


Pursuant to OVCSA Administrative Order no. 30 s. 2022 dated 01 July 2022,

the following Guidelines, Policies, and Process Flow were developed and

crafted.

I. POLICY STATEMENT

OVCSA shall effectively and efficiently implement the Internship Program for

UPLB and Non-UPLB students to give opportunities for them to learn, hone their

skills, and develop the appropriate mental attitude and work ethics.

II. ABOUT THE OVCSA INTERNSHIP PROGRAM

The Internship Program is one of the services offered by OVCSA to assist

graduating UPLB and non-UPLB students (including graduating Senior-High

school students) with professional learning opportunities to gain practical

experience and understanding related to the student’s chosen field of study and

career interest. The Internship Program is offered every semester and mid-year. 

An internship, as defined by the OVCSA Internship Program, is a structured

academic opportunity that allows the student to apply academic skills and

knowledge in the workplace. The goals of the program are as follows:

To allow students to apply, evaluate, and integrate academic knowledge and  

theoretical concepts in a work setting.

To develop and expand students’ knowledge about themselves and their

abilities, goals, and career interests in a work setting.

To allow students to gain access to knowledge and learning opportunities in

an office environment.
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III. DURATION OF THE INTERNSHIP PROGRAM

The duration of the Internship Program shall be up to a maximum of three (3)

months or 360 hours in accordance with the approved curriculum. Each OVCSA-

supervised office/unit is allowed a maximum of four (4) students per semester

under the OVCSA Internship Program. Should there be a need for additional

hours of internship beyond the allowed initial number of hours reflected in this

guideline, the intern should seek approval from the unit coordinator. It is

understood that no allowance or remuneration will be provided during the

internship.

IV. MANDATES OF THE PARTICIPATING OFFICES/UNITS IN THE INTERNSHIP

PROGRAM

1. Office of Counseling and Guidance (OCG)

Provide a venue for student interns to learn how to assist in giving psychological

assistance through its various services and programs which include counseling,

testing, career placement, readmission, job placement, research, pre-

employment seminar-workshop, and tutorials. 

2. Office of Student Activities (OSA)

Coordinate and monitor activities of registered student organizations; develop

and implement programs beneficial to students' concerns and development.

Provide student interns the opportunity to design component programs in

honing leadership skills and socio-cultural values of our student organization

leaders and members.

3. Office of Scholarships and Grants (OSG)

Provide support services related to financial assistance through the Socialized

Tuition (ST) System, private and government scholarship/study grants, various

loans, and student assistantships.

Provide the student interns the opportunity to experience and understand the

concept and importance of financial assistance particularly to financially

challenged students.
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4. Office of Student Housing (OSH)

Assist the OVCSA in providing the student access to dormitory accommodation;

moreover facilitate the transient accommodation for UP and non-UP constituents

that shall participate in activities to be held in the UPLB campus; coordinate the

implementation of programs and activities with other concerned UPLB

offices/units relating to student housing services and welfare.

Provide the student interns the opportunity to experience hands-on training on

dorm management and supervision.

5. Research, Communication, and Information Technology (RECOMMIT)

Create, manage, and administer the information and communication technology

resources of OVSCA; partner with OVCSA units to streamline and simplify

OVCSA operations; responsible for IT training and Information dissemination.

Provide the student interns the opportunity to engage in research initiatives of

OVCSA and to the different online platform management. Allow student interns

to understand the concept of information technology, data management, and

programming. 

6. Learning and Resource Center (LRC)

Expand existing academic-related programs and activities to include not only

local undergraduate students but also international undergraduate and graduate

students; include but not be limited to customized academic support systems.

Institutionalize and sustain the UPLB Recruitment Program for the Best and the

Brightest Students. 

Provide support services to would-be or international/exchange students

including, but not limited to, customized language programs and thesis and

journal writing. 

Complement the Office for Institutional Linkages (OIL) in facilitating exchange

programs that would provide opportunities for students to expose themselves to

various programs offered by other competent and esteemed universities in the

world.
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Provide student interns with experience in coordination and facilitation of

different capacity-building activities both online and face-to-face including the

conduct of training need assessment, recruitment, and tutorials. 

7. International Student Relations (ISR)

Render services on advising and orientation of cross-cultural students; provide

intellectual, socio-cultural, and educational activities for foreign undergraduate

and graduate students.

Provide student interns the opportunity to assist in the conduct and facilitation of

different programs and activities for international students. 

8. Student Disciplinary Tribunal (SDT)

Evaluate cases of misbehavior; implement university rules and regulations on

student conduct and discipline; process students’ disciplinary measures.

9. OVCSA Main Office

Develop and implement integrative and developmental programs and activities

of students; manage student welfare and concerns; administrative support

services to students; and partner with other units in enhancing student needs.

Provide the student interns the opportunity to experience office administration

and management (i.e filing of documents, digitization) related to holistic student

services and programs. 

V. STUDENT INTERN ELIGIBILITY

To be eligible for the OVCSA Internship Program, the student interns must satisfy

the following “Revised Guidelines for Student Internship Program in the

Philippines (SIIP) for all Programs, CMO No. 104 s. 2017, are the Student Intern

Requirements.

   a. Section 16. Student Intern 

     A student intern must:

     16.1.1  Be officially enrolled in a legitimate Philippine higher education 

                 institution;

     16.1.2  Be enrolled in an internship subject;
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     16.1.3  Be at least eighteen (18) years of age from the start of the Internship

                 Program;

     16.1.4  Pass the pre-internship requirements as specified in the Internship 

                 Program; 

     16.1.5  Submit a Medical Certificate indicating that he or she is in good 

                 health and emotionally fit. The medical certificate shall be based 

                 on a physical and psychological examination conducted, or 

                 certified by Department of Health (DOH) accredited clinics and 

                 hospitals. He or she must also submit other related medical 

                 examination requirements by HTE if any; and

     16.1.6  Have a notarized written statement from their parents or legal 

                 guardian. (No waiver is allowed.)

VI. STUDENT INTERN ROLES AND RESPONSIBILITIES

1. For UPLB Students:

    a. Student Intern applicants must provide the Letter of Intent/Request from 

        the Student, approved by his/her Faculty Adviser/Supervisor and noted by 

        the Unit Head and Dean;

    b. Student Intern applicants must provide their Work Plan/Internship Plan 

        approved by Adviser and Noted by the Unit Head;

    c. Student Information Form-1a, (Appendix A) to be accomplished by the 

        student;

    d. Copy of Registration Form/Form 5 of the current semester enrolled; and

    e. Have a notarized Written Consent, (Appendix B). 

2. For Non-UPLB Students:

    a. Student Intern applicants must be duly endorsed by their respective 

        colleges/universities;

    b. Student Intern applicants must provide the Memorandum of 

        Agreement (MOA) from their school/college/university;

    c. Letter of Request/Endorsement, stating the student’s name, year, 

        level/degree, a subject where Internship experience will be done (if 

        applicable, e.g., BS Civil Engineering for OSH, BS Psychology for OCG, 

        BS Statistics or BS Economics for OSG, college/university, and several 

        internship hours required (with or without DOST scholarship);
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   d. Student Information Form-1a, (Appendix A) to be accomplished by the 

       student;

   e. Copy of Registration Form/Form 5 of the current semester enrolled; and

   f.  Have a notarized Written Consent (Appendix B).

3. The student intern shall be responsible for the following:

   a. Submit and accomplish the application's requirements;

   b. Adhere to OVCSA Guidelines and Policies while in the Internship Program;

   c. Submit an accomplishment report with the required output materials 

      (both digital and physical copies) at the end of the Internship Program;

   d. Accomplish Daily Time Record (Login and Logout through Google sheet); 

       and

   e. Accomplish the Evaluation Form, (Appendix C) and Post-Internship 

       Questionnaire (Appendix D).

VII. OVCSA OBLIGATIONS

1. OVCSA shall accept eligible undergraduate UPLB and non-UPLB students to 

undertake the UPLB-OVCSA Internship Program.

2. The OVCSA Internship Committee shall evaluate and screen the applicants 

(Appendix C) and endorse to the OVCSA-supervised office/unit the qualified

student applicant/s.

VIII. OVCSA-SUPERVISED OFFICES OBLIGATIONS ROLES AND

RESPONSIBILITIES

The Office Head / Unit Coordinator or Immediate Supervisor / Mentor is

responsible for the following:

   a. Evaluate the need of their Office/Unit for an Internship Program;

   b. Select a student intern from the pool of applicants received from the 

       OVCSA Main Office;

   c. Identify special projects or expected output and organize a work 

       program/schedule together with the assigned student intern;

   d. Ensure support for the student intern, e.g., office equipment, facilities, and 

       workstation to use (for face-to-face); and
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   e. Supervise, monitor, and evaluate the student intern’s progress and comply 

       with the relevant documentation.

IX. LETTER OF AGREEMENT (LOA) AND MEMORANDUM OF AGREEMENT

(MOA)

UPLB and Non-UPLB Student Internship applicants must provide the

accomplished Letter of Agreement (LOA) or Memorandum of Agreement (MOA),

respectively, from their school/college/institute/department/university (Appendix

E).

X. OPENING AND CLOSING PROGRAM

1. Opening Program

   1.1 The Office/Unit shall conduct an Opening Program for the student intern 

         on the week he/she started her internship.

   1.2 The Office/Unit shall conduct the Opening Program as follows:

         a. Opening Remarks - Office/Unit Director/Head

         b. Inspirational Message - Vice Chancellor of Student Affairs

         c. Introduction of the Interns - Internship Coordinator

         d. Open Forum (Questions/Clarifications/Expectations) - Office/Unit Head

         e. Closing Remarks - Office/Unit Director/Head

         f.  Facilitator - to be assigned by the Office/Unit

   1.3 Additionally, the Office/Unit shall conduct the following to their student 

         intern/s:

         a. The office/unit shall orient and introduce the student intern to the 

             office.

         b. The office/unit shall discuss the mission, vision, and values of their 

             respective Offices/Units.

         c. The office/unit shall give access to the student intern to the 

             administrative and computer system if any.

         d. The office/unit shall coordinate with the student intern’s Internship 

             Coordinator and/or adviser for the presentation of their final output
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2.  Closing Program

   2.1 The Office/College/University shall conduct the Closing Program, 

         whether on the week before the student intern shall finish his/her Internship 

         Program or after the last day of the internship duration.

         a. Opening Remarks - College/School/University Internship Coordinator

         b. Inspirational Message - Vice Chancellor

         c. Presentation of Reports/Outputs - Intern

         d. Open Forum (Questions/Clarifications/Suggestions/Recommendations) -  

             Office/Unit Supervisor

         e. Response from the Intern - Intern

         f.  Closing Remarks - Assistant to the Vice Chancellor

         g. Facilitator - Office/Unit and/or College/School of the Student Intern

XI. CERTIFICATE OF COMPLETION

At the end of the Internship Program, a certificate of completion shall be given to

the intern/s for successfully completing the needed requirements. Signatories of

the certificate are the Director/Head/Coordinator of the supervising unit and the

Vice Chancellor for Student Affairs (Appendix F). 

XII. TERMINATION/RESIGNATION 

1. A student may be terminated from their internship at any time during the

internship due to a violation of the University policy. The student must be

provided with due process, including a meeting between the student, supervisor,

and academic advisor to discuss the situation precipitating the termination

recommendation. For Non-UPLB interns, the meeting may be conducted via

zoom or face-to-face. Upon a mutual decision between the Senior High

School/College/University and OVCSA, the student will receive a failing grade. In

the event of a subsequent termination, the student will automatically be ineligible

for future internship placement. 

2. Medical Withdrawal. If due to a medical diagnosis or significant life

circumstance as advised by a medical professional to not continue with the

internship, the student will be able to withdraw and reapply subject to the

approval of their Senior High School/College/University.

9



XIII. COMPLAINTS/ISSUES/GRIEVANCES OF STUDENT INTERNSHIP 

1. The OVCSA Mediation and Grievance Committee (Appendix G) shall be 

responsible for handling and reviewing any complaints or issues/grievances from

the supervising unit/office and the concerned student intern. 

2. The OVCSA Mediation and Grievance Committee shall have the initial

responsibility of settling differences in any cases of violation of the training

agreement or upon the filing of a complaint by an aggrieved party.

XIV. INTELLECTUAL PROPERTY RIGHT

All project outputs, discoveries, innovations, or inventions produced from the

Internship Program and its implementing agreements shall be subject to the

“Governing Policies and Principles on Intellectual Property Rights of the UP

System” approved by the Board of Regents at its 1269th, meeting on 3 June

2011. 

XV. DATA PRIVACY AND NON-DISCLOSURE ACT

1. By entering into an agreement with OVCSA and its supervised offices/units, 

students hereby give consent to OVCSA to collect, record, organize, update/

modify, retrieve, consult, consolidate, and use their personal data as part of the

evaluation and archiving process of the office. This also recognizes the authority

of the OVCSA to process their personal information pursuant to the Data Privacy

Act of 2012 and other applicable laws.  All data and information collected shall

be processed and filed accordingly and responsibly.

2. Non-Disclosure Act

Student interns should keep all the data and information strictly confidential. Any

information obtained from the OVCSA Internship Program shall not be disclosed

to any person or entity.
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XVI. PROCESS FLOW

XVII. APPENDICES

A. Student Information on the Internship Program Form

B. Written Consent

C. Evaluation Form (student to evaluate the Immediate Supervisor)

D. Post-Internship Questionnaire

E. Letter of Agreement (LOA) for UPLB Students or Memorandum of Agreement 

    (MOA) for Non-UPLB Students

F. Certificate of Completion

G.OVCSA Administrative Order No. 19 Series of 2023 OVCSA Mitigation and 

    Grievance Committee
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Letter of Agreement (LOA) for UPLB Students
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for Non-UPLB Students



























Appendix F:

Certificate of Completion



MA. NICOLETTE O. VERGARA 
Position, UPLB Office of

Mikhaela Janna J. Lim
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam eget lorem aliquet, ultrices enim

eu, vestibulum nibh. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia
deserunt mollit anim id est laborum.

CERTIFICATE
of Completion

is awarded to

JANETTE H. MALATA-SILVA
Vice Chancellor for Student Affairs



Appendix G:

OVCSA Administrative Order

No. 19 Series of 2023 OVCSA
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