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Appendix 3 – Employer Registration Workflow 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Employers submit the online 
employer registration forms 

CityUHK follows up with 
employers 
(1 week3) 

Reject 
CityUHK promotes the job 

positions via job board/email 

If employer has already identified 
student for the internship and 

issued offer 

CityUHK verifies the employer 
registration documents1  

Students apply for jobs directly to 
the employers by deadline set by 
CityUHK and get the job offer 

CityUHK follows up with 
employers 
(1 week3) 

Reject  

CityUHK receives online student 
eligibility check forms from 

employers 

CityUHK verifies the student’s 
eligibility4 and inform employer 

(and student) the eligibility check 
result 

CityUHK receives all necessary 
documents5 from employers and 

students 

CityUHK updates employers the 
registration progress, and share the 

online student eligibility check form 

Employer & Job 
Verification 

(~5-7 working days2 for 
CityUHK for clean cases) 

Notes: 

1. Verification of employer registration documents includes but not limited to checking the company’s backgrounds, 

job titles & duties, Business Registration (BR), internship quotas etc. 

2. The verification process may take longer, typically around 7-10 working days, at peak season such as summer. 

3. The actual lead time required depends on the responses of concerned parties. 

4. Student’s eligibility check by CityUHK includes but not limited to checking student’s study programme, internship 

quota, approved job title/ duties, the duration of internship period (not exceeding 90 days in the same Academic 

Years), students not taking the internship to fulfil compulsory requirement for graduation, etc.  

5. Employers to provide employment contract and students to provide declaration form to CityUHK. 
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