
PRE-INTERNSHIP/PRACTICUM/OJT

Evaluate and
process the 

AFA Request and
other documentary

requirements

Revise or provide
necessary documents

as advised before
proceeding further

Provide
recommending
approval for the
conduct of the 

Internship/
Practicum/OJT

Faculty-In-Charge OFA Diliman

Accomplish the
AFA Evaluation

Form

POST-INTERNSHIP/
PRACTICUM/OJT

Participating Students With revision/s

Local off-campus Internships, Practicum, On-the-Job Training 
with Host Training Establishments (HTEs)

2.  AFA Request Form

Prepare and ensure that the
following documents are in order:

3. Notarized
Internship Contract

to be individually accomplished

4. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

5. UP Health Service medical clearance 
(for students with medical condition/s,
comorbidities, or maintenance medication)

1. Valid Memorandum
of Agreement (MOA) 

Evaluate the
documents and

endorse the
implementation of

the requested
AFA*

 7 working
days before

the AFA

Submit
documents

at least Authorize AFA
Request via

email

Dean/
Head of Unit

Department Chair/Institute Director/
AFA Committee of the Academic Unit

*The endorsement indicates that the requesting academic unit has found the requirements for the safe implementation of the requested AFA to be in order (e.g. safety of AFA venue/s,
etc.) and the other requirements compliant with the relevant University and CHED Guidelines.

Based on the UPD Local AFA Guidelines (30 August 2024)

https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit#heading=h.gjdgxs
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit#heading=h.gjdgxs
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edithttps:/docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edithttps:/docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edithttps:/docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0

