UP DILIMAN ACADEMIC FIELD ACTIVITY FLOWCHART
(AFA TYPE 1C, 2A AND 2B)

Office of the Vice
Department / Institute Dean / Head of Unit Office of Field Activities Chancellor for
(Faculty-in-charge) (OFA) Diliman Academic Affairs

1. Submit a consolidated list of academic 2. Receive cor}solldfa;e':(i
field activities (OVCAA-OFA Form 03) to » (summary) list of AFAs
OVCAA Office of Field Activities Diliman and input information
in database
* Submit at least 2 weeks prior to the official
start of classes indicated in approved
academic calendar
* Hard or Soft Copy:
» E-mail: ofadiliman@up.edu.ph
» Address: Room 405, 4t floor Diliman
Interactive Learning Center (DILC)
Building R. Magsaysay Avenue corner
G. Apacible St. U.P. Diliman Q.C.
A 4
3. Inform students if the course requires
academic field activities through:
* Enlistment (CRS)
* Orientation in Class
4. Inform the Head-of-unit
and field partner prior to
the conduct of field §
activity and obtain R 5. Fillout OVCAAOFA
L > Form No. 02 and submit
participation to Faculty-in-charge
agreements (SPA —
OVCAA OFA Form No.
02) from the students
A 4
6. Receive SPA from
students; Inform the
Dean / Head-of-unit
regarding the specific
details of AFA in writing 7. Review submitted
at least 1 month before —p document including the
its conduct (OVCAA OFA required attachments
Form 01 — AFA Request
Form) and forward to
the Dean / Head-of-unit
for approval
Attachments:
1. Student Participation
Agreements Y
2. List of students with
contact deta!Is including NO COMPLETE
contact details of
parents or guardians
(emergency contact)
\/ VES
A\ 4
8. Sign/ approve the AFA 9. Receive
Request and forward a
copy (soft/hard) to OFA > approved/endorsed AFA

and input information/

Diliman with “No. 2 details in database

Attachment.”



mailto:ofadiliman@up.edu.ph

CHECKLIST OF REQUIRED DOCUMENTS FOR FIELD TRIP / FIELD

TOUR (AFA type 1C, 2A, & 2B)

v'"OVCAA OFA Form No. 1 (AFA Request Form)

v'"OVCAA OFA Form No. 2 (Student Participation Agreement)

v'OVCAA OFA Form No. 3 (Summary List of Academic Field
Activities)

v'List of students with contact details including contact details
of parents or guardians (emergency contact)

Notes:

. In the event the Head-of-unit / Dean of the academic unit wants to conduct AFA, OVCAA OFA Form
No. 1 — AFA Request Form should be first submitted to OFA Diliman for approval.

. For the collection of fees, please be reminded that with the “no tuition collection” policy of the
University we discourage faculty from collecting any fee from the students. While waiting for the
opinion of our legal office, if fess are really necessary, they should be internally administered by the
students.

. Students who are below 18 years of age must obtain the signature of a parent or legal guardian




