
HDRhub Support

Internships



These Guidelines cover the three key parts of the Research End User Engagement (REUE) in HDRhub. A 
Research end-user (REU) is defined as a business, government, non-government organisation, community and 
community organisation external to academia that will directly use or directly benefit from the output, outcome 
or results of the research. Specific exclusions are other universities, and the affiliates, controlled entities or 
subsidiaries of any university eg. medical research institutes.

As a UWA student you must be enrolled in your course and secure the appropriate levels of approvals to 
undertake an internship with an REU organisation. Before you commence the application in HDRhub you should 
discuss your REU Engagement plans with your supervisor and consider working through the skills self-
assessment and getting familiar with the training plan parts of HDRhub.

HDRhub Internship 
Guidelines



If you are applying for an advertised internship opportunity (eg. through APR.Intern or iPREP) or you wish to undertake a self-
sourced internship, you must check your eligibility and have achieved your Confirmation of Candidature, with all milestones 
up to date. You will use the HDRhub REUE process to seek the approvals required in order to submit an application. You may 
request a letter of support from your supervisor here if you need one, or request endorsement of your eg. APR Student 
Approval form to upload to the external application portal.

If you are in the first 18 months of your candidature (or 36 months if part-time) you need to plan for a proposed future 
research internship, so that you can plan it into your research and training objectives. An eligible research internship must be 
related to the student’s area of research.

You will need to obtain a written agreement stating the proposed R&D activities and the dates and duration of the internship. 
You will use this same HDRhub process to request university approvals and endorsement of a Letter of Agreement co-signed 
by the REU partner organisation and you, the Student. Your minimum commitment needs to be for a mutually agreed 60 days 
(full-time equivalent) spread over at least 3 calendar months (see more at GRS Internships).

You can undertake the internship later in your course (subject to the Conditions outlined in the UWA Policy UP17/5) and will 
proceed to the next step in HDRhub in the weeks prior to the proposed start date to Confirm internship.

Apply for an  
Internship

https://www.postgraduate.uwa.edu.au/students/internships2/internships


Confirm Internship
When you have been successfully selected to undertake an internship you will progress to the Confirm 
REUE internship in HDRhub. In order to proceed you will need to have formalised the arrangements with 
the REU organisation and secured a full Internship Agreement that details all aspects of the internship 
scope, dates, expectations and reporting as well as IP, confidentiality and insurance. You will need to allow 
at least 1 month in advance for the preparation of the formal Internship Agreement between parties. Some 
Internship Agreements are straightforward and use a standard agreement template but for self-sourced and 
bespoke internships these may not apply. When the Agreement is not a standard agreement and/or there 
are complex clauses that require access to legal support you should allow more time for the Parties to 
negotiate the terms of the Agreement. 

You must upload the signed Internship Agreement and have it approved in HDRhub before you commence 
in the internship.

During the internship do maintain a cumulative record or timesheet of the time spent in the internship and 
at the conclusion of the internship have this endorsed or initialled by your REU organisation. You will be 
asked to upload the endorsed timesheet/engagement record along with your Reports to Close the internship 
event in HDRhub.



Report and Close 
Internship
As you near the conclusion of the internship you need to work on the final reports and reflections and time 
evidence with the REU organisation. HDRhub will prompt you to submit your final reports by uploading the 
appropriate documents to the system. The GRS will review your reports and may request more information if 
you have not uploaded all the required parts. Once approved the GRS will close off the internship and complete 
the administrative tasks to return you to your previous PhD candidature.

Please remember to update your Development profile and Training Plan in HDRhub and ensure that all your 
documents are in your log. Keeping this up to date will serve you well in the future as a record of your progress 
and activities during your candidature.  It can be downloaded as a record anytime and can be used to inform 
your subsequent training plans as you move through your researcher training and development. It will also be 
useful to update your CV for future employment opportunities.



Starting a 
Proposed 

Internship 
Application in 

HDRhub

 Use the Analysis tool and Training Plan in HDRhub to
work out your development goals and what you’re
aiming to achieve from an internship.

 Discuss your proposed REU partner organisations and
the relevance of your intended internship with your
supervisor

 Visit the  HDRhub FAQs and website for information

on the internship requirements and process.

 Obtain approval from your supervisor to apply for an
internship and gather the required materials. Ready
to start? Login into your HDR Project in HDRhub.

https://www.postgraduate.uwa.edu.au/hdrhub
https://www.postgraduate.uwa.edu.au/students/internships2/internships


Click to open

Check your Training Plan is 
updated and you know which 
skills and experience you’re 
aiming to develop through your 
internship

Step by step guide 



Create Internship application

Click to start 
application



Then Progress when ready or 
Cancel if you do not wish to 
proceed with an application. 
You can start again anytime

Click here to start 
application

Note that the next 
sections are not 
available until you 
have secured an  
internship that you 
are soon to 
commence



• REUE Details

• Start date of REUE activity

• 05 Apr 2022

• End date of REUE activity

• 30 May 2022

• Name of proposed programme (if known)

• iPREP

• Type of activity

• internship

• Name of the organisation

• Centre for Entrepreneurial Research and Innovation

• Supervisor's name at the organisation

• Emajinare Supervisor

• Indicate the approximate days or hours per week attending the activity.

• 60 day

• Indicate the total number of agreed days or hours attending the activity.

• 60 day

• Reason

• Directly related to my research topic and provided me with industry experience and networking

• opportunities with completion of a small project. This was supported by my supervisor.

• Evidence

• Upload any relevant internship application document that requires UWA approval.

• If you are in receipt of an externally provided stipend scholarship or sponsorship, upload the

• provider's written approval.

• Other supporting documentation

• - END -

• Attached files

• Agreement.docx

• Advertisement.docx

TIP: PhD students in the first 18 months of their 
candidature (36 months for part-time), will need 
to apply for a minimum of 60 FTE days (to be 
completed over at least 3 calendar months - Refer 
to FAQs

Upload signed documents from all parties and 
click Save and Continue. Print or save your 
application form. 

This view is the print version.

Enter REU Partner Organisation details and complete all 
fields. TIP: start typing the name of the organisation in 
the yellow box to select from a list, if it does not appear 
then make sure you Enter the full name and address of 
the REU partner organisation as well as the ABN and 
REU supervisor name. Refer to FAQs

2 day



Click Save & Continue (or save later)

Tip: Ensure your milestones/progress reviews are up to 
date, encumbrances met, and policy requirements are 
understood

Click i for links or more information



Tip: Discuss with your supervisors first then 
gather signatures for their approval to the 
document, then upload signed document.

Click Save & 
Continue (or save 
for later) then Click 
Confirm to Submit 
(or Cancel). 

Tip: You’ll receive a prompt if fields are 
incomplete when you attempt to click save 
and continue. 

Use the free text boxes and notes 
fields to provide any additional 
information in support of your 
application



Application now submitted to supervisor for approval, you will 
see if it is with Supervisor for approval and then it progresses 
to the Partnerships Manager to confirm your eligibility and 
endorse the internship. Please allow for processing time.

Download application to save or print with or without attachments

Click to see your application



Following approvals obtained, you will apply for the internship outside the HDRhub system, if you 
are successfully selected or the agreed start date is approaching you must log back into HDRhub 
and complete the next step to Confirm the REU internship. 

You can still edit your application if it needs updating e.g. dates, organisation name, agreement, if 
you need to extend your internship.
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If you need to make changes to your Scholarship or Suspend your candidature, 
complete the fields in the relevant tab. Click Save & continue or Save for later. 



Tip: Review the confidentiality and intellectual property impact of your 
research and/or internship with your supervisor at UWA and partner 
organisation. For assistance please refer to intellectual property & 
commercial-in-confidence/confidentiality requirements.

https://www.postgraduate.uwa.edu.au/staff/schools/policies/ip


Supervisor’s view of internship applications (REUE)

Check your HDR Candidates. 
Then click on Research end user engagement overview button to show the list of 
HDR students and the status of their internship application. 

Click to see your student’s 
internship application and 
display details and 
agreements signed by 
supervisors. Progress to  
next screen to Approve or 
not.

Application for REUE 

Click to progress to next screen  Endorse or not.



Supervisor’s view of internship applications (REUE) cont.

Tasks show history of 
application, approvals 
through to 
completion.

Currently with Partnerships 
manager to progress 
application and arrange for 
endorsement on behalf of 
the university. Please allow 
for processing time.
Once progressed, the 
student and the supervisor 
will receive notification in 
HDRhub.



Recording a 
Completed 

Internship in 
HDRhub



Internship already completed but not processed inHDR hub

Click on Research End User Engagement tab on the Right Hand side 
of the screen. Start application to progress.

Follow the prompts and complete all fields. 
Tip: Check the REU partner website for the ABN or visit ABN Look up. Ensure 
the REU partner’s location match as organisations may have more than one 
business entity. The name of the Research End User Engagement will turn 
green if known by HDRhub. If not you need to enter the name again in the 
2nd field. 
If you’re unsure, then save for later and complete your details.
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https://abr.business.gov.au/


Once submitted, HDRhub notifies the Partnerships 
Manager to endorse the REUE. You can check this 
by clicking Back to show the status of REUE. Once 
endorsed you will receive notification of a Task to 
submit your REUE report.



Following review by the Partnerships 
Manager you will be notified in HDRhub that 
is completed and REUE closed. This is 
reflected in your Project History tab.

Submit your final internship report

Report and Close REUE
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