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Student Employee Tracker (SET) for Destination Coordinators 

Reviewing Internal Placements / Referrals 

New referrals are redirected to your Inbox and appear in your Welcome screen as Pending requests, 
along with incoming student requests generated by external university or college educational programs.   

1. Click the Preview link to view a list 
of incoming (Pending) internal and 
external requests. 

An Internal placement occurs when 
the Placing Agency is the same as 
the Receiving Agency – e.g. when 
Human Resources places a new 
employee into a Mentorship or New 
Graduate Employment placement. 

 

 

 

 

 

 

 

 

 

 

In this example, an employee has applied for employer sponsorship of a Critical Care program for 
Specialty Education Nursing, and is being referred to the 4North Destination Coordinator to consider 
this individual for employment upon successful completion of the specialty program.    

 

 Quick Reference Guide

Summary: 
 
SET is a suite of features that supports tracking of staff applicants (to undergraduate and new graduate 
hiring programs) and post-employment (specialty) education of staff.  The application for employment or 
specialty education is then redirected as an “Employment Referral” to a Destination Coordinator 
(unit/program manager) for consideration. 
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2. Click       to open the Details screen for more information about the Employment referral: 

 

 

 

 

 

 

 

 

 

 

 

Viewing Online Staff Profiles 

3. Clicking the Staff name hyperlink (in either Preview or Details) opens the online Staff Profile, which 
offers several Categories or levels of information.  In the example below, we are viewing the 
Profile/Schedule link that provides information on work schedule and registration, and displays 
hyperlinks to uploaded documents such as Application Forms or resumé.  Click Home Contacts to 
view home phone, email and address. 

Click to view the online 
profile for the internal staffing 
program, including 
downloads such as interview 
guides. 

Click applicant name to view 
their online Staff Profile 
including resume, references, 
or application forms 

Name and 
contact 
information for 
the Staff 
coordinator 
who sent the 
referral 
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Accepting and Declining Employment Referrals  

4. Return to Step 1 to open the Preview: Pending Requests window.  The instructions explain how to 
proceed: 

Upon accepting or declining a Pending referral, the request will disappear from your 
Preview:Pending window and your Welcome screen will be updated to show the Accepted request. 

 

Things to Remember 
 
• Once a referral is declined, it no longer appears in your Welcome screen as an item needing your 

attention.  However you can view all internal and external requests of any status (Pending, 
Accepted, Declined, Cancelled) in our full Inbox by clicking the GoTo Inbox button        on your 
Welcme screen. 

 
 
 
You have now completed the steps manage incoming SET referrals via HSPnet.  If you have any 
questions or need assistance, please don’t hesitate to contact us. 
 

 
All Our Best 
HSPnet Development Team 
Health Sciences Placement Network  
support@hspcanada.net 
www.hspcanada.net 

 


