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MCAST 297 AWBL PROCESS FOR THE IDENTIFICATION OF PLACEMENT A
VACANCIES, STUDENT REGISTRATION AND INDUCTION DATE RELEASED: 10.12.2021

AWBL DEPARTMENT: 1.1: PROCESS FOR THE IDENTIFICATION OF PLACEMENT VACANCIES

Identification of Employers
Potential employers channeled to AWBL Department
Owner: Various Sources

\’

Briefing Sessions with Employers
- Identification/Discussion of which Apprenticeship programme is best

suited for the employer’s offerings.
- Employers guided to register on MCAST AWBL Portal. Industry Activity
- Employers provided with a step-by-step guide on how to upload their Database
vacancies, URL link to the MCAST Prospectus, URL link to the
Apprenticeship Portal and copy of the Apprenticeship Agreements
Owner: AWBL Director / Manager |

Y |
Employer Registration Database Update
- Employers Register on MCAST AWBL Portal (alternatively | |- Updating of Industry Activity
registration is done by the office on behalf of the employer). "| |Database (web portal)
Owner: Employer Owner: AWBL Department

Creation of Vacancies
- Employers login to the MCAST AWBL Portal, select the
appropriate Apprenticeship programme and offer vacancy/ies.
(alternatively vacancies are uploaded by the office on behalf of
the employer).
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Database Dissemination
-Adhoc reports of the Industry report/

part their of is disseminated upon
Owner: Employer request

¢ Owner: AWBL Department

C Vacancy Offered )

AWBL DEPARTMENT: 1.2: PROCESS FOR STUDENT REGISTRATION AND INDUCTION

Student Registration 1
- Registration and acceptance of Student in programme.
Owner: Registrar

v

Logging of Student Details
- Logging of student details into MCAST Web Portal.
- Issuing and dissemination of Institute Student Lists.
Owner: Registrar

v

Scheduling of Induction Sessions
- Liaison with Institute Administration to schedule AWBL
induction sessions.
Owner: AWBL Director / Institute Director

v

Induction Sessions
- Introduction to the AWBL Department
- Details on Apprenticeship Programme
- Information on Registration in AWBL Portal
- Rights and Obligations including regarding contract and
attendance sheets

A SEPARATE INDUCTION SESSION RE LOGBOOK IS ALSO HELD
Owner: AWBL Director
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< End of Student Registration Process >
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