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HSRC Internship
1 Programme Host

17 February 2025

Internship Management System

Host Institution Registration on the HSRC
account

® Host Institution identifies a Host Administrator (HA)
* HA of a new Hosting Institution creates a host

Register as HA on the
System

e The HA will receive confirmation email upon Host
Institution registration approval
¢ For support email
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STEP

On Host Account Reg-
istration, HA to capture

required fields and click
Register. Ensure to

capture the full name

SRaseruthe@hsrc.ac.za / nmbhele@hsrc.ac.za

¢ | ogin complete My
Profile Sections
HA to capture the Institution’s Details
Specify the host institution category
Answer all relevant questions

® Proceed to create a

Specify basic resources available

new host institution

application
certificate and Occupation Health and
Safety certificate

Attach Tax Pin, Company registration

HA to facilitate New Mentors invitation
Go to Actions button

¢ On the drop-down options, Select Add
Mentors & remove Mentors (if no longer in
mentor).

s Host Institutions Selection of
Interns

sections
[ ]

e (Capture information on the required mentor

Mentor Registration
the institution or not interested to serve as a

e HSRC grants successful
mentors access to the system
for shortlisting, interviews &
| nomination of interns to be
> selected for the internship

Mentor login
Click Submit, this will send an email

notification to the mentors to create a

intern requirements

FIRST-TIME APPLICANT
.

HA creates Host Institution
4 Application
¢ Go to Host Application.
¢ Proceed to the current call,
Click on Apply button.
¢ Capture the information in
of your host institution all the required sections

Mentors receives an email notification
to create a password

HSRC HOST INSTITUTION RECRUITMEN

° Review and Update the Institution’s
Details

section

e Update your information accordingly
button upon completion of the

& ensure to click on the Confirm

plete all the sections
password and capture the profile of their
¢ To Re-invite existing Mentors (Go to the name
of the mentor & mark with a tick in the
25 March - 15 April 2025

checkbox to re-invite the mentor)

down click Add Criteria

required fields

repeat steps above

e On completion return to Actions and
click Accept Call Invitation button
Note that you will receive an email
[

e TJo add more intern requirements

notification to confirm submission
and participation
I
Appointment of Interns by
HSRC
e HSRC facilitates the
contracting process with
Interns.
25 March - 15 April 2025
gﬁl‘é@ science, technology
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Confirmation of Appointments of
Interns by HSRC to Host
Institution

25 March - 15 April 2025

Successful interns assume

e Go to My Profile menu item and com-
[ J

On the last section, Intern Selection
click Actions button and, on the drop

e On Add Criteria dialog screen provide all

15

Submission of Host Applications to
HSRC
[ J

HA verifies the information
Institution Details section

HA Submit the completed

submitted by mentors under Host
application to HSRC

STEP

Panel Reviews of Host Applications
by HSRC

HSRC reviews host applications and
allocates the number of interns
accordingly

18 - 20 March 2025

duties at respective host
Institutions
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NSF

National Skills Fund

Commencement of internship

Host institutions confirm the

number of interns reported for

1 May 2025

duty by completing, signing and

submitting the Onboarding
confirmation form
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