The letter from the host employer verifying the in-service training must

a) must be on an original colour letterhead from the company where you
the student completed the internship

b) Should the company make use of a computer printed letterhead, the
company must mention in the letter that the letterhead that they print from
their computer is their “official letterhead”. Should the company not make
use of colour letterheads or stamps, they must mention it in their letter.

c) The letter must be dated with specific dates (e.g. 1 January 2016 — 31
December 2016)

d) The student’s full names, surname and identity number must be
mentioned in the letter.

e) The duration of the internship (e.g. 1 January 2010 — 30 July 2011 -
Make sure to use day, month and year) or should the student still be
employed, it should clearly state: e.g. 1 January 2010 and still employed
by the company.

f) Practical experience: Students must assist host employers with the
preparation of the information, but Companies/host employers must NOT
write the letter as if the letter is from the student, but rather from the
relevant Company official/supervisor/mentor. A full description of the
students’ practical experience must be provided in detail. Itis suggested
that the students’ subjects on N6 level are listed and explain exactly under
each subject what practical experience/application the student gained and
how the student performed these tasks. Do NOT make use of keywords
but provide as much detail as possible. Do not use the WM outcome
directly from the checklist

g) Employers are encouraged to make use of the Checklist B to guide
them in the composition of the employment letters.

h) Employment letters must be signed by the relevant manager and,
where possible, have the company stamp on each page. If the direct
supervisor is not the signatory to the letter, please provide the contact
details of the direct supervisor in the employment letter. This will be used
to verify details of the in-service training.

i) Applications could be rejected for some of the following reasons:
- Insufficient information being provided in experiential training letters

- A mismatch between the experiential training and the two N6
instructional offerings central to the particular National N Diploma



- The application not meeting the stipulated period of experiential
learning

- The experiential training letter excluding contact details for the
workplace mentor / supervisor / employer

- Delay in or lack of response from examination centers to follow-up
and provide missing documents and/or information

Unavailability of the mentor/supervisor to confirm the content of the experiential
training letter which requires several phone calls or emails in most instances



