LETTER OF AGREEMENT

Date
[NAME OF HEAD OF UNIT]
[Position] 
[Unit]
UPLB
SUBJECT: INTERNSHIP/PRACTICUM OF STUDENT XXXXX
Dear [Position Name],
This letter, upon your conformity below, shall constitute our Agreement for the Internship Program of our student, __________________ (henceforth, the “Student Intern”) with the [Name of Accepting Unit] .(henceforth, the “Unit”).

The Student Intern is a [Standing, i.e. Junior] of the [Degree Program] and is required to undergo an Internship Program with the following details:

Date of Start:


_____________________

Date of End:


_____________________

Days and Hours of Work:
_____________________

Total Number of Hours:
_____________________

Unit Internship Coordinator:
_____________________

Contact Details:  

Email:
_____________________





Mobile: _____________________

Under this Agreement our respective obligations shall be:
For the [Sending Unit]:

1. Ensure the Student Intern has secured the required consent and all other requirements for the Internship Program (attached hereto as Annex A);

2. Provide a Proposed Internship Program (attached hereto as Annex B);

3. Follow-up the progress of the Student Intern; and,
4. Ensure the submission of all output (e.g. reports, assignments) and evaluation forms within one week after the end of the Internship Program.
For the [Accepting Unit]:

1. Provide an orientation prior to the deployment of the Student Intern;

2. Promptly provide a report of any concern or incident involving the Student Intern;

3. Provide a safe-working environment for the Student Intern;

4. Humane treatment of the Student Intern;

5. Provide the evaluation of the Student Intern within one week after the end of the Internship Program; and,
6. Issue the required Certificate of Completion within a week from the submission of all requirements.
For purposes of this Student Intern’s program, your appointed coordinator shall be:  
[Accepting Unit] Internship Coordinator:
_____________________

Contact Details:  

Email:
_____________________





Mobile: _____________________

The Student Intern undertakes to comply with the following:
1. Provide all requirements prior to the commencement of the Internship Program;
2. Promptly report for work during the pre-agreed schedule;
3. To hold in strict confidence any data or information which they may obtain during the course of their internship/OJT/work immersion/practicum.  Further, the information shall not be disclosed to any person or party without prior written consent from [Accepting Unit]. The same prohibition on disclosure and condition for disclosure shall apply even after the conclusion of the Internship Program. A separate Non-Disclosure Agreement may be used at the commencement of the Internship Program; and
4. Promptly submit all requirements and return all materials and properties of [Accepting Unit] at the end of the Internship Program.  It agrees that [Accepting Unit] shall only issue the Certificate of Completion upon the latter’s receipt of all such materials and properties.
In order to immediately address any concerns in relation to the Internship Program, we are assigning the following to the Grievance Committee which shall have the jurisdiction to resolve any disputes, conflicts, complaints arising from the Internship Program:
From the [Sending Unit]:

1. Name

2. Name

From [Accepting Unit]:
1. Name

2. Name

We thank you for considering this offer for the conduct of an Internship Program between [Sending Unit] and the [Accepting Unit].   Please affix your signature and the date on the space provided below to indicate your conformity to all the foregoing matters.
Thank you.

Respectfully yours,

[Name]







[Name of Student Intern]

Internship Coordinator





Student Intern

[Sending Unit]
[Name]
[Sending Unit Head]
Noted:

[Name]

Dean

[College of Sending Unit]
With the conformity of the Office of the Vice Chancellor for Student Affairs:

[Name]
[Accepting Unit]
