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POLICIES AND PROCEDURES FOR 

INTERNSHIPS AND WORKPLACE EXPERIENCE  
DEFINITIONS

· PSA: Refers to Potatoes South Africa 
· Potato Academy/ Academy: The skills development body of Transformation within PSA that manage the Tertiary Skills Development Pipeline. The Academy will actively drive the participation of stakeholders within the potato industry in all aspects of skills development.
· The Tertiary Skills Development Pipeline: A strategy of developing skills at a tertiary level through provision on undergraduate bursaries, internships and workplace experience opportunities
· The Tertiary Skills Development Pipeline Sub Committee- a sub-committee of the Transformation Committee of Potatoes South Africa that award, manage and evaluate bursaries. 

· Bursaries: a Programme for students that require tuition at a College, University of Technology or University for a certain period in order to achieve a formal qualification e.g. Certificate/Diploma (College) or Diploma/ Degree (University of Technology & University). 
· Internship: a Programme for students who require practical experience in order to complete a diploma that requires the person to have a certain amount of practical experience in order to achieve the qualification and/or professional registration.
· Workplace experience:  a programme for employing students who have concluded their studies and internships successfully in a potatoes related field that need workplace exposure in order to improve their employment opportunities. The programme involves planned, structured and managed work experience that is occupationally based and incorporates a skills programme designed to produce meaningful competencies which may earn a trainee an education and training credit. 

· Institution: shall mean SAQA recognised university, university of technology or college inside the boundaries of South Africa that has been selected by the Academy. 
· Trainee: shall mean a student, learner, volunteer, intern or workplace experience employee appointed in terms of this policy in the Academy 

· Contract: shall mean a legal agreement between a trainee and the Academy and between the academic institution and the Academy.

· Mentor: shall mean an official responsible for supervision or mentoring of a trainee(s).

· Previously disadvantaged groups/ designated groups: shall mean African, Coloured and Asian people, women and people with disabilities           
POTATO ACADEMY
THE TERTIARY SKILLS DEVELOPMENT PIPELINE

INTERNSHIPS AND WORKPLACE EXPERIENCE  
1. INTRODUCTION 

In terms of existing qualification requirements at certain tertiary educational institutions (especially Colleges and Technikons) students in specific study disciplines have to complete a practical work module in order to obtain a qualification (Internship). This is especially true for students in agricultural fields of study. On the other hand, many of the learners whose qualifications did not require any practical work module and have already qualified are unable to secure employment because of lack of the necessary experience required by the highly competitive job market (lack of Workplace Experience). This has contributed to a greater number of unemployed agricultural graduates. The provision of internships and relevant experiential training opportunities forms the basis of this policy document. 

2. PURPOSE

The purpose of this policy is to provide guidelines for the implementation and management of Internship and Workplace Experience Programmes of the Academy. 
3. SCOPE OF APPLICATION

This policy applies to the following categories of trainees:
3.1 Bursars funded through the Academy
3.2 Volunteers who have excelled and requiring working experience to improve their chances of employability; and

4. POLICY STATEMENT
4.1 The Academy will provide Internships and Workplace Experience training opportunities primarily for bursars in relevant study disciplines requiring practical training and exposure as part of their qualification conditions.
4.2 Internships and Workplace Experience training opportunities may be accessible to other categories of trainees provided that:
4.2.1 Adequate financial resources are available to accommodate such trainees 
4.2.2 Adequate infrastructure resources are available to accommodate such trainees
4.2.3 Appropriate and qualified mentor(s) are available to supervise trainees
4.2.4 Specific or particular duties that can best be executed by trainees are available.

5. CONDITIONS

5.1 Internships and Workplace Experience training opportunities will only be provided to bursars who have otherwise satisfied the academic requirements for their respective fields of study and the privilege may be withdrawn from any trainee where applicable. 

5.2 The conditions pertaining to this policy relate to Internships and Workplace experience training only and should not be construed to include vacation for students. 

5.3 Ensure that all functions to be performed by the trainees are clearly articulated, understood and agreed to by all parties. 

5.4 Ensure that the necessary infrastructure (physical, human and financial resources) is in place to accommodate trainees. 

5.5 Ensure that appointments will be made with due consideration to applicable Labour Legislation.
5.6 Ensure that appointments are made in accordance with the Employment Equity directives.
5.7 All appointments will be made in terms of contracts with no guarantee of permanent employment.
5.8 Trainees will subject themselves to the Academy and PSA’ organisational discipline and protocol.
5.9 Upon resignation/termination of contract the interns/trainees should submit a written letter and hand it to the Mentor, who should then forward it to the Co-ordinator. The resignation letter should show the date of resignation. 
5.10 Trainees are required to serve one week notice period (five working days).
5.11 Trainees shall be entitled to:

5.11.1 Vacation leave. Interns are entitled to one (1) day annual vacation leave for every seventeen (17) days worked. Interns may only take annual leave once they have such leave to their credit.

5.11.2 Sick leave. Interns are entitled to one (1) day sick leave for every month worked.

5.11.3 Maternity leave. Female interns are entitled to a maximum of four (4) calendar month’s unpaid maternity leave during their contract period. They would then be allowed to come back and complete their training.

6. GENERAL GUIDELINES FOR EVALUATION
6.1 Internship training period shall be twelve (12) months
6.2 Workplace Experience programme training period shall be twelve months following the Internship programme
6.3 Applications for financial support will be considered in accordance with the Potato Academy’ Tertiary Skills Development Pipeline Objectives.
6.4 The final decision on successful candidates will be done by the TSDP Sub Committee. 
6.5 The expected units of outcomes and performance are framed for mutual and optimal benefit to both the trainee and the Academy
6.6 All applications must have a relevance to and be applicable within/contribute towards the potato industry. 
6.7 Potato Academy shall consider partnering with other stakeholders for the purposes of delivering quality programmes and acquisition of relevant skills.
6.8 Priority will be to awarding financial assistance to previously disadvantaged groups to enable them to achieve the objectives of this policy.

7. ADMINISTRATION, GOVERNANCE AND OVERSIGHT

7.1 Administration of the scheme

The Internship and Workplace Experience programmes will be administered from Potatoes South Africa head office, where the Transformation manager and Coordinator are based. This approach will benefit the programmes in a sense that PSA’ organizational intelligence will be easily accessible for the team, beneficiaries and stakeholders.  The programmes will able to access some services from the PSA, such as administration requirements, financial management systems, etc., with relative ease.  

7.2 Governance and Oversight of the scheme

The programmes will be governed by the following structures:

· TSDP Sub Committee- (Procedural rules- Annexure A)
· The Transformation Committee

· The Board of Directors

· The Potato Industry Development Trust  

8. OPERATIONAL FRAMEWORK

8.1 Financing    
8.1.1 Application for funding is intended to contribute towards stipends or salaries only, at actual cost but limited to the maximum of R42 000-00 (VAT inclusive, if applicable) per year or R3 500 per month per student for internships whilst it would be R54 000 (VAT inclusive) per year or R4 500 per month per employee for workplace experience.
8.1.2 The financial support will be given for a maximum period of 1 year per student for internships, thereafter it can be continued to workplace experience, provided there is satisfactory performance report from the internship year and financial resources available from the Academy.

8.1.3 Unless PSA is financially restricted, the whole program from bursaries through internships to the workplace experience is expected to be a continuous one, with no need for re-application, provided there is satisfactory performance report from the stakeholder and the student.  
8.2 Termination

· The Academy may cancel the programmes at any time if the trainee in its view has committed an irregularity which in the opinion of the Academy will mean that he/she will be unable to make satisfactory progress with his/her training or if he/she fails to comply with any conditions contained in this policy, be it deliberate or negligent, at which time all amounts paid out to the trainee in terms of this policy, plus interest, will be claimable immediately;
· Cancel the agreement at any time if it is convinced that the trainee, for whatever reason is unable or incompetent to continue with his/her studies and that such incompetence has been aided by the actions and/or negligence of the trainee in which case the Academy will at its own discretion decide whether to cancel the programme and whether the trainee must repay the amount(s) that has been paid up to that point in terms of this agreement, plus interest, to the Academy by the trainee. 

· Cancel this agreement if any action of the trainee will impact PSA, the workplace and the potato industry or civilisation negatively will lead to immediate cancellation of the agreement.

· The TSDP Sub Committee will determine the outcome of such actions
8.3 Stakeholder funding 

· In case of stakeholders funding the programmes through the academy, they will need to sign relevant funding agreements with PSA and provide all relevant supporting information. 

· Should the stakeholder choose to directly fund the beneficiary, they are responsible to draw up their own contractual arrangements with the beneficiaries.

9. MONITORING PROCESS  

The Coordinator will hold meetings with the trainees and Mentors ever six to eight weeks. During the meeting the trainees and Mentors will submit progress reports and discuss urgent matters with the Coordinator. 

