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BEFORE REQUESTING THE TPV 

Each student must: 

• Find a pharmacy willing to host them.  
• Ensure that the pharmacy is registered/accredited on the FoFi platform and has an agreement with 

the University of Tor Vergata. 

HOW TO CHECK WHETHER THE PHARMACY HAS AN AGREEMENT 

• Connect to the website of the Order of Pharmacists of Rome: 
Order of Pharmacists of Rome 

• From the menu on the homepage, select: 
1. Student 
2. Professional Internship in Pharmacy 

• Scroll down the page until you find: 
“Public portal of pharmacies participating in the Internship” (“click here”). 

• In the national pharmacy list, enter: 
o In the section “Province Pharmacy”: Order of Pharmacists of Rome 
o In the section “Pharmacy Social Region”: the name of the pharmacy 

Then select Search. 

• If the pharmacy appears in the list, it should have an agreement with the University of Tor 
Vergata. 

• This requirement can be verified by selecting the item “Conventions” in the section dedicated to 
the pharmacy. 

 
 

 
 
 



• If the pharmacy is not listed or does not have an agreement with the University of Tor Vergata, it 
will need to complete the required procedure by following the instructions available on the same 
page under: “Download: Pharmacy Accreditation Procedures.” For any issues, it is advisable 
to contact the Order of Pharmacists of Rome for assistance with registration on the platform or to 
request the activation of the agreement with the University. 

Order of Pharmacists of Rome  

• NB: Without registration on the portal and an agreement with the University of Tor 
Vergata, the pharmacy will not be able to host students from the University.  

• Furthermore, the internship application will be rejected by the Order.  

HOW TO APPLY FOR THE INTERNSHIP 

• Schedule an appointment with the contact person of the Didactic Secretariat, who will verify 
whether the requirements to access the internship are met and will explain the procedure.  

• Students eligible to start the internship will receive by email from the contact person of the 
Didactic Secretariat:  

1. The application form: “Application for Admission to the TPV.”  
2. The link to register/login to the FoFi platform.  
3. The link to the Course website where this guide is published. Since each step is explained 

in detail, students are asked to read the guide carefully.  

 
 
 



COMPLETION OF THE APPLICATION FORM 

For the completion of the application form, the student must agree with the contact person of the Didactic 
Secretariat on: 

1. The internship start date  
2. The internship period  

NB: In this section, a period will be indicated within which the student must complete the required 900 
internship hours (for no more than 40 hours per week, during the pharmacy’s opening hours and 
excluding night shifts). 

To protect the student, a period longer than the minimum time required to complete the internship may be 
indicated, including a period exceeding the standard six months allowed for the internship. This will make 
it possible to recover any missed internship days. Regardless of the indicated period, the total internship 
hours will always remain 900. 

3. Academic Tutor  

The Didactic Secretariat will communicate the name of the Course professor who will act as Academic 
Tutor and supervise the student during the internship. 

 
COMPLETION OF THE “APPLICATION FOR ADMISSION TO THE TPV” 

The remaining sections of the application form must be completed by the student: 

1. Personal data  
2. The section “Declarations” (tick all required boxes)  
3. The section “Request”  

Note: 
The Professional Tutor must be a pharmacist registered with the Order for more than two years. 

A pharmacist may act as Professional Tutor for only one student at a time. If a pharmacist is assigned as 
Professional Tutor for more than one student, the Order will reject the internship application. 

4. Signature of the trainee  
5. Signature of the Professional Tutor  
6. Pharmacy stamp  

NB: The Professional Tutor must sign in the section specifically dedicated to them and not underneath the 
pharmacy stamp. 

7. If the student carries out the internship in only one period (at a single pharmacy), the sections:  

• Second period  
• Third period  

must not be completed. 

 
SUBMISSION OF THE APPLICATION 

The completed application form, in PDF format, must be: 



1. Uploaded to the FoFi platform (after obtaining access credentials – see the following section);  
2. Delivered by hand in its original version and also sent by email to the Didactic Secretariat.  

NB: Before uploading the application to the FoFi platform, students are strongly advised to have 
the Didactic Secretariat check the correct completion of the form. 

Any errors may result in the rejection of the internship activation request by the Order. 

 
REQUEST FOR LOGIN CREDENTIALS TO THE FOFI PLATFORM 

8. The student must connect to the following link (the link will be provided during the internship 
appointment in person at the Didactic Secretariat – see above) 

https://tirocini.fofiruf.it/ 
 
1). You will be directed here: 

2)  Select: “Apply for Internship” (“Fai domanda di tirocinio”) at the bottom of the page.  

In the following screen, select: 

• Order of Pharmacists of Rome under: “Select the Order”  
• University of Tor Vergata under: “Select your University” 

 
 



 
 

• Select: “The degree course I am enrolled in is qualifying, therefore I wish to continue.”  
• Click Continue.  
• In the following screen, the student must enter their personal details.  

NB: The email address provided will be used by the Order for all future communications. Therefore, it is 
important to use an email address that is checked daily, preferably the institutional email address. 

 

 
 

• Enter the required data and select “Continue” and then “Send access credentials.”  
• The Order will send, to the registered email address, a temporary password to access the platform. 

 

 
 

• Once the temporary password has been received, the student must log back into the platform via 
the following link: 
FoFi Internship Platform  

• Enter your registered email address and the temporary password.  
• NB: The password can be changed after the first login. 



Once logged into the platform, the system will ask the student to upload the internship application (which 
must be in PDF format). 

 

NB: The application consists of a single file (please ignore the option indicating that the application is 
made up of two files). 

 

 
After uploading the application, the message “Application completed successfully” will appear. 

 

 
 

The Order requires at least 15 days to process and approve the internship request. This period starts from 
the date the application is uploaded to the FoFi platform and is necessary to define all internship 
timelines, including the start date. 

This is because the internship start date, together with all related timelines and deadlines, will be 
calculated starting from the submission of this request. 



All students are required to comply with the requirements set by the Order and are asked to take this 
timeframe into account when requesting the activation of the internship. The 15-day period is counted 
from the moment the request is uploaded to the FoFi platform. 

Applications requesting immediate commencement or submitted with deadlines close to the date of 
the eligibility verification appointment will not be considered. 
 

NB: If the pharmacy is not included in the list of accredited pharmacies on the FoFi platform and/or does 
not have an agreement with the University of Tor Vergata, the Order of Pharmacists of Rome will reject 
the student’s application. 

It may also occur that a pharmacy is accredited (and therefore appears on the FoFi platform) but 
has an agreement with other universities and not with the University of Tor Vergata. 

 

 
 
Pharmacies wishing to host students from the Pharmacy Degree Programme must complete the 
procedure again by signing an agreement with the University of Tor Vergata. 
 

 

NB: BEING REGISTERED ON THE FOFI PLATFORM IS NOT SUFFICIENT. 

It is the student’s responsibility to verify the pharmacy’s registration, either by contacting the pharmacy 
directly or through the Order’s website (see above). 

Once the internship request is approved, the student will have a personal area on the FoFi platform, where 
they must select the Internship Diary (online version). 



The internship diary must be filled in from the actual start date indicated in the application for admission 
to the TPV. For example, if the internship begins on the 15th of the month, even if the system calendar 
starts on the 1st, entries must begin from the 15th. 

 
 

 
The system will automatically calculate the internship hours (progress), deducting them from the total of 
900 hours required to complete the internship. 
 
 
 
 

        (Screenshot: start of the internship) 
 

 
 (Screenshot:  internship in progress ) 
 

 
 
 

To complete the virtual diary, the student must select from the list of proposed topics the activity carried 
out each day and provide a detailed description in the section “Further notes.” 

NB: The logbook must be filled in daily and strictly in Italian. 

It is recommended not to leave any days of the month without a description of the activities performed, 
even if some activities are repeated over time. 



 

 
 
Internship finished 
 

1) The platform timer will automatically record the completion of the internship. 
 

 

 
 

2) The student must complete the Final Report, which is available in the platform menu. 
 
 

 
   
 

To complete the report, the student must fill in all sections related to the listed topics in a thorough and 
complete manner (see below). 

NB: An incomplete or approximate compilation will result in the report being considered invalid. 



 
 

3) At the end of the report, the internship must be approved 
by:  

 
 

1) Professional Tutor: who must also write an evaluation 
report on the student’s performance.  

2) Academic Tutor  
3) The Order  
4) TPV Representative  
5) Educational Office 

 
 

Approval is sequential: the Academic Tutor will only be able 
to approve the internship after it has been approved by the 
previous parties in the required order. 

by the Professional Tutor; similarly, the Order will only 
approve the internship after it has been approved by the 
Professional Tutor, and so on.  

NB: After approval by the Professional Tutor, it is advisable to inform the Academic Tutor by email. 

The progress of approvals can be monitored in the platform’s History (Storico) section (see below) 

 
 



 
 

4) After approval by the Order, the student will receive 
an email with the approval notification : 
 

 
 

 
 

5) After approval by the PPV contact person, before the 
internship is approved by the didactic secretariat, 
it is advisable to DOWNLOAD the PDF copy of the 
internship booklet. 

 
 
 
 
 
 

 
 

6) After approval by the TPV representative, the internship will be almost complete (NOT complete!!!) 
(see below). The internship status will still remain: IN PROGRESS. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7) Final approval will be issued by the Didactic Secretariat. At this stage, the internship status will 
change from IN PROGRESS to COMPLETED, and the student will receive a notification from 
the Order. 



IMPORTANT: only after approval by the Didactic Secretariat will the internship be officially considered 
completed. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NB: The Didactic Secretariat continuously monitors the progress of internships. However, students are 
required to notify the Secretariat by email once approval by the PPV Representative has been obtained, as 
this represents the final approval stage prior to closure. 

8) Didactic  Secretariat will download the version of the virtual diary digitally signed by the Order 
(p7m format) and will verify the AUTHENTICITY OF THE SIGNATURE (through a specific 
system). 

 
9) The audit will produce an Audit Report of authenticity with : the name of the student and the data 

certifying the original signature of the Diary, including its legal validity. 
 

10) The Authenticity Verification Report will be considered a valid document certifying the 
completion of the internship. And will be presented to the Commission on the day of the Practical 
Evaluation Test (PPV). 

 
11) To take the PPV exam , the student must present himself/herself with a printed copy of the Diary 
(PDF version downloadable from the platform) and with a copy of the email received from the Order 
certifying the approval of the Internship ( see above - Point 4). 

 
IMPORTANT NOTICE 
• EVEN IF THE STUDENT HAS COMPLETED THE INTERNSHIP (100% = 900 hours on the 

FOFI platform), for the internship to be officially considered completed in accordance with the 
regulations and academic rules, the following approvals are required: Professional Tutor, 
Academic Tutor, Professional Order, PPV Supervisor, and final closure by the Academic 
Secretariat.  

• WITHOUT THESE PROCEDURES, THE INTERNSHIP WILL REMAIN ACTIVE AND THE 
STUDENT WILL NOT BE ELIGIBLE TO TAKE THE PPV EXAM.  

• AFTER THE INTERNSHIP HAS BEEN APPROVED BY THE PPV SUPERVISOR, in order to 
speed up the conclusion process, students are advised to send an email to Dr. Piccirilli with the 
following subject line: 



• “Request for Internship Closure” (Richiesta chiusura del tirocinio).  

NB:	EACH	STUDENT	IS	RESPONSIBLE	FOR:	

1. Completing all internship procedures (virtual diary, final report, checking the FOFI platform, etc.).  
2. Requesting and verifying all required internship approvals.  
3. Requesting the final approval and official closure of the internship from the Academic Secretariat.  

Failure to obtain the required approvals within the established deadlines, and consequently failure to 
complete the internship, is the sole responsibility of the student. 

4. WITHOUT THE OFFICIAL CLOSURE OF THE INTERNSHIP BY THE ACADEMIC 
SECRETARIAT (together with all other required approvals), THE STUDENT CANNOT TAKE 
THE PPV EXAM.  

5. Students must request the official closure of the internship immediately after completing the 
internship and no later than 10 days before the PPV exam.  

Requests for internship closure that do not comply with these deadlines will not be accepted. 

NB 
• The following persons have access to the Virtual Diary: the Academic Tutor, the Professional 

Tutor, the Professional Order representatives, and the Academic Secretariat. All authorized parties 
may monitor the completion of the diary on a daily basis.  

• When submitting the original TPV Admission Request Form to the Academic Secretariat, students 
are advised to obtain a paper diary in which to record their daily activities, just as they do in the 
virtual diary.  

The diary booklet must be identical to the virtual version: it must be completed daily, in Italian, on 
every page (without leaving blank pages). At the end of the internship, each page must bear the 
Pharmacy stamp and the signature of the Director/Professional Tutor. Finally, the diary must be 
submitted to the Professional Order for signature. Students are strongly advised to have the diary 
checked by Prof. Di Renzo and by the Academic Secretariat before submitting it to the Professional 
Order for approval.  

• The diary booklet is required in cases where the platform encounters technical issues (for 
example, difficulties in completing the diary or obtaining tutor approvals).  

However, if the platform functions correctly — meaning that the diary is sequentially approved by all 
authorized persons and the student is able to download the PDF version — submission of the signed 
and stamped paper diary will no longer be necessary.  

• IT IS THE RESPONSIBILITY OF EACH INTERN TO OBTAIN A PAPER DIARY (copies are 
freely available at the Didactic Secretariat).  

• INTERNSHIPS ARE NOT ACTIVATED DURING THE MONTHS OF AUGUST AND 
DECEMBER. Deadlines for submitting applications are generally set at the end of June and 
November.  

• Students who have officially completed the internship will be eligible to take the PPV (Practical 
Evaluation Examination) in any scheduled session, not necessarily the one immediately preceding 
their graduation session.  

The PPV is generally scheduled approximately two weeks before each graduation session. Students 
are advised to contact the Academic Secretariat well in advance to confirm the examination date.  

 



• Graduation dates are available on the course website: 
•  

Graduation Calendar and Deadlines  

NB	

Students who are declared not eligible in the PPV WILL BE REQUIRED TO REPEAT THE 
ENTIRE TPV for the full duration foreseen (900 hours). 

 
Acronyms	

• TPV = Tirocinio Pratico Valutativo (Practical Evaluative Internship)  
• PPV = Prova Pratica Valutativa (Practical Evaluation Examination)  
• PPV Representative = Professional representative of the Professional Order authorized to 

supervise and verify the TPV. 

Dr. Silvia Piccirilli 

 

 

 

 

 


