
 

INTERNSHIP MANAGEMENT SYSTEM (Gestionale Tirocini) 
USER GUIDE 

for Students enrolled in the LM-51 qualifying degree courses 
Faculty of Medicine and Psychology 

 
 

Submission of a new Application 

 

1. Click on “Invia una nuova richiesta di tirocinio” (Submit a New Internship Application) 

 
 

2. Click on “In una nuova candidatura per un periodo di tirocinio al quale non ti sei mai 

candidato” (In a new application for an internship period you have never applied for before) 

 
3. Select the internship period 

4. Attach your CV by clicking on “Scegli il file” (Choose File) 

5. Select “Studente iscritto ad un corso di laurea LM-51 abilitante” (Student enrolled in a 

qualifying LM-51 Master's degree program) 

6. Click on “Avanti” to proceed 

 



 
 

 

7. Click on “Cerca e scegli un ente” (Search and choose a host institution) 

 

 
 

8. Once the host institution is selected, at the bottom of the details page, click on “Richiedi 

tirocinio” (Apply for internship) 

 

 
 

Note: It is recommended to contact the institutions directly before applying for the internship, to 

verify their availability to accept the application. 

 

9. Repeat steps 7 and 8 to add any additional institutions (up to a maximum of 12 institutions). 

10. Before the application deadline, and after submitting all the requests to the institutions you 

are interested in, click on “Conferma candidatura” (Confirm application) 

 

 
 



Note: Without confirming the application, you will not be able to view the request by the institution. 

If the application is confirmed by mistake before all institutions have been added, you can cancel it 

by clicking on “Annulla conferma candidatura (Cancel application confirmation). 

 

 
 

 

 

After submitting all the requests to the institutions you are interested in, click again on “Conferma 

candidatura” (Confirm application). 

 

Managing internship requests 
 

1. After confirming the application, you can view the number of accepted requests in the 

“Richieste di tirocinio” (Internship Requests) area by clicking on “richieste accettate 

dall’ente” (Requests accepted by the institution). 

 

 
2. Select the application period from the dropdown menu: a list of institutions that have 

accepted the internship request will appear. 

 

 
 

3. After having accepted the application, the institution must upload the Training Program to 

the management system. 

The student can then view it and choose to either accept or decline it by clicking “Accetta” 

or “Rifiuta” ('Accept' or 'Decline'). If multiple institutions upload the Training Program, the 

intern must accept only the one they have chosen and decline all others. 

 

 



 
 

4. The internship begins when: 

- the intern has accepted the Training Program. 

- the Secretariat has approved the Training Program. 

 

Note: Students enrolled in the qualifying degree program are not required to pay the 

internship fee. 

 
 

Completion of the internship 

 

1. Within 3 days after the end of the internship period, click in the “Tirocini” area 

 
 

- Complete the Evaluation Questionnaire (if available on the Management System) 

clicking on “Compila il questionario”  

- Click on “Libretto di tirocinio” to upload the attendance record book, including the 

suitability assessment, in PDF format, fully completed, signed (by the tutor and the 

institution), and stamped (by the institution), clicking on  

- Click on “Dichiara completamento del tirocinio” (Declare the completion of the 

internship). 

 

 
2. After declaring the completion of the internship, the student must contact the institution, 

which will confirm the conclusion of the internship in the management system. 

  The internship conclusion notice can be viewed in the “Tirocini” area by clicking on 

“Tirocinio concluso” (Completed internship). 

 



 

 

 
 

 
 

The attendance record book will be approved by the Secretariat. In case of rejection, a new 

attendance record book can be uploaded, overwriting the previously uploaded file. 

Uploading the attendance record book at the end of the internship period is mandatory. 

After the attendance record book is approved by the Secretariat, the student must contact the 

Head of the Master's degree program for the internship formalization. 


