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The regulations stipulate that the internship period is compulsory:

- Bachelor students: after 2nd year of study (BSc2nd year)
- Students admitted to BSc3 2nd semester: between the 1st and 2nd 

year of the Master's programme
- Students admitted to the Master's programme: between the 1st and 

2nd year of the Master's programme 

Duration: 9 consecutive months in a single architectural practice
 
The student may carry out the internship in architecture studios, craft 
workshops, research centres, etc., provided that the destination is 
agreed with the person in charge of the professional practice. 

During the internship period, the student remains enrolled at the Academy 
and pays a reduced annual tuition fee of 400 CHF.

Internship regulations



1. 1. In order to obtain the BSc arch., respectively to enter the MSc arch., it is necessary to have sustained in total 
at least 9 consecutive months of full-time practice over two semesters in an architectural firm approved by the 
head of practice.

2. The practice is normally carried out after the second year of the Bachelor's degree during two consecutive 
semesters and allows the acquisition of 60 ECTS.

3. During the practice period the student remains matriculated and pays a reduced fee.

4. The programme of the practice period is submitted to the head of practice for approval.

5. At the end of the practical period, the student submits to the head of practice a portfolio and a certificate 
documenting the activity carried out. The head of practice shall recognize or reject the period of practice.

6. Students who have already completed a practicum before entering the Academy shall submit their work to the 
head of practice, who shall assess its relevance to the Academy's Regulations.

7. For students who enter the MSc arch. with a Bachelor's degree from another university and who are required to 
do their practical work, this shall normally take place after their first year at the Academy.

8. It is possible to request a period of supplementary practice between the end of the Bachelor's degree and the 
beginning of the Master's degree. The request for additional practice will be assessed by the head of practice in 
each individual case.

9. During the practicum period, the student may take examinations of courses taken in previous years, in 
accordance with Art. 8(3).

Regulations for studies and examinations - Art. 18 External practice



Internship regulations
For the recognition of professional practice:

• It is not possible to plan the internship period in 2 or more 
different firms necessary to achieve the mandatory 9 months. Any 
interruption of the internship must be communicated in advance and 
in good time to the supervisor for assessment. An official justification 
will be required and submitted for evaluation.

• In the event of an interruption, internships of less than 3 
months are not recognized.

• Internships in studios that have not been agreed with the 
supervisor (especially if communicated after the internship) are not 
accepted.

• Any particular case must be discussed before departure



Webpage

https://www.arc.usi.ch/it/informazioni-pratiche/anno-di-pratica


Before departure



Procedure for internships
The internship is organised and managed on the virtual secretariat  
platform accessible at the following link:

https://sv.arc.usi.ch

https://sv.arc.usi.ch/


Procedure for internships
1. Students attend a collective informative meeting

2. Each student prepares a portfolio, thinks about the goals of the  
internship, and perhaps contacts host firms they know personally.

3. The student uses the internship management form on the virtual secretariat to 
make  an appointment with the head of internships, request practices and verify 
those  already contacted

4. Interview with the head of internship on the date agreed

5. The student contacts the host firms agreed on

6. After confirmation by the practice (work contract) and completing all the  
documents, the student records the internship on the virtual secretariat.

7. Acceptance of the internship by the head of internships

8. The student performs the internship

9. At the end of the placement, the student submits the necessary documents and 
completes the process on the virtual secretariat with the recognition of the file.



Internship process
The module "Professional practice" is active on the Virtual 
secretariat. You can then book your interview and fill in the parts 
as indicated in the slides above.

First interviews available from:

March 2026



On the virtual secretariat platform there is a section devoted to professional  
practice:



If the student knows the firm to be submitted  
to the head of internship

Where you would like to have 
contacts

1
2

3
Upload the portfolio



Choose a slot available.





Important information is highlighted on the main screen of your profile on the  
virtual secretariat:



Procedure for internships
Interview with head of internships:

1- All students must attend an interview
2- The interview is individual and will be fixed by 

appointment  on the virtual secretariat
3- There is just one interview
4- The interview will discuss the portfolio, the 

architectural  firms indicated and the goals set by the
student

5-  Interviews will take place in Villa Argentina (office V2.05)



Procedure for internships
6- When you submit the interview application form, you 

can change  the information entered up to 4 days 
before the interview itself,  after which it will no longer 
be possible to make changes.

7- The head of internships can refuse an 
interview if some  information is missing
(example: incomplete portfolio)

8- You cannot cancel the interview on the virtual 
secretariat but  only by email: this is the only case 
when email may be used.



Procedure for internships
9- After the interview, you must organise your portfolio 

before submitting it and upload it on the dedicated 
section of the Virtual  Secretariat.

10-  Only then can you receive the list of studies required.

11- You should then contact the host firms, requesting a 
reply by  email and telephone. It is essential to make 
yourself available for  a personal interview with the head 
of the firm.

12- If a host firm refuses your application you can 
request further contacts to apply to.



Interview conducted

Incomplete portfolio
Changes are displayed 
and reloaded
a new portfolio



After making the
required changes
the portfolio is accepted



The student can then view the assigned studies according to their requests.
The list will also show the studies proposed by him and the pre-existing contacts. 



Click on «Documenti per la richiesta» ("Request documents".)

Application



Application
The covering letter is 
required for the application.

It can be downloaded from 
the SV after receiving the list 
of studies.  

It can be attached to the 
paper portfolio or used as the 
body of the email for the 
online application.



Application
Advices:

Subject of the e-mail: 
ITA
Candidatura stage - USI Accademia di architettura di Mendrisio
ENG
Internship application – USI Academy of Architecture in Mendrisio

Many of the studios in our database have already received students in 
the past, so indicating "Academy of Architecture in Mendrisio" in the 
subject line is essential.

Do not send application mails at the weekend but during the working 
week.



Application
Advices:

Delivery by paper:
If possible, it is advisable to hand deliver the portfolio to the office. 
If sending by post, please also send an email to the office.

Approximately 10 days after sending it, ask the firm for a reply.

Remember that it is a good idea to contact the firm by telephone for 
immediate feedback.



Request for additional 
selection of studios:
You can request a list of additional studios by clicking on the
button in the “Studi di architettura” section



Richiesta aggiuntiva di 
studi di architettura.

If in the meantime, you 
have received an offer 
from a firm not on the 
list, you can add it to 
your existing contacts by 
requesting an additional 
selection.



Internship
registration

Indicate your condition

Choose the studio



Registered internship

Useful information: 
Varies according to the student's 
situation and the geographical 
location of the study.

Pre-stage documents

Internship
registration



Pre-internship 
documents
Once the internship is registered, depending on  
the country where the host firm is located and  
your status (Swiss students, student third 
countries, etc.), the  documents required are 
automatically indicated,  some of which must be 
uploaded to the virtual  secretariat.



Pre-internship 
documents
List of documents:

Mandatory Internship Agreement
Agreement between student, Academy and host studio mandatory 
for all students.

Convention de stage
compulsory only for trainees in France



Document required for the Academy, to be  downloaded, 
compiled and uploaded ONLY on the  virtual secretariat:

• Mandatory Internship Agreement  
Agreement between student, Academy  and host 
firm compulsory for all students.

NB.
Work contracts should not be submitted since they are 
personal  and only concern the student and the employer.

Pre-internship 
documents



Mandatory
Internship
Agreement

Complete in full and upload to the
virtual secretariat.

The document will be checked.
If incomplete, the internship
will not be registered.



IMPORTANT:
The student should keep the document  
with the original signatures.

Mandatory
Internship
Agreement
Please read carefully all the pages that  
make up the document.

The Academy only requires the student to  
upload the document to the Virtual  
Secretariat.

Student

Studio

Academy



Pre-internship documents
for France

The Convention de  
stage is a compulsory
document for France, to be
downloaded, completed  
and uploaded to the virtual  
secretariat.

The original copy must be  
presented to the host firm.

Student

Studio Academy



Example
Incomplete 
Stage

Registered internship

Useful information

Incomplete pre-stage documents 
with change notice



"click" on Details to edit/delete an 
internship/document.

always "click" on Request verification otherwise 
your request will not be forwarded to the 
responsible person.

Important



The internship has been accepted. You can now leave for the 
internship

Important

Name surname



Students are required to inform themselves in time about 
the entry requirements (Visa) of the country where they are 
going to do their internship. 

VISA and immigration

Process:

1. Get all the information about entry into the country where you 
want to do your internship (via official websites or agencies)

2. Request the VISA (if required)  
3. For students with B permit: notify your departure from Ticino to 

Ufficio migrazione www4.ti.ch/index.php?id=130264
and Città di Mendrisio
www.mendrisio.ch/formulario-online/notifica-di-partenza-2/

https://www4.ti.ch/index.php?id=130264
http://www.mendrisio.ch/formulario-online/notifica-di-partenza-2/
http://www.mendrisio.ch/formulario-online/notifica-di-partenza-2/
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If, during the internship, the student decides to extend the 
period of study, he/she will have to change the dates on the 
virtual secretariat (SV). It is not necessary to fill out again 
the Mandatory Internship Agreement.

However, it is necessary that the insurance part is also 
respected during the extension of the internship.

This operation is possible by following the instructions on 
the previous slide.

Extension of the 
internship period



After the internship



Important
The mandatory documents to be produced for the Academy at the 
end of the placement are 2:

• Portfolio of work carried out (on virtual secretariat SV)

• Internship certificate (on virtual secretariat SV)

ATTENTION: documents must be uploaded this document within 
1 month (30 days) from the end of the internship.



Important
Portfolio material:

The first thing to communicate to the studio is that you will need to show the 
university the work you have done during the internship.

It is therefore essential to have some material (not necessarily all or the most 
“sensitive”) to include in a portfolio.

The Academy discourages students from taking material that has not been 
agreed with the studio. 

The portfolio handed in by the student at the end of the internship is examination 
material and will therefore not be disclosed by the Academy.



Important
Portfolio material:

If the firm does not allow the material to be disclosed the practice manager must 
be informed at an early stage. The student must upload the following documents 
to SV in the portfolio section:

• A certificate drawn up by the studio indicating the impossibility of 
disclosure of the material (on headed paper and can be part of the cover 
letter/reference letter)

• A letter of introduction drawn up by the studio with a list of the work 
carried out by the student (on headed paper).

• Submit a personal essay/report describing the internship experience, 
omitting sensitive data (one page minimum). It is important to describe, 
for instance, what you have learned, how the studio is structured and 
more generally what the experience was like in the studio and in the city 
where the internship took place.



At the end of the internship, the Internship Office, after checking the 
documents, has the possibility to:

• Acknowledge the internship
• Not recognize the internship, ask for additional documentation or 

have the whole file repeated
• Request additional documentation
• Carry out interviews to verify/clarify the uploaded materials
• Contacting the studio for verification of the student's work

The professional practice is to be considered an examination in its 
own right and as such, indicated on your university transcript. 

Successful completion of this examination is necessary to obtain the 
Bachelor's/Master's degree.

Important



Personal interviews are scheduled for the first week of 
the semester in September 2027. Student will receive 
an evaluation of their internship, and we will check all 
submitted documents.

More information will be sent by e-mail.

Important



Close the stage on SV

The data of the internship can be 
modified until the last moment 
before the request for verification.

Post-stage documents
download/upload

To validate their internship, each 
student must complete the "internship 
closure" procedure on the Virtual 
Secretariat.



Closing Internship - Modify Internship

If there are changes you need to make the 
necessary changes.

Internship outcome with possible observations.



Internship closure 
Mandatory post-internship documents

Internship Certificate

Portfolio



Uploaded in PDF  format on the 
virtual secretariat.

Other documents similar to this
one are not accepted (such as
certificates issued by the host firm).

Internship 
Certificate



Post-internship portfolio
General information:

• Recommended formats: A4-A3 (landscape/portrait format)

• You should select some of the most significant projects 
worked on and developed during the internship. 

• You can include material of the studio (even if you did not 
produce it), if it is essential to understand a project.

• You may create a section devoted to travel and your 
experiences during the internship.

If the studio does not allow the disclosure of the work 
carried out, it is necessary to inform the Internship 
Office immediately. 



Internship closure

Verified internship data

Pre-stage and post-stage 
documents verified.



You can consider the 
internship over!



Internship office  
contacts:

Internships office 

Arch. Stefano Perregrini
Head of internships

Villa Argentina, Ufficio V2.05 (Livello 2)
+41 58 666 5754
internship.arc@usi.ch

Internships office 

Ivana Radic 
Staff

Villa Argentina, Ufficio V2.05 (Livello 2)
+41 58 666 4407
internship.arc@usi.ch
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