
Internship abroad 
activation guide



How to activate an internship abroad

N.B. THE ACTIVATION PROCEDURE CAN START ONLY AFTER THE STUDENT, THE PARTNER
TUTOR AND THE DEPARTMENT INTERNSHIP TUTOR HAVE DEFINED THE INTERNSHIP
CONTENTS AND ARRENGEMENTS.

In order to activate an international internship it is necessary to draft the Trilateral Agreement through
a very simple fill in on-line procedure on STeP (Stage&Placement) Portal.

The Trilateral Agreement must be drawn up by the student.

Once the Trilateral Agreement has been filled in and the confirmation of the two other parties involved
is given (the partner tutor and the faculty internship tutor), the student must wait for the International
Office approval and then send by email the Trilateral Agreement signed to the International Office at
least 5 days before the internship beginning.

In all cases the student, the partner tutor and the faculty internship tutor must sign the Trilateral
Agreement.

Two copies bearing an original signature must be sent to the International Office once the internship
has been completed.

THE INTERNSHIP IS ACTIVATED ONLY ONCE THE INTERNATIONAL OFFICE APPROVAL HAS
BEEN GIVEN (A DEPARTMENT INTERNSHIP TUTOR APPROVAL IS NECESSARY IN CASE OF
CURRICOLAR INTERNSHIP).



Step 1: Login

Go to 

http://step.unicatt.it/

Click on “students” 

and log in with your

ICatt credentials.



Step 2: STeP Homepage



Step 3: Internship activation procedure

Bottom left on the Homepage, in the section Stage,

click on “start your stage”.



Step 4: Choice of the internship type

Select stage abroad.



Select the correct internship type (see next slide) and the destination
(EU or Extra-EU), fill in with your bank account or credit card number
(the bank account or credit card bust be in your name).

Step 4: Choice of the internship type



• Traineeship for graduates: choose this option if your

internship starts within 12 months from your graduation date.

• Curricular internship for students (for credits): choose this

option if your internship is accepted by your faculty and gives

you credits. Contact the faculty internship tutor for approval

before departure.

• Extra-curricular intership for students (for extra credits):

choose this option if your internship is not recognized by your

faculty. You will receive 1 extra-curricular credit if this the first

international experience with UCSC.

Step 4: Choice of the internship type



• With a key-word, 

search the company

• Once selected the 

correct company, add

the information 

related to the 

company tutor and 

placement details

(where necessary).

• Accept the 

declaration related to 

the insurance policy.

Step 5: Filling the Trilateral Agreement



Complete the Trilateral Agreement with information about the training period (from/to), duration,
expected hours (total), working hours, a description of the activities and acquired professional
competences at the end of the internship, acquired competences check modality and finally choose
your faculty and your internship tutor.

Click on ACTIVATE THE INTERSHIP.

Step 5: Filling the Trilateral Agreement



Once the Trilateral Agreement has been filled in an the confirmation of the two

other parties involved is given (the partner tutor and the department internship

tutor), the students must wait for the International Office approval and then

send by email the Trilateral Agreement signed to the International Office at

least 5 days before the internship beginning.

In all cases the student, the partner tutor and the faculty internship tutor must

sign the Trilateral Agreement.

Two copies bearing an original signature must be sent to the International

Office once the internship has been completed.

Once the Trilateral Agreement is confirmed, the student must fill in the flight

details to activate the insurance policy. The documents related to insurance

policies, scholarships and end-of-stage forms will be available for the download

in the section “Scholarship documents”.

Step 6: Trilateral Agreement confirmation

and documents download


