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A guide to evidencing student eligibility for businesses

The next step for a business that has been approved for a
Callaghan Innovation R&D Experience Grant is to recruit eligible
students for yourR&D infernship projects.

You will be responsible for ensuring the students meet the eligibility
criteria by reviewing approved student eligibility documentation.

You are also required to have copies of the student documentation
to upload at the time of claiming.

This guide provides information on what is acceptable and
unacceptablewhen reviewing student documentation for the R&D
Experience Grant.

How do I recruit a student?

When hiring interns, you should follow a hiring process similar to the rest of your employees.
Businesses may wish to advertise through their usual channels or with the assistance of
internshipfacilitators such as Summer of Tech or through a New Zealand university (or tertfiary
education provider). See our website for more information.

What students are eligible?
To be eligible the student must:

¢ Have studied or be studying at a New Zealand tertiaryeducation institution (note:
students who have completed study overseas are not eligible)

e be studying at NZQA level 6-10 or if study has been completed the closing date of the
last semester must be less than 12 months ago. For example, if a Bachelor of
Engineering student’s final year of enrolment was 2022, they are eligible until end of
November 2023 because their last semester finished in November 2022.

e Be studying science, engineering, fechnology, design, or business
o Belegally permitted to work in New Zealand.
e Nof have been previously employed at your business unless part-time or temporary.

¢ Not have undertaken more than two Experience Grant internships with the same business.

How do | confirm a student is eligible?

When recruiting your interns, you will need to satisfy yourself that they meet the eligibility
criteria aboveand will include requesting and reviewing student documentation to verify they
are eligible.

There are several forms of enrolment documentation that are acceptable to use as proof of
student eligibility for the first two eligibility requirements (area of study and year of study). You
only require oneof the following:
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Confirmation of enrolment

Copy of official transcript

Copy of unofficial (internal) transcript

Copy of fees invoice

Weblink to My eQuals platform or university website

The student documentation should clearly show:

e Name of student

e Thestudentis enrolled in current academic year (i.e. 2023) or date completed study is less
than 12 months ago

e Name of course or course code

e Name of university

e University logo or URL

Appendix 1 provides some examples of acceptable and unacceptable proof of eligibility
documents.Please note that personal details have been blurred to protect privacy.

You do not need to provide this at the time of application, but will need to upload it at claiming
Before you can claim funding, you will need to upload the following information about the
student info the onlineportal:

Student full name

Student email address

Quallification level

Student year (e.g. second year)

University

Area of study

Course name

The type of evidence (student documentation) you used to determine eligibly and have
retained onfile

e Upload the evidence (student documentation)

Callaghan Innovation will carry out random reviews of businesses that took part in the R&D
ExperienceGrant scheme, up to 3 years after the confract ends.

You must participate in any reviews as reasonably required by us, including by providing
informationrequested by us. Therefore, you must ensure you retain all relevant
documentation regarding the student’s involvement in the project, including evidence of
the student’s eligibility.

Failure to provide the correct information, or if the student is found to be ineligible, may result in
fundingbeing required to be repaid; or affect qualification for future funding.

If you are unsure if your student meets the eligibility criteria, or have any questions or concerns,
pleasecontact one of our Navigators via our website, your Funding Engagement Specialist or
Operations Officer if you are already a Callaghan Innovation grant customer, Or call us on
0800 4 CALLAGHAN (0800 422 552) and we'll put you in fouch with the right person.

STUDENT ELIGIBILITY — R&D EXPERIENCE AUG 2023


https://content.callaghaninnovation.govt.nz/customer-support
https://content.callaghaninnovation.govt.nz/customer-support

Appendix 1: Examples of Student Documentation

The following, confirmation of enrolment issued by the university, is an acceptable form
of studentdocumentation. The document clearly shows:

Student name;

The year of enrolment;

Name of course;

Confirmation from university on organisation lefterhead.

MASSEY UNIVERSITY
TE KUNENGA KI PUREHUROA

UNIVERSITY OF NEW ZEALAND

Confirmation of Enrolment

T

Dear Sarah

Thank you for accepting your Offer of Enrolment with us for 2018. We can confirm your enrolment in the following
qualification and courses.

Don't forget to request your student ID card; students returning after a break of 5 years or more can also request a new one.

Programme of study for 2018 as at 21 Feb 2018

Bachelor of AgriScience
Horticulture Major

The following is an example of unacceptable student documentation when checking student
details. It isnot acceptable because:

Confirmation from university does not have logo on document
“Computer Graphics programme” is insufficient information as it does not tell
us whatdegree/diploma the student is studying.

Proof of enroliment

5:48 PM
This is to confirm that is registered at Victoria University of Wellington in our Computer Graphics
programme.
Regards,
-Neil

Professor of Computer Graphics

Victoria University of Wellington
Te Whare Wananga o te Upoko o te lka a Maui
PO Box 600, Wellington 6023, New Zealand
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The following, copy of the student’s official franscript issued by the university, is an acceptable
form ofstudent documentation. The document shows:

e Student name
Confirmation from university with logo on the document

[ ]
The course/programme fitle and code with the year of enrolment

- University of Canterbury l l
Christchurch, New Zealand C @

- UNIVERSITY OF

Official Transcript ML
CHRISTGHURCH s etk
Name:
- Admission: 2015 NZ University Entrance:
-l Admission Status Eligible
Course Code Title
Points Credited Not
Credited

2016 Bachelor of Engi i i 3 "
ACCT1N2 gl‘nAe‘enng wn‘h. I:l?nours Intermediate (First year)

The following, online screenshot of student’s unofficial franscript, is an acceptable form of student
documentation. The document shows:

=  Student name
= University URL at boftom of page (e.g. myuc.canterbury.ac.nz)

The course/programme title and code with the year of enrolment
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Internal Student Transcript

Student ID

Legal name

Preferred given name
Preferred family name
Birthdate

Ciuzenship

Admission
Criteria NZ University Entrance

Detalls Admission - 2016 : Admission Status Eligible : NZ UE Through NCEA
School

GPATotal ;4

Credit Points
Level 1 Level 2 Level 3 Total (Levels 1-3)
90,00 150.00 45.00 285.00

Note: The credit points totalled here Iinclude all courses passed. Not all of these will necessarily count towards the number of
points required for award completion. Points counted are subject to the University's Calendar regulations. For example, if a
course has been repeated, the credit points may be counted only once.

2018 Bachelor of Engineering with Honours S
Course Course Title Points Grade
ENCE361-1851 (C) Embedded Systems 1 1500 A-
ENEL301-1852 (C} Fundamentals of Engineering Economics and Management 1500 Enrolled
ENEL372-1852(C) Power and Analogue Electronics 15.00 Enrolled
ENEL373-1851 (C) Digital Electronics and Dewices 1500 A
ENGR200-18W (C) Engineering Work Experience Enrolled
ENME302-1852 (C) Computational and Applied Mechanical Analysis 1500 Enrolied
ENME303-1851 (C) Controls and Vibrations 1500 A
ENMT201-18W (C) Mechatronics System Design 30,00 Enrolled
2017 Bachelor of Engineering with Honours P
Course Course Title Points Grade
EMTH211-1752 {C) Engineering Linear Algebra and Statistics 1500 B
ENCE260-1752 (C} Computer Systems 1500 A
ENEL198-17W [C) Electrical Workshop Course P
ENEL270-1751 (C) Prinaples of Electronics and Devices 1500 A
ENMET99-17W (C) Workshop Training Course for Mechanical and Mechatronics Englneering P
ENME202-1751 (C) Stress, Strain and Deformaticn in Machine Elements 1500 A
ENME203-1752 (C) Dynamics and Vibrations 1500 A
ENMT201-17W (C) Mechatronics Design 3000 B+
SENG201-1751 (C) Software Engineering | 1500 A

2016 Bachelor of Engineering with Honours Intermediate
(First year) A

#ps:/imyuc.canterbury.ac.nz/ucsms/Student/Internal Student Transcenpt aspx
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UNACCEPTABLE: Unofficial (Internal) Transcript

The following are examples of unacceptable student documentation when checking

student details.They are not acceptable because:

e There is no university logo or URL

Example 1: Unofficial Transcript

Internal Student Transcript

Student ID

Legal name

Preferred given

name

Preferred family

name

Birthdate 06 Mar 1998
Citizenship MNew Zealand

Admission

Criteria NZ University Entrance

Details Admission - 2016 : Admission Status Eligible : NZ UE Through

MITFA

Example 2: Unofficial Transcript

Internal Transcript

Not an official transcript. For use within The University of Auckland only

Name:
Student ID: -
Entrance Qualification: 2015 Entrance from NCEA Level 3

Academic Programme History

Programme: Bachelor of Engineering (Honours)
Specialisation in Biomedical Engineering
02/09/2016 Active in Programme

Beginning of Formal Award Record

Programme Course Description

‘17 Sem1 (06/03/2017 - 03/07/2017)

Enrolled Full-Time

BEHON  ACADINT AO1 Academic Integrity Course

BEHON ENGGEN 115 Principles of Engineering Design
BEHON ENGGEN 121 Engineering Mechanics

BEHON ENGGEN 140 Engineering Biology and Chemistry
BEHON ENGGEN 199 English Language Competency

Attempted

0.00
15.00
15.00
15.00

0.00
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Earned

0.00
15.00
15.00
15.00

0.00

Completed
Pass A
Pass A
Pass A-
Completed
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The following example, of a university issued fees invoice, is an acceptable form of student
documentation. The document shows:

Student name
University logo on document
The course/programme fitle and code with the year of enrolment

Records, Enrolment and Fees

DHEUNIERSITLO™ The University of Auckland
STATEMENT/INVOICE Private Bag 92019, Auckland 1142
Telephone:+64 9 373 7599, Ext:84422

Email: fees@auckland.ac.nz

Dee Lee Statement Date: 09 March 2018
123 Roo Road Student ID: 9999999
Mount Eden Student Name: Dee Lee
Auckland 1024 Page: 1

New Zealand

Item Description Due Date Course Programme Points EFTS ! Details of Payments Charges

2018 Semester One transactions

Intnl Health & Travel Cover PAID $310.00
Tuition Fee, International PAID BENG 701 BENG $4,210.95
Tuition Fee, International PAID BENG 710 BENG $4,210.95
Tuition Fee, International PAID BENG 703 BENG $4,210.95
Tuition Fee, International PAID BENG 705 BENG $4,210.95
Student Services Fee PAID $406.80
Online Payment -Credit Card S 19/02/2018 $310.00 CR
Online Payment -Credit Card 19/02/2018 $16,716.90 CR
Payment through cashier 24/11/2017 $126.90CR
Online Payment -Credit Card 19/02/2018 $406.80 CR
Term Balance \ $0.00
Statement balance (NZD) ) D $0.00
Total Account balance (NZD) &\ $0.00
gy
Term Totals Paid Due
2018 S ter One Yy $17,560.60 $0.00
—
You must pay or arrangements to pay by the due date(s) shown in the fees schedule above.

ure to do so will result in loss of access to services.

To pay online, log into Student Services Online at www.student.auckland.ac.nz
See next page for alternative methods of payment.
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The following examples of weblinks are acceptable forms of student documentation.

The My eQuals link example below is an acceptable way to receive digital documents. The
student or graduate can provide you with a link, directing you to their official documents. That

can be an email fromMy eQuals or an email direct to you from the student containing the link
(example below).

You will need to retain the email and print the digital documents for audit purposes.

From:

Subject: Re: Asezponzs to work E;q:-ariﬂnus advertissmsnt
Date: 26 July 2018 at 5:12 PM

T

Hi Mike,

It was nice meeting you and the team today,

| absolutely consent to you disclosing my information to Callaghan Innovation and
here is the link to my academic transcript:

https://www.myequals.net/#/sharelink/:

My eQuals

winrw.myequals.net

The university weblink example below is an acceptable way to receive student
documents. Thedocument shows:

Student name (blurred on right hand corner)
Tertiary education provider's logo

The year of enrolment

The course fitle and code

You will need to take a screen shot to retain for audit purposes.

Universal College of Learning
Te Pde Matauranga Ki Te Ao

Student Web Services : »

Academic Details -> Assessment Details

[ Assessment Details | Class Enrolments | Timetable ]

Year:

PBIACT Bachelor of Information and Communications Technology (Applied) - Level 7 - Palmerston North

S1
S1

o1

Period Class Description Status Level Points Grade
1 B1300302/P1 D301 Software Engineering Paid 7 1500 B
BI300304/P1 D311 Advanced Database Concepts Paid 7 15.00 C+

Pmid a 12 nn
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The example, of university weblink to unofficial (internal) transcript, below is an acceptable

way toreceive student documents. The document shows:

Student name

Tertiary education provider's logo
The year of enrolment

The course title and code

You will need to take a screen shot to retain for audit purposes.

UNIVERSITY OF
CANTERBURY

myUC home D Internal Student Transcript

Crizenship New

Admission

Criteria
Dezails

Schoo

GPA Total

Credit Points

Level 1 Level 2 Level 3 Total (Levels 1-3)

will nacessarily count towards the numbar

iversity’s Calendar regulations. For examp'e

2018 Bachelor of Engineering with Honours GPASTS

Course Course Title Points Grade

26

ages and Compilers

oduction to Computer Networks and the Internet
) Relatonal Datanasze Systems

2-1852(C)

2017 Bachelor of Engineering with Honours

GPAS.13

Intermediate (First year)
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