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Once a worker accepts an assignment in QWork, an email 

will issue to the Worker 3 days before the start date of their 

assignment. This will be sent to the email address registered 

on QWork and will contain their - 35 Number & Password. 

Canvas Access – Hiring Manager should contact the QSIS 

team on qsissuppot@qub.ac.uk to request access. Access 

can only be requested 3 days before the assignment is due to 

start. The 35 number can be obtained from the workers 

profile on QWork. 

SmartCards are needed for buildings access 

purposes (including the Library where applicable) and for 

easy authentication to printing services. Requests should be 

issued to workercard@qub.ac.uk

If a QUB staff member is engaged in casual work, they will 

use their existing QUB Credentials. Workers Payslips are 

posted to their home address and available on iTrent during 

live assignments. 

Q U B  S Y S T E M  A C C E S S

▪ Extended Workforce Sharepoint

▪ QWork Sharepoint

▪ QWork Payment Schedule 

▪ QWork Holiday Payment Schedule

▪ Budget Approver Access Request Form 

▪ Safeguarding Children and Adults at Risk

▪ Reasonable Adjustment Support 

▪ TA Guidance 

▪ University’s Real Living Wage

▪ System Support: qworkadmin@qub.ac.uk

▪ Right to Work Support: qworkrtw@qub.ac.uk

F U R T H E R  I N F O

Click on the titles for video

The Extended Workforce team have developed a list of Common Roles 

and their normal employment status.  If you are unsure if the person 

you are engaging is a Worker, please refer to the EW SharePoint. 

International Workers

QWork cannot process payment for casual work performed by 

individuals who are based outside of the UK. Given the complexity of 

administrative arrangements for engaging workers overseas please refer 

to the EW SharePoint.

Additional Work

Where a university employee is seeking to undertake additional work 

via the EW, they will be required to discuss this with their substantive 

line manager. As a potential Hiring Manager, you should ensure that any 

discussions relating to offers of work are considered in line with the 

Common Roles, Right to Work & Recruitment & Selection compliance. 

W H O  T O  E N G A G E  O N  Q W O R K  

QUB Policy caps Students to 20 hours per week term time. 

Student Visa Holders must adhere to their visa requirements and may 

have restrictions below 20 hours per week. 

Studentships & funding criteria may also include restrictions to hours. 

Students cannot work without a current accepted 

assignment.

For detailed information on Student Working Hours & requesting 

variations to weekly hours limit please refer to the QWork SOP 

Request Variation to Weekly Working Hours Limit. 

Useful Links: 

▪ QUB Semester Dates

▪ UG/PGR/PGT Students Working in the UK

▪ Periods of Study, Holidays and Other Absences Info

▪ Postgraduate Studentships T&Cs 

▪ QUB Student - Request Variation to Weekly Hours Limit Link

S T U D E N T  W O R K E R S
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New

https://drive.google.com/open?id=1YWBIMp9n1VTVjIBO9Rc6XF35kSC--IfV
https://drive.google.com/open?id=18tLT42YSnMPI3-EbmRcf1-oM1KOojAHq
https://www.awesomescreenshot.com/video/7697813?key=ff26e6d1f2bbe58e5b6c2d4050428c3c
https://drive.google.com/open?id=18ARQi6LfopTYIDSDxt-AavdWBNLVnIh-
https://drive.google.com/file/d/1bm33GNkLm8AF8Z4EiLRF07OBW3SCezVo/view
https://www.awesomescreenshot.com/video/9848557?key=821ac00c1c9c71d62af449ba6e9aa43b
https://www.awesomescreenshot.com/video/7698513?key=26662aeb344b87218a0b0510591d0d5e
https://drive.google.com/file/d/13AF6YjtTUaF_P8VQxWZ6XDd9-rJWWzxD/view
mailto:qsissuppot@qub.ac.uk
https://www.qub.ac.uk/directorates/HumanResources/HRHUB/SmartCards/
mailto:workercard@qub.ac.uk
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Extended%20Workforce/Extended-Workforce.aspx?csf=1&web=1&e=yIKcMU&cid=0c158d25-6896-4658-a276-2feb3094fb99
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Extended%20Workforce/QWork.aspx
https://www.q-work.co.uk/s3assets/assets/QWorkPaymentSchedule2024.pdf
https://www.q-work.co.uk/s3assets/assets/QWorkHolidayBatchFilePayments.pdf
https://forms.office.com/pages/responsepage.aspx?id=6ner6qW040mh6NbdI6HyhmXGlIxtWe9KgII9w5naj95UMDJQQ0lISE5BRkNOQjZISEJGTlc0WUFTWS4u
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Safeg.aspx
mailto:eqdiv@qub.ac.uk
https://www.qub.ac.uk/directorates/HumanResources/managers/recruitment-and-selection/
https://www.q-work.co.uk/s3assets/assets/Real%20Living%20Wage%20Update%202024.pdf
mailto:qworkadmin@qub.ac.uk
mailto:qworkrtw@qub.ac.uk
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Extended%20Workforce/What-job-role-do-you-want-to-engage-.aspx?csf=1&web=1&e=ea3BkB&cid=bb2dcb08-a9d5-4fe4-8c88-df2fc19eac78
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Extended%20Workforce/Extended-Workforce.aspx?csf=1&web=1&e=yIKcMU&cid=0475eea7-916d-4b01-a3be-2302d236feae
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Extended%20Workforce/Extended-Workforce.aspx?csf=1&web=1&e=yIKcMU&cid=0475eea7-916d-4b01-a3be-2302d236feae
https://qubstudentcloud.sharepoint.com/sites/int-peopleandculture/SitePages/Extended%20Workforce/What-job-role-do-you-want-to-engage-.aspx?csf=1&web=1&e=ea3BkB&cid=bb2dcb08-a9d5-4fe4-8c88-df2fc19eac78
https://qubstudentcloud.sharepoint.com/:u:/r/sites/int-peopleandculture/SitePages/Extended%20Workforce/QUB%20Students%20Working%20Hours%20Limits%20Information.aspx?csf=1&web=1&e=UW9gav
https://qubstudentcloud.sharepoint.com/:u:/r/sites/int-peopleandculture/SitePages/Extended%20Workforce/QUB%20Students%20Working%20Hours%20Limits%20Information.aspx?csf=1&web=1&e=UW9gav
https://www.qub.ac.uk/about/Semester-dates/
https://www.promed-cog.com/sites/iss/WhileYoureHere/WorkingintheUK/#:~:text=After%20the%20official%20course%20end%20date%20as%20stated%20on%20a,Graduate%20or%20Skilled%20Worker%20visa.
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/AcademicAffairs/ResearchDegreeProgrammes/PeriodsofStudyHolidaysandOtherAbsences/
https://www.economy-ni.gov.uk/publications/student-finance-postgraduate-studentships-terms-and-conditions
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FResponsePage.aspx%3Fid%3D6ner6qW040mh6NbdI6HyhmXGlIxtWe9KgII9w5naj95UQjIyRjZLSFNTTlNINFZJNEVaWFFMM1k3WS4u&data=05%7C02%7CQWorkadmin%40qub.ac.uk%7C4765a005cc5c46f01b3a08dc765eb75e%7Ceaab77eab4a549e3a1e8d6dd23a1f286%7C0%7C0%7C638515396380003927%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=clGuk5NKXqQCGd1DIDHWfadJ2fXc7%2FTXTusSzVoDbSI%3D&reserved=0
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