Submit a Learning Agreement for Academic
Internship Program (AIP) (REAL Portal)

This is a step-by-step guide on how to submit a Learning Agreement in the new REAL
Portal system.

1 Navigate to https://realportal.ucsd.edu/home.htm

Bl UFrUNRIWINTIIES Y MIE Y WU Y Rk M WU Y RN RV RN Y 2 UMEIE v |

UC San Diego FACULTY & STAFF v ADMIN STAFF ~ LOGIN

REAL Portal ©

Available Experience Types View my saved opportunities v Competencies v

874

total opportunities found.

A Cia-Cuurricular A Ca-Cuurricular
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https://realportal.ucsd.edu/home.htm

Under the Student drop down menu, click "Login". You will need to sign in using
your Single Sign On (SSO).

UC S D. EL OPPORTUNITIES v AIP v CCR v EL AT UCSD v EMPLOYER v STUDENT v 2
= an lego FACULTY & STAFF v ADMIN STAFF v LOGIN
REAL Portal ©
Available Experience Types ~ View my saved opportunities ~ Competencies v ( Search for keyword in title... )
874
total opportunities found.
3 (If needed) On the dashboard, select the three lines to view the sidebar.

UC San Diego

= OVERVIEW AIP

Welcome

Announcements

Academic ;
[ ] | hi Co-Curricular
nternshi
. P Record
R Program
Experiential Learning y Academic Internship o Co-Curricular Record Oct 22
Opportunities G Program - UC San Diego's Co-Curricular Record (CCR) highlights
The newly consalidated Research Experience and Academic Internship Program: Credit-bearing O e RPN
Applied Learning (REAL) Portal - is a one-stop platform Internships beyand the cassroom, AU CCR-cerifled positons are

that brings together sll experientialleaming (EL) UCSD affiliated and include a range of experiences such

opportunities in a single, easy-to-se system. This The UC San Diego Academic Internship Program (AIP) on-campus employment, student organizations, athletics

mentorship programs, volunteer projects, non-credit-

upgraded portal replaces the separate Co-Curricular provides an opportunity for eligible ur

Record (CCR) catalog, the mmm;mi students to earn course credit for substantive internships

ﬁ FALL 2025 CCR WORKSHOPS

rgraduate

Made with Scribe - https://scribehow.com



4  From the side bar, click "Academic Internship Program (AIP)"

UC San Diego

= OVERVIEW AIP

DASHBOARD

Academic Internship Program (AIP)

EL Opportunities -

i Academic
Co-Curricular Module
Resources . l Internship

Program

Co-Curricular
Record

Logout

Academic Internship

Program

Academic Internship Program: Credit-bearing

Internships

The UC San Diego Academic Intemship Program (AIP) on-cam ploymer nizations, athletics

mentorship programs, volunteer projects, non-credit-

provides an opportunity for eligible

students to earn course credit for subst

ve intemships

Click "search Find Courses and Programs". This dashboard is the AIP Dashboard,
providing a summary of the different AIP courses you have been or are currently
enrolled in.

 Log back in as Brian-Admin

_& OVERVIEW AIP

5

a

My Experience (SR
0 Current 1 0 0

Experiences

Past Experiences Pending Experiences Inactive Experiences
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6  Find and select the course that aligns with your needs.

& OVERVIEW AIP

L ¥ == Start your keyword search here... & [

Course (1) ~ Description Website

AIP 197: Basement ... 2026 Winter @ Internships with sta...
: Qua 2026 Winter @ Real Games for Glo...
AIP 197: Upper-division
AIP 197: Upper-divis... 2026 Winter @ Individually-arrang...
AIP 197P: Public Ser... 2026 Winter @ Individually-arrang...
AIP 97: Independen... 2026 Winter @ Individually-arrang...
ANTH 197: Anthrop... 2026 Winter @ Individually-arrang...
BISP 197: Biology Re... 2026 Winter @ Biological research ...

10 results « < @ s >
1-10
v

7 Review the description for the course and click "Apply"

AIP 197: Upper-division

2026 Winter

Description

Individually-arranged academic internships. Students intern in professional workplace settings (in-person,

remote, or hybrid) and independently develop a final deliverable under guidance of a UC San Diego Faculty
Advisor. Open to eligible undergraduate students of any major.

Eligibility: 90 units, 2.5 UC GPA

Unit options/Minimum Hours Required

2 units: 5 hrs/week (50 total)

4 units: 10 hrs/week (100 total)

6 units: 15 hrs/week (150 total)

8 units: 20 hrs/week (200 total)

10 units: 25 hrs/week (250 total)

12 units: 30 hrs/week (300 total)
X Close
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8  Click"oK"

Confirmation

Are you sure you want to apply to this course?

n Lance!

9  To begin filling out your Learning Agreement, click "Submit"

TIME TRACKING
0 hours 1. Complete all required fields, including details about your planned internship role,
projects, training, and employer contact information.
2. Review the information carefully to ensure it is complete and accurate.
0 work logs 3. Once ready, click "Submit to Experiential Office” at the bottom of the form.

4. You'll receive a confirmation that your Learning Agreement has been submitted.

all details are correct.
+ add

o Note: You will not be able to make changes once the form is submitted, so please ensure

This document serves as an agreement between the student, internship supervisor,
and UC San Diego. It will be sent to the internship supervisor for approval, and
should be treated as professional communication.

If you have any questions or don't see the Learning Agreement form, contact your
Experiential Education Office for assistance.

Date EASy Request was submitted: b v
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10 Click "OK"

Create Placement Record

Please complete details of internship for review.

n caﬂce'

Search for your internship host organization by typing the organization/company
1 : . :
name. If not found, input Organization details below.

a
:_D OVERVIEW AIP

ORGANIZATION SEARCH: Search for your internship host organization by typing the

organization/company name. If not found, input Organization detdils below.

DEPARTMENT SEARCH (or DIVISION SEARCH): Search for the department you will intern with. If not
found, input details below.

INTERNSHIP HOST DETAILS
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12 If your Organization is in the drop down list, select it. Otherwise, you will manually
add a new Organization.

| San Diego |

American Academy of Pediatrics San Diego and Imperial County Chapter I
City of San Diego
County of San Diego Public Defender
Federal Defenders of San Diego, Inc.
Port of San Diego
San Diego Archaeological Center
San Diego BioMed
It San Diego County District 2 Supervisor Joel Anderson
San Diego Housing Federation
San Diego JusticeCorps
San Diego Magazine
Social Advocates for Youth (SAY) San Diego

Org.
Tree San Diego

University of California San Diego

Provide a brief description of the organization.

Organization Description*

13 Select the appropriate Department option. Your Department will be specific to
your organization (such as Marketing, Research and Development, etc.)

_§ OVERVIEW AIP
ORGANIZATION SEARCH: Search for your internship host organization by typing the I

organization/company name. If not found, input Organization details below.

University of California San Diego

DEPARTMENT SEARCH (or DIVISION SEARCH): Search for the department you will intern with. If not
found, input details below.

University of California San Diego - UCSD v

Choase the division you wish to use.

INTERNSHIP HOST DETAILS

Organization (please complete this field if your organization is NOT listed in the search results above)*

University of California San Diego
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14 Add an Organization Description. If the organization already exists in the system,
a description may auto-populate this field.

Y
_Q OVERVIEW AIP
Provide a brief description of the organization.

Organization Description* I

o o|B T |izvicv| =

1
il
1]

p
An Employer address is required for AIP to process the organization in our system,
even if you will work remotely.

Organization Street Address*

City*

15 Include the Street Address for the Organization

)
m
—
M
<
i
<
I
1
il
I

[ 3

4
An Employer address is required for AIP to process the organization in our system, I
even if you will work remotely.

Organization Street Address*
City*

State*

California v

Zip Code*
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16  Include the City of the Organization

_£ OVERVIEW AIP

even if you will work remotely.

Organization Street Address*

City*

State*

California  /

Zip Code*

Country*

United States

17 Include the Zip Code for the Organization

o

OVERVIEW AIP

iy~

State*

‘ California v |

Zip Code*

Country*

United States

Other

Supervisor Department*

ucsb
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18 Update the information for your Supervisor for your internship. Double check to
ensure that you have correctly entered your Supervisor's information, as their
approval is necessary for the Learning Agreement to be fully approved.
Submitting incorrect information may cause delays in getting your Learning
Agreement approved.

Other [ x ]

Supervisor Department*
ucsD

Supervisor Phone

Supervisor First Name*

Supervisor Last Name*

Supervisor Title*

Supervisor Phone

Supervisor First Name*

Supervisor Last Namé*

Supervisor Title*

Supervisor Email (this email will receive final evaluations)*

Made with Scribe - https://scribehow.com



_& OVERVIEW AIP

Supervisor First Name*

Supervisor Last Name*

Supervisor Title*

Supervisor Email (this email will receive final evaluations)*

REQUIREMENTS

Major:*

b

OVERVIEW AIP

Supervisor Title*

Supervisor Email (this email will receive final evaluations)*

REQUIREMENTS

Major:*

Special Studies Eligibility*

--Select-- v

Have you previously enrolled in any of the following courses?*

Made with Scribe - https://scribehow.com
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19  Enter your major

=_p OVERVIEW AIP

| REQUIREMENTS

Major:*

Special Studies Eligibility*

--Select-- v

Have you previously enrolled in any of the following courses?*

AIP 197

AIP 97

AIP 197P

20 Select the course option for which you are applying for.

L)

OVERVIEW AIP

Special Studies Eligibility*

Upper-division (All 197 courses) v

Have you previously enrolled in any of the following courses?*

AIP 197

ATP 97

AIP 197P

AIP 197T

ANTH 197

Made with Scribe - https://scribehow.com
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21 If you have participated in AIP previously, select the different AIP courses you
have previously enrolled in.

=J  overvIEW AP
[ = no |

2.5+ UCGPA?

Have you previously enrolled in any of the following courses?*
AIP 197

AIPS7

AIP 197P

AIP 197T

ANTH 197

BISP 197

22 Type your Position Title for your internship.

OVERVIEW AIP

o

None

INTERNSHIP DETAILS

Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

Units Requested*

[ oo .

Made with Scribe - https://scribehow.com
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23 Enter the Start and End Dates for your Internship. Note that Start and End Dates
must align with the academic quarter for you which you are applying. Dates which
overlap multiple quarters will not be approved.

Position Title*

[ I

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date I

From* To*

Units Requested*

‘ --Select-- v |

Hours per week*
E "]

Weekly hours must meet the minimum for the requested unit option

v
Position Title*
Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.
Start/End Date
From* To* l
4 October- 2025- p
Sun Mon Tue Wed Thu Fri Sat
Uni 1) 2| 3| 4
E 5 & 7| 8 9| 10| 11 ¥ |
12| 13 14“ 16 17 18
19| 20| 21| 22| 23| 24| 25
Hot 26 27 28 29| 30 AN
E 2]
Weekly hours must meet the minimum for the requested unit option
v
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Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

[ o,

4 # December- 2025- ) |

Sun Mon Tue Wed Thu Fri Sat

Uni 1) 2| 2| 4| s| s
E 7| al 9| 10 1| 12| 13 v |
14 16 17 18 19 20

21| 22| 23| 24| 25| 26| 27
Hot 28 29 30 3

E 2

Weekly hours must meet the minimum for the requested unit option

Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

| o -

4 # December- 2025- p

Sun Mon Tue Wed Thu Fri Sat
Ud| 30 1 2 3 4 s| 8

E 7 9 10 1 12 13 v|
14“ 1% 17 18 19 20

8
21| 22| 23| 24| 25| 26| 27

Hol 28 29 30 3N

k 2

Weekly hours must meet the minimum for the requested unit option

Made with Scribe - https://scribehow.com
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Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

| a

4 H January- 2026- )
Sun Mon Tue Wed Thu Fri Sat

unf | o450 1| 1| 2] »
E '4 le6 7 8 9 10 '|
"z 13 14“ 16 17

18| 19| 20 21 22 23| 24

Hot 25 26 27 28 29 30 3

E 2

Weekly hours must meet the minimum for the requested unit option

Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

| 01/05/2028 ) !

Units Requested*

--Select-- v |

Hours per week*
K #|

Weekly hours must meet the minimum for the requested unit option

Made with Scribe - https://scribehow.com
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Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

01/05/2026 ] l | l/ﬂ\

4 A January- 2026- p

Sun Mon Tue Wed Thu Fri 7Sal7

Units Requested* 28 g 0 3 1 2 3

‘ --Select-- «J8 ¢ 7 8 9 1w ¥
| 12| 13| 14| 15| 16| 17
18 19 20 21 22 23 24

Hours per week* 25 26| 27 28 29| 30 3N

E )

Weekly hours must meet the minimum for the requested unit option

Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

01/05/2026 | | /a\

4 February- 2026- p

Sun Mon Tue Wed Thu Fri Sat
Units Requested* 1 2 3 4 8 7

‘--Select- g8l 9| 10| 1| 122 13| 14 v

15| 16| 17| 18| 19| 20| 21

22 23 24 25 26| 2T 28

Hours per week*
K #|

Weekly hours must meet the minimum for the requested unit option
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Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

01/05/2026 i) | I B

4 fH March- 2026- §
Sun Mon Tue Wed Thu Fri Sat
Units Requested* 1 2 3 4 n B 7

--Select-- g8 9 10 1 12 14 v

15 16 17 18 19%=20 21
22 23 24 25 28 27 28

Hours per week* 29 30 3

E )

Weekly hours must meet the minimum for the requested unit option

24  Select your desired unit option.

Position Title*

Start and end dates must align with the academic quarter for which you are
enrolling. Dates which overlap multiple quarters will not be approved.

Start/End Date

From* To*

01/05/2026 B 03/13/2026 B

Units Requested*

[4 J

Hours per week*
K ¥|

Weekly hours must meet the minimum for the requested unit option

Made with Scribe - https://scribehow.com
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Select the number of hours per week you will work within your internship. The
25 H - .
ours per week must meet the minimum requested for the requested Units.

ENTUmnNy. vates Wincn overiap muitipie quarters win not ge approvea:

Start/End Date

From* To*

01/05/2026 B 03/13/2026 B

Units Requested*

L4 "]

Hours per week*
10 dl

Weekly hours must meet the minimum for the requested unit option

Pay*

‘ --Select-- X I

Internship Setting*

‘ --Select-- L I

26 Select the type of compensation you are receiving from your Internship.

Units Requested*

& "]

Hours per week*
10 "]

Weekly hours must meet the minimum for the requested unit option

Pay*

‘ Paid v |

Internship Setting*

‘ --Select-- v |

How did you find this opportunity?*
‘ --Select-- M I

Made with Scribe - https://scribehow.com
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27

==

28

Select the modality of your internship.
OVERVIEW AIP

Hours per week*
10 ¥

Weekly hours must meet the minimum for the requested unit option

Pay*
‘ Paid v |

Internship Setting*

‘ In-person \\\,/ v |

How did you find this opportunity?*
‘ --Select-- v |

Are you continuing your internship from a previous quarter and/or have you worked with this
organizatien in the past?

After discussing with your internship site supervisor, describe your planned

Select how you found the opportunity.

Hours per week*
10 v

Weekly hours must meet the minimum for the requested unit option

Pay*
| Paid -

Internship Setting*

\ In-person v |

How did you find this epportunity?*
| REALPortal v

Are you continuing your internship from a previous quarter and/or have you worked with this

organization in the past?

After discussing with your internship site supervisor, describe your planned
internship projects, responsibilities, and actiivities. You may include details from an

Made with Scribe - https://scribehow.com
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29 Describe your planned internship projects, responsibilities, and activities. You may
include details from an internship posting or job description if they accurately
describe your planned role.

After discussing with your internship site supervisor, describe your planned
internship projects, responsibilities, and actiivities. You may include details from an
internship posting or job description if they accurately describe your planned role.

Internship Role and Projects*

o c2|B I |2y ZTv|EE

What structured training and professional supervision or mentorship will the
organization provide (e.g., check-ins with supervisor, team meetings, shadowing
opportunities, etc.)?

Training and Supervision*

© | B I |[:=v 2~

30 Describe what structured training and professional supervision or mentorship
that the Organization will provide during your Internship. These may be check-ins
with your supervisor, team meetings, shadowing opportunities, etc.

o o B I |2y 2Ty =

5

What structured training and professional supervision or mentorship will the
organization provide (e.g., check-ins with supervisor, team meetings, shadowing

opportunities, etc.)?

Training and Supervision*

© c|B I|i=vi=~|E

111}
il
Ui}

FACULTY ADVISOR DETAILS
Students must identify an advisor with an eligible faculty appointment at UC San

Diego to enroll. You may leave this field blank if you are in the process of identifying

a faculty advisor.
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31 Find and select the faculty member that has agreed to serve as your Faculty
Advisor.

If you are still in the process of identifying a Faculty Advisor, you may leave this
field blank.

| A

| FACULTY ADVISOR DETAILS
Students must identify an advisor with an eligible faculty appointment at UC San

Diego to enroll. You may leave this field blank if you are in the process of identifying
a faculty advisor.

Faculty Advisor Full Namie:

--Select-- v

Faculty Email

Faculty Department

‘ --Select-- h &

I LEARNING OBIECTIVES

32 Enter the email for your Faculty Advisor

FACULTY ADVISOR DETAILS
Students must identify an advisor with an eligible faculty appointment at UC San

Diego to enroll. You may leave this field blank if you are in the process of identifying
a faculty advisor.

Faculty Advisor Full Name:

--Select-- b

Faculty Email

Faculty Department

‘ --Select-- ¥

| LEARNING OBJECTIVES
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33 Select the department in which your Faculty Advisor works.

_Q OVERVIEW AlP

FacuIty AQVISOT FUIl Name:

--Select-- v

Faculty Email

Faculty Department

-Select-- v

| LEARNING OBJECTIVES

Indicate THREE professional and/or academic learning objectives. Your learning
objectives need to be well thought out and meaningful to you. They should be clear
and specific enough that others will understand them and will be able to help you
achieve them. When establishing your learning objectives, think about what you
would like to get out of the internship, identify the opportunities and resources
available at your site, and define a plan with strategies for reaching your goals.
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34 Describe three learning objectives you hope to get out of your internship. These
should be specific enough that others will understand them and will be able to
help you to achieve them.

When establishing your learning objectives, identify opportunities and resources
that are available at your site and define a plan with strategies to reach your
goals.

=7 OvERVIEW AP

and specific enough that others will understand them and will be able to help you
achieve them. When establishing your learning objectives, think about what you
would like to get out of the internship, identify the opportunities and resources
available at your site, and define a plan with strategies for reaching your goals.

Learning Objective 1:*

o o|B I|izvi=y

|
1]
1l
il

Learning Objective 2:*

© | B I |i2viow

35 Read the "Student Waiver of Liability, Assumption of Risk and Hold Harmless
Agreement"

__& OVERVIEW AIP

WAIVERS AND APPROVAL

Student Waiver of Liability, Assumption of Risk and Hold Harmless

Agreement

Assumption of Risk: In granting credit for this internship, the Academic Internship
Program affirms that, to the best of our judgment, the experience is an appropriate
curricular option for UC San Diego students. The Academic Internship Program
does not knowingly approve internship opportunities that pose undue risks to UC
San Diego students. However, voluntary participation in an internship carries with it
certain inherent risks that cannot be eliminated regardless of the care taken to
avoid injuries. The specific risks vary but can include illness or bodily injury, theft,
loss or damage of personal property, and hazards associated with travel by car or
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36 Read the statements prior to submitting your Learning Agreement

_Q OVERVIEW AlP

law. I have read the foregoing and sign this as an act of my own free will, without
coercion or duress.

By initialing here, I agree to the above Waiver of Liability, Assumption of Risk and
Hold Harmless Agreement.

Read before submitting Learning Agreement
By clicking Submit, I agree that:

1. AIP may forward this Learning Agreement to my Internship Supervisor for
electronic approval.

2. AIP staff are authorized to contact my Internship Supervisor and Faculty
Advisor as deemed necessary for educational purposes, including vetting of the
internship opportunity and/or confirming my participation and enrollment status in
an academic internship.

Initial to agree to Student Waiver*

37 Enter your initials to agree to the Student Waiver.

b

OVERVIEW AIP

1. AIP may forward this Learning Agreement to my Internship Supervisor for
electronic approval.

2. AIP staff are authorized to contact my Internship Supervisor and Faculty
Advisor as deemed necessary for educational purposes, including vetting of the
internship opportunity and/or confirming my participation and enrollment status in
an academic internship.

Initial to agree to StudentWaiver*

APPROVAL NOTES

Assigned AIP Specialist (TBC when/if approved):
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38 Once you have completed all steps, submit your Learning Agreement.

AIP staff will review your Learning Agreement and will provisionally approve your
application. If revisions are needed, you will need to submit edits and resubmit for
AIP approval.

After AIP provisionally approves your application, your Internship Supervisor will
receive an email requesting their electronic approval of the Learning Agreement.

== OVERVIEW AIP

1. AIP may forward this Learning Agreement to my Internship Supervisor for

electronic approval.

2. AIP staff are authorized to contact my Internship Supervisor and Faculty
Advisor as deemed necessary for educational purposes, including vetting of the
internship opportunity and/or confirming my participation and enrollment status in

an academic internship.

Initial to agree to Student Waiver*

APPROVAL NOTES

Assigned AIP Specialist (TBC when/if approved):

r.‘ Save as Draft

Made with Scribe - https://scribehow.com
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39 From the AIP Dashboard, you will be able to view your pending application in the
"Pending Experiences" tab. Once your Learning Agreement has been approved,
you will be able to access the tool to report your hours in the "Current

Experiences" tab.

P2 Log back in as Brian-Admin

_£ OVERVIEW AIP

My Experience (D

Current 1 0
Experiences

Past Experiences

Pending Experiences Inactive Experiences
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