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1. Internship agreement : how to / menu

EsupStage is the tool you must use to create your 
internship agreement
✓ You can create one or more agreements
✓ You can print out a sum up after your agreement is 

filled out
✓ Please refer to the procedure in place in your 

department to complete the validation and signature 
process of your agreement

How to find EsupStage?

You can find the portal to connect to 
EsupStage and a lot more information on LEO!

Once you are on EsupStage, please use your 
browser's translation feature to read the 
information in English 

https://leo.univ-grenoble-alpes.fr/menu-principal/mon-projet-d-etudes-et-professionnel/faire-un-stage/votre-convention-de-stage/


1. Internship agreement : how to / menu



On the top left of the screen, you will find 3 sections : 

Find your agreement(s)

Create your agreement(s)

Internship evaluation (not yet available at UGA)

On the home page, you can follow the 
validation status of your agreement

Validation from 
the teaching staff

Validation from the 
administrative staff

You will need prior 
validation from the 
administrative staff to 
create modifications to 
your contract

For some academic 
departments, only this 
validation is required to 
download your contract

1. Internship agreement : how to / menu



2. Creating your internship agreement

Click on the « creating a convention » button

Create your internship agreement (8 sections = 8 steps)
The sections are highligted in red if empty, in yellow if uncomplete and in green if complete.

On the « Etudiant/student » 
section :
→ Please check your personal 
information



▪ Select the location (region and county) of the 
CPAM (France’s Primary Health Insurance 
Fund) of your residence

▪ Click on « AUTRES » if you do no not reside in 
France

This number does not represent the 
number of hours of your internship, but the 
hours spent during your courses. DO NOT 
MODIFY

Please note that if you do not reside in 
France (for example if you are following a 
remote learning course), you will not be 
covered by the accident policy of the CPAM 
student insurance. Please contact your 
own insurance company for coverage 
during the period of your agreement.

▪ If you are enrolled in multiple courses : select the course for 
which you are completing an agreement

By default, your administrative registration 
status will appear here

2. Creating your internship agreement : Student section



2. Creating your internship agreement 
: Student section

Choice of agreement template
Different templates will appear depending on your study 
regime or your program.

Select this template for an 
internship in France

Depending on the adequate 
language, selct one of these 
templates for an international 
internship :

For an internship with a specific 
supervision (CEA, INSERM, CNRS) :

For students in specific cases 
of program :

FORMAL EDUCATION or 
RESUMPTION OF STUDY  (STUDENT)*

* Check your registration regime and status with your 
academic department if needed 



2. Creating your internship agreement : Student section

Choice of agreement template 

Select this template for an 
internship in France :

For an international internship, 
select the template available in 
bilingual English :

CONTINUING EDUCATION (formation continue) or 
RESUMPTION OF STUDY (in CONTINUING EDUCATION )*

* Check your registration regime and status with your 
academic department if needed 



2. Creating your internship agreement : Student section

On the « STUDENT/ETUDIANT » section :

▪ Check the instructions of your 
department : a link is suggested, 
allowing you to find the expected skills 
for the internship (cf. “STAGE” section). 
You will also be able to obtain the 
specific procedure of your academic 
program.

▪ You may then click on the 
« établissement d’accueil » section to 
pursue the editing.

Please remember to validate 
after the editing of this section in 
order to save the information.



2. Creating your internship agreement : Host organization section

On the « ETABLISSEMENT D’ACCUEIL » section :  If your internship is in France

If you don’t have the SIRET number, 
• Check with your host organization 
• Search online by indicating [the name of your 

host organization] + « siret »
• Consult the government directory website : 

https://annuaire-entreprises.data.gouv.fr/ 
• Remember to consult the list of active 

organizations attached to your 
organization’s head office. You can find your 
place of internship there and then the 
corresponding number (siret)!

First of all, you must search for your host 
organization thanks to the SIRET number (a 
14-digit number, unique and associated to the 
organization) in the SIRET search bar.

https://annuaire-entreprises.data.gouv.fr/


2. Creating your internship agreement : Host organization section

HOST ORGANIZATION :  If your internship is in France

▪ The siret number communicated by your host organization is sometimes only associated with the headquarters of 
the establishment but not with adress of your internship.

- If so, please make sure that the internship location does not have its own siret number (cf. directory). 
- If that’s not the case, you can specify the location of your internship at the reception service (on the following 
section)

▪ To select an organization, please click on this button:

https://annuaire-entreprises.data.gouv.fr/


2. Creating your internship agreement : Host organization section

HOST ORGANIZATION :  If your internship is in France

If you cannot find the organization or that this one contains an error (adress or name ( = « raison 
sociale »), please fill out the contact form that you can find on the home page (step 5)

https://enquetes.univ-grenoble-alpes.fr/SurveyServer/s/dgdfvu-doip/SIP_etablissements_EsupStage/formulaire_etab.htm
https://esup-stage-pp.grenet.fr/frontend/#/


2. Creating your internship agreement : Host organization section

HOST ORGANIZATION : Your internship is abroad or on french oversea territories

- First, search for the organization by its name 
- You can also make a research by countries
- Select the organization by clicking on the « SELECT » button

If you don’t find your organization , you can fill out the contact form that you can find on the home page



2. Creating your internship agreement : Host organization section

After selecting the organization, you must specify the department where your internship takes place.
You can check the reception services list to see if yours is suggested.

For example : a university and a 
research laboratory

For example : the Bank of France



2. Creating your internship agreement : profesionnal tutor 
section

It corresponds to your supervisor in the host organization !
- Check their contact card 
- If it has not been created yet, you must do so thanks to this button :

To create the contact card, you must fill in the sections displayed below.
You must have the contact information.

The email to be filled in is very important because it 
can be used for signing the internship agreement.

Title of the post (HR manager, lawyer, project 
manager, etc.)



2. Creating your internship agreement : internship section

In this section, every element of the agreement must be mentioned.
They will then appear on the internship agreement depending on the template you chose.
Sections with an asterisk are mandatory : *

Choose the thematic of the internship in the suggested list

Indicate the subject 
of the internship in 
one sentence

Indicate the skills to be acquired or 
developed during the internship, using 
the link provided in the instructions 
(start of agreement)

Indicate the tasks (validated by your 
professional tutor and your referring 
teacher) that will be entrusted to you 
with as many details as possible

https://enquetes-uga.univ-grenoble-alpes.fr/dgdfvu-doip/annuaire_rncp2/report.htm


2. Creating your internship agreement : internship section

The dates mentionned cover the 
entire intership period

By default, the internship is considered as uninterrupted and with regular 
schedules (for example 35h/week). Do not modify if you do not have the 
details of your schedule.

EsupStage does not allow multiple 
agreements to be combined over the same 
period. If you encounter this message, 
indicate a fictitious date and contact your 
faculty referent to modify the period and 
bypass this block.



2. Creating your internship agreement : internship section

If you respond “yes”, please 
indicate the one or different 
interruption periods of your 
internship.
You may use the calendar or 
write the dates by using 
DD/MM/YYYY format.

If you respond “no”, indicate a first 
period, then the number of hours per day 
of your internship on this period.
You can add as many time periods as 
necessary to describe the schedule.



2. Creating your internship agreement : internship section

Hebdomadaire = per week

35 hours is equivalent to full time. 

Automatic but modifiable calculation of the 
internship duration (maximum 924h)!!

Discuss with your organization which holidays to 
mention

Must mention the planned changes to working 
hours during the period

Indicate part-time if the internship is less than 35 hours per week.



2. Creating your internship agreement : internship section

If the internship involves a bonus, mention the amount in euros per hour on a gross basis.

For internships in France, a bonus is mandatory for every internship with more than 308 hours in the same 
organization.
The minimum bonus amount may change on 1 January. Ask the host organization about this amount before 
creating the internship agreement.

For abroad internships :
- It is the host country’s regulations that apply. In general, the bonus is not mandatory.
- In the case of a bonus, the equivalent of the amount in euros is requested on the agreement to 

clarify the coverage of the workplace accident guarantee (see Article 6 of the agreement templates)

The minimum legal amount is €4.50/hour in 2026. In this case, the gross is equal to the net 
because there are no social charges for the host institution.

If no reward, indicate "no" and move on to the next step. 



2. Creating your internship agreement : internship section

Choose the answer thanks to the drop 
down menu

Mention the follow-up provided by your internship’s supervising 
teacher

Indicate here the terms and conditions provided by 
your program for the validation of your internship 
(see the study regulations or your faculty contact)

It is possible to determine the confidentiality of the 
internship topic here. Your host organization must 
inform you of the applicable constraints, if any

Mention the benefits offered by your host organization

Mention unusual internship hours or days as well as days 
working from home or in a third place



2. Creating your internship agreement : referent teacher section

You are advised to search by LAST NAME and choose 
from the list the person who will be supervising your 
internship within the educational team

Select the right person by clicking here

If you are unsure about your referent teacher, contact your faculty contact to find out who the teacher should be

The referent teacher must be a teacher member of the 
educational team of your academic program at UGA

Search the referent teacher of your internship



2. Creating your internship agreement : signatory section

It corresponds to the person legally responsible of the host organization !
Before searching them/ selecting them, you must choose a service or department
(for example : DIRECTION ou PRESIDENCE) linked with the function of this person.

If it does not already exist, you must create it using this button :

Make sure to search for the service before creating it!! 



2. Creating your internship agreement :  signatory section

The email is very important because it can be used for the 
signing of the internship agreement.
In the case of an error, the signing process mignt take more 
time than estimated before.

To then create the contact, fill in the sections shown below.

You must have the contact information.

Make sure to search for the signatory before creating 
their contact card.



2. Creating your internship agreement : summary section

You are nearing the end of entering the agreement. Remember to validate at the bottom of the page!
A summary is available for download. It may allow you to summarize the information from your 
internship for your referent teacher.

Don’t forget to validate your agreement at the 
bottom of the page !!

You have the option to modify your agreement at any time as long as it has not yet been approved 
by your faculty contact.

As long as the agreement is not validated, it is only in temporary storage and will not be 
visible to your component referees.



3. Validation of your internship agreement : summary section

Once you have approved your agreement, you will have two options depending on the choice implemented in 
your program procedure:

Either way, you will be able to access the internship agreement directly in PDF format (no validation required)

Either, you will have access to a summary in PDF format while waiting for the educational validation.



4. Annexes in addition to the internship agreement

Department instruction (student section)
- The certificate of completion of the internship to be signed by the host organization at the end of the 

internship
- The Foreign Student Departure Declaration (DDEE) form for internships abroad or in overseas territories. 

(UGA VPN required if you do not use campus networks).

You will need to provide your faculty contact persons with a certificate of civil liability.
It must cover you for the period in question and for the practice of the internship.
If your internship takes place abroad, it must cover you in the geographical area of the 
internship location.

https://leo.univ-grenoble-alpes.fr/menu-principal/mon-projet-d-etudes-et-professionnel/faire-un-stage/effectuer-un-stage-a-l-etranger/securiser-son-depart-a-l-international-etudes-stages-cesures-1063843.kjsp?RH=1632149025695


5. Creation of an appendix to the internship agreement

AMENDMENT: Document to be created when the terms of the internship are modified after the agreement is 
signed by all parties. 
CONDITION: To be able to enter an amendment to the agreement, your internship agreement must be validated 
in EsupStage by your departments contacts.

The list of reasons for the amendment is 
available here:
▪ Several boxes can be checked.
▪ For each reason, the original 

information is recalled and the new 
information is requested.

▪ For "internship termination," the 
termination date (last day of the 
internship) must be indicated.

▪ For "Other modification," a blank field 
will be provided. You can indicate and 
explain the accumulation of several 
reasons if needed.

All signatories are required to sign this new document.
If it is a change of host organization, a new internship agreement should be created.



6. Dashboard: 
Visibility of your internship agreements and amendments

A dashboard is available to you

Check the current agreements and the validation status of each agreement.
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