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HR Administration, Payroll & Expenses and Pensions Update – November 2016 

1. December and January deadlines for requests submitted to HR Administration and Payroll 
 

As the Christmas and New Year break approaches, we would like to highlight the cut off dates for submitting requests 

to the HR Administration and Payroll teams to ensure that there is sufficient time for these to be processed. 

The office will be closed from 23rd December and open again on Tuesday 3rd January so it is important to plan ahead, 

for example, with regards to adverts that you may published over the Christmas period and new starters in January 

who will need their offer letter before the Christmas Break.                                                                                                                                                                                                                               

The table below shows when work should be received in HR to allow us the time to process it. All requests requiring 

approval (e.g. requests for responsibility allowances) must have already reached the end of the approval process 

before being submitted by these dates or we will not be able to process these for you in time.  

December Payroll Processing: These are the cut off dates for requests to be received by HR Admin and Payroll in 

order for payment in December 

Cut Off Date Team Paygroup What  Comment 

30th November HR Admin VAM New VAM 

Starter 

requests 

All new VAM starter requests must be received by HR 

Admin by this date to ensure they are processed and 

sent to Payroll by 2nd December 

2nd December Payroll VAM Starter forms All new starter requests to be received by Payroll via HR 

Admin 

2nd December HR Admin SAL December 

Departmental 

Payroll Cut Off 

– Salary staff 

Please ensure any requests are at the end of the 

authorisation process.  

For new starters we must have received the Personal 

Record Form back from the new employee 

2nd December Payroll VAM Payment 

requests 

Payment Requests for existing VAM workers e.g. 

Timesheet submission 

7th December HR Admin SAL Any known 

leavers 

Please ensure the leavers form is completed and 

emailed as soon as possible. This includes anyone on a 

fixed term contract. If you are made aware of any 

leavers after this date then please send the leavers form 

through immediately. 

VAM 
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December HR Admin Processing: These are the cut off dates for requests for New Offer letters, New Adverts and 

any Changes to Employment to allow the letters to be produced and sent, and  adverts to be placed prior to 

Christmas. Please note we will not be able to process any payment for the December pay for requests received 

after the cut off dates, as detailed in December Payroll Processing table.     

Cut Off Date Team Paygroup What  Comment 

14th December HR Admin SAL New Starter 

Offers 

Please ensure that any salary offered that requires 

prior approval that this has already been sort before 

submitting.  

14th December HR Admin SAL New Advert 

requests 

Please note that if you require your advert to be posted 

in external media we can’t guarantee this will be placed 

before Christmas due to 3rd party timescales.  

14th December HR Admin SAL All contractual 

changes to 

current 

workers 

This includes any changes such as maternity leave 

plans, career breaks etc. 

January Payroll Processing: These are the cut off dates for requests to be received by Payroll in order for payment 

in January 

4th January HR Admin VAM New VAM 

Starter 

requests 

All new VAM starter requests must be received by HR 

Admin by this date to ensure they are processed and 

sent to Payroll by 4th January 

5th January Payroll VAM Starter forms All new starter requests to be received by Payroll via 

HR Admin 

6th January Payroll VAM Payment 

requests 

Payment Requests for existing VAM workers e.g. 

Timesheet submission 

6th January Payroll SAL January 

Departmental 

Payroll Cut Off 

– Salary staff 

Please ensure any requests are at the end of the 

authorisation process.  

For new starters we must have received the Personal 

Record Form back from the new employee 
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Pay dates in December: 

 Salaried Staff: 20th December 

 VAM: 16th December 

 STP: 23rd December 

 Unitemps: 23rd December 
 

2. Online Expenses System Progress Update 

Work to configure Concur, the new online expenses system purchased by the University as part of the Working at 

Warwick programme, has been completed over the last few months. The Expenses Project team is holding demos for 

departmental finance contacts in November before beginning implementation. 

As shared earlier this year on Insite and the programme website, Concur will introduce the online submission of most 

types of expense claims (including capture of receipts), as well as electronic expense approval, payment processing and 

reporting tools. This new system is the result of the Expenses Project team working in partnership with colleagues from 

different parts of the University (including a selection of academic departments, Finance and IT) for a number of 

months and the first tangible outcome of Working at Warwick. 

Demonstrations of the system are being held this month for departmental finance contacts. This involves an end-to-

end run through of the system, from both claimant and approver points of view. The aim of the demos is that, by the 

end of each session, attendees will be confident that Concur meets their department’s needs and that they will want to 

begin using it within the next few months. 

The system will be rolled-out in phases, starting with a small group in December, with more departments in January 

and February. Exactly where your department fits into the roll out will depend on the size of your department and how 

expenses may need to work in your area (there are three possibilities within the system). 

If your department finance contact did not receive an email about the demos, or if you have any other questions about 

Concur, please do not hesitate to get in touch with the Project team via working@warwick.ac.uk. 

3. Universities Superannuation Scheme (USS) developments 

There have been a number of important changes to USS this year. As a reminder, the most significant of these were: 

1. On 1 April, all members were moved to the USS Retirement Income Builder section. This will provide a defined 
benefit pension based on Career Revalued Benefits (CRB) using a new accrual rate of 1/75th of salary per year. 

2. From 1 October, CRB benefits are accrued up to an initial threshold of £55,000 and contributions paid on salary 
above that will be paid into a new Defined Contribution (DC) section of the scheme known as the USS 
Retirement Income Builder.  

As a result of these changes, there are number of matters that affect USS members over the coming months. Please 

find details of these below: 

 For members that were previously in the Final Salary section, a closure statement that sets out their accrued 
pension figures as at 31 March 2016 (the date when USS closed the Final Salary section of the scheme) will be 
issued.  USS are producing these statements in a phased approach. During Phase 1, we will be distributing some 

http://www2.warwick.ac.uk/services/humanresources/internal/workingatwarwick/
http://www2.warwick.ac.uk/services/humanresources/internal/workingatwarwick/
http://www2.warwick.ac.uk/services/humanresources/internal/workingatwarwick/news/
mailto:working@warwick.ac.uk
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1,500 statements shortly to internal work addresses (where one applies).  Further distributions will take place 
between late November and the end of the year. Therefore, members should not be concerned if they do not 
receive their statement until early in the New Year and other colleagues receive them sooner. 

 For those who were previously in the Career Revalued Benefit section of USS (most staff that joined USS after 
30 September 2011), we will be receiving closure statements delivered to us by the end of December for 
onward distribution to members shortly after the Christmas break. 

 In July, USS launched a new member portal known as My USS. Here, members can review and record important 
information about their USS membership, including taking up the 1% match and details of other additional 
voluntary contributions (AVCs) that they wish to pay into the defined contribution USS Investment Builder. 
Shortly, the Pensions Administration team will also be sending out the following USS material to members: 

1. Confirmation letters to members who have registered and chosen options via the My USS site and; 
2. A direct mail leaflet with a reminder of the member number to members who haven’t yet registered or 

made choices in My USS. 

It is important to note that the letters reflect member choices up to 5 September and so will not reflect 

elections made after this date.  Therefore, we are writing to members to ignore the second communication 

above if it does not reflect choices made after this date. Members are being advised to consult their pay slip for 

confirmation that their election has been received correctly. 

 Members can go online to the My USS web page and review or change their choices at any time.  A new screen 
“My Investments” allows My USS users to see a summary of their fund choices.  There is still a lot of 
functionality to be developed, such as summaries of contributions made, transaction history or fund values. 
USS has said that these new features may well take some weeks to implement. We will continue to seek 
confirmation of when this will be available, along with details of how members can obtain this information in 
the meantime. We will share this information as soon as it becomes available. 

 We are still waiting for USS to develop an online retirement calculator so, unfortunately, USS is still currently 
unable to quote retirements more than six months away. 

4. University of Warwick Pension Scheme (UPS) forthcoming changes 
Recent work on UPS that we would like to make you aware of is: 
 Following nominations being requested from UPS members, a new member nominated trustee director has 

been appointed.  A member nominated trustee director has a number of duties but essentially is required to 
ensure that the scheme is properly run and well managed.  

 Preparatory work has taken place to introduce a new administration platform for those in the defined 
contribution section with Zurich (the scheme providers).  This new platform should enable members to have 
more direct dealing with Zurich with the long term aim of increasing member engagement on pensions.  It is 
anticipated that this change will be effective from 1 January 2017.  
 

We will be writing to UPS members in the coming weeks to provide further details about these changes, as well as 

giving updates on investment choices and certain rule changes that affect them. 

If you have any questions about the content of this update, please email the relevant team as follows: 

 HR Administration – hr.services@warwick.ac.uk 

https://www.uss.co.uk/forms/pre-login/registration
mailto:hr.services@warwick.ac.uk
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 Payroll & Expenses – payroll@warwick.ac.uk 

 Pensions Administration – hr.pensions@warwick.ac.uk 

mailto:payroll@warwick.ac.uk
mailto:hr.pensions@warwick.ac.uk

