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Candidacy A — in reply to an “ad personam offer”
If you have already agreed the contents of the internship to be carried out at host organization already
partnered with the University of Bologna for “curricular internships” and “internships for final examination”

, please log on STUdEnH®|THE and press the button 163 | o

Internships

enter the Internship app and fill out web forms.



1. After logging-in, you have to go in the section “ad personam offers” and click gd in order to see the offers and start the application

e

TR ALMA MATER STUDIORUM

W35 UNIVERSITA DI BOLOGNA A
Internships - Welcome

t i i .
Studen Olme Internships - Student home page

a Home
Internships
Offers

Componies Curricular internship
Log out
For information about curricular internship see the specific page on your study course web site or contact the internship office.

Remember that you can begin the internship only after having pleted the procedure and printed out the Attendance record book

Postgraduate Internships

This platform can be used to view the list of the contracted ies, submit a spont: pplication and to an internship offer.

THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships located in other regions are p dinc liance with the regional activation procedures through Authorised Promoters (e.g. Job Centres, Recruitment Agencies, Training Institutions).
Post-Lauream experiences abroad are regulated by national laws (g lly without the invoh t of the graduate's University of origin) or by specific international programmes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please check h!
and-safety-in-study-and-internship-areas

[nternships to complete-Ccd.s.

Code Description_ Credits

Internships to ¢

Code Description Credits

— » "Ad P " Internship offers

Id C ylh Type Of hip Job Description / Field Of Pl




click on “send request” in order to start the application

P
ORI ALA MATTRSTUDICRL M
W UNIVERSITA D BN A

Sfuder-?’line

Internship offer n. ;72522

Home
® Internships Intarnship offer datail
offn
Comparica Appeovel: [ Tme oter nes peen scceptes by your tecutty
Log out Cameatioitty wen study [ (mtemnsiip nct isted in the study plas)
course:

Comparyiies: ===t semiomtimimmn o
[Tyee ]

Tyce of imemship:  Currlouler Internchip

intemship detats |
Job description: -
Fleks of plecement: .

[etais ot the intemshia Programme |

Emal for communication 480t
Numoer of employees n
e production unk
Nomper cf interns.
currently involved atthe
host oganization

Econcmic Sector (Cass  20.81.42
ATECO 2007, farmat
Ceuntry: TALIA
Province:  EOLOGNA
Ciy BOLOGNA
Ascress .

Job description (ISTAT
format X XXX

Estimated statdste 121052020
Estimated end date 28082020
Duratics 300 Ore.
‘Working hoors  from 63:00:00 to 08:00:00 (lunoh braek Inoluded)

Additionsl cn  Durante lo aei fircolnio cono potsibill tracferte o spostamentl temporanel practo cadi civerce dalie sede principele del tirooinio, da definire & programmears In 2ccordo ocn I recponcadie del Hirooinko
werking hours end
activiies

[EeneteCamzensanan ]

Maatnly
beneft'Compensaticn (i
eurc)

Methcd of payment

eeme

Otjectves .
Activities .
Fuciization stat date: 0400272020
Puziization sxpration 230022020
date:

JEEEEE) ]

Neme ofthe contact .
persca.

Famiy name cfthe .
<centact person:

Position of the contazt .
persoa:
Language sciiis required.
Comeuter sils requirec:
Notes:

Auvsliadie for business N
trips outsids italy

Avelienie for pusiness N
trips wihin italy.

Cumenty empioyed: N

[Recpiens
T Intemship offeris v

addressed to coe TTTTITTT
specited epoiizant

The offer is addressed only to specific students : e Student’s NAME and SURNAME (addressee of the “ad personam” offer)



3. click on “research Tutor” in order to indicate the name of the Professor you chose as Academic Tutor for the internship (before doing it, you must
already have contacted him/her) and click on “Send request”

LYY
R ALMA MATER STUDIORUM

‘-wx UNIVERSITA DI BOLOGNA

srudem@nne

Home

a Internships
o Offars
« Companies
Log out

Tirocini - Richiesta di tirocinio

Richiesta di tiroeinio

Presenta una richiesta di tirocinio

Approval .The offer has been accepted by your faculty
Compstibity with study [l (intemship not listed in the study plan)

course

The Academic Tutor is
chosen autonomously by the
student. He/she has to be
chosen between professors
and structured researchers of
the University of Bologna.

For internship for
dissertation, the Academic
Tutor must be the thesis
Supervisor (in this case an
adjunct professor can also
be indicated).

————p  Academc tutor requested

0

Attacn CV and cover letter
(pdf 0 doc Max 2Mb)

|_Sfogla... |

Inteenship for Dissertation [] @
0

Student introductory notes

i

©Copyright 2008 [ould.3322 del 2023-01-17 15:40:12 CET - Server: Jtegt/127.0.1.1] - Informativa sul3 Privacy
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You have to select this
checkbox only if you chose
this activity in your study
plan (e.g. “Internship for
preparation for the final

examination”)

T

After clicking on Send Request, you

have to wait in order to see the
screen showed in the next page.




4. After clicking on “Send Request”, the application procedure ends and your request of internship has been successfully saved.

2o
SRR ALMA MATER STUDIORUM
N5 UNIVERSITA DI BOLOGNA
Tirocini - Richiesta di tirocinio

i ine g
Studen 0"”" Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
« Offers
« Companies Stampes richiests
Log out
©Copyright 2008 [DuBd.3322 del 2020-01-17 15:40:12 CET - Server: flest/127.0.1.1] - Infarm3aiiva sus Privacy
\ U ALMA MATER STUDIORUM - Universita dl Bologna - Via Zambonl, 33 - 40128 Sologna

At this point, the process restarts from the step “Approval of the Internship”.



Candidacy B — in reply to an “open” offer

If you want to apply to an “open” internship offer published by a Company/Institution,
you must log-in by using your University credentials

£ Accedi - Internet Explorer - T P _L

UU = I@ https: //cas-formazione. unibo.it/caslogin?service =https % 3A % 2F Y 2F tiroani. unibo . it % 2F tirc 93 5 |‘_1‘ =2 Accedi x I l Y * {{J} E
Ele Modifica Visualizza Preferii Strumenti 2 % & Convert - [P0 Sselect

© DsA

Inserisci le credenziali istituzionali di Ateneo.

mario.rossi@studio.unibo.it

Password

STUDENT'’S LOG-IN

Non riesci ad accedere?

Hai dimenticato le credenziali? Vuoi cambiare la password?
Informazioni sulle credenziali

Scegli il tipo di credenziali che usi:

= @studio.unibo.it

= @unibo.it

> @esterni.unibo.it

ALMA MATER ST(\JD!C)RU!\»\
U N l V E RS l TA D l BO LC)G N A Informativa sulls Privacy




1 ALMA MATER STUDIORUM

QY UN IVERSITA DI BOLOGNA

™

Sfudentonne

/

Home
nternships
« Offers

« Companies

Log out

After logging-in:
1. click on “Offers”

Internships - Welcome

Internships - Student home page

IARFNZO CORATTT

Curricular internship

For information about curricular internship see the specific page on your study course web site or contact the internship offica.

Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships

This platform can be used to view the list of the contracted companies, submit a sp ous application and answer to an internship offer.

THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships locatad in other regions are promoted in compliance with the regional activation procedures through Authorised Promoters (2.g. Job Centres, Recruitment Agencies, Training Institutions).

Post-Lauream experiences abroad are regulated by national laws (generally without the involvement of the graduate's University of origin) or by specific intarnational programmes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please chack h:
and-safety-in-study-and-internship-areas

| Internships to c lete - C.d.S.

Code Description Credits

i Internships to complete - C.d.S.

@_ Description Credits

Internship r

{ Id Host Organisation Object Date/Hour Of Submission Type Of Internship  Type Status
Curricular i ip Su offerta [ Accepted by the host ization By |

Ongoing and closed internships

No ongoing or closed internships




2. Click on “Curricular Internship”

gun
SRR ALMA MATER STUDIORUM

& UNIVERSITA DI BOLOGNA
Qb

Tirocini - Seleziona tipo tirocinio

STUdemol'ne Type of Internship

Home Select the type of internship
a Internships
« Offers
o Name Description
L Posty i hip (only | hip for new g who have completed their studies within the last twelve months, aimed at Wldlng direct knowizdge of and entry into the work environment. It is an option which allows students to obtain real work experience (aithough, as with
g out in ltaly) mternshlp 3s part of the student leaming process, it does not constitute employ ) with or following the period of study.
/ Curricular internship Student intemship which forms part of 3 course of study leading to the diploma, with practical training activities carried out zlso in outside the University. This intemship also provides 3 first contact with the work environment.

©Copyright 2008 [Duld. 3322 det 2020-01-17 15:40:12 CET - Server: lest127.0.1.1] - Informaiha susa Privacy
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3. Now, you would be able to see all the internship opportunities reserved for your Degree course and you can select the one you prefer

oy
‘-,wx ALMA MATE R STUDIORUM
W45 UNIVERSITA DI BOLOGNA

Internships - Internship offer management
Sfudemloune
Curricular internship
Home
a Internships ey,
§
otz Search filters |
PR S {Public name
« Companies
Loguat Course Faculty
Second Degree Courses I v|
Course —
[ , v =
Id Companylles Country N.request/N.position Job Description / Field Of Placement
]
1 |-
| s

‘ €©Copyright 2008 [ousd. 3322 del 2020-01-17 15:40:12 CET - Server: Jlesti127.0.1.1] - Infarmaiva susa Privacy
). 1L ALMA MATER STUDIORUM - Universits ol Bolcgna - Via Zamban, 33 - 43125 Sologna



4. You can apply by clicking on “send request”

ALMA MATER STUDIORUM
UNIVERSITA DI BOLOGNA

[ ] Tirosn
v

Internship offern.

3 Internships Internship offer detail
Ofters If you see a red checkbox, you have to update your study plan or

o Approval: [ The offer has been accepted by your faculty contact your Internship Office, if necessary.
N Compathilty with study ] Intemship not isted in the study gian) 4—
course:

Company/ies Ducati Motor Holdina S.0.a.

[Type |
Type of Intemship:  Curricular Internship
(Intemship detais |
Job description: .
Field of placement: -
Learning outcomes of the -
tfraineeship:
Contents or tasks of the .
traineeship:
Theoretical and applisd .
knowilzdge, personal skils
and col

(organisational skills,
team work, eic):

Numter of positions
availzble:
Duraticn: 300 {Ors)
Estimated start date: 3110312020
Estimated end date:  31/12i2020
Work location: -
Country: ITALIA
Province: BOLOGNA
Ciy. BOLOGNA
Financial contribution N
availsble:
Putiication start date: 04022020
Putlication expiration 2810212020
date:

[Other data

Name of the contact .
person:

Family name of the -
contact person:

Position of the contact -

person:
Language skil's required:
Computer skils required:
Notes:

Availabée for business N
trips outside italy:

Availzbie for business N
trips wiithin Italy:

Currently employed: N

Recip

Courses:




5. Click on “Search Tutor” in order to find the name of the Professor you want to suggest as Academic Tutor and press on “Send request”

o

Home

@ Internships
. Offers
« Companies
Log out

:m\._ ALMA MATER STUDIORUM
N UNIVERSITA DI BOLOGNA

Tirocini - Richiesta di tirocinio

STudemOIme Richiesta di tirocinio

Presenta una richiesta di tirocinio

Approval .The offer has been accepted by your faculty
Compatibiity with study . (Internship not listed in the study plan)

The Academic Tutor is
chosen autonomously by
the student. He/she has to
be chosen between
professors and structured
researchers of the
University of Bologna.

For internship for
dissertation, the Academic
Tutor must be the thesis
Supervisor (in this case an
adjunct professor can also

be indicated) |ﬁ

course

[ Academic tutor reques(eg

(pdf o doc Max 2Mb) *

Attach CV and cover letter \775\‘709"37 —

You have

to attach
your CV

Internship for Dissertstion [
0

Student introductory notes

notes are
discretionary

€Copyright 2003 [ould.3322 del 2020-01-17 15:40:12 CET - Server: lest/127.0.1.1] - Informativa sul3 Privacy
ALMA MATER STUSIORUM - Unlversits dl Bolegna - Via Zamean, 33 - 40125 Solagna

You have to select this checkbox only
if you chose this activity in your study
plan (e.g. “Internship for preparation

for the final examination”)

12



6. After clicking on “Send Request”, the application procedure ends and your request of internship has been successfully saved.

e
AR ALMA MATER STUDIORUM
Nawat UNIVERSITA DI BOLOGNA

Tirocini - Richiesta di irocinio

tude Yi@' ol =T
Studen line Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
« Offers
« Companies Stampes richiests
Log out
©Copyright 2008 [DuBd.3322 del 2020-01-17 15:40:12 CET - Server: flest/127.0.1.1] - Infarm3aiiva sus Privacy
\ U ALMA MATER STUDIORUM - Universita dl Bologna - Via Zambonl, 33 - 40128 Sologna

As you send the application, the Company receives a notification via email. The evaluation of the application is up to the Company.

If the evaluation is positive, the host organization has to fill the Internship Programme and the student receives an email that invites him/her to
accept it; from this moment, the process restarts from the step “Approval of the Internship”.

13



Self — candidacy

If you want to present a spontaneous application for an internship in an already partnered organization:

1. after logging-in, click on “Companies”

ALMA MATER STUDIORUM UNIVERSITA DI BOLOGNA
% UNIVERSITA DI BOLOGNA NN =[SV R )

Internships - Welcome

Sfudenh@llne Internships - Student home page

2 Home
Internships
- Offers
/ e Curricular internship
Log out
For information about curricular internship see the specific page on your study course web site or contact the internship office.

Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships
This platform can be used to view the list of the contracted companies, submit a spontaneous application and answer to an internship offer.
THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships located in other regions are promoted in compliance with the regional activation procedures through Authorised Promoters (e.g. Job Centres,
Recruitment Agencies, Training Institutions).

Post-Lauream experiences abroad are regulated by national laws (generally without the involvement of the graduate's University of origin) or by specific international
programmes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please check http:
assistance/health-and-safety/online-course-on-health-and-safety-in-study-and-internship-areas

Internships to complete - C.d.S.

| Code Description Credits
| 15349 TIROCINIO 10




2. insert the complete name of the Company/Public body you are interested in, and click on “Search”

1

S ENIVINRTN I Kaa el 1Y UNIVERSITA DI BOLOGNA
UVARRE SRR AMBIENTE STS
Aziende/Enti
studenti@line : o
Companies/Public bodies
Home The following is the list of organizations accepting autonomous applications. To check the organization and send your application click on the corresponding box
2 Internships ) -
. Offers Search filters |
-- Companies Company/Public body name Province
Log out | | [--all - v
Keyword Country
| [--all-- v|
Field
[ all -- v
..
Company/Public Body Name Location Company Description Field
—
>
- v

3. Click on in order to select the Company that you are applying for

15



4. click on “send autonomous application”

EWVIYTYNING I Rt oYM UNIVERSITA DI BOLOGNA
/5 UNIVERSITA DI BOLOGNA [NV =S SR i)

Sfudenh@hne Company detail

Company

Home
= Internships
Col

O (Company .
.. Companies Company/Publul:1 :.(:1?
Lo o Business type:
Description:
Sector:
Country:
State/Province:
City:
Town/District:
Address:
CAP:

[lnformation related to the Agreement with

Note:

First name of the contact
person:

Email:
Web site:

©®Copyright 2008 [build.3326 del 2020-01-27 16:58:13 CET - Server: jtest/127.0.1.1] - Informativa sulla Privacy
\ / ALMA MATER STUDIORUM - Universita di Bologna - Via Zamboni, 33 - 40126 Bologna



5. select “Curricular Internship” by clicking the button

2 ALMA MATER STUDIORUM UNIVERSITA DI BOLOGNA
_ﬁ, UNIVERSITA DI BOLOGNA NS i )

Tirocini - Seleziona tipo tirocinio

Sfudenh@lme Type of Internship

Home Select the type of internship
= Internships
.. Offers
= Name Description
- Companies
L = Postgraduate internship  Internship for new graduates who have completed their studies within the last twelve months, aimed at providing direct knowledge of and entry into the work environment. It is an option which
090 (only in Italy) allows students to obtain real work experience (although, as with internship as part of the student learning process, it does not constitute employment), concurrent with or following the period of
study.

Student internship which forms part of a course of study leading to the diploma, with practical training activities carried out also in structures outside the University. This internship also provides a - —

Curricular internship
first contact with the work environment.

®©Copyright 2008 [build. 3326 del 2020- 01 27 16 58:13 CET - Server: jtest/127.0.1.1] - Informativa sulla Privacy
| ! ALMA MATER STUDIORUM - Uni gna - Via Zamboni, 33 - 40126 Bologna
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6. Click on “Search Tutor” in order to fill in the section with the name of the Professor you want as Academic Tutor and then click on “SendRequest”

S T .
(_';j“,}sgt; ALMA MATER STUDIORUM  IVENIRY S ST VNI B] G 1 K Tel VN
ey UNIVERSITA DI BOLOGNA [FRNI=TTE i

Tirocini - Richiesta di tirocinio

Stude ﬂ'fl@hl"le Richiesta di tirocinio

Home Presenta una richiesta di tirocinio
2 Internships
- Offers
-- Companies Quando presenti richiesta devi sempre inserire il nominativo del Tutor accademico che intendi proporre per il tirocinio.
Log out

1. Se presenti candidatura in risposta a un'offerta "ad personam" (a te riservata) devi attendere:
= la validazione del programma di tirocinio da parte del Tutor accademico;
= I'approvazione della richiesta da parte della Commissione Tirocini del tuo corso di studio.
2. Se presenti candidatura in risposta a un'offerta "aperta" oppure autocandidatura devi attendere:
= l'accettazione della richiesta e la compilazione del programma di tirocinio da parte del Soggetto Ospitante;
= la validazione del programma di tirocinio da parte del Tutor accademico;
= I'approvazione della richiesta da parte della Commissione Tirocini del tuo corso di studio.

Successivamente, riceverai al tuo indirizzo di posta elettronica istituzionale (nome.cognome@studio.unibo.it) un'email con ulteriori istruzioni per completare |'avvio del
tirocinio.

Per ulteriori informazioni contatta I'Ufficio Tirocini dell’area scientifica

The Academic Tutor is
chosen autonomously by Compatibility with study . You have
the student. He/she has to course to attach
be chosen between — Academic tutor requested your CV
L1
professors and structured L
Attach CV and cover letter i |

researchers of the (pdf o doc Max 2Mb) * | Sfoglia... | g—-—
University of Bologna. i i i < ]

Y & intomakip for Dlssenam:_r’\ O You have to select this checkbox
For internship for Student introductory notes only if you chose this activity in
dissertation, the Academic % your study plan (e.g. “Internship
Tutor must be the thesis notes are for preparation for the final
Supervisor (in this case an discretionary examination”)
adjunct professor can also
be indicated).

18



7. After clicking on “Send Request” the application procedure ends and your request of internship has been successfully saved.

"f@' ALMA MATER STUDIORUM UNIVERSITA DI BOLOGNA
UNIVERSITA DI BOLOGNA YIS 2R S

Tirocini - Richiesta di tirocinio

57Udem'®l'ne Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
- Offers
Log out
©Copyright 2008 [build.3326 del 2020—01-27 16 58:13 CET - Server jtest/127.0.1. 1] Informativa sulla Privacy
) 10 ALMA MATER STUDIORUM - Uni di Bologna - Via Zamboni, 33 - 40126 B

After this step, the Company receives a notification via email. The evaluation of the self-candidacy is up to the Company.

If the evaluation is positive, the host organization has to fill the Internship Programme and the student receives an email that invites him/her to
accept it; from now the process restarts from the step “Activation of the Traineeship”

19



Candidacy for an Internship at the University of Bologna
1. After logging-in, click on “Companies”

wya
SR ALMA MATER STUDIORUM
T LN IVERSITA DI BOLOGNA

Internships - Welcome

On]] ;
Studen ol'ne Internships - Student home page

a Home
Internships

« Offers

. Compenies Curricular internship
Log out

For information about curricular internship see the specific page on your study course web site or contact the internship office.

Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships

This platform can be used to view the list of the contractad ¢ ies, submit a t application and answer to an internship offar.

THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Post-Lauream experiences abroad are regulated by national laws (generally without the involvement of the graduate’s University of origin) or by specific international programmes.

Postgraduate internships located in other regions are promoted in ¢ liance with the regional activation procedures through Authorised Promoters (e.g. Job Centres, Recruitment Agencies, Training Institutions).

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please check h
and-safety-in-study-and-internship-areas

__________ Internships to complete - C.d.S.

Code Description Credits

Internships to ¢ lete - C.d.S.

Code Description Credits

Internship req

| d Host Organisation Object Date/Hour Of Submission Type Of Internship  Type Status

Ongoing and closed internships

20



2. Insert “ALMA MATER STUDIORUM” in the section “Company/Public body name” and click on “Search” and then on

j’m-;- ALMA MATE R STUDIORUM
P W UNIVERSITA DI BOLOGNA

Aziende/Enti

studeni@ine s e & g
Companies/Public bodies
Home The following is the list of organizations accepting autonomous applications. To check the organization and send your application click on the corresponding box
@ Internships
« Offers | Search filters
. Companies Company/Public body name Province
Log out [ALMA MATER | [-=al-- v
Keyword Country
[ | [-all- v
Field
[--all- v
{ Company/Public Body Name Location Company Description Field
J‘N.MA MATER STUDIORUM - UNIVERSITA DI BOLOGNA BOLOGNA ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA ione post: 13 universitana e non universitari H <
BOLOGNA
‘ ITALIA ‘

L

©Copyright 2005 [oLld. 3322 del 2020-01-17 15:40:12 CET - Server: Jlest127.0.1.1] - Informathva susa Privacy
.1l ALMA MATER STUDIORUM - Universita di Bologna - Via Zambanl, 33 - 40125 Sologna




3. click on “send application”

AR ALMA MATER STUDIORUM
U5 UNIVERSITA DI BOLOGNA
&

. ey Company
S?UderﬁOhne Company detail

Home
@ Internships
L Offars L —

 Companis Compsny/Public body ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA
name:

Business type:  Universitallstituto di istruzione superiore
Description:  ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA
Sector: Istruzione post-secondaria universitaria e non universitaria

Country: ITALIA

State/Province: BOLOGNA
City: BOLOGNA
Town/District:
Address: Via Zamboni 33
CAP. 40126

Log out

[informazioni relative ai tirocini interni all’Alma Mater Studiorum - Universita di Bologna

Send appiction

Note: L'Alma Mater Studiorum - Universita di Bologna permette lo svolgimento di tirocini curriculari allinterno delle proprie strutture. Prima di presentare una candidatura & necessario definire un argomento e una presso cui
referente dell'Universita

jgere il tirocinio con un

” €Copyright 2008 [DLEd, 3322 del 2020-D1-17 15:40:12 CET - Server: iest127.0.1.1] - Informaiiva su2a Privacy
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4. Fill in all the sections with the information needed (already agreed with the AcademicTutor and the Contact

person of the Host Organization) and click on “Send request”

L
).“GE""OME Richiesta di tirocinio

Home: Presenta una richiesta ¢l tirccinio
 Internships

Cffers.

Tempena Prima ¢l compliare 3 richiesta consulta ie Infarmazioni relative al ticocini Interni presentl sul 5ito web 2el tue corso o stual

Log out
You have to select this Compatiity wihstugy [ (eirmshio setstes n the sy o) Select the Academic Tutor

. . course .
checkbox only if you chose this Acagemic it requested with whom you have
- . L]
activity in your study plan (e.g. Attacn € and e fener already agreed on the
H o (pa? ¢ doc Mex 20} X

“Internship for preparation for F——» ey Sseraen [ Internship Programme
the final examination”) PR

Use the drop-down menu in order |——p |

v

to select the Unibo Department ost Crpanizaton |

. . Supervisor Name *
where your internship takes place st Orgectzston |
Supeniscr Sumame *

Host Crgenization [
Supendsar Emal *
Laborstory/Office = |
Locaia sade del trochic

Nezzce
Reglone sede * [EMILIA-ROMAGNA |

Comune sede * [Caiazicra . V|

Acdress -

[
Estmemgswacse®- [ |

< | Fill in this section with the name/contacts of the Supervisor of the

Host Organization and the name of the Laboratory/Office.

Each internship will be activated for 12 months (by default)
starting from the beginning date written on the Attendance

d
Estimated end cate O = al
Total amount of hours * :]

g —
Werking hours * tom [00 V}{00 V] v [02 V][00 V] trench oresk incluses)
Acations! IMforme¥ian on  [oezante 2o Zal tirccinic aemc s
werking hours and > Freazc aedi divesze
scties -

@21lz 3e2e priscipale del tirscints, da Zefinize e
[program=ace iz sccosdo con il reaponisbile del tizccimic

[Ms

Oojectves -

I [ Dichiare ¢l aver concordate | 2atl Inser can I tutor & i referante del scggetto ospitante *

Register. The real duration of the internship is determined by
the number of ECTS forecasted by the Study Plan of the student
(for example: curricular traineeship of 6 ECTS=min. 150
hours/max.180 hours).

[ |
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5. After clicking on “Send Request”, the application procedure ends and your request of internship has been successfully saved.

2o
SRR ALMA MATER STUDIORUM
N5 UNIVERSITA DI BOLOGNA
Tirocini - Richiesta di tirocinio

i ine g
Studen 0"”" Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
« Offers
« Companies Stampes richiests
Log out
©Copyright 2008 [DuBd.3322 del 2020-01-17 15:40:12 CET - Server: flest/127.0.1.1] - Infarm3aiiva sus Privacy
\ U ALMA MATER STUDIORUM - Universita dl Bologna - Via Zambonl, 33 - 40128 Sologna

From this moment, the process restarts from the step “Approval of the Internship”.



Download the Internship Programme

After the approval of the internship by the Internship Commission, you must: 1.click on

“Download the Internship Programme”
2. sign it and have it signed by the Supervisor of the Host Organization*

Home
2 Internships
- Offers Status of the application: Approved by the commission [ll
izl Details Host organisation details
Log out
Notice

Type of Internship  [Curricular internship |
Object* |-tirocinio |

Host Organisation

Applicant \

Degree programme \
Date/Hour of Submission
Academic tutor requested
Academic tutor assigned *

Attach CV and cover letter
(Max 2M) =

Internship for Dissertation

Student introductory notes

The offer mustbe [l
compatible with your study
career

Details of the Internship Programme
All fields marked with * are mandatory

Download Internship Programme

Agreement Ref. No. *:
Date of the conclusion (date

of signature) *:
Signed intemship
programme (PDF,

dimensione massima 2Mb):

* In case of internship outside University’s facilities, a copy of an Identity Document of the Supervisor of the Host Organization
who signs the Internship Programme is required.



3. Then, upload the Internship Programme signed and stamped by the Host Organization and click on “Save”

Home
2 Internships
T offers Status of the application: Approved by the commission [l
il Details Host organisation details
Log out
Notice

Type of Intemnship  [Curricular internship
Object* |_tirocinio |
Host Organisation |
Applicant ]
Degree programme |

Date/Hour of Submission
Academic tutor requested
Academic tutor assigned *

Attach CV and cover letter
(Max 2M) *

Internship for Dissertation
Student introductory notes

The offer must be [l
compatible with your study
career

Details of the Internship Programme
All fields marked with * are mandatory

Agreement Ref. No. *:
Date of the conclusion (date
of signature) *:

Signed internship | | E—"—
programme (PDF,

dimensione massima 2Mb):



Download the Attendance Register

1. After the validation of the Internship Programme from the InternshipOffice, you have to download the Attendance Register where you have to write down all
the hours you will spend at the Host Organization

2. You can begin the activity on the starting day (onwards) reported in the Attendance Register

Internships to complete - C.d.S. )

Code Description Credits

Internship requests

1d Host Organisation Object D l.ftg?nesg{p Type Status

[l Approved by the commission ‘
|

Ongoing and closed internships

Type of Internship
Curricular internship

Company
ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA

Job description

Planned start date
01/02/2020

Planned end date
31/01/2021

Signed internship programme

®Copyright 2008 [build.3326 del 2020-01-27 16:58:13 CET - Server: jtest/127.0.1.1] - Informativa sulla Privacy
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B ALMA MATER STUDIORUM
/f'}: UNIVERSITA DI BOLOGNA

STudenﬁ@line

Home
Internships

- Offers

-- Companies

Log out

il

UNIVERSITA DI BOLOGNA

AMBIENTE STS

Internships

End of internship information

When you conclude your internship, please fill in the following data. The end date must be the last day of your sign-in sheet

La data di fine effettiva del tirocinio deve corrispondere all'ultimo giorno di presenza presso la struttura ospitante, cosi come registrata nel registro presenze.

Dopo il caricamento della documentazione attestante il regolare svolgimento del tirocinio e la compilazione del questionario devi attendere la chiusura del tirocinio da parte
dell'Ufficio Tirocini.

Per conoscere la documentazione richiesta dalla Commissione Tirocini e le modalita di registrazione del tirocinio in Almaesami consulta la sezione tirocini del sito web del tuo
corso di studio.

Per ulteriori informazioni contatta I'Ufficio Tirocini a supporto della Scuola di Scienze.

End date * [:] 5 <4—— write down the last day you were at the Host Organization (it must be the same day set out on the Attendance Register)

Final attendance rscoirg (PDF, massimo 3Mb) | Sfoglia... |€—— upload the Attendance Register completed with signature and stamp of the Host Organization Supervisor
00
Final report® (PDF, massimo 3Mb) Lsifqgljrar,:;: <4—— upload the Final Report of internship only if it’s required by you Degree course
Note

® Finally, save the procedure

" The data will be analyzed only after you fill the questionnaire in l

®@Copyright 2008 [build.3326 del 2020-01-27 16:58:13 CET - Server: jtest/127.0.1.1] - Informativa sulla Privacy
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The evaluation form must be completed in order to finalize your internship

Id Host Organisation Object CareTTToaror rypeor

Submission Internship
491158 ALMA MATER STUDIORUM -
UNIVERSITA DI BOLOGNA

Type

Status

-l Approved by the commission

Ongoing and closed internships

Type of Internship
Curricular internship

Company
ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA

Job description

Planned start date
01/02/2020

Planned end date
31/01/2021

Signed internship programme

Declared end date
27/02/2020

Final attendance record book

ﬂb) Attention! The document won't be validated untill you won't fill in the questionnaire

Final report

kg;&_‘ Attention! The document won't be validated untill you won't fill in the questionnaire

Evaluation form
Evaluation form to be filled in —

®Copyright 2008 [build.3326 del 2020-01-27 16:58:13 CET - Server: jtest/127.0.1.1] - Informativa sulla Privacy
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What to do at the end of the internship*

After filling out the compulsory questionnaire:

v/ Attendance Register will be checked by Internship Office and if no further modifications are needed, it will be validated

v" Final Report will be checked by your Academic Tutor and if no further modifications are needed, it will be validated

v’ Lastly, the Internship Board receives an email confirming that the internship has been regularly ended and it will be recorded in AlmaEsami

*N.B. You are supposed to read carefully what your Degree course specifies in regards to the whole procedure:

DEGREE COURSE WEBSITE > STUDYING > INTERNSHIP (curricular and/or for thesis project)
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