
QWork System Process 

New Form – QWork Team will 
review request in line with QUB 
working hours / UKVI regulations

Vacation details for PG 
Students will be 
reviewed

Student hours updated 
on QWork profile for 
confirmed dates

Confirmation email will 
issue to confirm change

HM must review current 
assignment / offer a 
new assignment if 
required 

ALL Student Visa Holders should have accepted an assignment prior to work – No Exceptions

Long Term assignments up to 12 months should be ad hoc hours only

Regular hour assignments should be for a maximum of 12 weeks only

Do not extend ended assignments 

Group Requests – to continue via 
email. Please provide well in 
advance of the start date. 
UG Level ONLY. 

Manager must supply 
Full Student name & 35 
Number. 
(Details can be viewed on 
Timesheet Reports)

QWork Team will review 
request in line with QUB 
working hours / UKVI 
regulations. 

Student hours updated 
on QWork profile for 
confirmed dates. 
HM will be notified of 
change. 

HM must review current 
assignment / offer a 
new assignment if 
required 

UG hours are uplifted in line with term times dates (student number is requested at QWork registration)
UG uplift for Summer will be applied 3rd June to 15th Sept 2024

Reminder

Please encourage workers to submit weekly timesheets in line with QWork Payment Schedule to avoid delays with payment. 

https://www.q-work.co.uk/
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