
Dear Worker,  

As you will be aware, QWork, our new centralised, online system for the recruitment, engagement
and payment of casual workers, is currently in the final stages of its roll out across the University. We
have listened to your feedback about the system and are committed to making changes and
improvements where possible to provide the best possible user experience.  

Minimum Hours Facility 

We are committed to providing greater security and a guarantee of hours for Workers where
possible. In many cases it will be possible to guarantee hours (subject to the terms of agreement),
e.g., teaching hours for teaching assistants. However, in some scenarios it may not be possible to
predict the number of hours in advance as the hours may vary week to week (e.g., in the commercial
areas of the University or for those engaged in marking assignments).

As a result of this, from Monday 4th October 2021, QWork will be updated to include a minimum
hours facility within the system. This means that, for each Assignment added to QWork, a Hiring
Manager can specify the minimum and maximum number of hours that the Worker can be engaged
for the duration of that Assignment, effectively creating a pool of potential hours.

The terms of agreement have been updated on QWork to reflect this change and all Workers will
receive a notification advising of this prior to the 4 October. No action is required on the behalf of
the Worker.

Top tips for Workers

● Workers should only undertake work in Queen’s if they have been offered and accepted an
Assignment in QWork. You should note that if you carry out work that is not properly
processed via QWork, you will not be paid.

● It is your responsibility as a Worker to submit your timesheets regularly to ensure that they
are paid on time.  Timesheets submitted and approved by 15th of each month will be paid at
the end of the month.

● Unclaimed annual leave is paid at the end of every three months (January, April, July,
October).

We are keen to ensure QWork is as successful as possible and welcome your continued feedback as
we complete the transition to the new system. Please do continue to share your experiences by
emailing QWorkadmin@qub.ac.uk 
 
Best wishes 

Nuala Loughran

QWork
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