĺŪϙÍŘôϙôĲťĖťīôîϙťĺϙſĺŘħϙÍŜϙÍϙťŪťĺŘϙŪĲťĖīϙťēôϙôĲîϙĺċϙťēôϙÍèÍîôıĖèϙƅôÍŘϙ
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If you are an existing employee – 
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How to accept your Offer of Work 
iĲèôϙƅĺŪϙŘôèôĖŽôϙƅĺŪŘϙĺƯôŘϠϙƅĺŪϙſĖīīϙĖııôîĖÍťôīƅϙŘôèôĖŽôϙÍϙŜôŕÍŘÍťôϙôıÍĖīϙċŘĺıϙaĖèŘĺŜĺċťϙ�ĺſôŘϙ
Automate. This email gives you the option to accept the contract. The email will state the iƯôŘϙ
ID to help you with ıŪīťĖŕīôϙiƯôŘŜϙĺċϙ®ĺŘħϟϙ 

 

 

�īôÍŜôϙôĲŜŪŘôϙťēÍťϙƅĺŪϙŕŘôŜŜϙЌSubmit’. Failure to do so will result in you not getting paid. 

 

Further information 
´ĺŪϙèÍĲϙƱĲîϙıĺŘôϙĖĲċĺŘıÍťĖĺĲϙÍæĺŪťϙťēôϙťŪťĺŘϙŕŘĺèôŜŜϙĺĲϙťēôϙTutor hub.  

IċϙƅĺŪϙæôīĖôŽôϙťēÍťϙťēôϙēĺŪŘŜϙŜŪæıĖťťôîϙċĺŘϙƅĺŪϙÍŘôϙĖĲèĺŘŘôèťϠϙŕīôÍŜôϙèĺĲťÍèťϙƅĺŪŘϙŜèēĺĺīϟϙ´ĺŪϙ
èÍĲϙƱĲîϙťēôϙèĺŘŘôèťϙèĺĲťÍèťϙîôťÍĖīŜϙēôŘôϡϙTutor contacts. 

IċϙƅĺŪϙēÍŽôϙÍϙŗŪôŜťĖĺĲϙŘôČÍŘîĖĲČϙƅĺŪŘϙèĺĲťŘÍèťϠϙČŘÍîôϠϙ��®ϙèēôèħŜϙôťèϠϙŕīôÍŜôϙèĺĲťÍèťϙ
ēŘÍîıĖĲϟťŪťĺŘŜЬŜŪŜŜôƄϟÍèϟŪħ  

´ĺŪϙèÍĲϙƱĲîϙÍĲŜſôŘŜϙťĺϙċŪŘťēôŘϙŗŪôŜťĖĺĲŜϙĺĲϙTutor FAQs. 
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