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COVID-19 EMERGENCY

The mobility for physical internships 
abroad was suspended until 

31/01/2021

It will be resumed from
08/02/2021 onwards

provided that the University, the host 
institution and the legislation of the 
country of destination allows it when 

starting and during the actual 
internship.



COVID-19 EMERGENCY

This means that those who intend to carry out 
an internship in the country of the host 

institution in the coming months will have to 
check these conditions with the interested 

parties and consider the potential risks in terms 
of health, costs and possible inconveniences, of 
any kind, related to the fact of carrying out a 

period of mobility abroad during the pandemic.



Disclaimer for physical

internships abroad

It is a statement in which you raise the University
from any liability arising

from the Covid19 emergency in progress. 
(This document needs to be uploaded in pdf. 

format via Google form)

You will find it on the University’s webpage of 
Internships abroad

https://www.unive.it/pag/17148/

New documents to fill in:

https://www.unive.it/pag/17148/


Confirmation of 

arrival

To be sent in pdf. format via 

email to 

erasmus.placement@unive.it

as soon as arrived in the 

host country

mailto:erasmus.placement@unive.it


Declaration of 

responsibility
You’ll find it among the Documents 

for the Erasmus+ for traineeship 

2020-2021

at the webpage

https://www.unive.it/pag/17148/

To be uploaded in pdf. via Google 

form together with the LAT and the 

other required docs

https://www.unive.it/pag/17148/


Link: https://drive.google.com/open?id=12Xazt0J5QSHphCqgvqGRiujWxUX9UjJd

Don't forget to 

download the 

Mobility 

Preparation 

Dossier!

https://drive.google.com/open?id=12Xazt0J5QSHphCqgvqGRiujWxUX9UjJd


Some useful links:

Europe Direct Venezia – Transnational Mobility Unit:

https://www.comune.venezia.it/it/content/mobilit-transnazionale (IT)

https://www.comune.venezia.it/en/content/transnational-mobility(EN)

Eurodesk Italy: https://www.eurodesk.it/ (IT)

European Youth Portal : https://europa.eu/youth/home_it (IT)
https://europa.eu/youth/home_en (EN)

European Solidarity Corps: https://europa.eu/youth/solidarity_it (IT)
https://europa.eu/youth/solidarity_en (EN)

Eures: https://ec.europa.eu/eures/public/it/homepage (IT)

Stage4Eu: https://stage4eu.it/ (IT)

These links are signalled by Europe Direct Venezia which is an office of 
the Venice municipality working also as a Eurodesk point. They can 

give to the interested students a consulting service for opportunities
of internship in Europe. 

https://www.comune.venezia.it/it/content/mobilit-transnazionale
https://www.comune.venezia.it/en/content/transnational-mobility
https://www.eurodesk.it/
https://europa.eu/youth/home_it
https://europa.eu/youth/home_en
https://europa.eu/youth/solidarity_it
https://europa.eu/youth/solidarity_en
https://ec.europa.eu/eures/public/it/homepage
https://stage4eu.it/


Remember to 

modify your study 

plan for 

supernumerary 

credits in case 

you need them!!!



PROCESS FOR ACTIVATING THE TRAINEESHIP WITH
ERASMUS +

STEP 01
SETTING UP THE AGREEMENT BETWEEN THE HOST COMPANY AND CA’FOSCARI

AND INPUTING THE TRAINEESHIP INTO OUR DATABASE

STEP 02
FILLING IN THE LAT – LEARNING AGREEMENT FOR TRAINEESHIPS

STEP 03
SENDING THE BANK ACCOUNT DETAILS AND THE LAT THROUGH GOOGLE FORM

STEP 04
SIGNING THE FINANCIAL CONTRACT, OLS PRE-DEPARTURE LINGUISTIC TEST, 
GRANT (SCHOLARSHIP) DISBURSEMENT

STEP 05
DURING THE MOBILITY

STEP 06
FINAL DOCUMENTS



STEP 01
AGREEMENT

AND INPUT OF THE TRAINEESHIP 
INTO OUR DATABASE



To start the agreement procedure go 
to the following page:

www.unive.it/careerservice-en







Given the current 
circumstances it is ok if the 
company prints just one copy 
of the agreement which must 
be signed, scanned and sent 
via email to our office at 
erasmus.placement@unive.it
Being careful of keeping the 
original hard-copy that could 
be sent later.
Once we receive the scanned 
copy, we include the company 
in our database and the 
agreement is set up.

mailto:erasmus.placement@unive.it


TRAINEESHIP INPUT INTO THE DATABASE

Once the agreement is set up,

you need to register your internship in our database.

This step is essential for the credits (cfu) recognition and 

more generally to start the internship.

REMEMBER: Just fill in this form but DO NOT print the 

documents obtained.

You will only need to use official E + documents for your 

internship (LAT and Attendance register).



STEP 02
LAT –

LEARNING AGREEMENT FOR 
TRAINEESHIP



For the academic year 2020/2021, internships can take 

place in the following modes:

VIRTUAL – which means an internship carried out 

entirely from remote directly from Italy or from the country 

in which the host institution operates.

PHYSICAL – which means an internship carried out face 

to face in the host institution country if there are the 

suitable conditions to do it.

BLENDED – which means an internship combining a 

period of work carried out from remote (in Italy or abroad) 

with a period carried out in presence.

INTERNSHIP MODES



To start the procedure go to the 

following page:

www.unive.it/stage-estero

selecting the English language

Then go to the section

and click on

http://www.unive.it/stage-estero






Fill in with your  

laptop respecting 

the original Word 

format then 

upload it in pdf!

ATTENTION!
 VERIFY THAT THE DATES THAT YOU INSERT CORRESPOND TO 

WHOLE MONTHS USING THE GRANT CALCULATOR ON THE 
WEBSITE AND INCLUDE THE MODE OF YOUR INTERNSHIP. 

 REMEMBER THAT WE ONLY PAY UP TO THREE WHOLE MONTHS.

 INTERNSHIPS CAN TAKE PLACE IN THE FOLLOWING PERIOD 

15/02-30/09 2021



Fill in with your  

laptop respecting 

the original Word 

format and 

upload it in pdf.!



STEP 03
SENDING THE BANK ACCOUNT 

DETAILS AND THE LAT THROUGH 
GOOGLE FORM

ATTENTION: those who have already sent it via Google form, must use 

the LAT during the mobility (STEP 05) to communicate any possible 

changes in the internship dates and/or mode!



The Google form















STEP 04

•SIGNING OF THE FINANCIAL CONTRACT
•OLS PRE-DEPARTURE LINGUISTIC TEST
•GRANT DISBURSEMENT



Once we receive the LAT and your bank account details, we 

will verify that everything has been properly filled in and 

consequently we will prepare the financial contract that will 

be sent via e-mail exclusively to the mail address 

studentIDnumber@stud.unive.it. 

(if you are a recent graduate and your academic email 

account has been disactivated please promptly inform us)

The winner has 30 days before departure to print it, sign it 

and send it us a scanned copy via email at 

erasmus.placement@unive.it

The students must keep the hard copy.

SIGNING OF THE FINANCIAL CONTRACT

mailto:erasmus.placement@unive.it


READ THE FINANCIAL CONTRACT 

CAREFULLY BEFORE SIGNING IT!

If you notice any discrepancy or misprint 

tell us, we will correct them...

TO ERR IS HUMAN;)



After receiving the contract you will be sent via email the 

credentials to access the Erasmus Plus OLS portal from 

which you can do the pre-departure linguistic assessment, 

aimed at verifying the possession of the level of the language 

required for the internship, declared in the application phase.

WARNING! Immediately save username and password to 

access the OLS portal. You will need them to take the final 

language test.

OLS PRE-DEPARTURE LINGUISTIC TEST



GRANT DISBURSEMENT

Given the current emergency situation and as stated in the 

self-declaration signed by the beneficiary, the grant will be 

paid in the proximity of the start of the internship.

WARNING! In the event of a delay in the delivery of the 

documentation, the payment of the grant may not be 

guaranteed within the established time.

WARNING!

Should you not start the planned internship, the grant received 

must be returned.



The internships carried out in the following modes:

• virtually from Italy are considered as zero grants which 

means without any financial contribution.

• from the country of the host institution are considered as 

physical internships with a financial contribution for the 

whole period with different monthly amounts depending 

on the host country, as explained in the call.

• carried out in physical or blended mode (for the part in 

presence) will receive a grant with different monthly 

amounts depending on the destination and the actual 

number of days spent abroad, as indicated in the call.

AMOUNT OF THE GRANT



Once you arrive in the country of the host institution, you 

will need to fill out this document and send it in pdf. format 

by email to our address erasmus.placement@unive.it

CONFIRMATION OF ARRIVAL



Before leaving check that they are valid and not expired:

• TEAM card (health insurance card or electronic health 

card with tax code)

• Identity card

We remind you that the agreement signed with Ca ’Foscari

covers against accidents at work and civil liability.

DON’T FORGET to register on the website of the 

Ministry of Foreign Affairs and International Cooperation

DOVE SIAMO NEL MONDO

https://www.dovesiamonelmondo.it/home.html

CHECK how to enter the host country and if there are any 

rules to follow due to the covid-19 emergency (e.g. 

quarantine, registration with the authorities, etc.): 

https://ec.europa.eu/transport/coronavirus-response_en

P.S.

https://www.dovesiamonelmondo.it/home.html
https://ec.europa.eu/transport/coronavirus-response_en


STEP 05

DURING THE MOBILITY



ALWAYS CHECK THE MAIL !!!

Once you have left all communications will 

be via e-mail, @ stud.unive.it, so try to 

check it as often as possible.



On the first day of internship



 

 

Università  
Ca’ Foscari Venezia 

 
Ca’ Foscari University of  

Venice 
 

www.unive.it/erasmus-placement 

Settore Stage Estero 

Dorsoduro 3246 - 30123 Venezia 
Tel: +39 041 234 7565/7504/7949 

Fax: +39 041 234 7954 
E-mail: erasmus.placement@unive.it  

 
 

ATTENDANCE REGISTER 

 
 
 

 
 
 

Trainee / Intern  

Training / Internship Period  From                          To 

Host Partner  

Tutor / Supervisor  

 
 
 
 

The intern/trainee has to arrive on time and respect the tutor’s instructions and 
rules. 
 
 
Both the intern/trainee and the tutor/supervisor have to sign the Attendance  
Register every working day. 
 
 
It is the tutor/supervisor’s responsibility to fill in the Attendance Register  
correctly. 
 
 
Please print one page for each month. 
 

 
 

To be filled

in for each

working day

and signed

by you and 

your host

company/

institution

tutor!



Fill in with your  

laptop respecting 

the original Word 

format and send it 

in pdf.!

TO FILL IN DURING THE MOBILITY ONLY IF THERE ARE CHANGES IN THE 

MOBILITY DATES,MODE OF THE INTERNSHIP,  ACTIVITIES OR HOST 

INSTITUTION TUTOR

LAT During the mobility



On the Italian webpage

https://www.unive.it/pag/11694

There is a questionnaire to give us a 

feedback on your internships

https://www.unive.it/pag/11694




STEP 05
FINAL DOCUMENTS





TO FILL IN AT THE END OF THE MOBILITY PERIOD AND HAND IN (or sent it in pdf. 

by email due to the Covid19 emergency) TO OUR OFFICE WHEN THE TRAINEESHIP 

IS OVER (Warning: verify that your host company tutor will be present during the last 

days of the traineeship in order to sign your documents)



LIST OF DOCUMENTS TO SEND BY EMAIL TO 

erasmus.placement@unive.it

•LAT - After the mobility filled in all its parts and signed

•Attendance register filled in and, if the internship requires it, with 

the part related to the credit recognition signed by the academic 

tutor (professor).

Remember that even if you have completed more hours than those 

recognizable for the internships (150 hours), the amount of credits 

recognized will be only the one indicated in your study plan.

ATTENTION: verify that the dates are the same in both documents

•OLS final receipt

•Participant's Report Receipt (an email will arrive automatically 

from the system towards the end of your internship, 

ATTENTION: if you have modified the final date as there could be 

some delays or advances in the sending)



CONTACTS

Careers Service – Internships Abroad Unit

Call center 
+39 041 234 7575

Email 
erasmus.placement@unive.it 




