
INTERNSHIP PROCESS
INTERNSHIP ALLOCATION – PHASE 1
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7.


Regional Office will Source graduates for the employer from the list of the institution database or from the SSETA scarce skills database. The learner is required to get the HET / FET Letter signed before she/he is placed at the workplace.





3.


Regional Office will receive application forms, quality assures and ensure all sections are completed. Capture the application form on oracle. .(Annexure A) LIM F-010





1.


Regional Office to liaise with companies which are interested in the internship programme. 





8.


Employer will Interview the Graduate





9.


The Graduate will link his/her qualification to a Services SETA qualification. 





10.


 Employer and Intern will sign the SSETA agreements.(Annexure B) LIM F-029 

















11.


Regional Office will utilise the checklist which needs to be sign off for quality assuring the documents and forward to the Learnership Department at Head Office, with the internship template that the employers complete. Incomplete documents will not be accepted.








12.


The employers  then sign the SSETA/Employer Agreement which only will be hand out from the Learnership Department at Head Office. (SLA)





13.


 On receipt of all documents, with the checklist to process 1st payment sign off by Regional Office.


The first 35% Payment will be processed.(Annexure C) LIM F-031





14.


Regional office will conduct site visits once every two months ensuring the attendance register is signed off, Interns receive their stipend and two assignments are completed before the next payment is processed (Annexure D) LIM F-023    &  LIM F-017








18.


At the end of the 6th month the last two assignments need to be completed, stipends received and the attendance register s signed





      					    17.


At the end of the 5th month the Regional office will forward the supporting documents with the checklist to process 3rd payment sign off by Regional Office. The last 30% payment will be processed.(Annexure F) LIM F-032





16.


 Regional office will conduct a site visit in month 4 ensuring attendance registers are signed, Interns are receiving their stipends, and the next two assignments are complete. 





15.


At the end of the second month the Regional office will forward the supporting documents with the checklist to process 2nd payment sign off by Regional Office.


The second 35% payment will be processed. (Annexure E) LIM F-033








19.


On Completion the Learnership Division will reconcile all documents. The Learnership Division will print the Workplace experience certificate and issue to the intern.





20.


The regional office need to track if these Interns are gainfully employed at the end of the Internship Programme and this needs to be recorded for stats purposes.





2.


Regional Office will Confirm the levy Contribution.








4.


Regional Office will forward the application forms with the print out of the levy contribution to the leanership department.











5.


The allocations committee then will go through the application; if all the criteria is met a   e-mail will be sent to Regional Office to confirm that they can go head with the process. 








6.


Sign an agreement with the Institution provide database of graduates that are ready for the workplace








21.


On submission of the contract of employment with the intern and an Invoice R 3000 (three thousand rand) will be disbursed





On completion of the six month period, with submission of written confirmation i.e. attendance register, proof of Interns receiving their stipend signed off by the intern for the full period of gainful employment and an invoice. The final payment of the grant will be processed. (Annexure G & Annexure H) LIM F-016


                                                                                                           LIM F-018
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