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OFFICE OF THE PRESIDENT

CERTIFICATION

This is to certify that the Student Services and Development Office (SSDO)
Manual of Operations has been reviewed by the Office of Student Affairs (OSA) "
Executive Committee. This is to further certify that the proposals for giving of incentives

~ for Institutional Scholars (MPSPC Varsity, Student Cultural Arts Group (SCAG),

- Minstrels, Live Band and Marching Band) and revised Admission and Retention policies
~and Off - Campus Student Activities policies have undergone review.

i - This certification is issued this 27"" day of December 2017 in Bontoc, Mountain
~ Province.
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Cordillera Administrative Region
Mountain Province State Polptechnic College
y Office of Student Affairs
Bontoc, Mountain Province

MINUTES OF MEETING ON EVALUATION AND ASSESSMENT OF ENROLLMENT, ISO
ACCREDITATION AND PROPOSED POLICIES AND REVISIONS AT THE AVR ON
AUGUST 15, 2017.

Attendance:
Please refer to the attached attendance.
Call to Order:
The meeting was called to order at 10: 00 A.M by Mr. Allan K. Tabec as the presiding

officer.

Presentation of Agenda:
A. EVALUATION AND ASSESSMENT OF ENROLLMENT
In Bontoc Campus, a total of 2,662 students are enrolled in both graduate and
undergraduate programs. There are 151 new students enrolled. The enrollment was
extended until August 16, 2017.
<+ Problems encountered during the enrollment:
o There were conflicts in room assignments.
- The registrar will communicate to the Dean’s office to resolve the said
problem.
o Enrollment system
-The system was not functioning properly during the enroliment so the
enrollment was done manually.
o Issuance of grade slip
-The personnel of the registrar did not issue the grade slip of the students
because computers were brought to the auditorium for enrollment. However,
they promised to issue the grade slip this week.
In Tadian Campus a total of 707 students enrolled in different courses under

undergraduate and graduate programs. One problem encountered during the
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enrollment was lack of UPS. The executive director suggested to the people
concerned that they amend their PPMP.
B. ISO Accreditation

In preparation for the ISO Alignment of pertinent documents, for posting
on or before December 31, 2017, the Executive Director for Student Affairs
issued a memo for the sub unit heads to submit their proposed policies and
revisions and, flowchart for every service they render to the students. It was
agreed upon that they will present their Proposed Manual of Operations on
August 29, 2017 at 9:00 A.M. at the College AVR.

C. REVISION OF PROPOSED POLICIES
-All unit heads are required to submit their revised proposed policies.
-LIBRARY UNIT

-Implement a policy for outsiders who will use the library. They should be
charged a certain amount if library use is a request of an agency, the agency
should make a request letter addressed to the person in-charge of the library.
Library should make a flowchart for all library services.
D. OTHER CONCERNS

-The Health Services Unit is tasked to conduct the Electrocardiogram
(ECG) and Pregnancy Tests for students who will go for internship. Medical
exam, parent’s waiver and psychological test are requirements for all students
who will undergo internship.

- The institution failed the last earthquake drill so the director for Health

Services was directed to conduct another earthquake drill for the institution.

Adjournment:

The meeting was adjourned at 3:20 in the afternoon.
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MINUTES OF MEETING FOR THE OSA EXECUTIVE COMMITTEE AT THE SSDO
OFFICE ON OCTOBER 11, 2017.
Attendance:
Please refer to the attached attendance.
Call to Order:
The meeting was called to order at 10:00 A.M by Mr. Allan K. Tabec as the presiding

officer.

Presentation of Agenda:

A. In Preparation for the ISO Accreditation
-The broader and comprehensive processes stated in the SSDO Manual of
Operations are requirements for the ISO Accreditation. The Manual of Operations of

each unit was reviewed.

B. Annual Report

- Annual accomplishment reports should contain salient accomplishments like
new programs implemented or innovations which were introduced by the unit and
were deemed successful. Submission of accomplishment reports will be on December

12, 2017 to be presented during the Assessment and Planning conducted by the Higher
Ed.

C. Retention and Admission Policy

- Relative to the upcoming School Year 2018-2019 when all students enrolled in
SUCs will be entitled to free tuition and miscellaneous fees, stipend, book allowance, and
student loans, stringent admission and retention policies shall be implemented. Thus, a
guided entrance exam will be conducted - guided in the sense that students will be
advised by the Guidance Counselors on what courses they should enroll in, based on
their exam results. Further, all students enrolled in boardable and non - boardable

courses shall maintain a General Weighted Average of 83 and shall not have any grade
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lower than 80. These will be done to ensure quality graduates and to improve the

MPSPC passing rates in Licensure Examinations.

D. Incentives for Institutional Scholars (MPSPC Varsity, Student Cultural Arts Group
(SCAG), Minstrels, Live Band and Marching Band)

- With the implementation of Free Tuition 2017under UniFAST, the institutional
scholars are placed as a light disadvantage. The Joint Memorandum Agreement between
CHED and DBM outlined prioritization guidelines on the grant of Free Tuition in State
Universities and Colleges. It states that students who are beneficiaries of nationally-
funded STuFAPs shall be the first to be enrolled in the SUC and their tuition fees shall be
charged to the Free Tuition 2017 allocation of the SUC. To motivate the abovementioned
institutional scholars to perform better and to remain institutional scholars, incentives
will be given to them in the amount of P2,500.00 per semester. P2000.00 will be for

stipend and P500.00 will be for uniform allowance.

Adjournment:

The meeting was adjourned at 12:10 noon.

Certified True and Correct:
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MINUTES OF MEETING ON COLLEGE-WIDE ACADEMIC COUNCIL HELD AT THE
COLLEGE AVR ON OCTOBER 6, 2017.
Attendance:
Please refer to the attached attendance.
Call to Order:
The meeting was called to order at 1:30: 00 A.M by Mr. Allan K. Tabec as the presiding

officer.

Presentation of Agenda:
A. POLICIES AND GUIDELINES ON OFF-CAMPUS ACTIVITY
The Executive Director for Student Affairs presented, discussed and explained to
the faculty the proper guidelines for the off-campus activities of students as stipulated
in the Commission on Higher Education Memorandum Order No. 63 (CMO 63).
a. The specific requirements to be complied with before the off-campus activity
are:
o Duly notarized parent’s consent
o Medical examination for student
o Medical clearance of student
o Relevant first aid training for students
o First Aid Kit
o Availability of Fees
o Mobility of Students
o ltinerary of Travel
4 Destination
© In conducting the off-campus activity, as much as possible it must be done
near the HEI in order to minimize expenses.
. o The destination must also be relevant to the subject matter.

b. Requirements during the off-campus Activity:
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o Identify a personnel who will accompany the students from the time they

assemble for the off-campus activity up to the debriefing, ensure that no

. Cordillera Administrative Region
A Mountain Province State Polptechnic College

students ride on the roof/motor vehicle /or on the boarding platform.

c. Requirements after the off-campus activity:

o Breakdown of expenses and Assessment report about the activity
B. GUIDELINES FOR STUDENT INTERNSHIP PROGRAM IN THE PHILIPPINES (SIPP)

The Executive Director for Student Affairs also discussed the general

requirements for students who will undergo Internship.

A. Psychological Exam which will be conducted by the Guidance Office

B. Medical Clearance Result - Laboratory findings should be attached.

C. Parent’s Consent (Written)

D. The requirements should be submitted before the Internship ends.

C. UNION FACULTY ELECTION

-The new set of the Union Faculty officers.

POSITION CANDIDATE NO. of VOTES

President 1. Georgina A. Maskay 38

2. Obie Noe B. Madalang 46
Vice President (Bontoc) 1. Rachel Fagyan 35

2. Venus Naida P.Bawiyan 28
Vice President (Tadian) 1. Janice Gas-ib 22
Secretary 1. Joyce Cuyaongan 44
Assistant Secretary 1. Liberty Tudlong 42
Treasurer 1. Rodeline D. Vilog 40
Auditor 1. Zaida B. Balcita 45
P.R.O 1. Joan dR. Canisi 40
Business Managers: 1. Alban Fanao 32

2. Asterio L.Palsi 37
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Adjournment:

The meeting was adjourned at 3:40 in the afternoon.

Certified True and Correct:
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The Mountain Province State Polytechnic College (MPSPC), a lone state college in the Province
was established by virtue of Republic Act 7182 to cater the academic and other related needs of its
clienteles and stakeholders. Its operation is guided by the different policies, guidelines, standards and
procedures issued and released by its oversight agencies especially of the Commission on Higher
Education (CHED), the Civil Service Commission (CSC), the Department of Budget and Management
(DBM) and the like. The college in its aim to contribute in realizing the sincere intentions of Republic Act
7722 otherwise known as the “Higher Education At of 1994”, Batas Pambansa 232, Resolution No 321-
2013 of the Commission en banc dated April 8, 2013 and subsequently of the College’s Vision, Mission,
Goals and Objectives institutes its Student Services and Development Office’s (SSDO) Manual of
Operations. This Manual covers all student related standards, policies, guidelines, and endeavors. It also
includes bases of its operations, the different student services that are under the direct supervision of the
SSDO and those that are not, Systems of Revisions and Amendments, Information Dissemination
Procedures and Distribution, Forms, Requirements and Procedures and Communication Flow Charts.
Further, it also contains information about the College, its Organizational Structure, Authority and
Responsibility, and Citizen’s Charter.

This SSDO Manual of Operations anchors its Systems and Procedures to existing Policies,
Standards and Guidelines issued by CHED and is further enriched by the Student Manual duly approved by
the College’s Board of Trustees. The Manual of Operations contains the different student services
according to CMO No 09 “Enhanced Policies and Guidelines on Student Affairs and Services” directly
under the supervision of the SSDO and those that are coordinated by the same but are under the direct
supervision of other offices. Primarily, the different student services of the college provided through the
Student Services and Development Office includes Student Welfare wherein the following are provided:
1)Information and Orientation Services; 2) Guidance and Counseling Services; 3)Career and Job
Placement Services; 4)Economic Enterprise Development; and 5) Student Handbook Development.
Secondly, it also caters to Student Development through the following services; 1) Student Activities; 2)
Student Organization and Activities; 3) Leadership Training; Student Council/Government; 4) Student
Discipline; and 5) Student Publication/Yearbook; 6) Scholarship and Financial Assistance; 7) Student
Housing and Residential Services; Multi-Faith Services; 8) Foreign/International Students Services; 9)
Social and Community Involvement programs; and 10) Alumni Relations.

On the other hand, Institutional Student Programs and Services that are not directly supervised by
the SSDO but coordinates instead includes the following: 1) Admission Services; 2) Food Services; 3)
Health Services; 4) Safety and Security; 5) Services for Students with Special needs and Persons with
Disabilities; 6) Cultural and Arts Programs; and 7) Sports Development Programs.

Further, the Manual also includes systems and procedures in the conduct of Research on Student
Affairs and Services; Monitoring and Evaluation; and Rewards and Incentives. Furthermore, it provides
systematic steps and procedures being followed and requirements complied for by the clients of the
Student Services and Development Office and other coordinating offices within the Mountain Province
State Polytechnic College to ensure the effective and efficient provision of relevant student services.
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; II. DEFINITION OF TERMS AND ACRONYMS

A.DEFINITION OF TERMS

1.

Republic Act 7182 - “An Act Establishing the Mountain Province State Polytechnic College

B.ACRONYMS
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CHED
SUC
PASUC
MPSPC
BOT
SSDO
FSSC
SSC
VMGO

. VPAA
. VPAF

. VPRDE
. VPRG
. GSO

. BMSO
. RRGOSA
. NSO
1S

. SUCs TDP
. ITR
. STuFAPs
. NCIP

. ESG-PA
. FT 2017
. SCAG

. NSTP

. ROTC

. LTS

. CWTS

. FAAP

. OTR

. GWA

. INC

. NFE

. PR

- Commission on Higher Education

- State Universities and Colleges

- Philippine Association of State Universities and Colleges
- Mountain Province State Polytechnic College

- Board of Trustees

- Student Services and Development Office

- Federated Supreme Student Council

- Supreme Student Council

- Vision, Mission, Goals and Objectives

- Vice President for Academic Affairs

- Vice President for Administration and Finance

- Vice President for Research Development and Extension
- Vice President for Resource Generation

- General Services Office

- Board of Management for Student Organizations

- Rules and Regulations Governing Organized Student Activities
- National Statistics Office

- Institutional Scholars

- State Universities and Colleges Tulong Dunong Program
- Income Tax Return

-Student Financial Assistance Program

-National Commission on Indigenous People

- Expanded Students Grant-In-Aid Program for Poverty Allevation
-Free Tuition 2017

- Student Cultural Arts Group

- National Service Training Program

-Reserve Officer Training Corps

- Literacy Training Services

- Civic Welfare Training Services

- Federation of Accrediting Agencies in the Philippines

- Official Transcript of Record

- General Weighted Average

- Incomplete

- No Final Exam

- In Progress

4|Page
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36. DWP - Dropped With Permission
37. DWOP - Dropped Without Permission
38. WP - Withdrawn with Permit

39. IP - In Process

40. CSC - Civil Service Commission

lll. GENERAL INFORMATION ABOUT THE AGENCY AND THE SELECTED AREAS OF OPERATION
Brief History of Mountain Province State Polytechnic College

As recorded by Dr. Marcelino T. Delson, the first idea of having a college in the Province could be
attributed to Mr. Alfredo Belingon who was then the Social Studies Supervisor in the BIAK division and who
retired as Schools Division Superintendent of Kalinga-Apayao. He was responsible in opening the first
barangay high school in the Division of Bangad, Kalinga. After the establishment of this Barangay High
School, he started working for the establishment of the Mountain Province Community College.

In 1973, Mr. John Kodoo Daoas was pulled from his cozy position at the Eastern Philippine
Colleges to run the fledging Mountain Province Community College. Bringing his experiences as a
professor and administrator of a tertiary institution, he harnessed whatever resource there is and continued
the implementation of identified programs. By 1912, there were four degree programs and two non-degree
programs being offered. The degree programs were Bachelor of Science in Elementary Education,
Bachelor of Science in Secondary Education, Bachelor of Arts, and Bachelor of Science in Commerce. The
two non-degree programs were Graduate Midwifery and Junior Secretarial.

The govemance of the Mountain Province Community College was in the hands of Board of
Directors headed by the Provincial Governor. Besides its policy formulation function, the Board of Directors
was also tasked to secure funding support for the fledging college. The college however, drew its main
operating expenses from the fees paid by students. With the low paying capacity of students who mostly
came from the low income families in the region, collections were far from sufficient to meet the needs of
the college.

It was this pitiful financial status of the community college that led people ogling for its conversion
to a state college. As early as 1975, immediately after the implementation of the Presidential Decree No.1
reorganizing the governmental structures into regions, people started talking about the establishment of a
state college in Mountain Province. Regional Director Telesforo Boquiren and his Assistant Regional
Director Bernardo M. Reyes started proposing for the establishment of a state college in the province.
Proposal were written and submitted to Secretary Juan Manuel but to no avail. The efforts to open such a
state college were mainly through the administrative route of the Ministry of Education and Culture. Thus,
the efforts were not strong enough to realize the establishment of a state college.

In 1978, the first national assembly of Batasang Pambansa was organized with Assemblyman
Victor S. Dominguez having been elected as one of the Assemblymen representing Region 1.

Immediately after assuming office as a member of the Batasang Pambansa, Assemblyman
Dominguez requested Mr. Marcelino T. Delson to draft a bill for the creation of a Mountain Province State
Polytechnic College. The draft was prepared and was about to be filed in the Batasan when a moratorium
was imposed against the establishment of additional state colleges in the country. This was during the early
part of the eighties. With the moratorium, the drive to open a state-college in Mountain Province went into
hibernation.

5|Page
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Sometime in 1983, the moratorium on the establishment of state institutions of higher learning was
liberalized for the opening of colleges of agriculture and forestry. This was the time that the lfugao State of
Agriculture and Forestry was established. Assemblyman Dominguez was tempted to work also for the
establishment of a similar college, but on second thought, he decided for the establishment of an institution
with a broader course offering which is not only limited to agriculture and forestry. His decision was based
on the fact that the province needs not only professionals or technologists in agriculture and forestry but
also specialists in engineering, teacher education, computer education and other fields of endeavor. Thus,
in 1985 he filed another bill for the creation of a college in his home province. Unfortunately, this was again
overtaken by EDSA revolution which led to the abolition of the Batasang Pambansa. This dashed the hope
of having a state college in Mountain Province established under the Martial Law Regime.

After the reorganization of the congress of the Philippines in 1987, Congressman Dominguez was
re-elected and one of his priorities was the establishment of a state college in Mountain Province. He
requested two or three groups to draft again a bill which will establish a state institution that will cater to the
professional and technological needs of the province. The drafts were synchronized and the final copy was
the one filed in congress when it opened for its session in 1991. This bill later became Republic Act 7182
which known as “An Act Establishing the Mountain Province State Polytechnic College”. With the signing of
R.A. 7182, the dream of establishing the only college in Mountain Province was finally realized.

The first graduates at Bontoc in March 1991 were those under the Mountain Province Community
College. As MPSPC fully opened in June 1991, only the Bontoc Campus and the Tadian Campus were in
operation. To give way to the increase enrolment from 92 in 1969 to 730 in 1992 and in the employees from
8 t0 69, there was the need to rent the Fagsao Building to be used as MPSPC Administration and Finance
Offices. Later, in 1991, the offices were transferred to the Multi-purpose building until 1996 when the
Academic Building was turned over to MPSPC. Likewise, the College of Engineering and Technology
shared with the buildings and facilities of Tadian School of Arts and Trade until 1996 when the Engineering
was completed.

Upon the clamor of the officials of Bauko, Mountain Province, the College of Forestry opened in
1994 after Mayor Agrayon’s withdrawn of the lot donated for the proposed MPSPC campus at Chatol,
Barlig Mountain Province.

College Seal

The seal of the Polytechnic consists of the outer and middle circles. Inscribed the outer
circle is the name of the institution, “Mountain Province State Polytechnic College” and
“1992”, representing the year it became a state college.

1982

Between the middle and the inner circles is a gear representing science and technology
with six teeth that stand for the five provinces and one city in the Cordillera.Inside the innermost circle is a
mountain chain that stands for the ten municipalities of the Mountain Province that comprise the immediate
service areas of the Collge. The rice terraces represent the culture and characteristics of the people while
the pine trees represent the five major tribes in the Mountain Province.
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The fire represents the State College, fueled by the four pieces of wood that represent the four
campuses of the College. The Chico River represents the State colleges as a solid foundation for the
development in terms of its four-fold functions of instruction, research, extension and production.

Part |. Philosophy, Vision, Mission and Goals and Objective of the College

Philosophy

Man, created in the image and likeness of God, is the center piece of the univers. Thus, he is
eondowed with innate powers, talents and capabilities to develop his potentials for transformation.

Vision
A preferred University of developmental culture and inclusive growth.
Mission

It shall produce globally competitive leaders molded from a tradition of excellence in instruction,
research, effective governance, sustainable entrepreneurship and an environment that assumes major
responsibility in cultural vitality and  well-being of the community.

Goals and Objectives

> Attain and sustain quality and excellence;

Promote relevance and responsiveness;

Broaden access and equity;

Enhance efficiency and effectiveness;

Develop harmony within the College, and with stakeholders and benefactors.

>

>

>

>
Mountain Province State Polytechnic College subcribes to the following core values.
1. S-elf-discipline

E-ffectiveness

R-esponsibility

V-ersatility

I-ntegrity

C-ommitment

N e o ke DD

E-fficiency

HERITAGE THRUST

H - Hearty Approach to Management and Govemance and Transformational Leadership
E - Enriched Academic Programs

R - Relevant Student Services, Development and Welfare Program

| - International and National Linkages

T - Technology, Facilities and Assets Enhancement Program
7|Page



Republic of the Philippines

B Hlountain Probvince State Polptechnic College
5 Bontoc, Mountain Province
Z SSDO MANUAL OF OPERATIONS

A - Aggressive Staff Development and Welfare Program

G - Gainful Resource Generation and Enterprise Development Program

E - Excellent Researches and Relevant Extension Programs

Student Services and Development Office

Vision

The Student Services and Development Office envisions to be the center for (PRO-SERVICESS);
practical, relevant and organized student services equally responsive and valuable for intellectual,
corporeal, emotional, spiritual and social development of the youth.

Mission

The Student Services and Development Office serve the students in the maintenance of a healthy
social relationship through varied and dynamic services to facilitate the optimum development of their
potentials.

Goals

A. Development Goals

The Student Services and Development Office shall provide student services towards the
development of disciplined, responsible, and highly trained students.

B. Enabling Goals

In pursuit of the development goals, the Student Services and Development office aim to:
1. Enhance self-commitment and professional capability;

2. Provide an approach/system of efficient delivery of services;

3. Create an atmosphere of democratic social interaction; and

4. Maintain a strong feedback mechanism for evaluation

8|Page
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IV.ORGANIZATIONAL STRUCTURE AND RESPONSIBILITIES OF RELEVANT ROLES
STUDENT SERVICES AND DEVELOPMENT OFFICE

ORGANIZATIONAL CHART

REXTON F. CHAKAS, Ph. D.
College President

GERALDINE L. MADJACO, Ph. D.
Vice-President for Academic Affairs

ALLAN K. TABEC, MAED
Executive Director, Office of Student Affairs

CHRISTIE LYNNE C. I HILARY L. TICAN, Ed.D.
CODOD, Ed.D. AUGUSTO B. CACAP, Ph.D. ] )
Executive Dean-Tadian
Executive Dean-Bontoc Dean-— Student Services and Develooment
JOHNNY P. CAYABAS JR, Ed. D. 5 LESLIE L. EANTIYAO

Dean Graduate School | . SSDO Secretary

GERTRUDE B. ANONGOS

SSDO Staff
FETTETTTETTEPEPTD JOYCE D. CUYANGOAN
ROGER C. PACLING S 4 SSDO Coordinator - Tadian Campus
NSTP DIRFCTOR 5 NOLIE MAE G. TIBONG
FELY AKILITH : T SSDO Staff - Tadian Campus
Library Director [ F U
: GUIDANCE and COUNSELORS
MELODAVE Y. FOMAN-EG D * CLAIRE B. AGYAPAS
Director for Admission ~ [**** 3 * CRYSTINE C. FELIMON
: E *NICOLE ANNE P. SORIA
JOYCE C. TIMIDAN : N
Registrar - Tadian Campus | :
T STUDENT PUBLICATION ADVISERS

*  JULIE GRACE K. MI-ING
JOSEPH M. BRILLANTES * IMELDA T. PAGANDIYAN

Health Director [ E /
: * ASTERIO C. PALSI
: C
MARY A. T_OYOKAN _____ i JOB PLACEMENT and ALUMNI
Dentist : 0 * CAROLYNE CASTAREDA -
Coordinator
BERYL JO A. BIMMUY AG M
Sports Director [T JOAN dR. CANISI
: M SCHOLARSHIP and GRANTS
ADELA Il A. BANTASAN : COORDINATOR
Socio-Cultural Director [~ : U JUSTINE T. C_HAKAS
. Staff for Scholarship and Grants
. N
CANTEEN STUDENT ORGANIZATIONS and SSC
: I EXPANDED STUDENT GRANT-IN-AID
PROGRAM for POVERTY ALLEVIATION
DEPARTMENT : (ESGP-PA)

SECURITY * GABBY M. MAMILIG - Staff
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1. The Director of Student Services and Development (DSSD) is the head of the office and
is supervised by the Vice Presidents for Academic Affairs or the President.

2. The SSDO director works in close coordination with the other student service offices of
the college such as the Office of the College Registrar, the College Library/Leaming
Resource Center, the Health Services, the Industrial Relations, Job Placement and On-the
Job Training Office, the National Service Training Program Office and the Campus Ministry,
as well as with the different Deans and Department chairpersons of the College and the
Directors of the different Administrative Offices of the College.

3. The following officials are under the Office of Student Services: Student Services
Coordinator, Placement and Alumni Relations Officer, Guidance Counselors, Student
Scholarships and Grants Coordinator, Student Organizations and Advisers.

Student Services and Development Office, supervises and coordinates different student service
offices/units of the college. Several other offices/units are supervised by the Director for Student Services
and Development as the case may be. The following offices/units under the jurisdiction of the Student
Services and Development are: Guidance and Counseling, Student Organizations, Scholarships and
Grants, Career Development and Employment/Job Placement, and Alumni Relations.

1. Guidance and Counseling
1.1. Goals and Objectives

1.1.1. To assist the students achieve their maximum potential by developing self-
awareness and self-realization.

1.1.2. To make available channels in optimizing the students’ capabilities for achievement.

1.1.3. To assist the students in making satisfactory adjustments in the college and in
reaching responsible decisions in academic, personal and social areas of their lives.

1.1.4. To undertake researches related to guidance and counseling which could contribute
to the development of the college system.

1.1.5. To provide trainings for paraprofessionals and professionals in guidance counseling
and testing to enable them as partners in guidance work.

1.2. Personnel
A License Guidance counselor heads the Office. He/She manages all the affairs of
the office.

Guidance Staff does clerical and guidance related functions.

1.3. Services
1.3.1. Individual inventory. It serves as the 201 file of the students which includes
records of psychological tests taken, counseling visits, and other pertinent
information about the student.
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1.3.2. Information. It provides an updated array of educational, vocational and
personal-social materials which can be useful to the students as in the
conduct of some seminars, workshops.

1.3.3. Counseling. It is conducted either individually or in groups on topics ranging
from personal to career concerns.

1.3.4. In-school Placement. It serves as a link between the students and school
Placement Office of the college where students in need of income are
hired as student assistants of the college.

1.3.5. Psychological Testing and Evaluation. It is given to students who may be in
need of such and whose evaluation may be an aide or a tool in the
helping process.

1.3.6. Referral. This refers to cases which are considered beyond the scope of
expertise of the office that are referred to more experienced and competent
professionals as part of the helping process.

1.3.7. Follow-up. I's a continuing service provided to the students that includes a
follow-up of the progress of their cases.

1.3.8. Peer Counselors Development Service. It is an approach to student
development which takes advantage of the concept that peers learn from
peers and peers teach peers.

1.3.9. Guided Admission Examination. It is an entrance examination intended to
select students who are to be accepted in various courses offered in the
College.

1.3.9. Research and Evaluation Service. It conducts researches on needs, problems and
performances of students whose findings are reported to the administration for
consideration.

1.3.10. Self-Enhancement Training Service. These are trainings provided as determined by
the guidance counselor based on needs analysis.

2. Student Organizational Development
2.1. Goals and Objectives

2.1.1. To enhance the growth of students as individuals and members of the academic
community by encouraging the formation of different student clubs and organizations
within the college.

2.1.2. To complement the academic and curricular growth and development of the
students through various student projects and activities such as sports fest, quiz
bees and the like.
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2.2. Personnel
2.2.1. Under the supervision of the SSDO, this Office is manned by a coordinator duly

designated by the College President

2.2.2. The Coordinator of Student Organization handles the different accredited student
clubs and organizations and the Supreme Student Council.

2.2.3. The Adviser/s of Publications monitors and supervises the activities of the student
publication (as the case maybe).

2.24. The Board of Management for Student Organizations (BMSO) handles the
accreditation process of student clubs and organizations. This is composed of the
coordinator, representatives from the students, faculty, Administration, Adviser, and
is headed by the SSDO director.

2.3. Functions

2.3.1. Accredits student clubs and organizations per school year.

2.3.2. Monitors the projects and activities of the different accredited student clubs and
organizations and the ~ Supreme Student Council.

2.3.3. Implements the Rules and Regulations Governing Organized Student Activities (RRGOSA).

2.3.4. Facilitates meetings/joint activities/exchange of ideas among student organizations.

2.3.5. Endorses student requests for funding (projects, training, and seminars) and the use of
college facilities.

2.3.6. Approves the posting of promotional materials/advertisements within the campus.

2.3.7. Recommends college-wide activities geared towards the wholesome development of the
student — mentally, physically, emotionally, socially spiritually and morally.

2.3.8. Provides administrative and technical support to the official student newspaper of the
College.

2.4. Student Clubs and Organizations: Their Responsibilities.
24.1. Comply with the following Requirements for Accreditation of Student
Clubs/Organizations:

a. Letter of request for accreditation addressed to the SSDO and duly signed by the
elected president of the organization and the faculty adviser.

b. List of officers of the club/organization with photocopy of the college identification card
(1.D.) and the specimen signature of the officers.
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c. List of at least 25 members of the club/organization. The list should include, among
other things, the course each student is enrolled in.

d. Proposed Calendar of Activities of the organization for the School Year.
e. Constitution and By-laws of the Club/Organization.

f.  Letter of acceptance of the faculty adviser chosen by the officers and members of the
club/organization.

f. Geographical and religious organizations may want to submit two (2) advisers (internal
and external). The internal adviser of a geographical organization is preferably a
faculty member who comes from the same community/municipality where the students
come from.

g. Accomplishment Report. Accomplishment Reports shall be submitted to the SSDO
every after the completion of an activity.

h. Financial Report. Financial reports shall be audited by the external audit team of the
JPIA and duly signed by the same. All Student organization should submit itself for
external auditing. The preceding shall be a major requirement for reaccreditation.

2.4.2. Guidelines on the Operation of Student Clubs/Organizations

a. The different clubs and organizations within the college are governed by the Rules and
Regulations prescribed for the Organized Student Activities (RRGOSA).

b. The accreditation process is handled by the Student Services and Development Office.
It shall review the accreditation papers of student clubs and organizations and make
recommendations pertaining thereto.

c. A Certificate of Accreditation for the school year is issued to a student club/organization
upon approval of its request for accreditation. Such certificate is shall be signed by the
Director of Student Services and Development, Executive Dean and the Vice President
for Academic Affairs.

d. The College, through the Student Services and Development Office, has the right to
revoke the certificate of accreditation granted to a Student club/organization in violation
of the rules and regulations of the college, particularly the Student Code of Conduct and
Discipline. As in all cases involving students, violators will be accorded due process.

e. Fraternities and sororities must be accredited by the college. Recognition of these
organizations is perceived to foster a better relationship with and among its officers and
members and the college administration.

g. All accredited fraternities and sororities shall be guided by Republic Act No.8049: An
Act Regulating Hazing and Other Forms of Initiation Rites in Fraternities, Sororities
and Organizations and Providing Penalties (Appendix C) and CHED Order No. 4
‘Preventive Measure Against Violence and Sanctions or Fraternities and Other
Student Organizations.”

2.4.3. Student Publication

2.4.3.1. The official student newspaper of the College shall be known as Tala, The Mocking Bird
and may be changed subject to proper consultation and deliberation.
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2.4.3.2. The Student Services and Development Office provides administrative and technical
support to the official student publication of the college. In accordance with the issued
guidelines of campus/student journalism, this office updates student journalists on the
current trends in newspaper writing. It recommends to the student body and the college
administration the attendance of student delegates to different symposia, seminars and
lectures of same nature. It also assists the staff in the screening of interested students
wishing to take an active part in the student publication.

2.4.3.3. A yearly competitive examination is conducted to determine the members of the Editorial
Board of the student publication. The college President through the Director of Student
Services and Development creates the Selection Board/Committee whose members shall
include a faculty member, an administrative staff, a practicing journalist, anda  former
member of the editorial board of the student publication and a former member of the
editorial board of the student publication.

2.4.34. The publication obtains its finance from the student population through the Student
Publication Fee of Php. 20.00 per semester. The amount may be increased after
complying with consultative requirements and other legal issuances pertaining thereto.

2.4.3.5. Republic Act 7079 also known as the Campus Journalism Act and the Rules and
Regulations Governing Organized Student Activities shall serve as the basic guidelines of
the student organ.

2.4 4. Student Government

24.4.1. The student government of the college shall be officially called SUPREME
STUDENT COUNCIL (SSC).

2.4.4.2. The Supreme Student Council is governed by its own constitution and by-laws.

2.4.4.3. It shall exist to democratically serve as the link and bride between the college
administration and the student population; thus, it functions for the betterment of the
student population of the college.

2.4.4.4. Election of officers of the Student Council is, on the other hand, governed by the
Student Election Code which is implemented and carried out by an independent
student body, the Commission on Student Elections. The Commission on Student
Elections is tasked to oversee the orderly conduct of student elections and to
religiously carry out the rules, regulations and guidelines specified in the Election
Code.

2.4.45. Al members of the student government shall finance the projects and activities of
the student government through the SSC Fee of Php. 20.00 per semester which may
be increased after complying with consultative requirements and other legal
issuances pertaining thereto. Accounting and auditing procedures of finances is
indicated in its constitution and by-Laws and the Rules and Regulations Governing
Organized Student Activities.

2.4.5. Federation of Student Councils
2.4.5.1. All elected student council presidents of the different campuses of the college

system shall confederate and shall form the Federation of (college) Student Councils.
(RA 8292)
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2.4.5.2. The President of the federation shall sit as the student trustee in the Board of
Trustees of the College (RA 8292) upon formal endorsement by the officers of the

federation of student councils.

2.4.5.3. This federation exists to unify all efforts of the college system student council in
addressing the needs of the students through a representation in the College Board

of Trustees.

3. Student Housing
1.1. The SSDO through a committee shall:

3.1.1. Provide and manage activities and services to inculcate habits, attitudes, values of
healthful living, efficient home management, good social relationship and
responsiveness among student.

3.1.2. Ensure that students residing in boarding houses are safe and that their boarding
houses pass the sanitary requirements and condition prescribed by law and or local

ordinances.

3.1.3. Shall conduct regular monitoring and Evaluation of Boarding houses, apartments,
and dormitories providing accommodations to MPSPC students and recommend the

same to students.

3.2. Functions
3.2.1. Provides a list of accredited boarding houses and dormitories within the vicinity of

the college. This list is made available to parents and students during the opening of
classes;

3.2.2. Recommend guidelines to boarding houses and dormitories willing to be included
in the official roster of accredited residence quarters; and

3.2.3. Conducts home visits to boarding houses at least once a semester or more.

4, Student Scholarships and Assistantship

4.1. Goals and Objectives
4.1.1. To assist students who generally belong to the “poor but deserving” group to avail

of scholarships/grants or financial assistance for educational purposes.

4.1.2. To scout for possible individual, agency or institutional sponsors for deserving
students.

4.2. Personnel
4.2.1. The office is supervised by the Scholarship and Grants Coordinator who relates

directly to the Dean of Student Services and Development Office. The coordinator
works with the scholarship committee composed of the Vice President for Academic
Affairs as Chairman. The members are the : Director for Student Service and
Development, Registrar, Finance Officer, HRMO and a representative from the
student council (refer to College Code).

4.3. Functions
4.3.1. Keeps records of the different scholarship and educational grants offered to

students either by the college, the national government or by any interested
individual, group of persons or private company.
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4.3.2. Disseminates information on possible scholarship slots as provided for by the
Scholarship Committee;

4.3.3. Prepares and implements the Memorandum of Agreement between the grantor
and the college through the Office of the President;

4.3.4. Coordinates with the scholarship committee in the screening of students availing
for scholarship;

4.3.5. Undertakes the processing of scholarship papers of the students; and

4.3.6. Takes charge of the Student Financial Assistance Program of the college in
coordination with the appropriate office.

5. Students Safety and Welfare on Off-Campus Activities
5.1. Goals and Objectives

5.1.1. To ensure that students’ safety is given primordial consideration on off-campus
activities through the provision of relevant emergency preparedness plans; and

5.1.2. To undertake pro-active measures in safeguarding students through relevant
medical intervention programs.

5.2. Personnel and functions

5.2.1. The SSDO Students Welfare and safety committee supervised by the Dean of the
SSDO shall facilitate the conduct of medical and physical exam for the students;

5.2.2. Shall undertake measures to profile students’ medical records for relevant
intervention programs and participation on off-campus and other related activities.

5.2.3. Recommend responsive measures to facilitate a healthy environment for the
students of the college.

V. OPERATIONAL CONTROL AND SUPERVISION

The operational control and Supervision of the Student Services and Development Office
(SSDO), is manned by the Dean and a coordinator from Tadian Campus duly designated by the College
President.

Operational control and supervision as stipulated in the Special Order No. PRFC-045 Series of
2016 shall include but not limited to the following:

1. Coordinate the activities of the Supreme Student Council, Student Publication, Placement
Office and the Guidance and Counseling Office, and the other units under or attached to it;

2. To link the administration with the strong body and/ or its organizations and associations;

3. Oversee the Activities of all student originations and provide guidance to students along social,
cultural and community leadership;

4. Coordinate all registered and recognized student organizations to operate under the charter
and rules of the College;

5. Hear and recommend decision or disciplinary cases involving students and student
organizations and implement any decision thereof; and

6. Perform other functions and related work as directed by higher authorities with regards to the
power of authority.
17|Page



. Republic of the Philippines

A f’a Mountain Province State Polptechnic College

way Bontoc, Mountain Province

SSDO MANUAL OF OPERATIONS

Note:

The Dean of the SSDO approves any student Activity if such will not involve utilization of the
Student Services Fund, otherwise review and endorse Activities that involve the utilization of
Student Services Fee.
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; VI. STATEMENT OF QMS SCOPE INCLUDING THE PROCESS MODEL/ MAP SHOWING THE
PROCESSES COVERED BY THE QMS

The Quality Management System/MPSPC-SSDO Manual of Operations covers the hereinafter
enumerated processes.

> Application for Identification Cards

FLOW CHART FOR
APPLICATION OF IDENTIFICATION CARD

» Presentation of Official Receipt and Assessment Form duly stamped by the
1. Guidance Office.

e Filling- up of ID card Registration Form (Form No. 4)
2 | ¢ "5 Minutes”

e Picture Taking
3+ "1 Minute"

 Taking of Electronic Signature
4 * "1Minute"

Lay-outing of ID ( Picture, Signature and Personal Information)

5. | « "5 Minutes"

e Printing of ID
6. ¢ "1 Minute"
7 e Validation of ID

e Filling-up of Clients Evaluation Form (From # 5)

e Signingin on the Log Book
e Release of ID's / Re-checking of entries by the owner.

©
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» Validation of Identification Card

FLOW CHART FOR
VALIDATION OF IDENTIFICATION CARD

———,

* Paymeny of
Va hdlhon

\\

» Presentation of Official Receipt and Assessment Form duly
stamped by the Guidance Office.

Filling up of Form (Form No. 4)
* For information updates

Checking of the ID Card for any damage.

« Damaged IDs are capture.
» Owner are required to pay Replacement of ID fee @ the Cashier.

» Applying of Validation Sticker to undamaged IDs.

* Filling up of Clients Evaluation Form (Form # 5)

* Signingin on the Log-Book.
* Release/ issueance of the Validated IDs.

€€«
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» Issuance of Activity Permit

FLOW CHART FOR

ISSUANCE OF ACTIVITY PERMIT

$

NS
/

S,
i-
8
£
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» Processing of Lost and Found Iltems

FLOW CHART FOR

PROCESSING OF LOST AND FOUND ITEMS
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» Processing of Grant Application

FLOW CHART FOR

PROCESSING OF GRANT APPLICATION

‘ 5. Signing in on the Log

‘ Book
4. SSDO / Scholarships & Grants
Unit evaluation on the

‘ sufficiency of information given
in the application form and

3. SubmissicWBradialeRf sloseragntary
® required do&gdtdrginents

2. Completion of Form # 1 (Application Form for
Student Scholarship/Grant Program)

® 1. Presentation of Assesment
Forms
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» Processing of Institutional Scholarship (IS) Application

d

b

FLOW CHART FOR

PROCESSING OF INSTITUTIONAL

g SCHOLARSHIP APPLICATION

Presentation of Assessment
Form / Proof of Enrollment
by Student / Applicant

Review of Applications &

Documentary Attachments

and Endorsement by Sports
and Athletics Director

Checking of Sufficiency of
information given in Form 1
and Authenticity of
Documentary Attachments
by Scholarships & Grants
Coordinator and submission
of applications to the VPAA
for Recommendation

Filling up and submission of
Form 1 (Application Form) &
Form 2 (Scholarship
Agreement) together with
Documentary Attachments
(Assessment Form & Grades in
the Previous Semester)

Screening of Application,
Checking of Documentary
Attachments and
Edorsement by Coach /
Adviser

Recommendation for
Approval by the VPAA

Approval by the College
President
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» Processing of SUCs TDP Application

FLOW CHART FOR

PROCESSING OF SUCS TDP APPLICATION

. Filling up and submission of Form 1
Presentation of Assessment and Documentary Attachments
Form / Proof of Enrollment by (Assessment Form,Grades in the
Student / Applicant Previous Semester & Certificate of
Indigency)

Checking of Sufficiency of
information given in Form 1
and authenticity of
Recommendation for Approval Documentary Attachments by
by the VPAA Scholarships & Grants
Coordinator and submission of
applications to the VPAA for
Recommendation

Approval by the College
President
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» Processing of Free Tuition 2017 Application

FLOW CHART FOR

PROCESSING OF FREE TUITION 2017

Screening of Applicants &
- Ranking based on annual
Submission of income reflected in the ITR

Income Tax D
Return (ITR) of Note: All StuFaps beneficiaries

Grantees are automatically
eligible for FT 2017

Presentation of
Assessment /

Proof of
Enrollment

Submission of list of
students eligible for
FT 2017 to UniFAST

Secretariat & CHED
Central Office
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»  Processing and Claiming of Allowance for Grantees (CHED)

FLOW CHART FOR

PROCESSING AND CLAIMING OF ALLOWANCE

Obligation, Grantees claim their
Processing, allowance deposited
Checking & in their Land Bank
Disbursement Accounts

Preparation of
Billing
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» Processing and Claiming of Incentives for Institutional Scholars (IS) and SUCs TDP

1 —

FLOW CHART FOR

PROCESSING AND CLAIMING OF INCENTIVES
FOR INSTITUTIONAL SCHOLARS AND SUCS
TDP GRANTEES

Preparation of Billing Obligation

Checking and

Processing Disbursement

ISs & SUCs TDP Grantees
present their School ID Card
and claim their incentive
(P2,000 + P500 Uniform
Allowance & P6,000/Sem
respectively)
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FLOW CHART FOR

PROCESSING OF TUITION PAYMENT OF FT

2017 BENEFICIARIES

Preparation of
Assessment &
Billing

Preparation of
Certificates of
Registration and
Data Elements

Submission of
Assessment,
Billing, Cert. of
Registration &
Data Elements
to UniFAST
Secretariat and
CHED Central
Office

Download-
ing of
Tuition
Payment of
FT 2017
Beneficiaries
by CHED to
MPSPC
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> Application for Off-Campus Activity

FLOW CHART FOR
» APPLICATION FOR OFF-CAMPUSES
ACTIVITY
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» Student Complaints

FLOW CHART FOR

STUDENT COMPLAINTS

6.Recording of

I results.

5.Furnishing of
decision and

‘ settlements.

4. Deliberation of complaints
with the Dean's Office.

3.SSDO Tables/ Schedules

‘ meetings.

2.SSDOinterviews

complainants and record
‘ data.

1. Submission of
Formal Complaint
Letter.
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» Reports on Violation

FLOW CHART FOR

REPORTS ON VIOLATIONS

4. Evaluation and;
- Signing in on the Log Book

3. Recording of Warnings.

2.SSDO interviews complaints
and respondent

1. SSDO takes data
on the violation
done and the
violator.
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> Accreditation of Student Organizations

FLOW CHART
ACCREDITATION OF STUDENTS ORGANIZATIONS

EXISTING

1. Application Letter (Signed by the highest

officer and noted by the adviser); 1. Application Letter (Signed by the highest
2. List of ad-hoc officers, members and officer and noted by the adviser);

advisers with their corresponding courses, 2. List of new officers, members and
address, contactnumbers and signatures; advisers with their corresponding courses,
3. Constitution and By-law of the organization; address, contact numbers and signatures;

4. One year plan of activities with tentative 3. Annual accomplishment report(with copy
schedule, venue and budgetary requirements; student publication if applicable);

and, . 4. Financial report (Audited by the JPIA

5. Pledge of Commitment (SSDO Form No. Auditors Group);

07)& Bio-data of Officers (SSDO Form 10). 5.

schedule, venue and budgetary
requirements; and,

5. Pledge of Commitment (SSDO Form No.
07)& Bio-data of Officers (SSDO Form 10);
and,

6. Amendments to the Constitution and By-
laws, if any.

2. EVALUATION FOR COMPLETENESS
OF APPLICATION FOR
ACCREDITATION

3. FILLING UP OF CLIENT
EVALUATION FORM

4. ISSUANCE OF
ACCREDITATION
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VII. JUSTIFICATION OF EXCLUSION

1. Student Election procedure has been excluded herein as its processes and procedures are
stipulated in their organization’s constitution and by-laws to protect and ensure student
organizations independence from the College’s Administration.

2. Students Organization Award and Recognition is excluded since respective department
provide and observe approved criteria for awards and recognitions of student organizations.

Vill. DESCRIPTION OF THE PROCESSES COVERED BY THE QMS

Application for Identification Cards

Students have to fill out properly their enrollment form duly signed by their respective department
chairperson then proceed to the registrar’s office for their enrollment. Upon accomplishing the requirements
from the Office of the Registrar, new enrollees proceed to the office of the Guidance and Counseling to fill
out their Individual Inventory Form which may take 15-20 minutes. After filling out, the students submit the
individual inventory form to the guidance counselors for filing.

The students proceed to the cashier’s office to pay their assessed tuition fees. With their official
receipts, the students may now claim their class cards at the Dean’s Office.

After the issuance of class cards, students proceeds to the Students Services and Development
Office for the application of Identification card. The student presents the official receipt and will be required
by the SSDO personnel to fill out the ID card registration form (Form no. 4). Students are asked to sit in the
allotted corner for picture taking and taking up of signature. The SSDO personnel lay-outs and prints the
identification card. Thereafter, the personnel will validate the card while the student fills up the evaluation
form (Form # 5). Finally, the personnel issue the identification card and the student signs on the log book.

Validation of Identification Card

The student first proceeds to the cashier’s office for the payment of validation fee. After that, the
student will proceed to the SSDO and present the official receipt and fill out the form # 4 for information
updates. The SSDO Staff will check the ID for any damage. If there is damage, the student is required to
pay a replacement of ID fee at the cashier’s office amounting to two hundred twenty five pesos (Php 225).
Then the student will wait for the release of the validated ID before signing in on the log book.

Issuance of Activity Permit

The responsible representative of the organization proceeds at the Student Services and
Development Office to request for an activity permit (five (5) copies). The SSDO staff will verify the
Organization while the representative of the organization is signing in on the Log Book. Afterwards, the
SSDO Staff will release the SSDO Form # 03(Activity Permit Form) to the representative for filling out of the
necessary information. The representative will now proceed to the General Services Office (GSO) for the
verification of available venues. The GSO Director will now endorse the activity permit once the venue/s is
settled. The representative of the Organization will now return to the SSDO for another endorsement then
finally proceed to the Executive Dean’s office for the final approval of their activity permit. The
representative will now furnish a copy of the approved activity permit to the different respective offices like
Dean’s Office, SSDO, GSO, Security Division and the P.E and Sports Office.

Processing of Lost and Found Items

For lost and found items, the SSDO staff will interview the finder of the item followed by the filling
out of form no.13. The staff will secure the lost item on the lost and found Bulletin board area. Finally, the
client will fill out the Evaluation form then sign in on the log book.
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For claiming the lost item, the owner will inquire at the SSDO for further interviews and filling out of
the claiming form (form no.13). The SSDO staff will now return the item to the owner while filling out the
clients evaluation form and then sign in on the log book.

Processing of Scholarship / Grant Application and Processing and Claiming of Benefits / Incentives
| Allowance

The Student Services and Development Office keeps records of the different scholarships and
educational grants offered to students either by the college, the national government or by any interested
individual, group of persons or private company.

A. Processing of Scholarship / Grant Application
1.Grant Application

A student applicant who comes to the office will get a scholarship form for the Student Scholarship/
Grant Program. The student will fill out the form and submit it to the office with complete attachments that
include the assessment forms and grades in the previous semester. The SSDO staff then evaluates the
application form of the students based on the requirements required in the scholarship or grant.

2. Institutional Scholarship Application

Students / Applicants present assessment form or proof of enrollment before they will be given
application forms. IS applicants fill up and submit Form 1 (Application Form) & Form 2 (Scholarship
Agreement) together with Documentary Attachments (Assessment Form & Grades in the Previous
Semester). SUCs TDP applicants fill up and submit Form 1 and Documentary Attachments (Assessment
Form, Grades in the Previous Semester & Certificate of Indigency). Coaches and advisers for IS screen
applications and check documentary attachments then endorse applications to the Sports and Athletics
Director. The Sports and Athletics Director in turn reviews applications and documentary attachments and
endorse them collectively. The Scholarships & Grants Coordinator checks sufficiency of information given
in Form 1 and authenticity of documentary attachments before submitting the applications to the VPAA for
Recommendation. The VPAA then makes a recommendation for approval of the applications and submits
these to the College President for approval.

3. SUCs TDP Application

Students / Applicants present assessment form or proof of enrollment before they will be given
application forms. SUCs TDP applicants fill up and submit Form 1 and Documentary Attachments
(Assessment Form, Grades in the Previous Semester & Certificate of Indigency). The Scholarships &
Grants Coordinator checks sufficiency of information given in Form 1 and authenticity of documentary
attachments before submitting the applications to the VPAA for Recommendation. The VPAA then makes a
recommendation for approval of the applications and submits these to the College President for approval.

4. Free Tuition (FT) 2017 Application

Students / Applicants present proof of enroliment and submit the ITR of their parents. Scholarships and
Grants Coordinator and Staff will screen applicants and rank them based on annual income reflected in
parents’ ITR. All StuFAPS beneficiaries except NCIP and ESGP-PA Grantees are automatically eligible for
FT 2017. Remaining slots will be given to non — StuFAPSs beneficiaries based on the annual income
reflected in the ITR. List of students eligible for FT 2017 will be submitted to the UniFAST Secretariat and
CHED Central Office.

B. Processing and Claiming of Benefits
1.Grantees (CHED)

The Scholarships and Grants staff prepares the billing and submits it to CHED Regional Office.
Concerned units at the CHED Regional office do the obligation, Processing, Checking and Disbursement.
Grantees may claim their allowance deposited in their Land Bank accounts.
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2. Institutional Scholars and SUCs TDP Grantees

The Scholarships and Grants staff prepares the billing then submits this to the Budget office for
Obligation. The budget Office submits the Obligation to the Accounting Office for Processing then submits
papers to the Cashier's Office for Checking and Disbursement. The IS and SUCs TDP grantees then
present their validated School ID Cards and claim their incentive / allowance (P2,000 + P500 Uniform
Allowance for IS and P6,000/ Sem. for SUCs TDP Grantees).

3. Payment of Tuition Fees of FT 2017 Beneficiaries

The Scholarships and Grants Coordinator will prepare Assessment and Billing for FT 2017
Beneficiaries while the Registrar and Admissions Office will prepare Certificates of Registration and Data
Elements contained in the Assessment. These documents will be submitted to the UniFAST Secretariat
and CHED Central Office for processing then CHED will download the tuition subsidy to MPSPC.

Students Safety and Welfare on Off-Campus Activities

The Student Services and Development Office promotes the participation of students on relevant
off-campus activities but ensures that students’ safety and welfare before, during and after Off-Campus
activities shall be given primary consideration.

Any student or student organization intending to participate on off-campus activities shall submit to
the SSDO the activity design and invitation together with attachments such as: 1) Minutes of Meeting; 2)
Medical Examination Certificates; 3) First Aid Training Certificate of Accompanying Person/s —in — Charge;
4) Duly Notarized Parent Consent; and 5) Emergency Preparedness Plan. The SSDO will review the
documents submitted then endorse to OSA if complete. The Organization in — Charge will submit the
documents to the Office of Student Affairs and Office of the VPAA for recommendation, then submit the
documents to the Office of the President for approval. After the conduct of the activity, the organization —in
— Charge shall submit an accomplishment report.

Student Complaints

The SSDO Staff will receive the formal complaint letter from the student or faculty complainant, the
SSDO interviews complainants and records pertinent data. After that, the SSDO will schedule meetings to
deliberate complaints submitted summoning all the parties ainvolved. Then the involved parties will be
informed for the exact date and place for the deliberations of complainants with the Dean’s Office. The
decisions and settlements after the deliberation will be furnished to the concerned parties. Recording of
results will be done for future references.

Reports on Violation

The student/concerned individual will submit data of violation to the SSDO for recording. Then the
violator once apprehended will be asked to go to guidance for initial interview. After that, the SSDO will
assess the violator and his/her violations then identify the offense and its corresponding sanctions. The
appropriate sanctions are being imposed by the SSDO to the offender after the evaluation. Finally, the
signing in on the log book will be done to document the transaction.

Accreditation of Student Organizations

To enhance the growth of students as individuals and members of the academic community
students are encouraged to form student clubs and organizations within the college provided they will
comply with the requirements. For new organization/club they are required to submit the following:

a. Letter of request for accreditation addressed to the SSDO and duly signed by the
elected president of the organization and the faculty adviser;
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b. List of officers of the club/organization with photocopy of the college identification card
(1.D.) and the specimen signature of the officers;
c. List of at least 25 members of the club/organization. The list should include, among
other things, the course each student is enrolled in;
d. Proposed Calendar of Activities of the organization for the School Year;
e. Constitution and By-laws of the Club/Organization;
f. Letter of acceptance of the faculty adviser chosen by the officers and members of the
club/organization (appendix B); and
f. Geographical and religious organizations may want to submit two (2) advisers (internal
and external). The internal adviser of a geographical organization is preferably a
faculty member who comes from the same community/municipality where the students
come from.

Likewise, for existing student organization/club the members should also submit the following:

a. Letter of request for accreditation addressed to the SSDO and duly signed by the
elected president of the organization and the faculty adviser.
b. List of officers of the club/organization with photocopy of the college identification card
(1.D.) and the specimen signature of the officers.
c. List of at least 25 members of the club/organization. The list should include, among
other things, the course each student is enrolled in.
d. Proposed Calendar of Activities of the organization for the School Year.
e. Constitution and By-laws of the Club/Organization.
f. Letter of acceptance of the faculty adviser chosen by the officers and members of the
club/organization (appendix B).
f. Geographical and religious organizations may want to submit two (2) advisers (internal

and external). The internal adviser of a geographical organization is preferably a
faculty member who comes from the same community/municipality where the students
come from.

g. Accomplishment Report. Accomplishment Reports shall be submitted to the SSDO
every after the completion of an activity.

h. Financial Report. Financial reports shall be audited by the external audit team of the
JPIA and duly signed by the same. All Student organization should submit itself for
external auditing. The preceding shall be a major requirement for reaccreditation.

Upon submission of the aforementioned requirements, the completeness of the documents will be
evaluated for accreditation. The client evaluation form will be filled out by the applicant. If found out
compliant to all requirements, an accreditation certificate number will be issued.

IX. ANNEXES
1. Approved Quality Policy

+ |t is the invoking policy of the Mountain Province State Polytechnic College and its frontline
service provider the MPSPC-SSDO to provide relevant and responsive student services to
its clienteles for the promotion of Student welfare and holistic development.

2. Approved quality objectives of all offices/units

Guidance and Counseling
Goals and Objectives
A. To assist the students achieve their maximum potential by developing self-awareness and self-

realization.

B. To make available channels in optimizing the students’ capabilities for achievement.
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C. To assist the students in making satisfactory adjustments in the college and in reaching
responsible decisions in academic, personal and social areas of their lives.

D. To undertake researches related to guidance and counseling which could contribute to the
development of the college system.

E. To provide trainings for paraprofessionals and professionals in guidance counseling and
testing to enable them as partners in guidance work.

Student Organizational Development

Goals and Objectives

A. To enhance the growth of students as individuals and members of the academic community
by encouraging the formation of different student clubs and organizations within the college.

B. To complement the academic and curricular growth and development of the students through
various student projects and activities such as sports fest, quiz bees and the like.

Student Scholarships and Assistantship
Goals and Objectives

A. To assist students who generally belong to the “poor but deserving” group to avail of
scholarships/grants or financial assistance for educational purposes.

B. To scout for possible individual, agency or institutional sponsors for deserving
students.

3. List of internal and externally generated references/documents necessary for the effective
planning and operations of the QMS.

» MPSPC College Manual 2015
MPSPC Student Manual 2015
MPSPC Citizens Charter 2010
MPSPC Strategic Plan 2015-2018
CMO 63 Series of 2017

Republic Act No. 9485 — Anti-Red Tape Act of 2007

YV V ¥V YV V V

Republic Act No. 7182 — An act establishing the Mountain Province State Polytechnic
College

4. Mechanisms for determining customer satisfaction and feedback

STUDENT SERVICES DEVELOPMENT OFFICE (SSDO)
Citizens Charter
A. Student Development Services
1. Title of Frontline Service: Processing of Certificate of Accreditation (CA) for Student Organizations

Schedule of Service: June to March; Monday to Friday; 8:00 am to 5:00 pm
Who may avail of the Service: Students of MPSPC (Undergraduate and Graduate)
Requirement/s:

For New Student Organization
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a. Letter of request for accreditation addressed to the SSDO and duly signed by the elected president
of the organization and the faculty adviser.

b. List of officers of the club/organization with photocopy of the college identification card (I.D.) and
the specimen signature of the officers.

c. List of at least 25 members of the club/organization. The list should include, among other things,
the course each student is enrolled in.

d. Proposed Calendar of Activities of the organization for the School Year.

e. Constitution and By-laws of the Club/Organization.

f. Letter of acceptance of the faculty adviser chosen by the officers and members of the
club/organization.

g. Geographical and religious organizations may want to submit two (2) advisers (internal and
external). The internal adviser of a geographical organization is preferably a faculty member who
comes from the same community/municipality where the students come from.

h. Accomplishment Report. Accomplishment Reports shall be submitted to the SSDO every after the
completion of an activity.

i.  Financial Report. Financial reports shall be audited by the external audit team of the JPIA and duly
signed by the same. All Student organization should submit itself for external auditing. The
preceding shall be a major requirement for reaccreditation.

For Existing Student Organization

a. Letter of request for accreditation addressed to the SSDO and duly signed by the elected president
of the organization and the faculty adviser.

b. List of officers of the club/organization with photocopy of the college identification card (I.D.) and
the specimen signature of the officers.

c. List of at least 25 members of the club/organization. The list should include, among other things,
the course each student is enrolled in.

d. Proposed Calendar of Activities of the organization for the School Year.

e. Constitution and By-laws of the Club/Organization.

f. Letter of acceptance of the faculty adviser chosen by the officers and members of the
club/organization.

g. Geographical and religious organizations may want to submit two (2) advisers (internal and
external). The internal adviser of a geographical organization is preferably a faculty member who
comes from the same community/municipality where the students come from.

Venue and budgetary requirement*
* May be submitted after election of new officers

Duration | Person
Step Client Action Service Providers Action Form of in
Activity | Charge
The student officer records required | The SSDO personnel review the
entries at the SSDO logbook as follows: | entries and prepare the required
= Full name documents. none 1 SSDO
= Course and curriculum year minute Staff
= Purpose of visit
= Signature
Submits the required documents and all | > Evaluates submitted 3
required attachments documents for minutes
completeness; None 2 SSDO
> Reviews the CBL and plan of hours Staff
activities whether or not they
are in accordance with
College policies and
guidelines
» Recommends or SSDO
disapproves the application | FOrm
for Certificate of | No. 15
Accreditation 08 | Minutes
» Process and issue the
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| | Certificate of Accreditation | |

2. Title of Frontline Service: Processing of Activity Permits (APs)

Schedule: June to May; Monday to Friday; 8:00 am to 5:00 pm

Who may avail of the Service:  Officers and members of accredited student organizations; faculty and
staff

Requirement/s:

Properly filled-out Activity Permit Form (APF);

APF reproduced in seven copies;

Certificate of Accreditation (For student organizations only);

Attached program of activities; and

Parents/ Guardians consent duly notarized(SSDO Form No. 11) and Group
Accident Insurance (For Field Trip and Educational Tours only)

VVVYY

Duration | Person
Step Client Action Service Providers Action Form of in
Activity | Charge

1 The student officer records required | The SSDO personnel review the
entries at the SSDO logbook as follows: | entries and prepare the required
= Full name documents. none 1 SSDO
= Course and curriculum year minute | Staff
= Purpose of visit
= Signature
2 He presents properly filled-out Activity | > He evaluates submitted
Permit Form (APF) complete with documents;
signatures of all concerned and required " Checks completeness SSDO| 3 SSDO
attachments of signatories on APF | Form minutes | Staff
» Inspects applicable | No.
required document | 3
attachments
» He approves/ disapproves/
holds in abeyance the
Activity Permit application
> Gets the SSDO copy of the
approved Activity Permit,
hands the other copies to the
student officer
» Puts on records approved
Activity Permit for monitoring
purposes
> Keeps the SSDO copy of the
approved Activity Permit in
the appropriate file folder
3. Title of Frontline Service: Feedback and Redress Mechanisms
Schedule of Availability of Service: June to May; Monday to Friday; 8:00 am to 5:00 pm
Who may avail of the Service: Students of MPSPC (Undergraduate and Graduate)

Requirement/s:
Feedback

For comments and feedbacks, SSDO clients may fill out the Clients Evaluation of SSDO services available
at the SSDO office. The duly accomplished Evaluation Form (SSDO Form No.05) may be submitted to the
SSDO office or dropped in the designated suggestion boxes.
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Redress

A complaint against MPSPC personnel/ Students shall be given due course when it is in writing,
subscribed and sworn to by the complainant (SSDO Form No.06 for light offenses and Affidavit Format for
grave offenses). The complaint (reproduced in triplicate), which shall contain the following details, maybe
filed anytime with the Director of SSDO.

Full name and address/course and year of the complainant;

Full name and address of the person complained of as well as his position/ designation and office/
department of employment;

A narration of the relevant and material facts, which shows the acts or omissions allegedly
committed by the civil servant/ student;

Certified true copies of the documentary evidence and affidavits of his witnesses, if any; and
Certification or statement of non-forum shopping.

VV VWV VYV

In the absence of any one of the aforementioned requirements, the complaint shall be dismissed. The
SSDO shall assist in the preparation of the complaint in good form provided the complainant provides all
the necessary details.

Duratio
Step Client Action Service Providers Action Form n of
Activity
1 The  student  records | The SSDO personnel review the entries | none 1 SSDO
required entries at the | of the student in the SSDO logbook minute Staff
SSDO logbook as follows: | and then direct him to take a seat and
= Full name ready documents for processing
= Course and curriculum
year
= Purpose of visit
= Signature
2 He submits complaint in | > He evaluates submitted documents; | SSDO 7 SSDO
good form (triplicate) with = Checks completeness  of | Form minutes Staff/
required attachments information No. 06-
= Inspects applicable required A 06-B Director

document attachments

» Receives two copies and retumns
one copy to the student
complainant or assist in the
completion of the complaint in good
form

» Puts on records formal complaint
received for monitoring purposes

» Complaints shall be resolved within
10 working days without prejudice to
higher administrative  recourses
should either or both parties decide
to pursue the matter further.

B. Institutional Student Programs and Services

1. Title of Frontline Service:
Schedule of Availability of Service:

Processing of Scholarships/ Grants

June for First Semester and November for Second
Semester; Monday to Friday; 8:00 am to 5:00 pm
Students of MPSPC (Undergraduate and Graduate)

Who may avail of the Service:
Requirement/s:

» First time scholars: scholarship award or certification and assessment form

41 |Page




> Republic of the Philippines

B Mountain Province State Polptechnic College
] Bontoc, Mountain Province
SSDO MANUAL OF OPERATIONS

» Incoming freshmen: copy of high school card, certificate of good moral character; certification as
valedictorian or salutatorian and assessment form
» Current/ continuing MPSPC students: grade sheet for the last semester he was enrolled and
assessment form
» Copy of NSO Birth Certificate for Dependents of MPSPC Employees
» DILG Certification for SK Officials and Barangay Official Dependents (Copy of NSO Birth
Certificates for Dependents)
» School Paper published in the past semester for Ap-apaway Editor in Chief and Staff

Step

Client Action

Service Providers Action

Form

Duration
of
Activity

Person
in
Charge

The

student/

scholar records

required entries at the SSDO
logbook as follows:

Full name

Course and curriculum year
Purpose of visit

Signature

The SSDO personnel review the
entries of the student/ scholar in
the SSDO logbook and then
direct him to take a seat and
checks in the List of Scholars
(Submitted by each sponsor or
recommending college
personnel)

none

1
minute

SSDO
Staff

Present

any of the following

documents:

Incoming freshmen: copy of
high school card, certificate
of good moral character;
certification as valedictorian
or salutatorian and
assessment form

First time
scholarship
certification
assessment form

Current/ continuing MPSPC
students: grade sheet for
the last semester he was
enrolled and assessment
form

scholars:
award  of
and

The SSDO personnel reviews
and verifies the documents
submitted

Issues Scholarship Application
Form and instructs student to fill
them  out  and submit
accomplished form to the SSDO
personnel together with the
required attachments

none

SSDO
Form
No.
01/02

2
minutes

1
minute

SSDO
Staff

Fill out Forms

The SSDO personnel reviews
and verifies the Scholarship
Application ~ Form  submitted
together with its attachments

The applications  shall  be
forwarded to the College
Scholarship  Committee  for

appropriate action.

none

1
minute

2. Title of Frontline Service:
Schedule of Availability of Service:

Who may avail of the Service:

Application/ Validation of Identification Cards (IDs)

April for Summer; 8:00 am to 5:00 pm

Requirement/s:

ID Application (For New Students)

ID Validation (For Old Students)
» Assessment Form duly stamped by the Guidance Office
Assessment Form duly stamped by the Guidance Office

Students of MPSPC (Undergraduate and Graduate)

June for First Semester, November for Second Semester and
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» Proof of payment of ID Fee (included under miscellaneous fees)
Proof of payment of ID Fee (included under miscellaneous fees)
» Completely filled-out ID application form
Completely filled-out ID validation form

Step Client Action Service Providers Action | Form | Duration | Person
of in
Activity | Charge

1 | Proceed to SSDO. The student records The SSDO personnel review | none 1 SSDO
required entries at the SSDO logbook as the entries of the studentin minute | Staff
follows: the SSDO logbook, checks

= Fullname proof of payment of ID Fee

= Course and curriculum year and then direct him to take a
= Purpose of visit seat and ready ID application/
= Signature validation form for processing

2 | He presents properly filled-out ID | > He checks completeness | SSDO 5 SSDO
Application/ Validation Form complete with of ID application/ validation | Form | minutes | Staff

all information required form . No.
» He takes picture of the 04
student
» Prepares and edit ID
template
3 | He signs on the electronic signature | > Finalize ID template of the 1 SSDO
template student . Staff
> Prints ID, attach | none | minute
accessories and hands the
ID to the student

Mountain Province State Polptechnie College
Bontoc, Mountain Province

Student Services and Development Office Form No. 005
CLIENT EVALUATION FORM

Name:

Course and Year:

Date: - Time: _

Gender: Male _ Female

O Purpose of Visit:
() D Application/ Validation
O Scholarship/ Grant Application
O Application of Activity Permit
O Application for Accreditation
Filing of Grievance of Complaint
Others: (Pls specify) —
How satistied were you with our services?
O Excellent O Very Good
(O Good (O Needs Improvement

Other Comments/ Suggestions:

a) Commendation for (Name of Staft)
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5. Operating Procedures

©

FLOW CHART FOR
APPLICATION OF IDENTIFICATION CARD

» Presentation of Official Receipt and Assessment Form duly stamped by the

Guidance Office.

e Filling- up of ID card Registration Form (Form No. 4)
e "5 Minutes"

* Picture Taking
e "1 Minute"

 Taking of Electronic Signature
e "1 Minute"

e Lay-outing of ID ( Picture, Signature and Personal Information)
"5 Minutes"

Printing of ID
"1 Minute"

e Validation of ID
* Filling-up of Clients Evaluation Form (From # 5)

e Signing in on the Log Book
e Release of ID's / Re-checking of entries by the owner.
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FLOW CHART FOR
VALIDATION OF IDENTIFICATION CARD

S

Paymcm of
vlhdﬂtlo!l

g

Presentation of Official Receipt and Assessment Form duly
stamped by the Guidance Office.

Filling up of Form (Form No. 4)
 For information updates

Checking of the ID Card for any damage.

« Damaged IDs are capture.
» Owner are required to pay Replacement of ID fee @ the Cashier.

* Applying of Validation Sticker to undamaged IDs.

* Filling up of Clients Evaluation Form (Form # 5)

* Signing in on the Log-Book.
* Release/ issueance of the Validated IDs.

€E€EEE
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——

=
ISSUANCE OF ACTIVITY PERMIT

FLOW CHART FOR
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FLOW CHART FOR

PROCESSING OF LOST AND FOUND ITEMS
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FLOW CHART FOR

PROCESSING OF GRANT APPLICATION

‘ 5. Signing in on the Log

‘ Book
4. SSDO evaluation on the
sufficiency and authenticity of
information given in the
. . application form an
3. Submlsswﬁ) 18}.1 Caomplete attached

: documentary requirements
required documents

® 2. Completion of Form # 1(Application Form for

Student Scholarship/Grant Program) and Form # 2
( Scholarship Grant/Agreement)

® 1. Presentation of Assesment
Forms
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b

FLOW CHART FOR

PROCESSING OF INSTITUTIONAL

- SCHOLARSHIP APPLICATION

Presentation of Assessment
Form / Proof of Enrollment
by Student / Applicant

Review of Applications &

Documentary Attachments

and Endorsement by Sports
and Athletics Director

Checking of Sufficiency of
information given in Form 1
and Authenticity of
Documentary Attachments
by Scholarships & Grants
Coordinator and submission
of applications to the VPAA
for Recommendation

Filling up and submission of
Form 1 (Application Form) &
Form 2 (Scholarship
Agreement) together with
Documentary Attachments
(Assessment Form & Grades in
the Previous Semester)

Screening of Application,
Checking of Documentary
Attachments and
Edorsement by Coach /
Adviser
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FLOW CHART FOR

PROCESSING OF SUCS TDP APPLICATION

. Filling up and submission of Form 1
Presentation of Assessment and Documentary Attachments

Form / Proof of Enrollment by (Assessment Form,Grades in the
Student / Applicant Previous Semester & Certificate of
Indigency)

Checking of Sufficiency of
information given in Form 1
and authenticity of
Recommendation for Approval Documentary Attachments by
by the VPAA Scholarships & Grants
Coordinator and submission of
applications to the VPAA for
Recommendation

Approval by the College
President
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FLOW CHART FOR

PROCESSING OF FREE TUITION 2017

Screening of Applicants &
Ranking based on annual
income reflected in the ITR

Proof of Return (ITR) . Note: All StuFaps beneficiaries
Enrollment of Parents except NCIP & ESGP-PA

Grantees are automatically
eligible for FT 2017

Presentation of Submission of
Assessment / Income Tax

Submission of list of
students eligible for
FT 2017 to

UniFAST Secretariat
& CHED Central
Office
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1 —

FLOW CHART FOR

PROCESSING AND CLAIMING OF INCENTIVES
FOR INSTITUTIONAL SCHOLARS AND SUCS
TDP GRANTEES

Preparation of Billing Obligation

Checking and
Disbursement

Processing

ISs & SUCs TDP Grantees
present their School ID Card
and claim their incentive
(P2,000 + P500 Uniform
Allowance & P6,000/Sem
respectively)
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FLOW CHART FOR

PROCESSING AND CLAIMING OF ALLOWANCE

Obligation, Grantees claim their

: Processing, allowance deposited
Prelpreiielien e Checking & in their Land Bank

Billing Disbursement Accounts
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—

FLOW CHART FOR

TDP GRANTEES

PROCESSING AND CLAIMING OF INCENTIVES
FOR INSTITUTIONAL SCHOLARS AND SUCS

Preparation of
Assessment &
Billing

Preparation of
Certificates of
Registration and
Data Elements

Submission of
Assessment,
Billing, Cert. of
Registration &
Data Elements
to UniFAST
Secretariat and
CHED Central
Office
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FLOW CHART FOR
» APPLICATION FOR OFF-CAMPUSES
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FLOW CHART FOR

STUDENT COMPLAINTS

5.Furnishing of
decision and

‘ settlements.

4. Deliberation of complaints
with the Dean's Office.

3.SSDO Tables/ Schedules

‘ meetings.

2.SSDOinterviews

complainants and record
‘ data.

1. Submission of
Formal Complaint
Letter.
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FLOW CHART FOR

REPORTS ON VIOLATIONS

4. Evaluation and;

A - Signing in on the Log Book

3. Recording of Warnings.

2.SSDO interviews complaints
and respondent

1. SSDO takes data
on the violation
done and the
violator.
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FLOW CHART
ACCREDITATION OF STUDENTS ORGANIZATIONS

1. Application Letter (Signed by the highest
officer and noted by the adviser);

2. List of ad-hoc officers, members and
advisers with their corresponding courses,
address, contact numbers and signatures;

3. Constitution and By-law of the organization;

4. One year plan of activities with tentative
schedule, venue and budgetary requirements;
and,

5. Pledge of Commitment (SSDO Form No.
07)& Bio-data of Officers (SSDO Form 10).

1. Application Letter (Signed by the highest
officer and noted by the adviser);

2. List of new officers, members and
advisers with their corresponding courses,
address, contact numbers and signatures;

3. Annual accomplishment report(with copy
student publication if applicable);

4. Financial report (Audited by the JPIA
Auditors Group);

5.0n rplan iviti ith tentati

schedule, venue and budgetary
requirements; and,

5. Pledge of Commitment (SSDO Form No.
07)& Bio-data of Officers (SSDO Form 10);
and,

6. Amendments to the Constitution and By-
laws, if any.

2. EVALUATION FOR COMPLETENESS

OF APPLICATION FOR
ACCREDITATION

3. FILLING UP OF CLIENT
EVALUATION FORM

4. ISSUANCE OF
ACCREDITATION

6. Control of Documents

= Control of Documents and Records are being maintained by the Records and Archive’s
Office.

7. Control of Records

+ Control of Documents and Records are being maintained by the Records and Archive’s
Office.
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+ To evaluate and asses the different core process including student activities, an evaluation
is being regularly conducted by the office relative to the accomplishment vis-a-vis action

Istrategic plan.

+ Results of evaluations and research findings are used as benchmark data or references in
improving office procedures and processes.

9.Control of Non-Conforming Products/ Services

10.Corrective Action

Services of the office of guidance & counseling are both preventive and corrective by

nature.

For the service offered by the other offices such as the Students Services and
Development office, library, registrar they provide and implements the school rules and policies.

In addition offenses and sanctions are being implemented for academic, college and
personal offenses as follows:

Minor Academic Offenses

Offenses Sanctions
1st offense 2nd offense 3nd offense

1. Loitering during class hours, Warning/ Reprimand Summon of parents or 15 school days
making unnecessary noise such as guardian suspension
singing or boisterous conversation
causing disturbance
2. Improper uniform during uniform Warning/ Reprimand Summon of parents or 2 school days
days or wearing an attire not befitting guardian suspension
acollege student
3.Leaving the room without Warning/ Summon of parents or 2 school days
permission from the instructor while Reorimand guardian suspension
the class is going on epriman
4. Entering the room without Warning/ Referral to Guidance office Summon of Parents
permission from the instructor ,

Reprimand
5. Not wearing of School ID while Warning/ Confiscation of ID 1 school day
inside the school campus. , suspension

Reprimand

5. Using cell phone while the class is

Cell phone will be

5 School Days Suspension

15 School days
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on-going confiscated and suspension
summon of parents
Major Academic Offenses
Offenses Sanctions
1stoffense 2nd offense 31 offense
1. Violence and physical Suspension for the
assault/injury fighting inside the rest of the semester Expulsion N/A
classroom or in the lobby or corridor
2. Slanderfibel/ Rumor Mongering 30 school days Suspension for the rest of the Expulsion
a. uttering defamatory, slanderous suspension semester P
and libelous statements/ remarks
against any faculty member/staff
b. disrespect or molesting faculty
members or staff by ridiculing,
mocking or instigating a quarrel. 30 school days Suspension for the rest of the Exoulsion
suspension semester P
3. Vandalism- committing acts of Clean/paint wall, 15 days and clean/paint wall, 30 school days and
vandalism, writing, drawing on walls windows, efc. windows, efc. clean/paint wall,
and pieces of furniture, breaking of windows, etc.
glass windows, showcases, cabinets,
electrical devices, improper use of
tables and chairs, tools and machines
4. Cheating Score of 0 or failure in | Failure for the subject where
heating duri ot the exam/quiz where the student cheated
a.chea llng uring exgmlna ions the student cheated
and or quizzes; and taking exams by
proxy
Minor College Offenses
Sanctions
Offense
1stoffense 2 offense 31 offense
1. Smoking within the college warning Summon of parents/ guardian | 30 days suspension

premises except in an area provided,
if any.

2. Littering in the campus including
spitting of momma

Clean the area.

Summon of parents/ guardian
and pay the amount of PHP
300.00 for spitting of momma

30 school days
suspension

3. Posting printed materials in the
college without the approval of the
college officials

Remove
posters/notices and
confiscate leaflets and
summon of parents

15 school days suspension

30 school days
suspension
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4. Viewing, reading objects, pictures
or literature that are pornographic in
nature

Confiscate materials

Summon of parents/ guardian

30 school days
suspension

5. Entering the campus without the ID | Warning/ Reprimand Summon of parents/ guardian | 30 school days
card suspension
6. Failure to use the ID card Warning/ Reprimand Summon of parents/ guardian | 30 school days
exclusively for himselffherself, or use suspension
of other student’s, or non-validated
School ID cards
Warning
7. Misrepresentation of the college Warning/ Summon of parents/ guardian | 30 school days suspension
Reprimand
8. Disturbing the peace and order of Summon of 30 school days suspension Suspension for the rest of
the school, unless properly classified as | parents/ Guardian the semester
major offense
9. Unauthorized use of college facilities | Warning/ Summon of parents/ guardian | 30 school days suspension
Reprimand
10. Unauthorized assembly of students | Summon of 30 school days suspension Expulsion
within the college during class hours. parents/ guardian | for leaders of assembly
11. Entering the campus not wearing Warning/ Summon of parents/ guardian | 30 school days suspension
the uniform on uniform days Reprimand

Personal Offenses

Sanctions
Offense
1stoffense 2 offense 3rd offense
1. Violence and physical Assault/injury
a. intentionally hitting students 15 days school | Suspension for the rest of the .
. Expulsion
, _ days suspension semester
b. gross misconduct, unruly behavior,
etc.
2. Slander/ Libel/Rumor/
Mongering
a. uttering defamatory, slanderous
and libelous statements/ remarks ,
against any students 15 days school | gyspension for the rest of the | EXPulsion
days suspension semester
Suspension for the rest of the
15 days school semester
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b. gossiping or rumor-mongering with
the malicious intention of destroying the

Expulsion

reputation of another person days suspension
3. Stealing Replacement of 15 school days suspension
Steal v of co-student stolen item or and replacement of stolen Exoulsi d reol t
dea ng E;‘lny properly o ICO'S udents, payment of the item or payment of the value ;(ptu ls |oqtan ep acemein
and any college personne value thereofand | thereof of tsho enll eThor pa}ymen
summon of of the value thereo
parents
4. Immorality including but not limited to | 15 days of Suspension for the rest of the | Expulsion
act of lasciviousness, petting and suspension semester
similar immoral acts within the school
campus
College Offenses and Sanctions
Sanctions
Offense
1stoffense 2" offense 31 offense

1. Liquor and Prohibited drugs.

a. entering the college in under the
influence of liquor or prohibited drugs

The student will be sent
home during the time he
was caught
drunk/reported to
authorities and summon
to parents/guardian

15 school days
suspension

Non-readmission

b. Processing, selling, using or taking
prohibited drugs, intoxicating liquor or
chemicals in any form within the
campus

c. Bringing in liquor in the college
premises

Suspension for the rest of
the semester

15 school days
suspension and summon

Expulsion

N/A
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to parents

Expulsion

N/A

2. Mass action and subversive
activities.

a. joining, instigating or leading rallies,
demonstrations and other forms of
unapproved group actions which create
disorder

30 school days
suspension

Expulsion

N/A

b. Posting distributing, disseminating
and circulating leaflets and other printed
matters that tend to instigate subversion
towards the government and cause
chaos to the college.

30 school days
suspension

Expulsion

N/A

c. Organizing and joining any fraternity,
sorority and other unauthorized student
organizations in the college which may
create disorder and disciplinary
problems in the college

Suspension for the rest of
the semester

Expulsion

3. Carrying deadly and dangerous
weapons, including explosives and
incendiary materials within the premises
of the college.

Expulsion

N/A

N/A

4. Extortion

Forcibly asking money from anybody

30 school days
suspension and payment
of the same amount

Suspension

For the rest of the
semester and payment of
the amount

Expulsion and
payment of amount
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. Violence and physical assault/ injury

Restoring to any acts of violence that
results to physical bodily harm whether
individually done or during student
activity/program

Suspension for the rest of
the semester

Expulsion

N/A

6. Slander/ Libel/ Rumoring

a. uttering defamatory, slanderous
and libelous statements/ remarks
against any college officials or his
authorized representative

30 school days
suspension.

Expulsion

N/A

b. Disrespect or molesting faculty
members, employees or officials of the
administration by ridiculing, mocking or
instigating a quarrel

30 school days
suspension

Expulsion

N/A

7. Falsification of documents, records
and credentials

a. forging, falsifying or tampering
college records, documents or
credentials or knowingly furnishing the
college with false or fraudulent
information in connection with an official
document

30 school days
suspension

Suspension for the rest of
the semester

Expulsion

b. forging signatures of authorities.

30 school days
suspension

Suspension for the rest of
the semester

15 school days

Expulsion
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suspension

c. entering school with fake, tampered
or borrowed 1D

ID card will be confiscated
and summon of parents

15 school days
suspension

Suspension for the
rest of the semester

8. Malversation of funds

a. Php 2,000.00 and below

30 school days

Suspension for the rest of

Expulsion and

suspension and payment | the semester and payment
payment
b. Php 2,000.00 and above Suspension for the rest of | Expulsion and payment N/A

the semester and

payment
9. lllegal or unauthorized possession of | Replace tree/plant by Replace tree/plant by Replace tree/plant by
college property , illegally picking fruits, | planting 5 trees/plants planting 10 trees/plants planting 10
flowers and any other produce which and 15 days suspension | trees/plants and 30
are within the premise of the college days suspension

10. CSE members engage in political
partisan activity/ies

15 days suspension; and
perpetual disqualification
as CSE member

11. Ballot snatching. Bringing out ballot
box outside the precinct by anybody not
authorized by the CSE

15 days suspension and
ballot box/es will not be
considered for
canvassing. Perpetual
disqualification as CSE

12. Violation of any rule and regulation
promulgated by the CHED

As stated in CHED
Memorandum
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Information Service

The office of guidance & counseling is conducting lectures, seminars, trainings and provides
brochures of different topics to students. Parents are also informed through letter and conference on the
grades and attendance of their children for them to manage it among their family. Likewise, the Students
Services and Development Office conduct leadership trainings to student leaders who also cascade the
information to other students. Also, they conduct orientation to new students in every semester. Posting of
signage at the school corners such as “‘wearing of ID”, ‘no spitting of momma”, “this way to...”, “silence,
students are studying”. The Library distributes library newsletters which contain the updates of books,
journals, articles. Also, the issuance of library card as entry in the library. Medical and dental office provides
information regarding health problems of students and its prevention and management. Each office
requires students to sign on the logbook for tracking of transactions taken.

Guidance & Counseling Service

This is given to students who seek psychological help. They may either be walk-in or referred
clients. Guidance Counselors handle the client as problems are identified and ways on how to manage it
are discussed.

Psychological Testing, Interpretation and Discussion

Guidance counselors conduct psychological testing to new students to assess their emotional well-
being and their school ability. This service is also provided to interns from all departments to assess their
psychological well-being. Individual or group discussion or interpretation is provided so they may
understand their selves and for them to know how to manage it.

12. FINAL CLAUSE
REPEALING CLAUSE

All other guidelines of the same purpose, issued in full or in part by the College, if any, contrary to and
inconsistent with any provisions of this manual is hereby repealed, modified or amended accordingly.

SEPARABILITY CLAUSE

If there are any provisions in this manual, or application of such provisions to any circumstances, found to
be invalid or unlawful, the other provisions not affected shall remain valid and subsisting.

EFFECTIVITY CLAUSE
This manual of operations shall take effect upon Approval by the Board of Trustees.

Approved during the 102" regular meeting of the Board of trustees held at BSU, La Trinidad
Benguet on July 11, 2015 at 11:00 am through Resolution No. 054, s.2015.

SSDO
Manual Effectivity Date: 11 JULY 2015
of
Operations Page Number: Page 46
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