UP DILIMAN PRACTICUM / INTERNSHIP FLOWCHART
(AFATYPE 1A)

Office of the Vice
Office of Field Activities Chancellor for
(OFA) Diliman Academic Affairs

Department / Institute

(Faculty-in-charge) Dean / Head of Unit

1. Inform qualified students regarding the
practicum / internship program through:
* Enlistment (CRS)
* Orientation in Class
* Pre-Internship Seminar

2. Prepare and process
necessary documents for .
rY N X 3. Prepare and sign
the practicum/internship ' L
. > documents and submit it
program of the academic to faculty-in-charge
unit; discuss to students Y 8
about the requirements

a. Memorandum of
Agreement (MOA)
b. Internship Contract /

A 4

4. Receive and review
documents; Inform the
Dean or the Head-of-
Unit of the specific
details of the internship
program in writing prior
to the deployment of
the students (OVCAA
OFA Form No. 04) and
submit to the Dean /
Head of Unit for
approval

5. Review submitted
document including the
required attachments

A 4

Attachments:

a. Memorandum of
Agreement (MOA) NO

b. Internship Contract /
Agreement

c. Notarized Parental /
Legal Guardian Written
Consent

\/ YES

6. Sign/ approve the
Practicum / Internship
Request Form and
forward a copy
(soft/hard) to OFA
Diliman

7. Receive and review
| submitted documents;
input in database

v

7. Prepare students for
deployment to their
respective HTEs

8. Begin practicum /
internship

.

10.Receive, review and . Complete the agreed
evaluate internship duration of practicum /
report; Prepare internship; submit

A 4

©

gl
semestral report l journal and/or report to
(OVCAA OFA Forms No. the faculty-in-charge for
05 and 06); an exit assessment

11.Receive, review, and
[ certify the semestral
report and submit a

copy to OFA Diliman

12.Receive documents

A 4




CHECKLIST OF REQUIRED DOCUMENTS FOR PRACTICUM / INTERNSHIP
(AFA Type 1A)

v'Practicum / Internship Request Form (OVCAA OFA Form No.
04)

v'Semestral Report in the Implementation of Student Internship
Program in the Philippines (OVCAA OFA Form No. 05)

v'List of Host Training Establishments (HTEs) and Student
Interns Participating in the Student Internship Program in the
Philippines (OVCAA OFA Form No. 06 )

v'Memorandum of Agreement (MOA)
v'Internship Contract / Agreement

v'Notarized Parental / Legal Guardian Written Consent



