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=F7L " The Intemship: an excellent opportunity!!!

= Students:

ﬁ ® « A great incentive to ask oneself the right questions!
k « Familiarize with working life

* Immerse into industry practice

* Develop transversal skills

* Future hiring opportunity

Py = Companies:
« Benefit from highly qualified students
* A new insight on current issues, innovate!
« Evaluate future employees

= EPFL:

EPFL « Adirect link to industry

« Aplatform to start collaboration on the research level
» Feedback from industry to improve the education of our students

B INTERSHIP INFORMATION SESSION



PFL Intemship obligation ‘

* The internship in industry is a MANDATORY step of the Master degree

= STAP («STAge crédité avec le Projet de master»): Detached internship but
credited with the master project

» The internship is part of the Master cycle

Periods Semester taken into
account in the duration
of the studies*

Min. 8 weeks After Bachelor No
Max. 6 months Before Master Project

*Maximum duration of the master cycle: 6 semesters

= The internships are not supervised by the EPFL, but EPFL ensures that
they go smoothly

= Evaluation report by both the student and the company supervisor
SGM Internship quidelines

EPFL Internships webpage

B INTERSHIP INFORMATION SESSION
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Detached internship but credited with the master project


https://sti.epfl.ch/sgm/engineering-internship/
https://www.epfl.ch/education/studies/reglement-et-procedure/stages/

P Some Important rules

* The internship takes place in non-academic organizations:
« Companies
* Public institutions
* Research centres which do not deliver academic credits/diplomas
« Start-ups

» The internship subject/company must be validated by the section
 Clear link with the learning objectives of your Master’s program
» Subject examples: implementation or improvement of products, services or processes

» Host organization ensures a “business-like” working environment (i.e. teamwork, well-
defined management and responsibilities, ...)

EPFL  foon couaion Rocoweh imovton Schook Comue Q
[RS Y R——

= |n Switzerland or abroad

Some recommendations for an internship abroad:
Plan your trip — Safety, Prevention and Health - EPFL

B INTERSHIP INFORMATION SESSION
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Students going abroad are responsible for obtaining the necessary permits and visas, with the assistance of the companies that hire them.


https://www.epfl.ch/campus/security-safety/en/security/travels-abroad/plan/

*F*L " Howto find an intemship?

= |t is the student’s responsibility to find an appropriate internship to
validate his/her Master degree

* Internship portal on ISA (access given through the student’s ISA account)

» Other means:
« Company’s websites
* Network (family, friends,...)
* Forum (e.g. EPFL Forum)
« EPFL Alumni network
« Specialized press or websites
For every internship found outside ISA portal: ask the section for the
company and subject validation before accepting

B INTERSHIP INFORMATION SESSION



=PrL

B INTERSHIP INFORMATION SESSION

How much salary?

There is no official regulation in Switzerland to pay a monthly salary for an
internship

EPFL recommends a monthly salary around 2000 CHF. However, there is
no obligation of the company to comply with this

Often the salary is dependent of the company’s size and status
Part of it can be paid in kind (e.g. food, transport, accommodation)

Abroad, salaries are different but correspond to the cost of living




=rrL  Administrative procedure (foreign students)

= The Swiss federal council allows foreign students of Swiss academic institutions to
perform a mandatory internship during their studies ( )

= EU students performing a 3-6 months internship must simply be announced at the
cantonal office

= Non EU/EFTA students require a work authorization to do their internship in
Switzerland or European countries

* The internship must be mandatory
* The salary must stick with the law requirements:
= Most cantons require a salary around 2000 CHF/month

= The company MUST apply for the work authorization at the proper working office of
their canton/country

= Upon request, the STI internship coordination provides the student/company with a
document stating that the internship is mandatory for the studies ( to obtain a
mandatory internship certificate)

B INTERSHIP INFORMATION SESSION

= |t requires up to 8 weeks to obtain this authorization from the cantonal offices


https://www.fedlex.admin.ch/eli/cc/2007/759/fr#a39
https://forms.gle/QehY2j9hS3X8nV7u9

=FFL Sustainable intemships

» Goal: encourage companies to propose sustainable internship topics meeting
the United Nations’ Sustainable Development Goals (SDG) criteria list

= Validated by EPFL VPT
R\LD

= Recognized by the logo ;m

YTT\g

= As part of the evaluation process of the
internship the student is asked to write a
half-page report to comment if the
sustainability goals have been reached.
This report does not influence the
validation of the internship for the master
curriculum.

B INTERSHIP INFORMATION SESSION

Sustainable Internships



https://www.epfl.ch/about/recruiting/recruiting/internships/sustainable-internships/
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=PrL

B INTERSHIP INFORMATION SESSION

The Intemship portal

» The ISA internship portal is an efficient
way to find your internship

= Always apply through the portal for
mandatory internship to get a follow up
of your applications and ease the final
registration

= |[nternships positions are mainly in
Switzerland and in near European
countries

= The recruiter contact information is
sometimes not available

&

= Do not use the portal for
personal internship search

1



=F7L  Applications procedure through the ISA portal ’

= Required documents: your CV and a motivation letter

= The motivation letter must be specific to the company and internship topic
« Optionally, other documents (work certificates, grades, ...)

= Applications are automatically sent to the companies by the ISA interface on a
weekly basis (Monday 2 pm)

= You will be contacted by the company if your application is successful

= You must accept ONLY ONE offer
* No withdrawal from the accepted position
« Kindly notify all other companies you had privileged contact with

= Once all the details of your internship have been settled, enter or edit the
details of your internship on the ISA portal. Upload a pdf copy of the signed
internship agreement.

B INTERSHIP INFORMATION SESSION



=F7L  The application status Is updated through the
ISA portal

Registered: application is done by the student

Transmitted to the company: the application has been sent to the
company by EPFL (the student receives an email)

* If no news after 3 weeks, contact the company (if contact details available) or
the STI internship coordination

= Selection in process: student’s documents have been opened by the
company

» Refused.: the student is not hired
= Accepted. the student is accepted by the company (after an interview)
= Hired elsewhere: the student has found another internship

B INTERSHIP INFORMATION SESSION



P*L " The Intemship agreement

B INTERSHIP INFORMATION SESSION

» The internship agreement specifies the
commitments and responsibilities of EPFL,
the host company and the student

This tripartite agreement must be signed
for all mandatory internships before the
internship starts

A- No other internship agreement involving EPFL
will be signed by the section

= Upload the signed internship agreement on
ISA portal

Engineering Internship Agreemen

Engineering Internship Agreement

The present agreement is entered into by:

The Host Company
(company and address)

represented by
(name and title of representative)

(hereinafter referred to as « Host Companyn)
AND
L'Ecole Polytechnique Fédérale de Lausanne, 1015 Lausann e (EPFL)
represented by EPFL's representative:

(name, surname)
{hereinafter referred to as "EPFL Representa tive")

AND
The student
({name, surname)
(address)

enrolled for the Master - Year

(hereinafter referred to as « Student »)

14
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=PFL What if | find an intermship by myself?

= Prerequisite to the internship agreement:
submit a short but detailed description
of your internship to the section for validation
(Formulaire de validation de stage)

= Once the tripartite internship agreement is
signed, enter your project details (company,
dates, supervisor’'s name and e-mail) on the ISA
internship portal by creating a new internship
proposal, and upload a pdf copy of the fully
signed agreement

B INTERSHIP INFORMATION SESSION

15


https://sti.epfl.ch/wp-content/uploads/2024/08/Demande-validation-de-stage-en-entreprise-hors-portail-formulaire.pdf

PFL  During and after the intemship

B INTERSHIP INFORMATION SESSION

» |[n case of problems (accident or illness,
personal problems, conflict with supervisor,...),
contact urgently the STI internship coordination
or your section

16

Evaluation form

= No written internship report is requested by

Application of scientific and technical knowledge

EPFL but can be requested by the company

Planning and management of work tasks

= To validate your internship, an evaluation form

Integration in the professional world

has to be filled in by you and the supervisor in

the company (sent out automatically through

Communication

ISA portal 2 weeks prior to internship ending)

Independence

= Pass/Fail decision is taken by the section based
on company supervisor’s evaluation
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=PrL

B INTERSHIP INFORMATION SESSION

Courses

= Course 1: Understand recruiters
« Understand the decision-making process
* Increase the impact
* Do a self assessment

= Course 2: Crafting an effective CV
* Review of the CV sections

= Course 3: Succeeding with your letter of motivation
* Role of the letter of motivation
 Structure and writing technique

Most are given in English and in French — Last about 1:45 - 2:00

Optional but mandatory registration: Trainings

18


https://epflcareer.ch/en/trainings/

=PrL

B INTERSHIP INFORMATION SESSION

Courses

= Course 4: Mastering the job interview
« Before, during and after the interview

= Course 5: Communication and organization in the workplace: 10
effective methods for everyday work

« Communication including difficult ones
« Work organisation including objectives definition
* Relationship with your supervisor

19



=PFL On line ressources

B INTERSHIP INFORMATION SESSION

= Guide for a successful internship: Guide stage

= Podcast: Ma carriére, mes colléques et moi

EPFL

Handbook of
best practices
for a successful
internship

20


https://www.epfl.ch/education/studies/wp-content/uploads/2025/05/Handbook-of-best-practices_Insternship_EN-1.pdf
https://www.epfl.ch/about/news-and-media/fr/podcast/ma-carriere-mes-collegues-et-moi/

=PrL

B INTERSHIP INFORMATION SESSION

Intemship coordination team

»Validation of internship offers (from
the companies)

*Validation of internship proposal
(from students)

« Signature of internship agreement

* Pass/Fail decision

¥

Sébastien Soubielle

SGM
Internship Coordinator

oA

* Point of contact for questions
on internship program
(students/companies/ sections)

* Point of contact for particular
cases

Valérie Berger

STI
Internship Coordinator

» Certificates for mandatory
internship

» Students follow up

*Review and validation of
registrations on ISA
internship portal

¥

Mélanie Thuillard

STI
Administrative Support

21
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PFL Master project in Industry (PDMe) 23

= Another way to validate the obligation for a mandatory internship
=  Aresearch project in the company
= The student applies the competences acquired during the master’s program

= Supervised by a Professor from your section, in collaboration with the
company

= Academic content and administrative formalities are arranged between the
supervising professor and the company

= Written report and oral defence
= Regular feedback to the supervising Professor
= 25 week duration (+1 week vacation)

General information about Master’s Projects
General information about PDMe

Master Projects in Industry — STI

SGM Master’s Project

Procedure for Students for PDMe

B INTERSHIP INFORMATION SESSION
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https://www.epfl.ch/education/studies/en/rules-and-procedures/pdm-english/
https://www.epfl.ch/education/studies/en/rules-and-procedures/internships/i-am-doing-a-master-project-in-industry/
https://sti.epfl.ch/master-projects-in-industry/
https://sti.epfl.ch/sgm/master-projects/
https://sti.epfl.ch/sgm/engineering-internship/

=L PDMe - standard scenario (« PDM coordonné ») )

= Company discusses
the project with a
Professor

= Company has an = Company
idea for a master submits the
project proposal on the
EPFL portal

= Project starts under co-

supervision by company ﬁ

and Professor

N

= Student applies for the
project through the

b portal and gets accepted

- by the company

B INTERSHIP INFORMATION SESSION
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B INTERSHIP INFORMATION SESSION

PDMe - altemative scenarios

Get in touch with EPFL academic supervisors
— Does the lab have industrial projects / partnerships in the pipeline ?
If not, is the academic supervisor ok if you directly apply to companies ?

— e.g. via the IS Academia internship portal, making it clear to the company that you
want to turn the internship into a PDMe

A You have to get the company offer validated by your academic supervisor before
accepting it on ISA
A IP and confidentiality
— To be clarified between the company & the academic supervisor in advance!
— Optional : signature of the EPFL Master project agreement

During the PDMe

= Ensure a coordinated supervision and regular meetings together with the company
and the academic supervisor

25



=PrL

B INTERSHIP INFORMATION SESSION

PDMe - Important information

= Deadline for completing the PDMe (after the Master cycle completion)

= 2 semesters if the internship has already been achieved (during the Master cycle)

= 3 semesters if the PDMe is intended to validate the mandatory internship*

NB : * Students who fail their PDMe are required to achieve a PDM in an EPFL lab
= Remuneration

No recommendation from EPFL. To be handled directly by the company & the student
= Work authorization for Non-EU/EFTA students

Not required provided there is no monthly remuneration

& Setting up a PDMe takes several weeks / months — Take it in advance!

26



=PFL Master project agreement

B INTERSHIP INFORMATION SESSION

= Specifies the commitments and

responsibilities of the academic supervisor,
the host company and the student

= Can be signed upon request of the

professor or the company

= Defines IP and confidentiality aspects

= Enables the academic supervisor to have

access to the results of your work without
having to sign a NDA

A As it is not mandatory, amendments and

changes requested by companies won't
be accepted by EPFL

A This document is only accessible to
Professors/MERs

Agreement for master project

Agreement for master project

Important notice for the heads of EPFL Iaborntories:|

This agreement shall not be signed:

1) when the master project is part of a research project in the laboratory financed by the
company. In such a case, a research agreement shall be negotiated and executed in collaboration with
the company and the Technology Transfer Office of EPFL (TTO) and the student will sign with EPFL an
agreement on intellectual property and confidentiality.

2) when the laboratory discloses to the Student source code or EPFL confidential information. In
such a case, the ownership on and the right to use EPFLintangible assets and the results of the Student

shall be well analysed and discussed. Do not hesitate to contact TTO.

In addition, this agreement may only be signed if it is fully compatible with the other projects within
the laboratory.

The present agreement is entered into by the three following Parties:

The host company
(company and address)
Represented by

(name and title of representative)

{hereinafter referred to as "Company")

AND

Ecole Polytechnique Fédérale de Lausanne, 1015 Lausanne (EPFL)
Represented by professor EPFL

{first name and name)

Head of the laboratory:
(name of the laboratory)
(address of the laboratory)

(hereinafter referred to as "EPFL")
AND
The student
(first name and name)
(address)

enrolled for the program - Year

(hereinafter referred to as "Student")

Version September, 2021 1

27
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B INTERSHIP INFORMATION SESSION

&

Wrap up message &

pON
» Read the available documentation (EPFL websites)

= Draft your application documents very early

= Check the ISA internship portal and apply as soon as possible to avoid the
internship to be taken by someone else

= Attend offered courses

= Anticipate!
» A change of residence or relocation might be necessary
« Time consuming formalities might be required (visa, work authorization, residence
permit, passport, signatures of internship agreement ...)

» |n case of questions, do not hesitate to contact the STI internship coordination

28
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B INTERSHIP INFORMATION SESSION

Thank you for your attention
We wish you a lot of success with your internship campaign!

29
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Back up slides
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B INTERSHIP INFORMATION SESSION

When to place your Intemship / Master thesis?

& : : & N ; ) &
C e & e S S«

s I PDM in academia
Internship B Master cycle 5 5 aster cycle | 17 weeks |
| i PDM in academia
Master cycle Internship | ~ Mastercycle g 5

8 weeks

8 weeks

Master cycle Master cycle

Internship PDM in academia
8 weeks AEELS ;
Master cycle | Mastercycle [ Master project in industry
; ; ; ; 25 weeks ;

PDME in academia in foreign universities: 25 weeks

31



32

=P"L " When to place your intemship / Master thesis?

¢ s & N : & &
C< s & S e F S«

R & §
Master cycle Internship Master cycle PDN1I ;nv\?::s:ma

PDM in academia

17 weeks

6 months
Master cycle
Master project in

Master cycle
Master cycle Master cycle Internship industry
' | 25 weeks

%

Internship

6 months

6 months

B INTERSHIP INFORMATION SESSION

PDME in academia in foreign universities: 25 weeks
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