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The governing board of the College shall bethe BOARD OF TRUSTEES, referred to asthe
Board.

COMPOSITION.

The Board of Trustees of the Polytechnic shaltdaposed of the following: Chairman of
the Commission on Higher Education as Chairmansiéeat of the College as Vice Chairman;
Chairman of the Senate Committee on Education, ani$ Culture; Chairman of the House of
Representatives’ Committee on Higher and Techriiciication; Regional Director of the national
Economic Development Authority; Regional Directbtlee Department of Science and Technology;
President of the duly recognized Federation of Fa@ssociations; President of the Federation of
Supreme Student Councils; President of the FedkrAtemni Association of the Polytechnic;
Two(2) Representatives from the Private Sectorr(iftent Citizens) as maybe appointed (RA 8292).

POWERSAND DUTIES OF THE GOVERNING BOARD

The following are the powers and functions of MBSPC Board of Trustees as defined in
Section 7 and 8 of the Republic Act No. 7182 creathe Mountain Province State Polytechnic
College, and Section 4 of Republic Act 8292:

1. The Board shall promulgate and implement policresiécordance with the declared State
Policies on education, science and technology, emtture and sports. (Sec. 7, RA 7182)

2. The governing board shall have the following spegbwers and duties in addition to its
general powers of administration and the exercisaldhe powers granted to the board of
directors of a corporation under Section 36 of B&ambansa Blg. 68 otherwise known as
the Corporation Code of the Philippines:

a) to enact rules and regulations not contrary todawnay be necessary to carry out the
purposes and functions of the College;

b) to receive and appropriate all sums as may be gedyifor the support of the
university or college in the manner it may detemmim its discretion with all
accompanying full custodial responsibilities, torgaout the purposes and functions
of the College;

c) to import duty-free economic, technical and cultln@oks and/or publications, upon
certification by the CHED that such imported boaksd/or publications are for
economic, technical, vocational, scientific, phdphical, historical or cultural
purposes, in accordance with the provisions of tdrdf and customs code, as
amended;

d) to receive in trust legacies, gifts and donatioheeal and personal properties of all
kinds and to administer and dispose of the samawbkeessary for the benefit of the
College, subject to the limitations, directions amdoductions of the donor/s if any;

e) to fix the tuition fees and other necessary sclwbarges, such as but not limited to
matriculation fees, graduation fees and laborakeeg, as the Board may deem proper
to impose after due consultations with the involgedtors;

f) to adopt and implement a socialized scheme ofotuiind school fees for greater
access to poor but deserving students;

g) to authorize the construction or repair of its duigs, machineries, equipment and
other facilities and the purchase and acquisitibrreal and personal properties
including necessary supplies, materials and equipmePurchases and other
transactions entered into by the Polytechnic thincilng Board shall be exempt from
all taxes and duties;
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h) to appoint and terminate, upon the recommendafitmeqoresident of the Polytechnic
vice presidents, deans, directors, heads of depatinfaculty members and other
officials and employees; in which case said appoamit or dismissal of official/s or
employee/s shall be immediately implemented byPtesident of the Polytechnic;

i) to fix and adjust salaries of faculty members anmbiniaistrative officials and
employees subject to the provisions of the Revi€ednpensation and Position
Classification System and other pertinent budgett @mpensation laws governing
hours of service, and such other duties and dondigis it may deem proper; to grant
them, at its discretion, leaves of absence undgr segulations as it may promulgate,
any provisions of existing law/s to the contrarywithstanding; and to remove them
for cause in accordance with the requirements efptacess of law;

]) to approve the curricula, institutional programsl anles of discipline drawn by the
administrative and academic councils as hereinigeal including the adoption of
necessary measures enabling students to exereisedligious beliefs consistent with
the accepted norms and morals of society; whetadests are given options to fulfill
their academic responsibilities such as make-ugselexaminations on missed
school days/examinations which coincide with thereise of their religious beliefs;

k) to set policies on admission, retention, graduadind grant of honors of students,
without prejudice to students’ political beliefsergler preference, cultural or
community affiliation or ethnic origin, and religie opinion or affiliation;

[) to confer degrees upon successful candidates fadugtion, to award honorary
degrees upon persons in recognition of outstandmwgribution in the field of
education, public service, arts, science and tdolggr in any field of specialization
within the academic competence o the college aadttworize the award of certificates
of completion of non-degree and non-traditionalrees;

m) to absorb non-chartered tertiary institutions withheir respective provinces in
coordination with the CHED and in consultation wiltle Department of Budget and
Management, and to offer therein needed progranceunses, to promote and carry
out equal access to educational opportunities ntaddsy the constitution;

n) to establish research and extension centers @alege where such will promote the
development of the latter;

0) to establish chairs in the university or collegd &mprovide fellowships for qualified
faculty members and scholarships to deserving stage

p) to delegate, except the appointment and terminaifopersonnel holding regular
positions subject to the confirmation of the Boafd rustees, any of its powers and
duties provided for hereinabove to the presidedi@mother officials of the College
as it may deem appropriate so as to expedite tmengtration of the affairs of the
College.

g) to authorize an external management audit of te#tuion, to be financed by the
CHED, subject to Commission on Audit (COA) Ruled &egulations; and to institute
reforms, including academic and structural changeghe basis of the audit results
and recommendations;

r) to collaborate with the other governing boardstafesuniversities and colleges within
the province or the region, under the supervisicgh@CHED and in consultation with
the Department of Budget and Management, the wtating of said colleges and
universities to become more efficient, relevanbdurctive, and competitive;

S) to enter into joint venture with business and indutr the profitable development
and management of the economic assets of the ealldgstitution, the proceeds from
which to be used for the development and strengtiyesf the College;

t) to develop consortia and other forms of linkageshwocal government units,
institutions and agencies, both public and priviateal and foreign, in furtherance of
the purposes and objectives of the institution;

u) to develop academic arrangements for institutigeabdity building with appropriate
institutions and agencies, public or private, local foreign, and to appoint
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experts/specialists as consultants, or visiting eschange professors, scholars,
researchers, as the case maybe;

to set up the adoption of modern and innovativeesad transmitting knowledge such
as the use of information technology, the dualeystopen learning or distance
education, community laboratory, etc., for the potion of greater access to higher
education;

to establish policy guidelines and procedures #otigipative decision- making and
transparency within the institution;

to privatize, where most advantageous to the utgin, management of non-academic
services such as health, food, building/groundgfpry maintenance and similar such
other activities; and

to allow the president of the College to complesgher term of office beyond the age
of retirement but not later than the age of sevéndy, whose performance has been
unanimously rated as outstanding by the governoagdin terms of governance and
management, academic linkages, resource generatiomnmitment to the observance
of the norms laid down in the code of conduct ahécal standards for public officials
and employees (R.A No. 6713) among others, and upanimous recommendation
of the Committee created for the purpose.
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Chapter 1

MERIT SELECTION AND PROMOTION PLAN
FOR FACULTY AND ACADEMIC STAFF

Pursuant to the provisions of section 32, Book fVAdministrative Code of 1987
(Executive order No. 292), CSC Memorandum Circar 3, s.1979 as amended by CSC
Memorandum Circular No. 18, s. 1988 and CSC MenthranCircular No. 38, s. 1989, as
further amended by CSC Memorandum Circular No.s41998, CSC Memorandum Circular
No. 15, s.1999, CSC Memorandum Circular No. 89991 and CSC Memorandum Circular
No. 3, s. 2001 this Merit Selection Plan (MSP) floe Faculty and Academic Staff of the
Mountain Province State Polytechnic College is hgrestablished for the guidance of all
concerned.

|. OBJECTIVES

It is the policy of the Mountain Province Statdyechnic College to strictly adhere to
the merit and fitness principle in the recruitmeappointment, promotion, recognition,
development and discipline of the faculty and aca@destaff to ensure fairness, justice and
excellence in attaining its mission.

The objectives of this Merit Selection and PromwotPlan for Faculty and Academic
Staff are as follows:

1. To establish a sound procedure of recruitmedtagpointment;

2. To create and provide equal opportunities &meer development;
3. To provide a highly educated and motivatedgssbrial staff.

II. SCOPE

This Merit Selection and Promotion Plan shall ggpl all closed career positions of
the faculty and academic staff of the Polytechnic.

[Il. DEFINITION OF TERMS

Academic Staff — refers to the employees with faculty ranks wieoreot primarily engaged in
teaching, research or extension services.

Appointing Authority — refers to the President of the Mountain ProviState Polytechnic
College.

Closed Career Position — is a position included in the faculty and/or dexaic staff of the
Mountain Province State Polytechnic College.

Comparatively at Par — predetermined reasonable difference or gap legtyweint scores of
candidates for appointment established by FASSB.

MPSPC 2015 Faculty Office
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Faculty — refers to the employees directly engaged inhiegcand employees appointed to
faculty ranks engaged in research or extensioncgsv

Faculty Rank — is a classification of the position of a facutiember as College Professor,
Professor, Associate Professor, Assistant Profedsstructor and which, except College
professor, may further be classified into sub-ramkging from 1-VI.

Insider — is an employee of the MPSPC aspiring for pronmogi® distinguished from applicants
who are not MPSPC employees.

Institution — as used herein, refers to the Mountain Prov8te¢ée Polytechnic College.

Merit System — is a personnel system in which comparative noeréichievement governs the
selection, utilization, training, retention, empé@ywelfare, incentive and award and discipline
of the faculty and academic staff of MPSPC.

Outsiders — are applicants for employment who are not MPSR@la@yee at the time of filing
of their applications.

Promotion — applies to the advancement of an employee froenpossition to another with an
increase in duties and responsibilities as autbdrizy law and usually accompanied by an
increase in salary. It also applies to advancernefiaiculty rank or sub-rank.

Recruitment — is the process of searching and attracting palesgpplicants from whom the
most competent and qualified are appointed to faarid academic positions.

IV. PROCEDURE
RECRUITMENT AND APPOINTMENT

The policies, rules and procedures to be observélik recruitment and appointment
of faculty and academic staff are as follows:

1. Policies

1.1 Recruitment shall be made preferably to those wiss@ss a Master’s
Degree or its equivalent.

1.2 Entry to faculty and academic staff positishall be at the lowest
sub-rank of the appropriate faculty rank.

1.3 Those entering from private education ingtihs with faculty rank
shall be admitted to the lowest sub-rank ofappropriate faculty
rank.

1.4 Transferees from other state Universities@olieges may be
admitted at their present faculty ranks in #tsence of qualified
insiders.

1.5 Qualification standards for faculty and acaitestaff shall basically
be those as provided for under CSC MC 5, s. H33Dllows:

MPSPC 2015 Faculty Office
= ———————
T e e T e e T e S R e e e aa LR s s s s e




Faculty Manual @

a. Bachelor’s degree holders with academic hosioeh as Summa Cum
Laude, Magna Cum Laude or Cum Laude;

b. Bachelor's degree holders who belong to theit ten in their
respective board examinations;

c. Bachelor’'s degree holders who passed thgiertive board
examinations;

d. Bachelor’s degree holders who have been ite@ate teaching on a
full-time basis or doing educational researchriwior al least three
(3) years;

e. Bachelor’s degree holders who have earnexhat 52 points as
provided for under the Common Criteria for Ealan (CEE) of
Faculty, Office of Budget and Management (DBMatidnal
Compensation Circular No.33 dated January 19&Basnded by
National Budget Circular (NBC) No. 461, datededn 1998
and other subsequent directives which may fobBont;

f. In the absence of applicants who qualify urd#ers “a to e”, one who
has a specialization in the needed field in thechlaureate degree
may be appointed.

For Appointment to the Rank of Instructor

For Appointment to the Rank of Assistant Professor

* Master’s Degree holders preferred;

» Master’s degree holders in the field of specialmatnd research work
and/or in professions related to teaching;

» Bachelor’'s degree holders in the field of specaian with at least 83
points based on the Common Criteria for  Evaluaf@GE) of NCC
33, dated January 2, 1985 as amended by NBC 4614 dane 1, 1998
and other subsequent directives which may folloily su

* Instructors who passed the board examinations fugirteering or
Accountancy who are teaching technical Engineeoindccountancy
courses and with at least Very Satisfactory peréoroe rating during
the last two rating periods as determined by thad&enic Council.

For Appointment to the Rank of Associate Professor

* Earned Master’s Degree;

» Bachelor’'s degree holders in the field of specaion with at least 124
points under the Common Criteria for Evaluation E}@f NBC No.
461 dated June 1, 1998.

* Qualitative contributions in instruction, researcextension, and
production. (Must have contributed significanttyat least two of the
four functional areas).

For Appointment to the Rank of Professor

* Doctoral degree holders with at least eight (8)ryeaf experience
related to collegiate teaching of highly specialinature; or
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* In the absence of doctoral degree holders mastegeee holders in the
field of specialization with at least 159 pointsséd on the Common
Criteria for Evaluation (CCE) of NBC No. 461 dathdhe 1, 1998, and
other subsequent directives which may follow suit;

* In cases where a doctorate is not normally pacaoéer preparation or
where such doctoral program is rare, the doctosjairement may be
waived provided that the candidate has an apptepni@aster's degree,
has at least 159 CCE points (including educatiqualification) and has
earned at 20 points in the following areas;

- Books, monograms, compendiums in the major bodies
published work.

- Scientific articles in publications of internatidr@culation and
other works of similar nature

- Discoveries, inventions and other significant orai
contributions.

- Research recommendations transformed public pbécfiting
the country

- Supervision, tutoring or coaching of graduate shisle
scientists, and technologists

- Research results applied or utilized in industraid/or
commercial projects or undertaking.

» Accreditation shall be done by a committee of etgpduly constituted by
PASUC for candidates entering the rank for thé firse.

The members of the accreditation committee aregrazed experts in the
area of specialization of the faculty applying &@creditation.

Applicants who fail in the accreditation procesalsbe appointed to the
position of Associate professor 5.

*Limitations: Quota-20% of the total number of f#gypositions.

For Appointment to the Rank of College Professor

» Deserving faculty members occupying Professor mostduly accredited
by the PASUC Accreditation Committee who have coeapsatisfactorily
with all the requirements to the position of Prafas

» SUC executives who opt to receive their basic gapertaining to their
assigned academic rank under the CCE, providedhbegtcomplied with
the requirements mentioned under the appointmenthéo position of
professor and those who opt to return to the acedeoe to their
resignation/retirements not for cause before tharation of their fixed
terms of office.

» CCE points of 195-197
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Other Qualifications to the Rank of College Profess

* He must be an outstanding scholar and scientisihasn in the quality
of his publications and researches in his princiigddl of study and in
allied fields;

* He must have expert knowledge in one field or dwisand familiar
with at least one other subject within anothergion;

* He must be known for intellectual maturity and ahjédty in his
judgment;

* He must have a high reputation among his colleagndther scholars
for his specialization, wherein recognition andeest could be
manifested in the following ways:

- His contributions to the advancement of his fialel @ecognized
here and abroad;

- His works are published in the most respected parim their
field:

- His works are widely acclaimed or provoke spiritksicussions
among scholars, often from various disciplines;

- He is often invited to universities and other sahlglgatherings
for the originality of his thoughts;

- He is accorded various forms of honors (awardsirghtitles,
etc.)

- Demonstrate leadership in the field of educatiorterms of
programs and the management of educational irstiisit

1.6 A permanent appointment shall be issued to a pevdom meets the
gualification standards established for the facudtgk or academic staff
position.

1.7Those on probationary status shall either be retor dropped from the
service within the probationary period for unsatisbry conduct or want of
capacity. This policy insures that only those vére fit to serve in the
faculty and academic staff of the college shaltdiained in the service.

The PASUC Common Criteria for Evaluation and penirguidelines, rules
and procedures relative thereto may be used by Plgtechnic to

supplement established policies and guidelines earuitment and

appointment.

The MPSPC President shall have the discretion terahne the most
appropriate rank/sub rank position for a partictdaulty member candidate
based on NCC 68 dated February 13, 1992 and o#weuitment and

appointment policies, laws, and regulations.
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2. PROCEDURES:

The recruitment and appointment of faculty and acad staff shall be in
accordance with the following:

2.1 A “Faculty Academic Staff and Selection Board shall assist the President in the
recruitment and screening of applicants or candidates for appointment for faculty
rank/positions.

2.2 The members of the FASBB shall be the follawin
2.2.1. The Chairman

2.2.1.1. The Executive Dean in the campus where the vacancy is going
to be assigned.

2.2.2 Department Chair, as member where thenegaa needed.

2.2.3 The Human Resource Management Officer who shall serve as the
secretary. He shall keep records of the FASSB proceedings and
maintain all records and documents, keeping them readiness for
inspection and audit by the Civil Service Commission and other

authorized parties.

2.2.3.1 The Administrative Assistant/ or Campus Secretary
shall represent the HRMO and to act as Secretary.

2.2.4 The president of the Faculty Associatiothe campus;

2.2.5 The most ranking faculty and academic staff member in the
campus.

2.3The Board shall make its activities and decisiorassparent as possible
by publicizing the vacant positions and the nanmfegualified candidates
for appointment.

2.3.1 The Board shall formulate guidelines for screening
candidates in accordance with the existing Civivide
Laws and regulations.

2.3.2 The President shall consider the recommendatiotiseof
Selection Board in the appointment of the succéssfu
applicant, subject to the confirmation of the Boafd
Trustees.
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B. CAREER DEVELOPMENT

An advancement in rank or position of both facalty academic staff shall be
by promotion or appointment to an upgraded or ssified position, usually
accompanied by an increase in salary. The follgvaire the policies and procedures
to be observed.

1. Policies

1.1.The primary basis for promotion shall be the esthbd policies under CSC
Res. No. 83-343, in so far as they are consistéhtthe guidelines prescribed
by the CSC MC No. 5, s. 1987 and CSC Res. No. 84Adated March 29,
1984 and supplemented by the Common Criteria faldation (CCE) of
National Budget Circular No. 461, dated June 18199

1.2. Upgrading/reclassification of faculty ranks of demic staff positions shall be
done once a year to conform with the performangeaagal rating period.

1.3. A person shall be promoted to a higher faculty feul-rank on the basis of
the extent to which he meets the specific requirdmer standards, provided
his performance ratings during the last two rafegiods are at least very
satisfactory.

1.4.The comparative degree of competence and quaiditaf a candidate for
promotions shall be determined by the followingesta.

1.4.1. Performance. This shall be based on the ratingsrad during the last
two rating periods under an approved performanpeaggal system. No
faculty and academic staff member shall be consaléor promotion
unless his two performance ratings are at leagtsegisfactory, even if he
meets the required number of points in the Commaitei@ for
Evaluation (CCE) of NBC No. 61 dated June 1, 1998.

1.4.2. Educational Qualification. This shall be based tbha educational
attainment of the faculty or academic staff member.

1.4.3. Professional Development, Achievement and HonorseRed. This
shall be based on the person’s professional andrauhctivities such as
published works, consultancy services, researethiag and awards or
honors received and the completion of training tgaetc.

1.4.4. Physical Characteristics and Personality Traithis Bhall be based on
physical fitness, attitude and traits of the perseich have bearing on
the position to be filled or rank to be conferred.

1.4.5. Potential. This shall take into account the pe€ssoapability not only
to perform the duties of his present job but alsassume the higher
responsibilities of the position to be filled.

1.5In cases where the competence and qualificatiotsabr more faculty or academic
staff members are comparatively at par, prefershaé be given the candidate in the
department where the vacancy exists.

1.6 The mere filing of an administrative charge shall substitute a disqualification for
promotion. When a faculty or academic staff memvdeo is legitimately entitled to
MPSPC 2015 Faculty Office
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promotion is administratively charged, the posittonwhich he should have been
promoted shall not be filled until the case shalldnbeen finally decided. However,
when the exigencies of the service require immediding of the position or rank,
then it shall be filled by temporary appointmentetod as soon as the faculty or
academic staff member legitimately entitled t@ iexonerated. Should the faculty or
academic staff member be exonerated, he shalldreqgied.

2. PROCEDURE FOR PROMOTION

2.1 The Human Resource Management Officer or any dutlyaized representative
of the Polytechnic upon the approval of the Pradiddall announce all vacant
ranks or positions to be filled.

2.2 The Faculty and Academic Staff Selection Boardlghadluate the candidate’s
credentials or documents submitted to it and mékeecommendation to the
President, accordingly informing the candidatethefresults of the evaluation
through the Human Resource Development Office.

3. PROCEDURES FOR UPGRADING/RECLASSIFICATION OF
RANK/POSITION

3.1 The Human Resource and Management Officer or ahy alithorized official
shall advice all persons concerned to update tkewrds based on NCC 68 or
any latest issuance which amended or supercededitbular in the Personnel
Office at the start of the school year.

3.2 The rules and procedures in the Common CriterigEf@luation pertaining to
position or rank upgrading/reclassification shalldonsidered.

3.3 The Board shall evaluate the credentials of theulBamr Academic Staff
members concerned. It may suggest the creatioheblresident of a committee
that would assist in the evaluation of the credgsiti

3.4 The FASSB shall officially transmit the evaluatestdments to the President.

3.5 All Promotional appointments including upgradinglessification of
ranks/positions shall be announced throughout tlétdéthnic to enable
aggrieved parties to file protests within fifteeayd from date of notice of the
promotion/upgrading/reclassification.

V. EFFECTIVITY

This Merit System shall take effect for the Facualtd Academic Staff and subsequent
amendments thereto shall take effect immediatebniugpproval by the Civil Service
Commission.
VI. COMMITMENT
I hereby commit to implement and abide by the miovis of this Merit Selection Plan
for Faculty and Academic Staff. Itis understogtthis MSP shall be the basis for expeditious
approval of appointments.

(Sgd) MARCELINO T. DELSON
President
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CSC Action:

| have evaluated the herein MPSPC PRAISE and fauadbe in accordance with the
provision of CSC MC 03 s. 2001 and may now be ennted, subject to modifications stated
in CSC —CAR letter dated January 10, 2002.
APPROVED BY:

(Sgd) DOLORES B. BON IFACIO
CSC Regional Director

January 10, 2002
Date

Chapter 2

FACULTY WORKLOAD GUIDELINES

l. RATIONALE

It is a mandate on tertiary level institutionsperform the four fold functions;
instruction, research, extension, and productibhese are the essence of their existence.
Hence, their social responsibility is tremendoug t¢ln the high expectations from the
external environment. In colleges and universities faculty members are implementers
of institutional programs and the performers ofvthged functions.

In order for the faculty to understand and apiptectheir roles, it is an
institutional policy to assign corresponding wogdounits for every task they are assigned
to do. Thus, a faculty member may be instructederform any of the aforementioned
functions or a combination thereof. This is alsceffort to ensure fairness and equity in
the work environment.

.  GENERAL PROVISIONS

The regular workload of a faculty member shalllBeto 24 units per week in
accordance with the guidelines listed below. Camtant to the teaching function are: a)
student consultation; b) membership in school catees; and c) preparation of syllabi
and instructional materials. Activities in Insttion (1), Research (R) Extension (E),
Production (P), and Administration (A) form parttbé workload.

In excess of 24 workload units, a faculty maygbented an overload pay not
more than three (3) teaching units depending omvthdability of funds or maybe granted
equivalent service credits. The equivalent sergreglit for every one (1) unit overload is
3 days as provided in Article 78 — Section 3 of @allege Code. In cases where the
overload incurred is on activities pertaining tegarch, extension, production, and student
affairs services, service credits may be awarddesignations without the approval of the
college president and/or outside the organizatisiraicture shall in no way be used to
claim for overload pay. In highly extreme case&etthe services of the faculty are badly
needed, a maximum of 6 overload units may be gdantesre unpaid overload units may
be converted to service credits in accordance ewisting policies and guidelines.
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To claim for Service Credits due to overload, thairmen of each department shall
present the necessary documents of overloadiriggin department to the executive dean
for endorsement to the President for approval.

To incur overload with pay, prior approval fronet®ffice of the President is necessary
after a review of the workload shall have been cotetl by the office of the Vice President
for Academic Affairs within the first month of eatrm so that a special order can be
issued to effect payment.

lll.  INSTRUCTIONAL ACTIVITIES (I)
A. Lecture and Laboratory Classes
The table below shall be used for the purposesmipiting teaching workload.

Actual Teaching Workload Units Table

Case| Lecture Unit Laboratory/ | Subject Unit| Subject Contact Faculty Workload
No. Fieldwork Unit Hours/WK. Units
1A 1 0 1 1 1
2A 2 0 2 2 2
3A 3 0 3 3 3
4A 4 0 4 4 4
5A 5 0 5 5 5
6B 0 1 1 3 1.5
7B 0 2 2 6 3
8B 0 3 3 9 4.5
9B 0 4 4 12 6
10B 0 5 5 15 7.5
11C 1 1 2 4 3
12C 1 2 3 7 4
13C 1 3 4 10 5.5
14C 1 4 5 13 7
15C 2 1 3 5 4
16C 2 2 4 8 6
17C 2 3 5 11 6.5
18C 3 1 4 6 5
19C 3 2 5 9 7

Every preparation has an equivalent workload of (@yeinit.
Note: Define laboratory and practicum/ojt/commuymitmersion/internship/work integrated
program. When do a subject be considered as aaliainy.

B. Thesis Advising — Maximum of 3.0 units (if these are neither paid claimed in NBC
461)

1. Graduate (maximum of 5 advisees)

a) Thesis Adviser 0.5
unit/advisee/semester
b) English Critic, Statistician, Panel Member 0.3

unit/advisee/semester
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2. Undergraduate
a) Thesis Adviser/ Project Study 0.5 unit/advisee
b) English Critic, Statistician, Panel Member 0.2 unit/advisee

C. Co-curricular Activities (If not claimed under NBC 461)

1. Institutional Organization Adviser (e.g. SSC) 1.5 units
2. College Paper Adviser 2.0 units
3. Student Paper Adviser 1.5 units
4. Students Organization Adviser 1.0 unit
5. Editor, Research Journal 2.0 units
6. Research Journal Consultants/ Editorial Staff 1.5 units
7. Coach/ Trainor, Referee in Sports Activities

a. National 1.5 unit

b. Regional 1.0 unit

c. Local/Institutional 1.0 unit

*** To be deleted because these are being @dim NBC 461)
IV. RESEARCH ACTIVITIES (R)
As provided in the approved MPSPC Research Markaculty researchers are

provided workload equivalents for approved inskim&l research without honorarium.
Workload equivalents are as follows:

Designation Maximum Equivalent Tesxch
Load

a. Program leader (with two (2) or more projects) 6 units

b. Project leader (with two (2) or more studies) 3 units

c. Study leader Libit/ study

V. EXTENSION ACTIVITIES (E)

From the approved MPSPC Extension Manual, Bacmlembers undertaking
extension projects/ activities/ services of theyihnic of 6 months or more are granted at
least three (3) academic credit units in their Waall for every extension work during the
period of implementation of the extension projelftthe project is not completed during the
time frame, the proponent will not be given the santentive.

VI. PRODUCTION ACTIVITIES (P)

As provided in the approved MPSPC IGP manual Bfeivalent Teaching Load of
Production Designations are as follows:
A) An Academic faculty participating in any IGP dhrateive a corresponding
maximum Equivalent Teaching Load based on theiolig:

Designation Maximum Equivalent Teawhi
Load
a. Chairman, (BOM) 9 units
b. Director, OEP 12itsn
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c. Project Manager 12 wni
d. Campus Manager 12 units
B) Faculty researchers are provided workload edpmis for approved
institutional research without honorarium. Worldeequivalents are as follows:

Designation Maximum Equivalent Teaahin
Load

a. Program leader (with two (2) or more projects) 6 units

b. Project leader (with 3 or more studies) 3 units

c. Study leader udit/ study

VII. ADMINISTRATION (A)

Unless otherwise directed by the College Presiddm, following schedule of
maximum teaching load shall be observed by membgnhe faculty performing
administrative functions.

a. Vice President 3 units
b. Executive Deans/Graduate School Dean 9 units
c. Department Chairman/ Director 12 units

d. Faculty members with regular
administrative function not
included above 15 units

The equivalent units for administrative assignmesitall be as follows, unless
otherwise directed by the College President:

a. Vice President 18 units
b. Executive Dean/Graduate School Dean 12 units
c. Department Chairman/Director 9 units

d. Personnel with Academic Ranks who
are assigned administrative functions
not included above 6 units

V111. OTHERS (O)

1. AACCUP Over-all College Accreditation Coordinato 6 units
2. Campus Over-all Accreditation Chairman 4 units
3. Accreditation Area Chairman ugits
4. Members, Accreditation Area ugit

Note: Accreditation work will only be credited when there are programs
undergoing accreditation.
5. Standing Committees (Not to exceed 3 units)
5.1. College Umbrella Committees (Functional)

a) Chairman 2 units

b) Member 1 unit
5.2. Faculty Evaluation (NBC)

a) Chairman 3 units

b) Member 2 units

Note: Chairmanships and Memberships in the Standing Committees are
treated as Service Credits only, and not a part of the Workload.
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IX. COMPUTATION OF TOTAL FACULTY WORKLOAD

Total Faculty Workload (TFW) = Sum of all the Comeats

TFW=1+R+E+P+A+0

Where:

| = Instructional Activities Workload R = Research Activities Workload
E = Extension Activities Workload P = Production activities Workload
A = Administrative Workload O = Other Activities Workload

TFW = Total Faculty Workload

X. OTHER PROVISIONS

1. Saturday/ Outside office hours teaching sesviaee considered overload for faculty

members with a total of 24 workload units.

2. Summer teaching in the Graduate College shaliniéed to a 3-unit course per faculty.
Exception may be allowed if there are no availdadeilty.

3. In concurrent designations, higher workloadiwajant must be considered.

5. Activities with pay (incentives) would not eamorkload units.

6. All unpaid overload units (maximum of 3) sha#l biven equivalent service credits in

accordance  with college approved policies.

7. These guidelines shall take effect upon approyadhe Board of Trustees.

lllustrative Computations

Instructional Workload

A. Lecture and Laboratory Classes Teaching \'dark
English 11 — 3 units lecture urts
Humanities 11- 3 units lecture 3 units

Physics — 3 units, 1 unit laboratory 5 units

B. Thesis Adviser ( 5 Graduate students) (.5)(5)

Preparation 3 units
Administrative Workload

Extension Coordinator 6 units
Research Workload

Project Leader 3 units

TFW =1 +A+R
TFW=165+6+3
TFW = 25.5 units

Overload = 1.5 units

Equivalent Service Credits = 1.5 units x 3days/unit
= 4.5 days
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Chapter 3

GUIDELINES ON ASSIGNMENT UNDER VACATION AND
SICK LEAVE BASIS, AND THE GRANTING OF SERVICE
CREDITS

l. PLACING A FACULTY MEMBER UNDER VACATION AND
SICK LEAVE BASIS:

A faculty member with administrative designatiorwhich his/her services are needed
throughout the school year will automatically bezowacation and sick leave status. The
faculty member shall earn 15 days vacation leavkel&ndays sick leave credits for each
year of actual service.

II. GRANTING OF SERVICE CREDITS

1. As provided in Article 78 — Section 3 of the CgieCode, a faculty member shall be
granted service credits for work done over and alibe 24 units maximum required
workload of a faculty member on recommendationhef Department Chairman and
Executive Dean concerned and approved by the GoRegsident. A faculty member
shall earn three (3) days service credit for edemyit overload.

The maximum over load is three (3) units such ¢héaculty member earns a
maximum of nine (9) days in a semester.

2. A faculty member on teacher’'s leave status whouihaized to attend in-service
training on official business during summer shalbpanted service credit(s) equivalent
to one day for every eight hours of attendance.

3. Afaculty member on teacher’s leave status whedsiested to assist during enrollment
in April and May, when authorized by the Colleged$tdent shall be granted service
credits.

4. A faculty member on teacher’s leave status whoeendervices during school sports
competition held outside of regular school days] daring the conduct of testing
activities held outside of regular school days Iste granted service credit(s)
equivalent to one day for every eight hours ofrattance.

[ll. USES OF SERVICE CREDITS (CSC MC 41 s. 1998 as amended)

1. Service Credits are used to offset absences dillméss of faculty members on
teacher’s leave status. One day service credgead to offset one day absence.

2. Offset proportional deduction in vacation salgsalary during Christmas and
summer vacation) due to personal reasons or |qt@iagnent.

MPSPC 2015 Faculty Office
= ———————
T e e T e e T e S R e e e aa LR s s s s e




Faculty Manual 21

IV. OTHER PROVISIONS
1. The granting of service credits must be appliedb&fore the conduct of the activity.

Request /proposals to render service during tffe period (Christmas
Break/summer shall be filed through an applicatierio — render — Service during
Summer/Christmas break which shall include theofwithg:

1. Assignment to teach a course which can not belpaltbnorarium

2. Approved monthly operational plan of research ststdylies (research with
honorarium will not be included).

3. Assignment as a resource person/instructor on ap@rtvaining

4. In-charge of special projects with designationéskhy the College President.

5. Special assignments to perform a certain task, wibected output, and a
computed service credit to be granted/approvedhéypiean.

2. Payment of overload and/or granting of serviceitseshall be subject to review by the
Office of the Vice-President for Academic Affainschapproved by the President.

The granting of service credits shall be made yGbllege President and which shall
be based on compliance with the following requiretaat the end of the off period:

1. Approved Application — to — render service

2. Accomplishment report

3. Accomplished DTR of actual service rendered dulyifoed by the immediate
supervisor

4. Recommendation of the Dean

3. The payment of overload shall be subject talaidity of funds, accounting and
auditing rules and regulations.

V. MONETIZATION OF SERVICE CREDITS
Step 1:Apply the conversion formula in Sec. 45 of CSC MCH#s. 1998 as amended.
Vacation and Sick Leave = (30 x Y)/69

Where: 30 = Number of days in a month (constant)
Y = Total number of teacher’s seeviczedits

69 = 58 days of summer vacation fillislays Christmas Vacation
= [84 days (total number of days of summeri€hras vacation) less
15 days (12 days, Saturdays and Sundays (summerB atays
(Christmas day, Rizal day, New Year's Day)]

Number of days derived shall be divided equally into vacation and sick leave
credits.
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Step 2: Use formula in Sec. 40 of CSC MC 41 s. 1998, as arded
Same formula shall be used for monetization ofdearedits (MLC) while in
service and terminal leave benefits (TLB) beginnifanuary 1, 2002 (DBM
Circular No. 2002-1, January 14, 2002)

Monetization of Leave Credits (MLC) while in service orTerminal Leave
Benefits (TLB) as a result of separation/retirement from slervice

MLC/TLB = SxDx CF
Where: S = Current Salary for MLC
= Highest Salary Received for TLB
D = Number of Vacation/Sick Leave Crediitde monetized
CF =0.0478087 (Constant Factor)

Step 3 The formula for conversion of vacation and sick lege credits to teacher’s
service credits, is as follows:

Y = [(VL + SL)/30] x 69
After a teacher has monetized the desired numblerage credits, the remaining

balance (after deducting the number of leave ceditbe monetized) shall be
converted to teacher’s service credits.
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Revised Edition as approved by BOR # 44, s.2016

Chapter 4
FACULTY DEVELOPMENT PROGRAM (FDP)

l. RATIONALE

The MPSPC provides for a systematic program in Aatgl Sciences,
Agriculture, Forestry, Teacher Education, Healthué&ation, Criminology,
Business Administration, Accounting, Engineeringd afechnology for human
resources development. To achieve its Vision,Gbdege aims to upgrade its
instruction, research, extension, and productiovices through a responsive and
functional Faculty Development Program to enabletoit better respond to
development needs of the region and the countrjne Tollege establishes a
substantial pool of manpower in the different ditioies to provide leadership and
expertise with wholesome values and attitudes.

As a general rule, the College pursues and corilynsiastains equitable growth
and development of faculty in accordance with tlleége Faculty Development
Plan and with the Strategic Plan of the Colleg@toywiding funds thereof.

The College shall have an updated five-year FadDiByelopment Program
consisting of written activities and programs togvdre development of the faculty
members for intellectual, personal, and profesdiasavell as moral and spiritual
growth.

Il. OBJECTIVES

1. Rationalize the scholarship/training program of @wlege.

2. Set specific policies and procedures coveringcdlbtarship and training grants,
and attendance to training/seminar/conferenceanfifiamembers.

3. Implement a system of monitoring and evaluatingokaiship/training grants.

4. Maximize involvement and development of faculty ntems in the four-fold
functions (instruction, research, extension andipection)

. DEFINITION OF TERMS

1. Attendee - is a faculty member who is given theocopmity to attend or

participate in any seminar, conference or trairthmg is less than one month

within or outside the College.

Faculty members — are those who hold faculty ranks.

Scholar — is a faculty member who is granted sebbip by other agencies as

endorsed by the Faculty Development Committee ®fCbllege (FDCC) and

approved by the College President and Board oftéess

4. Trainee — is a faculty member who is awarded anitrgi grant in line with
his/her areas of specialization for upgrading of less than one (1) month
granted by the College.

wnN
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5. Grantee- is a faculty member who is awarded a stpdgt or study leave on
official time with pay granted by the College.

6. Grant — refers to the upgrading of educational iioations approved by the
College.

5.1 FSII Study Grant- refers to the completion ighler degree with full benefits
granted by the College.
5.2 Partial Study Grant — is the completion of ghler degree with
partial benefits granted by the College that inekidelease time,
weekend leave or one semester study-leave.
5.3 Training Grant — is the upgrading of a facattgmber through a training of
not less than (1) month granted by the Collegeppr@aed by an external
agency.

7. Scholarship/Study Grant/Training Grant prioritieare study leaves on official
time given to faculty members with programs of studyine with the Priority
Projects/Programs of the College and is a vertiadlculation of the
specialization of the faculty member, or if thegmam of study is relevant and
is needed by the unit where the faculty membeeEayed.

8. Sabbatical leave — is a type of leave used oftenivil/service employees of
the College who has served the Polytechnic folesst than six (6) years with
a rank not lower than assistant professor, or sidiv chief if a member of the
administration. A sabbatical allows the persortake time off from their
regular job to study, investigate and conduct mesedo improve their
competencies and services to the Polytechnic (G®ll€ode, Article 75,
Sections 1 to 3).

IV.  ENTRY REQUIREMENTS FOR SCHOLARSHIP OR GRANT

A. Full Study Grant
1. Five (5) years continuous service with permaneatustin the College;
2. With at least Very Satisfactory (VS) performancengfor the past two
(2) years;
3. Good health, good moral character and no pending
administrative and/or criminal case;

4. Age should not be more than:

4.1 M. AIM. S - 52 years old

4.2 Ph.D./Ed. D. - 50 years old

4.3 Post Graduate/ Fellowship Grant - 55 years old;

5. Program of study is in line with the College pri@s;

6. The candidate for scholarship slot is scheduledhfeterm when it is to be
awarded following the Faculty Development Progrdrthe College;

7. The program to enroll must be relevant or vertioghe specialization and
subjects taught by the applicant; and

8. The school where to enroll must be any of the nafianiversity, the top
1,000 universities based on world ranking, or ingoams with at least
Level 11l accreditation or COE/COD status as peNDBHED Joint
Circular #1, Series 2016.
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B. Partial Study Grant

1.
2.

No ok

Two (2) years continuous service with permanentsta the College;
With at least Very Satisfactory (VS) performanceéngfor the past two (2)
years;

Good health, good moral character and no pendingrastrative and/or
criminal case;

Age should not be more than 50 years old,;

Program of study is in line with the priorities;

The candidate may or may not be scheduled foetime when it is available;
The candidate has not or has already earned credhas completed all
academic requirements or on the verge of completimg/her
thesis/dissertation through a scholarship or ghamh other sponsor(s) or
from the College but was unable to complete thesm/program of study;
The program to enroll must be relevant or vertioahe specialization and
subjects taught by the applicant; and

The school where to enroll must be any of the mafianiversity, the top
1,000 universities based on world ranking, or mgoams with at least Level
[l accreditation or COE/COD status as per DBM-CHH&fint Circular #1,
Series 2016.

C. Sabbatical Leave or Research Grant

1.

MPSPC 2015

Six (6) years continuous service with permanenustan the College;

2. With an academic rank not lower than Assistant é3edr;
3.
4. With at least Very Satisfactory (VS) performanceéngfor the past two (2)

Must be a doctorate degree holder;

years;

Good health, good moral character and no pendingraskrative and/or
criminal case;

Age should not be more than 57 years old;

The candidate of a sabbatical leave is scheduletiéaderm when it is to be
awarded following the Faculty Development Progrdrthe College; and
Submit a copy of work program with the necessagcatments. If the leave
is intended for research, a copy of a full-blowse@ch recommended by
the College Research Committee (CRC) is to be latac If the leave is
intended for development of an instructional mateen endorsement letter
from the Instructional Materials Development Contedt(IMDC) is to be
attached.
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V. FACULTY DEVELOPMENT COMMITTEES AND FUNCTIONS

1. College Level
1.1 Name: Faculty Development Committee of the &idl(FDCC)
1.2a Composition for Faculty
Chairperson:
- Vice-President for Academic Affairs
Members:
- Executive Deans
- Chief Administration Officer (CAO)
- Graduate School Dean
- Quality Assurance Director
- Finance Management Officer (FMO)
- Head of the Operating Unit concerned
- President, Federation Faculty Association
Secretary:
- College HRMO
1.3 Functions
1.3.1 prepares college-wide Faculty Developmengifaim;
1.3.2 conducts the final screening of all scholigskraining grant from
external agencies;
1.3.3 conducts the Final screening of applicants;
1.3.4 Monitors status of scholars;
1.3.5 Recommends actions on requests like extemsignants which
should be on a case to case basis, leave of abpenaining to
the scholarship, step to be taken in violation saholarship
guidelines to the President;
1.3.6 Recommends budget for College Study GPamgram; and
1.3.7 Recommends thesis/dissertation aid to thsid&et based on
evaluation criteria.

2. Campus/ Unit Level
2.1 Name: Faculty Development Committee for the l&g@ Campuses
(FDCCCQC)
2.2. Composition for Faculty
Chairperson:
- Executive Dean
Members:
- Department Chairman concerned
- Campus Faculty Association President
Secretary:
- Campus Administrative Officer/MIS Officer
2.3 Functions
2.3.1 Prepares campus-wide priorities based oegml|
school/institution plan;
2.3.2 Publishes scholarship opportunities asdlt®f screening;
2.3.3 Conducts screening of all applicationssfidrolarships and
grants;
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2.3.4 Monitors status of scholars;

2.3.5 Recommends actions on requests like extensgigrants, leave
of absences pertaining to scholarships, steps takes as a
result of misconduct or violation of contract/ FD&delines to
the president;

2.3.6 Recommends budget for the campus schgigosbigram; and

2.3.7 Recommends thesis/dissertation aid.

VI.  PROCEDURE FOR SCHOLARSHIP/GRANT

a. The application letter for full study grant and lsatical leave should
be addressed to the Board of Trustees throughaledé President,
endorsed by the FDCC. The application letter fotipl study grant or
training grant should be addressed to the Collegsitent through the
FDCC Chairperson. The application letter shoulddat® the program
of study, school to enroll in, and the exact dafestart and end of the
grant being applied for (Appendix A).

b. Filing of application on schedule for full studyagts/partial study
grants/foreign grants;

i. Local —one semester before the start of studyt dpeing applied
for
ii. Foreign or external agencies — as available
iii. Partial Study Grant — the faculty member will apgyery
semester one semester before the semester beilneddop.

c. An approved College Faculty Development Plan shbeldttached to
the application for full or partial study grantsabbatical leave.

d. All Faculty members pursuing graduate studies hawe seek
endorsement of the FDCC and to be approved by tlege President
(Partial) and Board of Trustees (Full) before dimgl

VII.  RESPONSIBILITIES AND REQUIREMENTS FROM THE SCHOLAR/GRANTEE

1. Before The Scholarship/Grant:
a. The full scholar/grantee should:

1.1a Present certificate of acceptance or admidsiton the enrolling
agency.

1.2a Sign and submit contract as attached in fbjecopies for the
FDCC/FDCCC and for the scholar’s/grantee’s file.

1.3a A faculty member with administrative functicarsd units mission
who are on Vacation Sick Leave status will reveif¢éacher Leave
status upon start of schooling.

1.4a Promissory Note (Appendix B).

1.5a Memorandum of Agreement (Appendix E or F oa@d re-entry
plan (Appendix C)

b. The Partial Scholar/grantee should:
1.1b Submit duly approved thesis/dissertation psapto the FDCC for
review and recommendation.
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1.2b Present certificate of acceptance or admidsmn the enrolling
agency

1.3b Sign and submit contract as attached in fbjecppies for the
FDCC/FDCCC and for his own the scholar’s/grantéiées

1.4b A faculty member with administrative functicarsd units mission
who are on Vacation Sick Leave status will revertTeacher
Leave status upon start of schooling.

1.5b Promissory Note (Appendix B).

1.6b Memorandum of Agreement (Appendix E or F ora@) re-entry
plan (Appendix D)

2. During the Scholarship period:

The scholar should:

2.1 Carry the required academic full load apprdpriar the grantee’s/scholar’s

status at the institution enrolled in for each term

2.2 Finish the program within the allocated timesashodied in contract. The

allotted number of years required to finish a deda full scholarship: 2
years for MS/MA and 3 years for Ph.D.;

2.3 Maintain GPA requirements
Ph.D./Ed.D - at least 1.75 or its equivalent
MA/MS - at least 2.0 or its equivalent;

2.4 Extension of one semester is granted on offficree for meritorious cases.
Additional extension thereafter shall be charggairest accrued leaves
and should be treated on case to case basis;

2.5 For foreign study, extension maybe considerdg for meritorious cases:

not  to continue with another degree nor to movanhigher degree within
the same period;

2.6 Submit to the FDCCC copy furnished the FDCCfafiewing:

2.6.1 Duly approved plan of course within the fisb (2) months of

the semester;

2.6.2 Photocopy of registration form duly autheatiéel with the original
copy within the first month of enrollment;

2.6.3 Grades and progress report within a montkr afaich term
(Appendix C.);

2.6.4 Result of qualifying examination one morterits conduct;

2.6.5 Result of comprehensive examination befaeentéxt term;

2.6.6 Approved proposal or thesis/dissertationronath after defense;
and

2.6.7 Full scholars sponsored by other agencies sulsnit the same
requirements as the college scholars as stipulatedhe
guidelines for monitoring agencies.

2.7 Notify the College through the HRMO any abndityan the course work
or problems which will affect the completion of theogram of study
for possible management action;

2.8 Conduct himself/herself in accordance withrtteral and ethical standards
expected of an educator of the College; and

2.9 Prohibitions
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2.9.1 To enjoy another grant/scholarship simultasgo with the
approved grant/scholarship; the grantee/scholdr daose the
grant/scholarship program with better benefits;

2.9.2 For full study grant or scholarship to attsachinars/ conferences
on official business unless funded by the spongaagency.

3. After the Scholarship
The Scholar/ Trainee/Grantee should:
3.1 Report to work just after the completion of grant as stipulated in the
contract;
3.2 Render return service in accordance with tHeviing, whichever is
applicable:
3.2.1 Two (2) years for every year of full scholapsor study grant
availed or fraction thereof
3.2.2 One (1) year for every semester of partiabkgship or study
grant availed or a fraction thereof; and
3.3 Submit to the FDCC copy furnished the FDCE&€fobllowing:
3.3.1 Photocopy of diploma and transcript of resarertified true copy
by issuing institution;
3.3.2 Two (2) copies of the thesis/dissertationkbfwr the Graduate
School Library and the Campus Library where theultsgc
member is assigned; and
3.3.3 Report of the study grant or scholarship esgid to the College
President upon termination of contract.

VIIl.  BENEFITS AND PRIVILEGES

1. The full scholar shall be entitled to payment dasas and other allowable
benefits.

2. The partial scholar shall be entitled to paymergaiéries and other allowable
benefits.

3. Thesis/Dissertation Aid. The aidlvide in reimbursable basis wherein the
College will reimburse the total amount of expengesurred to include
printing, book binding or reproduction related sogied by official receipts
with the following maximum amount:

3.1 Dissertation

P15,000.00
3.2 Thesis

P10,000.00
3.3 The FDCC will evaluate the thesis/dissertapooposal of a candidate as
basis of recommending to the College Presidenafproval of the aid. An
approved proposal should be included to accompgamjrRequest Letter.
3.4 Evaluation Criteria for Thesis/Dissertation fysal

3.4.1 Relevance of Study - 40%
3.4.2 Research Design/Methodology - 20%
3.4.3 Area and scope of coverage - 10%
3.4.4 Mechanics - 20%
3.4.5 Contribution to research - 10%
Total - 100%
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3.5Inadequate thesis/dissertation support. If thes@issertation expenses are
more than the college support, the scholar orvelitay resort to external
assistance.

IX. ~ DEFERMENT

1. A scholar who intends to defer his scholarship/okment should seek the
official approval of the President through the FDBGCa formal letter of request
at least two (2) months prior to the deferment pkae extraordinary cases.

2. Deferment may be permitted by reasons of:

2.1 Poor health of grantee (if the grant is alreadygoing), certified by a
government physician;

2.2 Maternity leave of absence (LOA) of the grante

2.3 Psychological and emotional problem with cediion from a neuro-

psychiatric physician;

2.4 Non-offering of required courses for the sdereas certified by the

registrar; and

2.5 Other causes considered meritorious by the@&DC

3. A scholar grantee with deferred scholarship shdikdwise reapply for
reinstatement of the scholarship supported by:

3.1 Medical certificate from a government physi¢iaguro-psychiatrist that he
is already mentally, physically fit to resume stsgjiand

3.2 Course offerings of the school duly signedh®yDean of Graduate School
or Registrar of the school enrolled in.

X PROCEDURES FOR SEMINARS/TRAININGS/CONFERENCES

1. All faculty members are encouraged to attend semjnainings and
conferences to regularly update themselves ofafest developments in their
fields of specialization. These seminars, traisiagd conferences would
augment their academic preparation and experiget@gnt to their program,
or may patch up some deficiencies in the facultynier’s qualifications.

2. The following are considered before the approvalttdndance of a faculty

member’s to trainings, seminars or conferences:

2.1Training, seminar or conference is aligned witbldiof specialization and
function of the faculty member;

2.2 Quality and relevance of seminars, training or ecgrice offered is
recommendable;

2.3Funds are available to cover travel expenses ajiskration incurred in
attending the seminar, training or conference;

2.4The faculty member recommended to attend is availalth no conflict
of scheduled activities in the College; and

2.5The training, seminar or conference is needed éythgram and in the
attainment of the College VMGOs .

3. Procedures:
3.1An invitation is received by the Office of the Adent. For personal
invitation, this should be submitted to the Offleeesident.
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3.2The College President will make notation to conedranit for possible
comment or recommendations.

3.3The concerned unit gives comments or recommendatbfaculty
members to attend taking into consideration preshiomentioned.

3.4The faculty member will be notified and received thvitation.

3.5The faculty member will prepare all the necessagudnents to be
approved by the concerned supervisors and the geoReesident before
he/she will travel.

3.6 After the training/seminar/conference, the facuitl} submit necessary
documents like terminal reports and Certificate of
Participation/Attendance and others before the Remnt Chairperson or
Executive Dean will process the faculty memberimirsement claims
or liquidation in case of Cash Advance.

3.7As much as possible, the faculty shall re-echocoodact training, seminar,
or conference to concerned unit(s) to transfer kedge, skills and
attitude acquired.

Xl.  TERMINATION

1. The College has the authority to terminate the lsehbip or grant on the

following conditions:

1.1Failure to meet the academic standards set by aliede;

1.2 Willful failure to enroll in or drop from the coueswithout approval from
the College;

1.3Violation of the terms and conditions of the coatra

1.4 Falsification of records in which the scholar shaié dealt with
administratively; and/or

1.5Violation of the provisions stipulated in the guides such as failure to
submit regularly the term report (Appendix C), stgition form and other
requirements.

Xll.  FORFEITURE

Disqualification for future scholarship/study granfor failure to complete
scholarship grant within allotted time (includingension of one semester).

Xlll.  REFUND

In cases of faculty members who did not graduatkimthe prescribed period with
allowable extension except for termination casesl sbfund or pay back to the
college all financial benefits granted to the sahgrant payable within a period of
two years to start upon receipt of the formal reftierough salary deduction for
failure to comply with the terms and conditionstloé contract and the provisions
set forth in these guidelines and Appendix B.
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XIV. OTHERS

1. A faculty member who has been granted scholarstaiptgshall serve the
college for the required period and or completedagree training before he
could be awarded another grant except when theisaseritorious and/or and
approved faculty or staff development plan so nexui

2. Units earned while on scholarships shall be evatiand credited for possible
competitive promotion. Units earned by the facuattgmber without an
approved permission from the College to enroll withr outside MPSPC will
not be credited for possible competitive promotika in the NBC 461.

3. The College has the right to recall scholars sp@usby other agencies if they
fail to comply with the requirements of the College

4. For seminars and conferences, the field of speai@tin shall be the basis for
sending a faculty member to such activities. Samsimnd Conferences to be
attended by a faculty member should be in line wiik/her field of
specialization.

5. On Sabbatical Assignment, the College Code (Artithe Sections 1 to 3)
provides the following:

Section 1: Sabbatical assignment may be grantegktobers of the faculty and
administration to study, investigate and condustagch to improve
their competencies and services to the Polytechnic.

Section 2: A sabbatical assignment not longer {tiayear with full or partial
payment of salary shall be granted to a membeh®ffaculty or
administration, if in the judgment of the Admingive Council
shows reasonable assurance of the purpose of #gnaent as
expressed in the foregoing section, provided he dwmsed the
Polytechnic for not less than six (6) years witlaak not lower than
assistant professor, or a division chief if a memioé the
administration.

Section 3: Sabbatical assignments shall be govebyepertinent rules and
regulations and other implementing guidelines prigiaed by the
Board of Trustees.

Furthermore, the employee shall return to work upemmination of the

sabbatical leave or any other leave which may laatgd by the College to
immediately follow the sabbatical leave. If the@ayee fails to report for work
upon termination of the sabbatical leave and/orathgr leave granted by the
College, the employee shall be considered to hesigmed and shall refund all
monies received from the College while on sabbhtezve. Upon return to
work from sabbatical leave, if the employee fadsamork for a period of two

continuous years, the employee shall refund all iewmeceived from the
College while on sabbatical leave; provided howgirethe event of death of
the employee, the requirement to refund all mowiesll be waived. The
employee shall not accrue any vacation or sickdeaedits during the period
of sabbatical leave or any leave without pay stategod granted by the
College.
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6. Scholars/grantees shall report if their servicesreded and shall attend
major activities like accreditation visits, CHEDsis, graduation day and
Charter day celebration.

7. Thesis, dissertation, research outputs, bookstieeeaorks and/or
instructional materials developed during the peabdtudy
grant/scholarship/sabbatical grant will be turnedrdo the College for
possible publication and reproduction for College.u
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APPENDIX A

Functional Chart for Faculty Development Committee of the
College (FDCC) for Faculty Development Requests

Faculty Member  —

- Prepares request letter addressed to the CdMesggedent

ouprwdE

through the FDCC Chairman

The request letter must contain the following:

Course to enroll*

Semester and School Year of proposed leave/request
School to enroll**

Type of leave/request

Duration of intended leave/request

Signatories contain the names of the faculty retijuggsendorsed
by the Department Chair and Executive Dean, recamie by
the FDCC Chairman (VPAA) and approved by the Callg
President

- Attaches required documents where applicablba asc

Nogh~wbdPE

8.
9.

Minutes of Meeting (Department) endorsing the facomember

Approved Faculty Development Program

Performance ratings for the last 2 semesters

School Calendar of the school to enroll

Curriculum of the course to enroll

Teacher’s Program (for release/flexi time only)

Approved research proposal(s) for implementatioragproved
work program to justify sabbatical leave recommehdsy
concerned committee

Accomplished justification form of Appendix G

Evaluation report from the Registrar’s Office

- Submits to the Departme! Chair

Department Chair
Dean &:>

Receives and checks the completeness of the documents
Endorses the request

N~

NO

YES

Faculty Development
Committee of the :>
College (FDCC)

Evaluate the request and documents.

Inform faculty member concerned on the action taken
through the FDCC Secretary

Endorses the request through Nomination Form

(Appendix H

)
YES ‘

NO

PRESIDENT —)

Approves and endorses the request

NO|

YES 4

BOARD OF —>

TRUSTEES

Confirms or revokes the action of the President
Informs the faculty member concerned through the
Board Secretary

NO

MPSPC 2015
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APPENDIX B

Py

epublic of the Philippines

Mountain Province State Polptechnic College
Bontoc, Mountain Province
Philippines

PROMISSORY NOTE
l, , of legal age,
(Name of Scholar)
, residing at ,
(Civil Status) (Address)
and employed in the College as , do

(Position/Academic Rank)
hereby promise to refund immediately all sums defrayed by the Mountain Province
State Polytechnic College in connection with my scholarship/grant pursuant to
Scholarship Memorandum of Agreement dated
when said scholarship/grant is terminated as stipulated in the scholarship/study grant
contract.

Signed this day of , 20 at Mountain Province
State Polytechnic College, Bontoc, Mountain Province, Philippines.

(Scholar) (Co-maker/guarantor)

Sign in the presence of:

(Witness) (Witness)
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APPENDIX C

Republic of the Philippines

Mountain Province State Polptechnic College
Bontoc, Mountain Province, Philippines

Term Report on Course/Program of Study Enrolled
Term: ALY
(Please fill out legibly)

(Date)
Name: Department/Unit:
College/University Enrolled in:

Course/Program:

List down all subjects/courses enrolled with corresponding grades
(attached photocopy of the grade slip issued by the university/college):

Subject/Course No. of Units Final Grade

Reasons (if there are FAILING MARKS/INC):
1))
2)
3)

Insights/implications on the subject/courses taken:
1))
2)
3)

Submitted by: Noted by:

Grantee Immediate Supervisor
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APPENDIX D

RE-ENTRY ACTION PLAN AND RETURN SERVICE AGREEMENT
(Local Study Grant/Training Grant)

KNOW ALL MEN BY THESE PRESENTS:

This Return Service Agreement is made and entered into this

,201 _in , Philippines by and between:
The Mountain Province State Polytechnic College a higher education
institution with principal office at _Bontoc, Mountain Province represented

herein by its head, REXTON F. CHAKAS and hereinafter referred to as “GHEI";

-and -

(Name of Applicant Faculty Member) of legal age, Filipino and
residing at Bontoc, Mountain Province hereinafter
called the “NOMINEE".

WITNESSETH:

WHEREAS, the Granting Higher Education Institution (GHEI), in need of
improving the qualifications of its faculty, is ready, able and willing to send its faculty
for full-time graduate degree study (local) in any of the delivering higher education
institutions (DHEIS) identified by the Commission on Higher Education (CHED).

In line with Faculty Development Plan of the College, the GHEI shall allow the
NOMINEE to pursue studies on a full-time basis leading to (Name of
Degree) at the (Name of DHEI) for a duration of

(Duration of Study-grant, Number of Semesters)
Semester(s)/Trimester(s)/Quarter(s) commencing on __(Start of Grant) and
will terminate on __(End of Grant) subject to the following terms and
conditions:

A. Obligations of the GHEI

The GHEI shall:

1. Allow the NOMINEE to pursue Graduate Studies in the said DHEI in support
of its own Faculty Development Plan, and in view of improving the quality of
instruction and contributing to local, regional and national development;

2. Ensure that the NOMINEE is properly compensated for his/her return

service, according to the policies of the institution;

Be in charge of monitoring the return service; and

Be in charge of collecting payment obligation from the NOMINEE if he/she

fails to fulfill the terms of the study grant and this Agreement.

how

B. Obligations of the NOMINEE
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The NOMINEE shall:

1. Return to the GHEI and render return service on the semester immediately
following the completion of the degree;

2. Render return service to the GHEI in the form of teaching, research or
extension;

3. Ensure the proper implementation of his/her RE-ENTRY ACTION PLAN,
herein enclosed as Annex “A”;

4. Render return service following at least a 1:2 ratio, as follows:
* two years of service for every year of the scholarship/grant for new
degrees;
» one year of service for every semester of the scholarship/grant
including release time; or
» one year of service for Thesis/Dissertation Grant; and
5. Fulfill the payment obligation or other rules and regulations to be duly
imposed by the College in case he/she fails to fulfill the return service
obligation (Appendix A).

IN WITNESS WHEREOF, the parties hereto, through their respective
representatives, have hereunto set their hands this day of ,
, Bontoc, Mountain Province,, Philippines.

GHEL: NOMINEE:

College President Faculty

Signed in the presence of:

Witness: Witness:
Vice President of Academic Affairs Executive Dean
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Annex “A”

Scholarships/Grants for Graduate Studies for Faculty Development
Re-entry Plan Template

NAME OF
APPLICANT

Degree Program

Name and Address of
GHEI

Type of Grant
Applied For

Name and Address of
Prospective
DHEI/Training
Provider

Timeframe
Designation/Status
Context

Objectives

Outcomes

Signature of Applicant Date

| hereby certify that the above information is true and correct, and that
__MPSPC___ has committed to the above reentry plan for

Mountain Province State Polytechnic College
Name and Signature of Dean Name of School/College in GHEI

MPSPC 2015 Faculty Office
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Sample Memorandum of Agreement for Full Scholarship

APPENDIX E

Republic of the Philippines
MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE
Bontoc, Mountain Province

FACULTY DEVELOPMENT SERVICE CONTRACT

The government of the Philippines through MountRiovince State Polytechnic
College, represented iyR. REXTON F. CHAKAS, with the principal office at Bontoc,
Mountain Province anBRANCISCO C. ARMAS of legal age, Filipino, presently residing at
Bontoc, Mountain Province, hereinafter called tHRABITEE:

WITNESSETH

Pursuant to the provisions of E.O. 129 as ameadddn consideration of the grant and
acceptance of the study leave grantee to underguffimial time a program entitled Ph. D.
Philosophy in Rural Development to be held at Ben@tate University starting June 1, 2015
to and including May 31, 2016 the GRANTEE herebseag to fulfill the following terms and
conditions:

1. That the GRANTEE shall keep up with the standards of the Faculty Development Grant;

2. That the GRANTEE shall conduct himself in a manner as not to bring disgrace or dishonor to
his school and his country;

3. That the GRANTEE shall submit to the Head of his office and to the Faculty Development
Committee of the College (FDCC) at the end of each term, his term report on course (Appendix
C), certificate of performance or its equivalent;

4. That the GRANTEE shall notify the Head of his office and the Faculty Development Committee
of the College (FDCC) any abnormality in the course work or problems which will affect the
completion of the program of study for possible management action;

5. That, if there is sufficient reason for the extension of the GRANTEE’S original grant, he shall
submit formal request to his agency, with justification and recommendation from his Program
Adviser. Itis understood that the approval of the extension shall be upon the recommendation
of the GRANTEE’S Agency to the Faculty Development Committee of the College and upon the
GRANTEE’S execution of a supplementary training/scholarship contract covering the

extension period;

6. That the GRANTEE shall report immediately to MPSPC and report to his office upon
completion or termination of his scholarship, fellowship or training grant;
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7. Thatthe GRANTEE shall submit to his office, CHED and to other concerned office a completion
report of his training/scholarship within thirty (30) days after his return to duty, as follows:

a. Photocopy of diploma and transcript of records certified true copy by issuing
institution or Certificate of Completion in case of training grant;

b. Two (2) copies of the thesis/dissertation book for the Graduate School Library and
the Campus Library where the faculty member is assigned or any output required by
the degree or training; and

c. Report of the study or training grant or scholarship addressed to the College President
upon termination of contract;

8. That the GRANTEE shall serve the agency two (2) years for every one (1) year of graduate
studies and to pay back all expenses incurred by the College in case he will transfer to another
agency or discontinue his study without any justifiable reason, or serve two months for every
month of training grant; and

9. That if the GRANTEE does not finish the graduate school studies within the term approved
upon assumption to work, he/she shall submit a terminal report to the Office of the President
and FDCC. He/She shall be given a grace period of one (1) semester to finish his studies at his
own expense. If still he/she fails to complete his degree after the allowable extension, he/she
shall pay back all monies received from the College while on study leave.

FRANCISCO C. ARMAS REXTON F. CHAKAS,
Ph.D.
Grantee College President
SUBSCRIBED AND SWORN TO BEFORE ME THIS adly
affiant exhibiting to me his Communityax Certificate No.
issued
on
Witness my hand and seal:
JOSE N. CO
Doc. No. Notary Public
Page No.
Book No.
Series of
MPSPC 2015 Faculty Office
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Sample Commitment for Partial Scholarship

Appendix F

Republic of the Philippines
MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE
Bontoc, Mountain Province

FACULTY DEVELOPMENT SERVICE COMMITMENT
KNOW ALL MEN BY THESE PRESENT:

That I, JULIE Y. LUMSIT of Kayan West, Tadian, Mountain Province, an ayapit to be
granted Study Leave with pay &elease Timeeffective SY_August 3, 2015 to May 31, 2016
through the Mountain Province State Polytechnicleédal (MPSPC) Faculty Development
Service Program in consideration of the privilegemnted me by reason of suStudy Leave
on Release Timé&-ull Time, hereby accept and bind myself to tHefeing conditions:

That I shall:
1. Maintain good health, moral character and unqueabte integrity;
2. Strive to achieve the highest possible standardsyifield of study;
3. To behave properly not only in the campus but aishe community, giving due
respect to any college personnel, fellow studeatisimunity authorities and people
4. Comply with all rules and regulations promulgatediie college;

a. To enroll in the priority courses in identified/momended Institutions;

b. To enroll full regular semestral load prescribedha approved curriculum
for the priority course enrolled in;

c. To submit copy of enrollment immediately after 2eke of regular classes
in the school enrolled in;

d. To pass all my subjects and that my grade of “ddndition” or incomplete”
must be removed before registering in the next;term

e. To submit at the end of the semester the requivedrdents and papers, like
grades, copy of theses or dissertation (Appendix C)

f. To notify the Head of his office and the FacultwB®pment Committee of
the College (FDCC) any abnormality in the coursekway problems which
will affect the completion of the program of study possible management
action;

g. To serve the College for at least two (2) yearsefeery year of Faculty
Development Service grant. In case | will decidetramsfer to another
agency or discontinue my study leave granted tovitteout any justifiable
reason, | will reimburse all the expenses of thieQe during the said leave;
and

h. That non-compliance of any of the above mentionggulations is a
sufficient ground for the termination of this Studgave grant.

Signed this B day of August, 2015 at Mountain Province Stateyféchnic
College, Bontoc, Mountain Province.
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JULIE LUMSIT REXTON F. CHAKAS Ph. D
Grantee College President
SUBSCRIBED AND SWORN TO BEFORE ME THIS ady
affiant exhibitng to me her Community TaxCertificate No.
issued at on

Witness my hand and seal:

JOSEN. CO
Notary Public
Doc. No
Page No
Book No.
Series of
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Sample Memorandum of Agreement for Sabbatical Leave

Republic of the Philippines
MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE
Bontoc Campus
Bontoc, Mountain Province

Sabbatical Leave Grant

The Government of the Philippines through MountBimvince State Polytechnic
College represented IBR. REXTON F. CHAKAS with principal office at Bontoc, Mountain
Province;HILARY L. TICAN of legal age, Filipino presently residing_at Tadi&ountain
Province hereinafter called GRANTEE.

WITNESSETH

In consideration of the grant and acceptance@$#bbatical Research Assignment
to undergo sabbatical leave with pay fr@uart Date of Leave to and includingend Date of
Leave (one year maximum only) d8OT Resolution No. 085, s. 2015), the Grantee hereby
agree to fulfill the following terms and conditions

1. That the GRANTEE shall keep up with the standarfigshe Sabbatical Leave
Assignment/ Award;

2. That the GRANTEE shall conduct himself in such meras not to bring disgrace or
dishonor to his agency of his country;

3. That the GRANTEE shall submit to the Office of Miee President of the Academic
Affairs at the end of term his output indicatedhe Work Plan (research, book, etc.)
College’s utilization and as College property;

4. That the GRANTEE shall report immediately to MPS&a report to his office or
respective department upon completion or terminatad his sabbatical leave
assignment;

5. That, if there is sufficient reason for the extensof the Grantee’s original Award, he
submit a formal request to his agency, with jusdifion and recommendation from his
Program Adviser. It is understood that the approb¥#he extension shall be made only
upon the recommendation of the GRANTEE’'S agency @pah the GRANTEE’'S
execution of a supplementary research contractrowy¢he extension period.

6. That the GRANTEE shall notify the Head of his offiand the Faculty Development
Committee of the College (FDCC) any abnormalityhie work programs or problems
which will affect the completion of the work prognéor possible management action;

7. That the GRANTEE shall submit to concerned officeampletion report of his
sabbatical leave within 60 days after his returduty, as per attached outline; and

8. That the GRANTEE shall serve the agency two (2ysyéar the one year sabbatical
leave and to pay back all expenses incurred bgdhege in case the GRANTEE will
transfer to another agency, or discontinuance oaeremmpletion of the assignment

MPSPC 2015 Facully Office
= ———————
T e e T e e T e S R e e e aa LR s s s s e




Faculty Manual 45

indicated in the work program without any justifialbeason, or failure to work in the
College for a period of two continuous years.

HILARY L. TICAN ,Ed.D. REXTON F. CHAKAS Ph. D
Grantee College President
SUBSCRIBED AND SWORN TO BEFORE ME THIS ddy
affiant  exhibitng to me her Community TaxCertificate No.
issued at on

Witness my hand and seal:

JOSEN. CO
Doc. No. Notary Public
Page No.
Book No.
Series of
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APPENDIX H
Nomination Form of FDCC
Republic of the Philippines

Mountain Province State Polytechnic College
Bontoc, Mountain Province

FACULTY DEVELOPMENT COMMITTEE OF THE COLLECE

NOMINATIONS FOR SCHOLALRSHIDPS/CRANTS*

I. Information
Mountain Province State i
. Campus Main

Polytechnic College

Address Bontoc

Contact Number (e.g. (02) 555-4321 or +63 987 65 43 210)

Email Address Enter email address here

Contact Person Enter
Last Name, First Name, Middle i i

. Designation designation

Initial here

Total Number of Nominations Enter total number of nominations here
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D

SHE!I’s Strategic Direction (Briefly
describe your institution’s
strategic direction and
institutional plans, considering
the following criteria:

A. Relevance and
appropriateness of
nominations

B. Consistency and clarity of
strategic direction

C. Quality of nominees

*Adopted from CHED

MPSPC 2015
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D

I. List of Nominated Faculty (Add rows as necessary)

. . o Employment Tenure
Name of Faculty ) o Scholarship/Grant being i Delivering HEI ploy (e
Teaching Discipline . Program Title ) Status
(Last Name, First Name, Middle Initial) applied for (If known/prospective) Nonpermanent)
(Full/Part Time)
. ) . ) o ) N <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>
Last Name, First Name, Middle Initial | Enter teaching discipline here <Select one> Major (Specialization) Enter complete name of DHEI here <Select one> <Select one>

| certify that the information provided herein, and in the enclosed documents, is true and correct.

First Name, Middle Initial, Last Name
Name and Signature of FDCC Chairperson
Date Submitted: MM/DD/YYYY
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_—— - — - —
= ————————————— ——— — = = == —— ===~ ]




FacultyManuaI[ 49 l

I.  Individual Justification (This section is to be accomplished for EACH nominated faculty. Please reproduce

as necessary.)

A. Faculty Profile (Please provide complete information on the faculty.)

Name of Faculty

First Name, Middle Initial, Last Name

Age Enter age here

Highest Degree Attained

(e.g. Master in Development
Economics)

Date Graduated | MM/DD/YYYY

Teaching Discipline

Enter teaching discipline here

Scholarship being applied for

<Select one>

Graduate degree program
applied for (if applicable)

(e.g. PhD in Development Economics)

DHEI where degree will be
obtained/completed

Enter complete name of DHEI here

Employment Status

<Select one>

Previous recipient of MPSPC?

Completed? <Select one>

<Select one> Enter text here

If no, why?

B. Justification (Concisely justify your nomination of the faculty.)

Guide Questions:

1. How long has the applicant been with your department?

2. How has the applicant performed as a faculty member in your department?

3. How will the nominee’s study/career plans contribute to (1) importance and value to SHEI, (2) importance
and value to regional and national development, and (3) importance and value to the discipline or

profession?

Enter text here

MPSPC 2015
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C. Requirements Submission (Kindly tick the box of the requirement already submitted along
with this form.)

Curriculum Vitae (accomplish attached CV template)

Transcript of Records (certified true copy)

Thesis/Dissertation Proposal (For Dissertation Aid)

Proof of Citizenship (NSO authenticated birth certificate, information page of valid passport, or voter’s
ID)

Medical Certificate(issued by a government physician within the last six months)

Re-entry Plan and Return Service Contract between GHEI and Faculty

Approved College Faculty Development Program

Service Record

Curriculum

Teacher’s Program for Release Time

School Calendar of School to enroll

Performance Ratings for the last 4 semesters

Oigoiogo/ooo; oggio

Progress report for those who already availed previously (Release Time and Extension)

First Name, Middle Initial, Last Name
Name and Signature of Person who accomplished this section

Date Submitted: MM/DD/YYYY

MPSPC 2015 Faculty Office
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Chapter 5

Performance Evaluation System
Evolution of MPSPC Performance Appraisal and Result Evaluation

I ntroduction:

Cognizant to government stream lining and rati@aion of budget as an effect of
Long Term Higher Education Development plai" @DP); Presidential Commission on
Educational Reform 2000(PCER); Philippine Educati®actor Study (PESS) and re-
enactment of budget 2003 & 2004, there is a neaustdutionalize policies in the College to
improve its governance. The initial move to thi$eef is a necessity of organizing and
immobilizing a committee to look in to the posdiyilof evolving MPSPC Performance
Appraisal and Result Evaluation (PARE) merging CSBED, DBM and NBC 461 standards
for the academe in particular.

While some key persons were task to review thstiexj MPSPC, CHED, CSC, and
NBC 461 Policy implementation, the planning offic@multaneously conducted series of
consultative meetings among the faculty and stafthe three campuses. As the result of
brainstorming and discussion among the faculty staff, there was a unanimous decision to
seek the CS assistance. Finally, the CSC BontoadBrdacilitated IEC and seminar —
Conference regarding New PES. This seminar wasdtdltk library Hall, CAS, and came up
with some suggestions.

As per further study of the committee there wased for the committee to work per
cluster of discipline to address the concern oflieay and non-teaching personnel. The non-
teaching and group is taken cared by the two viesigents and HRMO while the force is
likewise handled by the planning officer, HRMO ahd assistant to the president on special
Programs.

Both committees came with a proposal incorporatitigsuggestions during the
consultative meeting, CSC, seminar and brainstan&n considering CSC and CHED
guidelines, this proposal was presented to the MAN@DCO and Academic Council
respectively for further comments and recommendatio

After further deliberations and incorporation bketsuggestions made by the three
councils respectively, each body moved and secofutdble endorsement and adoption of the
MPSPC PARE, thus this proposal.

MPSPC 2015 Faculty Office
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MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE
Bontoc, Mountain Province

PERFORMANCE RATING FOR FACULTY WITH DESIGNATION

For the rating period to
EMPLOYEE: SECTOR/CAMPUS:;
RANK: DEPARTMENT/UNIT:
DESIGNATION: RATER (please check): IMMEDIATE SUPERVISOR EMPLOYEE (SELF)
Part |. PERFORMANCE ALONG THE FOUR-FOLD FUNCTIONS and ADMINISTRATIVE FUNCTIONS (70% of Performance Rating)
Rating
Weight Programs/Activities/Projects (PAPs) Unit of Measure/Indicator Qty Qlty Time
I. Instruction
10 pts. | 1. Syllabi preparation and updating per course e Reviewed and approved syllabi (updated and comprehensive)
35 pts. | 2. Syllabi execution e Reports of actual teaching, observation, monitoring and evaluation
(M & E) reports (including student evaluation of faculty)
10 pts. | 3. Examination/test preparation and administration e Table of Specification (TOS), test questions, etc.
10 pts. | 4. Test result evaluation, recording, reporting and analysis e Corrected periodic exams, periodic rating reports (grade sheets),

other evidences

8 pts. | 5. Teaching strategies enhancement through the utilizationof | «  Observation, M & E reports, copies of materials, student

ICT-aided instruction, updated instructional materials and performance, etc.
other forms of techniques/strategies

7 pts. 6. Classroom management e Record of class attendance, seat plan, observation, M & E reports,

etc.

5pts. | 7. Provision of consultation period, mentoring, counseling, etc. | »  Logbook record, report of student progress, etc.

5 pts. | 8. Provision of special classes (e.g. remedial class, glee club, e Approved activities, activity reports, student performance,
toastmaster’s club, fraternity, etc.) attendance, etc.

5pts. | 9. Student organization advising, mobilization, leadership e Approved activities, activity reports, attendance, minutes of
training, etc. meetings/proceedings, pictures, etc.

5 pts. 10. Participation in meetings, conferences, trainings, etc. » Attendance, certificate, report of activity/travel completed with
across the 4-fold functions (inside or outside the recommendations, etc.

campus/college)

Faculty with Designation / page 1 of 3 pages
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1. Research and Development
20 pts. | 1. PAPs conceptualization Approved proposal
40 pts. | 2. PAPs implementation Reports of implementation, participation, involvement, etc.
40 pts. | 3. PAPs documentation and evaluation Reports of output with recommendations, stakeholders’ feedback,
confirmation, invitation, participation, etc.
lll. Extension Services
25 pts. | 1. Preparation of design/proposal Approved design/proposal
40 pts. | 2. Implementation of work plan Implementation reports and recommendations
35 pts. | 3. Documents and other evidences of implementation, Pictures, invitations/requests, network/linkages, MOA, minutes,
participation, involvement, etc. proceedings, forum, symposia, etc.
IV. Production and/or IGP
25 pts. | 1. Generation of materials/ideas for decision-making Copy of material, proposal or design
25 pts. | 2. Instructional materials development and production for Product developed, adopted, or discovered used as source of
enhancing instruction or resource management income generation
25 pts. | 3. Utilization of research breakthroughs for income generation Instructional material production for use in the classrooms and
extension services
25 pts. | 4. Publication of matured technologies and/or discoveries Knowledge/publication centers of research breakthroughs
V. Administrative Functions
15 pts. | 1. Conceptualization of sector/campus/department/unit PAPs Approved PAPs
vis-a-vis the administrative assignment
10 pts. | 2. Administration and supervision work plan Approved work plan and scheme of monitoring
15 pts. | 3. Assessment and evaluation of individual action plans and Evidences of actual assessment and evaluation, other documents
other activities
10 pts. | 4. Documentation of reviewed reports, PAPs, action plans of Consolidated reports with recommendations and commendations
subordinates
10 pts. | 5. Documentation and conduct of IEC to address pressing Minutes or proceedings of activity, attendance, activity report with
concerns or issues recommendations, etc.
40 pts. | 6. General management functions as provided in the College
Code and/or as assigned by higher offices
Faculty with Designation / page 2 of 3 pages
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Part I1. CRITICAL FACTORS (30% of Perfor mance Rating)

Weight Critical Factors Behavioral Indicators Rating

10 pts. 1. Courtesy and human relations Demonstrates harmonious interpersonal and working relations with superiors, associates, clientele and the community by
being polite, kind and cordial in manner of speech and actions; gets along easily, demonstrates concern for peers, initiates
team work effort; observes proper decorum (etiquette); goes all the way to make people comfortable and satisfied even
under pressure and occupied with work

10 pts. 2. Commitment for service Uses official time wisely and productively; does not engage in unofficial matters like chatting or eating while the client is
waiting or watching

10 pts. 3. Cleanliness and orderliness Clears her work area of unsightly items; is organized and orderly

10 pts. 4. Grooming and appearance Presents a neat and presentable appearance; wears proper uniforms/attire and/or ID card

10 pts. 5. Initiative and dependability Has resourcefulness and innovativeness; starts action and performs assigned task without being told and under minimal
supervision

10 pts. 6. Stress tolerance Is stable in performance even under pressure or opposition

10 pts. 7. Attendance and punctuality Participates in regular and scheduled college activities such as orientation, Charter Day Celebration, intramurals, etc. and is
punctual in attending them

10 pts. 8. Preparation and submission of related reports Prepares required periodic academic and administrative reports well and submits them promptly — such as action plan,
teacher’s program, accomplishment report, DTR, etc.

10 pts. 9. Leadership The manner of guiding, influencing, motivating and developing confidence of subordinates to work as a team and
accomplish tasks, leading the organizational unit to achieve its goals and objectives enthusiastically

10 pts. 10. Judgment/decision-making Ability to develop alternative solutions to problems, to evaluate fact or course of actions, and to reach sound decision and
readiness to take action or commit oneself

Faculty with Designation / page 3 of 3 pages
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MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE
Bontoc, Mountain Province
PERFORMANCE RATING FOR FACULTY WITHOUT DESIGNATION
For the rating period to
EMPLOYEE: SECTOR/CAMPUS:
RANK: DEPARTMENT/UNIT:
RATER (please check):  IMMEDIATE SUPERVISOR _ EMPLOYEE (SELF)
Part |. PERFORMANCE ALONG THE FOUR-FOLD FUNCTIONS (70% of Perfor mance Rating)
Rating
Weight Programs/Activities/Projects (PAPs) Unit of Measure/Indicator Qty Qlty Time
I. Instruction
10 pts. | 1. Syllabi preparation and updating per course ¢ Reviewed and approved syllabi (updated and comprehensive)
35 pts. | 2. Syllabi execution ¢ Reports of actual teaching, observation, monitoring and
evaluation (M & E) reports (including student evaluation of
faculty)
10 pts. | 3. Examination/test preparation and administration e Table of Specification (TOS), test questions, etc.
10 pts. | 4. Test result evaluation, recording, reporting and analysis e Corrected periodic exams, periodic rating reports (grade sheets),
other evidences
8 pts. | 5. Teaching strategies enhancement through the utilizationof | ¢  Observation, M & E reports, copies of materials, student
ICT-aided instruction, updated instructional materials and performance, etc.
other forms of techniques/strategies
7 pts. | 6. Classroom management e Record of class attendance, seat plan, observation, M & E reports,
etc.
5 pts. 7. Provision of consultation period, mentoring, counseling, etc. | «  Logbook record, report of student progress, etc.
5pts. | 8. Provision of special classes (e.g. remedial class, glee club, e Approved activities, activity reports, student performance,
toastmaster’s club, fraternity, etc.) attendance, etc.
5pts. | 9. Student organization advising, mobilization, leadership *  Approved activities, activity reports, attendance, minutes of
training, etc. meetings/proceedings, pictures, etc.
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5pts. | 10. Participation in meetings, conferences, trainings, etc. Attendance, certificate, report of activity/travel completed with
across the 4-fold functions (inside or outside the recommendations, etc.
campus/college)
Il. Research and Development
20 pts. | 1. PAPs conceptualization Approved proposal
40 pts. | 2. PAPs implementation Reports of implementation, participation, involvement, etc.
40 pts. | 3. PAPs documentation and evaluation Reports of output with recommendations, stakeholders’
feedback, confirmation, invitation, participation, etc.
Il. Extension Services
25 pts. | 1. Preparation of design/proposal Approved design/proposal
40 pts. | 2. Implementation of work plan Implementation reports and recommendations
35 pts. | 3. Documents and other evidences of implementation, Pictures, invitations/requests, network/linkages, MOA, minutes,
participation, involvement, etc. proceedings, forum, symposia, etc.
IV. Production and/or IGP
25 pts. | 1. Generation of materials/ideas for decision-making Copy of material, proposal or design
25 pts. | 2. Instructional materials development and production for Product developed, adopted, or discovered used as source of
enhancing instruction or resource management income generation
25 pts. | 3. Utilization of research breakthroughs for income generation Instructional material production for use in the classrooms and
extension services
25 pts. | 4. Publication of matured technologies and/or discoveries Knowledge/publication centers of research breakthroughs
Part Il. CRITICAL FACTORS (30% of Performance Rating)
Weight Critical Factors Behavioral Indicators Rating
10 pts. 1. Courtesy and human relations Demonstrates harmonious interpersonal and working relations with superiors, associates, clientele and the community
by being polite, kind and cordial in manner of speech and actions; gets along easily, demonstrates concern for peers,
initiates team work effort; observes proper decorum (etiquette); goes all the way to make people comfortable and
satisfied even under pressure and occupied with work
30 pts. 2. Commitment for service Uses official time wisely and productively; does not engage in unofficial matters like chatting or eating while the client is
waiting or watching
10 pts. 3. Cleanliness and orderliness Clears her work area of unsightly items; is organized and orderly
10 pts. 4. Grooming and appearance Presents a neat and presentable appearance; wears proper uniforms/attire and/or ID card
10 pts. 5. Initiative and dependability Has resourcefulness and innovativeness; starts action and performs assigned task without being told and under minimal
supervision
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10 pts. 6. Stress tolerance Is stable in performance even under pressure or opposition
10 pts. 7. Attendance and punctuality Participates in regular and scheduled college activities such as orientation, Charter Day Celebration, intramurals, etc.
and is punctual in attending them
10 pts. 8. Preparation and submission of related reports Prepares required periodic academic and administrative reports well and submits them promptly — such as action plan,
teacher’s program, accomplishment report, DTR, etc.
Faculty without Designation / page 2 of 2 page
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Chapter 6

EMPLOYMENT POLICIES, PROCEDURES AND
PRACTICES

RECRUITMENT

The opportunity to be employed in the governmdrallsbe open to all qualified

citizens. MPSPC being a government agency shatlit grositive efforts to attract the most

gualified to enter the government service. Persbinoth teaching and non-teaching applicants
at MPSPC shall be selected on the basis of medtfiimess and in accordance with the

standards and guidelines set by the CSC, DBM EQ @SC Memorandum Circulars and the

Revised Merit System and Promotion Plan (for teaghi

RECRUITMENT AND SELECTION PROCESS

MPSPC faculty and academic staff shall be scikessdected and recommended by the
Faculty and Academic Staff Selection Board (FAS8B}jhe campus concerned. Each
Campus has a FASSB composed of the Executive De@harman, the Human Resource
Management Officer or the Administrative Assistast Secretary, and the Department
Chair where the vacancy is needed, the Presidehedfaculty Association in the campus
and the Most Ranking Faculty and Academic Staff Memn the Campus as members.

The Campus FASSB evaluation report shall be fote@ to the College Review
Committee (CRC) for review and recommendation ® @vllege President, who shall
finally act on the CRC recommendation.

If approved by the President, the name of themenended employee shall be
forwarded to the Board of trustees for confirmatidkfter the Board Action, appointment
shall be prepared at the human resource manageiffieat Effectivity of the appointment
shall not be earlier than the date of CRC delilhemaand the signing of the appointing
authority. MC No. 40 s. 1998 and MC NO. 15, s.9.99
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Figure Shows the Process:

Announcement of Vacancy

Reception of Applicants

Submission of Requirements

Preliminary Evaluation

Selection of Desirable Applicants

Background Information

Interview

Competitive Examination

Demonstration teaching for Faculty/Writexam

FASSB Evaluation Report

CRC Report

Approval/Disapproval of Appointment

Board of Trustee Confirmation

Appointment

CSC

REJECTION

I1l. APPOINMENT TYPES AND STATUS/PERSONNEL
MOVEMENTS

The appointment may either be through certificatipmomotion, transfer, demotion,
reinstatement or re-employment. By employmentstat may be permanent, temporary,
casual, contractual, substitute, co-terminus.

a. Permanent Appointment — It shall be issued to a person who meets all the

requirements for the position to which he is beapgointed/promoted including the
appropriate civil service eligibility prescribed accordance with CSC laws, rules and
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standards (Sec. 27, Bk. %, EO 292). While appa@ntits permanent, it is understood
that the first 6 months is probationary in natUed. 2a and d, Rule VII, EO 292) as
such, he may be dropped from the service for usfaatory conduct or want of capacity
anytime before the expiration of the probationagyiqgd (MC 12 s. 1994).

b. Temporary Appointment — It is issued to persons who meet all the requirdgsnfem
the position to which they are being appointed pkt¢lke appropriate eligibility but
only in the absence of a qualified eligible. Pd®d that such temporary appointments
shall not exceed 12 months; however, the appomtgebe replaced sooner if qualified
civil service eligibles become available (Sec. 2/Bk. 5 EO 292).

c. Appointment through Certification — It is issued to a person who has been selected
from a list of qualified persons certified by ther@mission from the register of eligible
and who meets all the other requirements of th&ipns

d. Appointment by Promotion — It is @ movement from one position to another vaith
increase in duties and responsibilities as authdrlzy laws and usually accompanied
by an increase in pay. The movement may be froenanganizational unit to another
in the same department or agency. An employedffaniaybe promoted or transferred
to a position which is not more than three (3) isafmy or job grades higher than five
(5) Sec. 15 MC # 3 s. 2001.

e. Transfer — It is a movement from one position to another Whgof equivalent rank,
level or salary without break in service and italses the issuance of an appointment.

f. Detail —It is a movement from one department to anothagency, which is temporary
in nature. It does not need an issuance of appeint The detail shall in no case
exceed 3 months outside the employee’s origindbstavithout his expressed consent.
Likewise, no detail shall be made in a 3-month geétbefore any local or national
election.

g. Re-employment —Means a reappointment of a person who has beeropshy
appointed but separated from the service as a selduction in force, reorganization
and/or voluntary resignation, early retirement amoh-disciplinary action such
dropping from the rolls and other modes of sepanati It presupposes a gap for the
service. (MC 15, s. 1999)

h. Reinstatement -Is a reappointment of a person who has been prelyiappointed to
a position in the career service with no delinqyenc misconduct but has been
separated there from, or the restoration of one Wwhs been exonerated of the
administrative charges filed against him. (Secu@R/1l Bk. 5 EO 292)

I. Secondment -t is a movement of an employee from one departrizeahother which
is temporary in nature; it may not require the &swe of an appointment but may either
involve reduction or increase in salary. (Se. 9eRuill Bk. 5 EO 292)

j- Renewal — Is a subsequent appointment issued upon the expiradf

contractual/casual personnel on temporary appointtiha qualified eligible is still not
available. The renewal presupposes no gaps iiceerv
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k. Re-appointment —Re-issuance of appointment during re-organizata®yolution,
salary standardization, re-nationalization or samévents or subsequent appointment
of substitute teacher.

|. Re-classification/Upgrading —change of position title with increase in salargadg.
This is for effective execution of function and igstattached to the position and for
the employee to perform an all around adaptabilitpeeting diverse work assignment.
This requires issuance of appointment.

The incumbent of a position in a permanent capatig)l be appointed to the re-classed
position without change of employment status ireespe of whether he meets the
gualification requirements.

Casual Appointment. Casual employees are selected following the rauarit and selection
process in career positions. Appointment is retésvavery month or quarterly and subject to
availability of lump sum budget.

Contractual Appointment. It is issued to an employee who undertakes aifsp&mrk or
project requiring technical or specialized knowledond skills.

IV. PROMOTIONAL POLICIES

When vacancy occurs, a chain promotion may betaddyy the College, subject to the
agency’s approved criteria for promotion and RuleVEO 292.

V. APPOINTMENT REQUIREMENTS

Documents/requirements for appointment shalinbaccordance with MC 40 s. 1998
and MC 15 s. 1999 and other CSC rules and regaktiblon-compliance shall be a ground
for disapproval of said appointment/terminatioriad authority granted to the College.

VI. PERSONNEL BENEFITS AND PRIVILEGES

Article 76 Sec. 1 of the College Cod&ubiject to the provisions of applicable lawsesul
and regulations and other pertinent policies, Ralyhic personnel shall be entitled to the
following benefits:

A. Leave Benefits

In general, officers and employees of the govemmvhether regular, temporary or
permanent, casual or emergency who render workglymiescribed office hours shall be
entitled to 15 days vacation and 15 days sick |ewitle full pay exclusive of Saturdays,
Sundays and public holidays. Accumulated leavditgés unlimited (Sec. 1, Rule XVI,
EO 292 and CSC MC No. 41, s. 1998).
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Faculty members of SUCs are covered by speaakléaw (Sec. 10 Rule XVI, EO
292). Pursuant to Sec. 4 # 9 RA 8292, faculty membf SUCs are covered by special
leave law (Sec. 10 Rule XVI, EO 292). Part —timgkyees are entitled to leave benefits
proportionate to the number of work hours rendercan employee renders 4 hours of
work 5 days/week or a total of 20 hrs./week, henistled to 7.5 days vacation and 7.5 days
sick leave annually with full pay (as amended by M& 36, s. 1994).

Employees on rotation basis shall be entitledaimation and sick leave corresponding
to the periods of service rendered by the empldlgedotal of which should not be less
than 6 months. If two or more shifts is allowelde fperiods of actual service per shift
should be added to determine the number of daysthmm@nd years during which the leave
is earned (Sec. 5 Rule XVII, RO 292).

Vacation and Sick Leaves are cumulative and cotabhel and upon retirement,
resignation and transfer. Contractual employeedikkewise entitled to vacation and sick
leave credits including special leave privilege<C(I, s. 1999).

Vacation Leave- shall be applied at least 5 days before the attaake. Its approval is
highly discretionary especially if vacation leagemore than 30 days.

Sick Leave-is granted on account of personnel illness orragynber of the employee’s
immediate family. Sick leave in excess of 5 daguires a medical certificate.

Mandatory Leave- EO 1077 requires all officials and employees egbvernment to go
on a mandatory leave of absence of 5 working ddyistwneed not be successive. If not
availed, it is automatically forfeited except ietecheduled leave has been cancelled in the
exigency of the service. The leave credit will hetdeducted from the total accumulated
leave.

Leave without pay exceeding one year may be gdaimtaddition to vacation and sick
leave. Any leave beyond 30 days require clearfnooe proper authorities.

Terminal Leave— should an employee retire or be terminated/sépamot for cause, he
may apply for a terminal leave and the leave csesliall be converted to cash based on
Sec. 40, CSC MC No. 14, s. 1999.

Maternity Leave— Married women in the government whether temporpeymanent or
casual who have rendered an aggregate of 2 or yeams of service shall in addition to
vacation and sick leave be entitled to materniyvéeof 60 days with full pay (MC No. 8,
s. 1995). Teachers can avail of the maternity titsneven if delivery period is during
summer vacation in which case both maternity bénafid proportionate vacation pay are
granted. Maternity of those who rendered 1 yeamore but less than 2 years shall be
compensated in proportion to their length of servic

Paternity Leave- Married male employees are granted the privilegkeave for 7 days
provided that his legitimate spouse has deliverechitd or suffered miscarriage, for
purposes of enabling him to take care and suppsrivtie and new born child before,
during and after childbirth.

Special Privilege Leave- under MC No. 6, s. 1996, a government employed bea
entitled to at least 3 days leave on special oonassuch as birthday, enrolment, funeral,
hospitalization and other occasions as providethf&ec. 21 of Rule XVI etc. Such leaves
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must be applied at least 1 week before the aatazkl of absence. Special Privilege leave
is forfeited if not availed of during the year. abbers and those covered by special laws
are not entitled to special leave privilege of §da

Rehabilitation Leave (Sec. 55 of Rule X\Wan employee may be granted a rehabilitation
leave for a maximum of six (6) months with pay, W& or not employee has earned leave
credits, for job-related wounds or injuries incdlria the performance of duty. The head

of the agency has the discretion to grant rehabdin leave and has the authority to

determine if there is reasonable work connectioacafdent to employee’s work.

Study Leave-is granted to employees for them to pursue gradstaties related to their
fields of specialization. Internal rules are sgtlire head of the agency to rationalize the
availment of such leave.

Parental Leave— is granted to solo parents subject to the ruled esgulations
implementing RA 8972, Solo Parents Welfare Act 80@ An employee qualifies as a
solo parent (10 categories, Sec. 6 (b), Art lliplementing Rules) if employee is left alone
with responsibility of parenthood, to perform paedrduties where personal presence is

required.

Teachers’ Leave-it is the status of faculty members with no adstiaitive functions or
designations. Being on teacher’s leave, they eth)eytwo (2) months vacation during
summer and 14 days Christmas vacation. They aigy ¢he proportional pay during the
2 months vacation.

Faculty members on teachers’ leave who may be medjtio report while on summer
vacation, on holidays and /or with assigned re$esror extension projects shall be given
service credits based on the number of hours/ougmatered.

B. Employee Compensation
C. Performance Incentive. Merit Increase
VS - ! step; O -2 steps
D. Length of Service in same position (Step Increment)
1 step for every 3 years of continuous satisfgctervice in a particular position
E. Productivity Incentive Bonus
F. Loyalty Bonus — at least 10 years service and every 5 yearsdfier
G. Year-end benefits
13" month Pay, Cash Gift, Additional Christmas Bonus
H. PERA
l. Uniform/Clothing Allowance
J. Proportional Vacation Pay
K. Privileges extended by the College:
1. Free tuition fees for employees and childrearoployees
2. Additional allowances or bonuses subject talabiity of funds
3. Study leave benefits
4. In-service trainings at the expense of the &gl
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L. Social security Benefits

The government provides for economic security amtlas welfare for government
employees. This includes insurance, medical cateement, etc.

L.1. THE GOVERNMENT SERVICE INSURANCE SYSTEM (GSIS)

Republic Act 8291- AN ACT AMENDING PRESIDENTIAL DECREE NO. 1146, AS
AMENDED, EXPANDING AND INCREASING THE COVERAGE ANCBENEFITS
OF THE GOVERNMENT SERVICE INSURANCE SYSTEM, INSTITUNG
REFORMS THERIN AND FOR OTHER PURPOSES.

MEMBERSHIP IN THE GSIS

Compulsory MembershigSec. 3 of R.A. 8291) — Membership in the GSIS Ishal
compulsory for all employees receiving compensatisho have not reached the
compulsory retirement age, irrespective of emplayihm&atus, except members of the
Armed Forces of the Philippines and the Philippiiagional Police, subject to the condition
that they must settle first their financial obligat with the GSIS, and contractuals who
have no employer and employee relationship withatiencies they serve. “Except for the
members of the judiciary and constitutional cominiss who shall have life insurance
only, all members of the GSIS shall have life iaswe, retirement, and all other social
security protection such as disability, survivopsisieparation, and unemployment benefits.

BENEFITS
Computation of the Basic Monthly Pensiofsec. 9 of R.A. 8291)
(a) the basic monthly pension is equal to:

1) thirty-seven and one-half percent (37.5%) of theakged average monthly
compensation; plus

2) two and one-half percent (2.5%) of said revaluegraye monthly compensation
for each year of service in excess of fifteen (ars: Provided, That the basic monthly
pension shall not exceed ninety percent (90%) eftrerage monthly compensation.

(b) The basic monthly pension may be adjusted tipemecommendation of the President
and General Manager of the GSIS and approved btbsident of the Philippines in
accordance with rules and regulations prescribetti®¥>SIS Provided, however, That
the basic monthly pension shall not be less thaa Tmousand and Three Hundred
Pesos (P1,300.00): Provided, further, That thechaminthly pension for those who
have rendered at least twenty (20) years of seafiee the effectivity of this Act shall
not be less than Two Thousand Four Hundred Pe&y4(d® 00) a month.

Computation of Service(Sec. 10)

(a) The computation of service for the purpose of deieing the amount of benefits
payable under this Act shall be from the date agioal appointment, including
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periods of service at different times under onmore employers, those performed
overseas under the authority of the Republic othiéippines, and those that may
be prescribed by the GSIS in coordination with@mal Service Commission.

(b) All service credited for retirement, resignation eeparation for which
corresponding benefits have been awarded undeAtti®r other laws shall be
excluded in the computation of service in casesbfstatement in the service of an
employer and subsequent retirement or separaticchvidlicompensable under this
Act. “ For the purpose of this section the ternvier shall include full time service
with compensation: Provided, That part time aneép#ervices with compensation
may be included under such rules and regulationsagsbe prescribed by the GSIS.

SEPARATION BENEFITS
Separation Benefits(Sec. 11) — The separation benefit shall congist o

a) a cash payment equivalent to one hundred perc®MgL of his average monthly
compensation for each year of service he paid ibaritons, but not less than Twelve
Thousand Pesos (P12,000) payable upon reaching (&®) years of age or upon
separation, Whichever comes later: Provided, Thatmhember resigns or separated
from the service after he has rendered at leaset{8) years of service but less than
fifteen (15) years; or

b) A cash payment equivalent to eighteen (18) time¥hasic monthly pension payable at
the time of resignation or separation, plus anagld pension benefit equal to the basic
monthly pension payable monthly for life upon raagtthe age of sixty (60) years of
age at the time of resignation or separation.

Unemployment or Involuntary Separation Benefits(Sec. 12)

Unemployment benefits in the form of monthly caslympents equivalent to fifty percent
(50%) of the average monthly compensation shapidid to permanent employee who is
involuntarily separated from the service due toathelition of his office or position usually

resulting from reorganization: Provided, That he haen paying integrated contributions
for at least one (1) year prior to separation. rope®yment benefits shall be paid in
accordance with the following schedule:

Contributions Made Benefit Duration

1 year but less than 3 years 2 months
3 or more years but less than 6 years 3 months
6 or more years but less than 9 years 4 months
9 or more years but less than 11 years 5 months
11 or more years but less than 15 years 6 months

The first payment shall be equivalent to two (tinly benefits. As seven (7) day waiting
period shall be imposed on succeeding monthly paysne

All accumulated unemployment benefits paid to tmployee during his entire
membership with the GSIS shall be deducted fromantalry separation benefits.
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The GSIS shall prescribe the detailed guidelingbé operationalization of this section in
the rules and regulations implementing this act.

RETIREMENT BENEFITS
Retirement Benefits Gec. 13
a) Retirement benefits shall be:

1. the lump sum payment as defined in this Act payabkbe time of retirement plus an
old-age pension benefit equal to the basic montbklysion payable monthly for life,
starting upon expiration of the five-year (5) gudesd period covered by the lump
sum; or

2. cash payment equivalent to eighteen (18) monthsisobasic monthly pension plus
monthly pension for life payable immediately with five-year (5) guarantee.

b) Unless the service is extended by appropriate &tits) retirement shall be
compulsory for an employee at sixty-five (65) yeafsage with at least fifteen (15)
years of service: Provided, That if he has less flieen (15) years of service, he may
be allowed to continue in the service in accordamitie existing civil service rules and
regulations.

Conditions for Entitlement (Sec. 13-A) — A member who retires from the sergicall be
entitled to the retirement benefits enumerated anagraph (a) of Section 13 hereof:
Provided, That:

1) he has rendered at least fifteen (15) years ofcerv
2) he is at least sixty (60) years of age at the tifnetirement; and
3) he is not receiving a monthly pension benefit froenmanent total disability.

Periodic Pension Adjustment(Sec.14) — The monthly pension of all pensioneckiding

all those receiving survivorship pension benefitalisbe periodically adjusted as may be
recommended by the GSIS actuary and approved ydaed in accordance with the rules
and regulations prescribed by the GSIS.

PERMANENT DISABILITY BENEFITS

General Conditions for Entitlement (Sec. 15) — A member who suffers permanent
disability for reasons not due to his grave misembdnotorious negligence, habitual
intoxication or willful intention to kill himself panother, shall be entitled to the benefits
provided for under Sections 16, and 17 immedidtglgwing, subject to the corresponding
conditions therefore.

Permanent total Disability Benefits(Sec. 16)
a) If the permanent disability is total, he shall igeea monthly income benefit for life
equal to the basic monthly pension effective fromdate of disability: Provided, That:

1) heis in the service at the time of disability; or
2) if separated from the service, he has paid at teasg-six (36) monthly contributions
within the five (5) year period immediately preagglhis disability, or has paid a total
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of at least one hundred eighty (180) monthly coumtibns, prior to his disability:
Provided, further, That if at the time of disalyilihe was in the service and has paid a
total of at least one hundred eighty (180) monttiytributions, in addition to the
monthly income benefit, he shall receive a cashmeayt equivalent to eighteen (18)
times his basic monthly pension: Provided, finalljxat a member cannot enjoy the
monthly income benefit for permanent disability amide old-age retirement
simultaneously.

b) If a member who suffers permanent total disabdites not satisfy conditions (1) and
(2) in paragraph a) of this section but has rerdlatdeast three (3) years service at the
time of his disability he shall be advanced théhgaesyment equivalent to one hundred
percent (100%) of his average monthly compensdtioeach year of service he paid
contributions, but not less than twelve ThousansbBg¢P12,000) which should have
been his separation benefit.

c) Unless the member has reached the minimum retireaggm disability benefits shall
be suspended when:

1. he is reemployed; or

2. he recovers from his disability as determined ley@$IS, whose decision shall
be final and binding; or

3. he fails to present himself for medical examinatidren required by the GSIS

d) the following disabilities shall be deemed totadl g@rmanent:
complete loss of sight of both eyes

loss of two (2) limbs at or above the ankle or tyris
permanent complete paralysis of two (2) limbs;

brain injury resulting in incurable imbecility ansanity; and
such other cases as may be determined by the GSIS.

apwNE

Permanent Partial Disability Benefits(Sec. 17)

a) If the disability is partial, he shall receive abgayment in accordance with a schedule
of disabilities to be prescribed by the GSIS: Pded, That he satisfies either conditions
(1) and (2) of Section 16 (a);

b) The following disabilities shall be deemed permampeamtial:

1. complete and permanent loss of the use of:

i. any finger

il. any toe

iii. one arm

iv. one hand

V. one foot

Vi. one leg

Vil. one or both ears

viii.  hearing of one or both ears
iX. sight of one eye

2. such other cases as may be determined by the GSIS.
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TEMPORARY DISABILITY BENEFITS

Temporary Total Disability Benefit (Sec. 18)

a) a member who suffers temporary total disability feasons not due to any of the
conditions enumerated in Section 15 hereof shakntéled to seventy-five percent
(75%) of his current daily compensation for each diafraction thereof of temporary
disability benefit not exceeding one hundred twgi®0) days in one calendar year
after exhausting all his sick leave credits antective bargaining agreement sick leave
benefits, if any, but not earlier than the fourtty @f his temporary disability: Provided,
That:

1. heisin the service at the time of his disabilay;

2. if separated, he has rendered at least three &% yé service and has paid at
least six (6) monthly contributions in the twelvexmh period immediately
preceding his disability.

Provided, however, That a member cannot enjoy tdraporary
disability benefit and sick leave pay simultanegpuBlrovided, further, That if
the disability requires more extensive treatmeat thsts beyond one hundred
twenty (120) days, the payment of the temporargl tdisability benefit n\may
be extended by the GSIS but not to exceed a tbtavahundred forty (240)
days.

b) The temporary total disability benefit shall in case be less than Seventy Pesos (P70)
a day.

c) The notices required of the member and the empldlgermode of payment, and the
other requirements for entitlement to temporanaltatisability benefits shall be
provided in the rules and regulations to be presdcrby the GSIS.

Non-scheduled Disability(Sec. 19) — For injuries or illnesses resulting gisability not listed
in the schedule of partial/total disability, asyded herein, the GSISA shall determine the
nature of the disability and the corresponding Gentherefore.

SURVIVORSHIP BENEFITS

Survivorship Benefits (Sec. 20) — When a member or pensioner dies, thefic&ries shall
be entitled to survivorship benefits provided irct8ms 21 and 22 hereunder subject to the
conditions therein provided for. The survivorsphgnsion shall consist of:

1. the basic survivorship pension which is fifty parc€50%) of the basic monthly
pension.

2. the dependent children’s pension not exceeding fiiercent (50%) of the basic
monthly pension.

Death of a Member(Sec. 21) —
a) Upon the death of a member, the primary benefesashall be entitled to:
1) survivorship pension; Provided, That the deceased:
i was in the service at the time of his death; or
il. if separated from the service, has at least ttf8pgdars of service
at the time of his death and has paid thirty sig) (Bhonthly
contributions within the five-year period immedigt@receding
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his death; or has paid a total of at least one fathdighty (180)
monthly contributions prior to his death; or

2) the survivorship pension plus a cash payment etgrvéo one hundred percent
(100%) of his average monthly compensation for ewsear of service:
provided, That the deceased has rendered at least() years of service prior
to his death but does not qualify for the benefitsler item (1) or (2) of this
paragraph.

b) the survivorship pension shall be paid as follows:

1. when the dependent spouse is the only survivoshkeeghall receive the basic
survivorship pension for life or until he/she renes;

2. when only dependent children are the survivorsy stell be entitled to the
basic survivorship pension for as long as theygasdified, plus the dependent
children’s pension equivalent to ten percent (18%he basic monthly pension
for every dependent child not exceeding five (Burted from the youngest and
without substitution;

3. when the survivors are the dependent spouse andetbendent children, the
dependent spouse shall receive the basic surviygopgnsion for life or until
he/she remarries, and the dependent children skedlive the dependent
children’s pension mentioned in the immediatelycpding paragraph (2)
thereof.

c) Inthe absence of the primary beneficiaries, titeseéary beneficiaries shall be entitled
to:

1. the cash payment equivalent to one hundred pe(d®®%) of his average
monthly compensation for each year of service hd pantributions, but not
less than Twelve Thousand Pesos (P12,000): Provideat the member is in
the service at the time of his death and has at theee (3) years of service; or

2. in the absence of secondary beneficiariedhehefits under this paragraph shall
be paid to his legal heirs.

d) For purposes of the survivorship benefits, legitenahildren shall include legally
adopted and legitimated children.

Death of Pensioner $ec. 22 — Upon the death of an old-age pensioner or a member
receiving the monthly income benefit for permandistibility, the qualified beneficiaries
shall be entitled to the survivorship pension dadiin Section 20 of this Act, subject to the
provisions of paragraph (b) of Section 21 her&when the pensioner dies within the period
covered by the lump sum, the survivorship pensiail $e paid only after the expiration

of the said period.

FUNERAL BENEFITS

Funeral Benefit (Sec. 23) — The amount of funeral benefit shallde¢ermined and
specified by the GSIS in the rules and regulatibos shall not be less than Twelve
Thousand Pesos (12,000.00): Provided, That it dfmlincreased to at least Eighteen
Thousand Pesos (P18,000) after five (5) years haltifse paid upon the death of:
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a) an active member as defined under Section 2(d)i®fct; or

b) a member who has been separated from the servicesho may be entitled to future
benefits pursuant to Section 4 of this Act; or

c) a pensioner, as defined in Section 2 of this Act; o

d) a retiree who at the time of his retirement wape@ifsionable age under this Act but
who opted to retire under Republic Act No. 1616.

LIFE INSURANCE BENEFITS

Compulsory Life Insurance (Sec. 24) — All employees except for Member of Alnmed

Forces of the Philippines (AFP) and the Philippiaional Police (PNP) shall, under such

terms and conditions as may be promulgated by BI&@e compulsory covered with life

insurance, which shall automatically take effectadsws:

(1) for those employed after the effectivity of thistAtheir insurance shall take effect on
the date of their employment;

(2) for those whose insurance will mature after thedaf¥ity of this Act, their insurance
shall be deemed renewed on the day following thteiritg or expiry of their insurance;

(3) for those without any life insurance as of the @ffaty of this Act, their insurance shall
take effect following said effectivity.

Dividends (Sec. 25) — an annual dividend may be grantedl tm@mbers of the GSIS

whose life insurance is in force for at least ohpyear in accordance with a dividend

allocation formula to be determined by the GSIS.

Optional Insurance (Sec. 26) — Subject to the rules and regulatioesqguibed by the
GSIS, a member may apply for insurance and/or pegttoverage embracing life, health,
hospitalization, education, memorial plans, andhsatber plans as may be designed by the
GSIS, for himself and/or his dependents. Any elganay likewise apply for group
insurance coverage for its employees. The paymktiie premiums / installments for
optional insurance and pre-need products may be madhe insured or its employer and
/ or any person acceptable to the GSIS.

Reinsurance(Sec. 27) — The GSIS may reinsure any of its @stisr or part thereof with
any private company or reinsurer whether domestiom@ign: Provided, That the GSIS
shall submit an annual report on its reinsuran@atmwns to the Insurance Commission.

Other GSIS Benefits

Maturity Benefit — is paid upon maturity of the policy. The policgntract and service
record should be submitted one month before thenbatate.

Loan — is the most widely enjoined privilege among thel& benefits. The amount of

loan depends on the length of membership and salmgew member is covered by the
20-40-60 scheme. This means that the GSIS padian force for 20 months and the

member is entitled to 3-month salary payable iredrg. It maybe renewed after 1 year,
provided a monthly remittance of dues has been.done

If the policy is in force for 40 months, a two-mbrsalary loan can be availed payable in 2
years.
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If the policy is in force for 60 months, a five-ntbrsalary loan can be availed and it is
renewable on the anniversary date of the loan,igeovthe monthly dues are remitted.

If the policy is in force for 120 months, an eighonth salary loan can be availed.
Emergency Loarof P5,000 is also enjoyed by a government employee

Calamity Loan — 5-month salary payable in 3 years may be gratdedovernment
employees who are victims of calamities like floagehoons, earthquake, etc.

Policy Loan— It may be availed after 1 year of membershighéoGSIS. Policy Loan shall
not exceed the cash value of the insurance atrtteedf application. Unpaid policy loans
are deducted upon maturity of the policy.

Housing Loan — It is applied through the National Home Mortgaged Finance
Corporation.

Term Insurance- it is granted to casual employees. The terims@france of P12.00 as
premium per year is deducted from the salary, remdsvevery year; hence, has no cash
value. It face value is P2,750.00 of term insueapayable only in case of employee’s
death.

L.2. PAG-IBIG (HOME DEVELOPMENT MUTUAL FUND)

This fund was set up mainly for housing purpos&y. virtue of RA 7742,
effective January 1, 1995, membership is manddtwrgmployees when monthly income
is P4,000.00. However, those below P4,000.00 lentary. The government pays a
counterpart contribution for Pag-ibig.

Other benefits under the Pag-ibig are the Housiag, appliance and the multi-
purpose loan. The total accumulated value (TAV)granted upon termination of
membership (retirement, resignation or maturitf)AV includes the government share,
death dividend, fixed dividend. This is given tmamber who has no outstanding loan.

L.3. PHIL HEALTH (Medicare)

All government employees are automatically coseby Medicare. Their
dependents are covered under the plan benefiteggitalization, surgical and medical.
The plan includes government employees whose téwoffioce is not less than 60 days.

Medical benefits are not cumulative. They ardeiited if not utilized within a
calendar year.

The SIF policy of the state is to promote andeligy a tax-exempt employee’s
compensation program whereby employees and theerdkents, may promptly secure
adequate income benefits, medical and related ienef

SIF covers all employers and their employeesonet 60 years of age, above
60 years old and those paying contribution to dalieir retirement under the GSIS life
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insurance benefit. It also includes employees @l/by the Commonwealth Act No. 186
as amended including casuals, emergency, tempauavgfitute or contractual employees.

VIl. CAREER AND PERSONNEL DEVELOPMENT

Pursuant to CSC rules on personnel managemetdareer and personnel development,
which includes performance appraisal, promoticgintng and scholarship programs the
College has developed the Merit Selection and Ptiem®lan for Faculty and Academic
Staff, Faculty Performance Evaluation System as Iblasic guidelines for career
development. The College also is guided by the MBC while those of the non-teaching
personnel, the performance evaluation system (BE®BE CSC.

VIIl. PERSONNEL DISCIPLINE

Discipline serves as a mechanism for controheftemperament, interest and action of
people within the organization. It helps promate@rnment goals and public interest.

RA 6713 and Rule XIV of Bk. 5 EO 291 shall govgrarsonnel discipline for both
faculty and non-teaching.

IX. PERSONNEL RELATIONS AND GRIEVANCE MACHINERY

Guided by the provisions of Rule XI Bk. 5 EO 282d other CSC Circulars and the
principle of democratic participation of freedomasfsociation, the College respects and
upholds the rights of faculty and employees to fonjoin association of their own choice.
The College believes that these organizations atenp vehicles in the formulation of
sound policies which are necessary for the efficiealization of its mission and goals of
the College. The College has therefore recognibedFederation of Faculty Clubs,
Campus Faculty Clubs, and Non-Teaching Associat@sartners in managing the
College.

X. OFFICE DECORUM AND DISCIPLINE

Any agency expects its personnel to be punctuakporting to the office. At the
opening hours of work, employees should be in tfesipective work place and are actually
working. Likewise, faculty members are to be iritltlasses at least 15 minutes earlier
than their actual teaching time. This is to assieepublic, students and other clientele of
efficient and effective delivery of government seev

XI. GOVERNMENT WORKING HOUR

MC 14 s. 1999 and Article 79 Sec. 1. of the €gdl Code serve as the rule regarding
working hours at MPSPC. MC 14 s, 1999 speaks wipemsatory service. Article 79 Sec.
1 states that members of the faculty shall rendetess than eight (8) hours a day for five
(5) days a week or a total of forty (40) hours &kyeexclusive of the time spent for lunch.
Such hours shall be from eight o’clock in the mogio twelve o’clock noon and from one
o’clock to five o’clock in the afternoon on all dagxcept Saturdays and holidays.

Any deviation from the provisions of this sectsirall be subject to the approval of the
College President in accordance with existing laws.
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Xll. ACTS AND PRACTICES PROHIBITED DURING OFFICE
HOURS

In serving the government and the people, pud#ivants must behave in a manner
above reproach and worthy of respect and emulati@ccordance with the provision on
MC # 3, s. 1994, RA 6713. In the efficient and sihoworking of the organization, rules
and regulations are promulgated to safeguard tsige of the office and to maintain the
concept of Public service to its fullest stature.

The following acts are deemed inimical to thevieer and be avoided at all times.
Commission of such may constitute sufficient caaselisciplinary/administrative action
after notice of hearing.

1. Will full and intentional refusal to carry out angasonable order or instruction

given by a senior office to perform work designatedhe job description;

Falsification of daily time record or any officidbcument;

Habitual tardiness or frequent absences from watlont reasonable cause;

Rumor-mongering (gossip that tends to discreditsomeegrity or reputation;

Extended coffee, snacks or lunch;

Discourtesy and display of bad manners such asigheof abusive, sarcastic

and insulting language in the course of officialielss

7. Coming to work under the influence if intoxicatitiguor or any prohibited
drug;

8. Gambling, betting, card games and playing mahjong;

9. Attending personal needs during office hours sicnanicure and pedicure;

10.Buying and selling merchandise, goods and wardasgloffice hours;

11.Wasteful or uneconomical use of office supplies tawilities like power and
vehicle, cooking meals in the office, etc;

12.Promoting the sale of tickets on behalf of privatgerprises that are not
intended for charitable purposes.

ok wh

The aforesaid acts are not exclusive. Violatibthe anti-graft and corruption
practice act, the code of ethics and other lawsajpeng to civil service discipline
and conduct are deemed separate from the aboveseffe

XIlI. GRIEVANCE MACHINERY AND DISPUTE SETTLEMENT

Pursuant to the CSC MC # 02, s. Jan. 10, 2001C 8t requires all agencies to revise
or establish policies on Grievance Machinery whgkhe best way to address grievance
between the employee and management in the wokkpllags fostering productivity of
each member.
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Chapter 7

RIGHTS, PRIVILEGES, DUTIES AND OBLIGATIONS

l. RIGHTS AND PRIVILEGES

In addition to the rights and privileges providadlaw, the following shall be enjoyed
by the College faculty and employees.

a. The right to participate in the decision-makinglsha recognized and ensured;

b. The right to free expression of options and suggestand effective channels of
communication with appropriate academic and adinatise bodies of the College;

c. The right to be provided with free legal servicetbg appropriate government office
when charged in an administrative, civil, and/@mémal cases by parties other than the
College for actions committed directly in the lawélischarge of professional duties
and/or defense of school policies;

d. The right to establish, join, and maintain assomiet and/or professional or self
regulating organizations of their choice to promtteir welfare and defend their
interest. An organization or association of fagc@hd /or administrative staff shall
submit to the President a copy of its constituomd by-laws including a list of its
officers and members for official recognition;

e. The right to be free from involuntary contributiogecept those imposed by their own
organization and higher authorities;

f. The right to be free from compulsory assignmentselated to t heir duties as defined
in their appointments or employment contracts;

g. The right to intellectual property in accordancéwéapplicable laws;

h. The teachers shall be deemed persons in authohignvin the discharge of lawful
duties and responsibilities and shall thereforadsorded due respect and protection;
and

i. The right to be accorded the opportunity to choalsernative career lines either in
school administration or in classroom teachingpfiemposes of career advancement.

. DUTIES AND OBLIGATIONS

In addition to those provided for by law, all ®gle personnel shall have the
following duties and obligations:

a. Perform his duties to the College by dischargirggrasponsibilities in accordance with
the philosophy, goals and objectives of the College

b. Be accountable for the efficient and effective iatteent of learning objectives in
pursuance of national development goals within lingts of available College
resources;

c. Assume the responsibility to maintain and sustais professional growth and
advancement and maintain professionalism in histiehat all times;
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d. Refrain from making deductions of students schaating without basis;

e. Participate as agents of social, economic, mora&llectual, cultural and political
change in his school and the community within thitext of national policies.

.  RESTRICTIONS AND OTHER REGULATIONS

No officer, faculty, or employee of the Collegeaipublish or discuss publicly the
proceedings of the Board or its decisions befoey #re released for publication, without
the permission of the President.

No officer, faculty, or employee shall publish discuss publicly, information
concerning an Operating Unit not released for malilbn without written permission from
the Executive Dean/ President.

No officer, faculty, or employee shall publishdiscuss publicly, charge or complaint
against any officer, or employee concerning hig@f duties or his private life. Any such
complaint or charge shall be addressed to the paaglorities of the College for action.

No member of the faculty shall enter into an agrest with any student of the College
involving money, property, or other valuable coesations which might influence the
scholastic standing of the student.

No textbook, whether printed or duplicated, sHad required as basic teaching
materials for any class unless approved by tharjoadvisory committee to be created by
the President.

Faculty and employees shall be encouraged to aizoggations to speak at graduation
exercises, special convocations, seminars, worlsshapmferences and similar activities
for profe4ssional growth and community service, &nel time spent in going to and
returning from the same shall be considered officia

Any member of the faculty could invite a resoumerson who is not officially
connected with the College to give a lecture d¢ tal any subject before his class or any
group of students with the permission of the Dean.

Faculty and employees may undertake research wader the auspices of an
organization outside the College with the conséthhe President; provided however, that
in the publication of such research, the Collegald¥e credited together with sponsoring
organization.

Any involvement of a faculty or employee in res#eactivities outside of the College
should not disrupt nor prejudice the functions aedponsibilities of the employee
concerned provided however, that such involvembatl e considered as a part of his
workload.
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IV. DISCIPLINE

Disciplinary action against any faculty or employsethe College shall be governed
by PD 807 otherwise known as the Civil Service laivthe Philippines.

The Board, upon the recommendation of the Pretidesy suspend or dismiss from
the service any officer, faculty, or employee, foguilty of offenses in accordance with
PD 807. In all cases where the decision of ther@aafor removal of the respondent, it
shall be automatically forwarded to the Civil SeeviCommission for review.

The board may preventively suspend any officecultyt, or employee during the

pendency of an administrative charge against hininboio case to exceed ninety (90) days
from receipt reinstated.

MPSPC 2015 Faculty Office




Faculty Manual 77

Chapter 8

PROGRAM ON AWARDS AND INCENTIVES FOR SERVICE EXCELLENCE

Pursuant to the Revised PolicieEmployees Suggestion and Incentive Awards

System (ESIAS) provided under CSC Resolution Nal@20and CSC MC NO.01. s. 2001,

Mountain Province State Polytechnic College in cdtasion with the Administrative Council

adopts the herein program on Awards and IncenfimeService Excellence to be referred to

as MPSPC — PRAISE.

1.

V.
1.
2.
MPSPC 2015

GENERAL OBJECTIVE

To encourage, recognize and reward personneheofPolytechnic for their

innovative ideas, inventions, creativity, produityivand their contributions to the
upliftment of services in the public service andestpersonal efforts which contribute
to the efficiency, economy and improvement in gaweent operations which lead to
organizational productivity.

SPECIFIC OBJECTIVES

1.

To establish a mechanism for identifying, selectireyvarding and providing

incentives to deserving personnel at the startacheschool year for teaching
and at the start of each calendar year for norhteg@ersonnel;

To identify outstanding employees for their extrdioary accomplishments on
a continuing basis;

To recognize and reward personnel who meets tlextdles of the PRAISE

periodically or as the need arises;

To provide incentives and interventions to includ®netary scheme to
deserving selected personnel.

SCOPE

The system shall applgft officers and employees of the Mountain Proegin

State Polytechnic College in the career and naareet service.

BASIC POLICIES

The procedures in the selection of awardees sbaltéscribed by the members
of the PRAISE Committee.

The PRAISE shall adhere to the principle of prawidincentives and awards
based on performance, innovative ideas and exeynpédravior.
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3. Awards shall be granted for achievement made opitheeding year.

4. Awardees must be employed with the Polytechnicatdeast two years at the
time of nomination.

5. Awardees may be nominated by immediate supervisos; workers or group
of individuals.

6. The PRAISE shall provide both monetary and/or nanenetary awards and
incentives to recognize, acknowledge and rewarddymtive, creative,
innovative and ethnical behavior of employees tgtoformal and informal
mode.

Monetary award shall be granted only when the sstgmes, inventions,
superior accomplishments and other personal effestslt in monetary
savings which shall not exceed 20% of the savirgeated.

7. At least 5% of the HRD funds shall be allocated tbe PRAISE and
incorporated in the Polytechnic’s Annual Work anidancial Development
plan.

8. The PRAISE shall institutionalized through the ti@a of a PRAISE
Committee in the Polytechnic.

9. The PRAISE Committee shall establish its own irdérprocedures and
strategies, membership in the committee shall besidered part of the
members’ regular duties and functions.

10.The PRAISE Committee shall be responsible for thevetbpment,
administration, monitoring and evaluation of theaads and incentives system
of the Polytechnic. The Polytechnic may, howevemply an external
independent body to assist the PRAISE Committeejutiiciously and
objectively implement the system of incentive ancals.

11.MPSPC shall submit its program on awards and Inaesitfor Service
Excellence (PRAISE) and its subsequent amendmentbet Civil Service
Commission Regional Office. The Civil Service Coragidn Regional or Field
Office concerned shall provide technical assistaifcdenned necessary, to
ensure proper implementation.

12.The CSC - approved PRAISE shall be the basis ofgtaamting of the
Productivity Incentive Bonus (PIB), other awardsl amcentives. The Annual
PRAISE Report shall be submitted by the Polytechiai¢che Civil Service
Commission Regional Office concerned on or befloeghirtieth day of January
to enable their employees to qualify for nominationthe CSC sponsored
national awards.

13.Issues relative to awards and incentives shallrbadit before the PRAISE

Committee which shall address the same withindiit€l5) days from the date
of submission.
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14.The college President or his authorized represeatahall be responsible in
overseeing the system’s operation and the humaumes Management officer
shall serve as the secretary.

15.The PRAISE committee shall ensure that productivitynovative ideas,
suggestions and exemplary behavior can be ideshtfiensidered, managed and
implemented on a continuing basis to cover all eyg@s at all levels.

Duties of the PRAISE Committee
The PRAISE Committee shall have thik#ing specific responsibilities
and composition. It shall be responsible for theettgoment, administration,
monitoring and evaluation of the awards and in&estsystem of the polytechnic. As

such, the Committee shall meet periodically to quenfthe following tasks:

» Establish a system of incentives and awards togrezed and motivate employees for
their performance and conduct;

* Formulate, adopt and amend internal rules, policied procedures to govern the
conduct of its activities which shall include thaidglines in evaluating the nominees
and the mechanism for recognizing the awardees;

» Determine the forms of awards and incentives tgraeted;

* Monitor implementation of approved suggestions aiehs through feedbacks and
reports;

» Prepare plans, identify resources and propose bfmigihne system on an annual basis;

» Develop, produce and distribute a system policyuaband orient the employees on
the same;

» Document best practices, innovative ideas and sscstries which will serve as
promotional materials to sustain interest and esid®m;

* Submit an annual report on the awards and incesx8ystem to the CSC on or before
the thirtieth of January;

* Monitor and evaluate the Systems implementatiorryeyear and make essential
improvements to ensure its suitability to the Redyinic; and

* Address issues relative to awards and incentivieinviifteen (15) days from the date
of submission.

To implement the System effectively, the PRAISE odttee members are expected to posses

positive attitude; be capable of implementing sutediideas; open-minded; decisive; have
high tolerance for stress or pressure; and actpaiticipate in all committee meetings.

V. COMPOSITION OF PRAISE COMMITTEE
1. Vice President or designated representative
2. Finance and Management officer
3. Head of Planning Division
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4. HRMO

5. The College Secretary

6. Two (2) representatives of the career rank - afitt-from the academic staff
who shall serve for a period of three years andsehcthrough a general
assembly or any mode of selection to be conductetiracognized by the
Administrative Council.

7. President of the federated faculty and employads cl

VI. DEFINITION OF TERMS
AGENCY - refers to the Mountain Province State Polyteciuttege (MPSPC).

AWARD - Recognition which maybe monetary or non — magetanferred on
individual or group of individuals for ideas, suggens, inventions, discoveries,
superior accomplishments, exemplary behavior, bateeds, extraordinary acts or
services in the public interest which contribute the efficiency, economy,
improvement in government operations which leadrganizational productivity.

CAREER - positions in the civil service characterized(by entrance based on
merit and fitness to be determined as far as auitt by competitive examination,
or based on highly technical qualifications; (2)pogunity for advancement to
higher career position; and (3) security of tenure.

CONTRIBUTION - any input which can be in the form of an idea@nformance
(see also idea type and performance type contoibti

DISCOVERY - is the uncovering of something previously ergtbut found or
learned for the first time which will improve publservice delivery.

IDEA TYPE CONTRIBUTION - refers to an idea, a suggestion or an invention
or discovery for improvement to effect economy ipemtion, to increase
production and improve working conditions.

INCENTIVE - monetary or non-monetary motivation or privilegigen to an
official or employee for contribution, suggestiomsyentions, ideas, satisfactory
accomplishment or demonstration of exemplary bealtakiased on agreed
performance standards and norms of behavior.

INVENTION - the creation of something previously non-existehich will
benefit the government.

NON-CAREER - positions expressly declared by law to be in
the non-career service; or those whose entrancthenservice is
characterized by (1) entrance on bases other hiuse of the usual tests
of merits and fitness utilized for the career sesand (2) tenure which
is limited to the duration of a particular projefiar which purpose
employment was made.

PERFORMANCE TYPE CONTRIBUTION - refers to performance of an
extraordinary act or service in the public inteiestonnection with, or related to
one’s official employment or outstanding commursgrvice or heroic acts in the
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public interest; or sustained work performanceaaninimum period of one year
which is over and above the normal position requoéet of the individual or group.

SUGGESTION - idea or proposal which improves performance tesys and
procedures and economy in operation that will bietie government.

SYSTEM - the Polytechnic awards incentive programs foplegees.

VIl. PROCEDURES IN THE SELECTION OF AWARDEES

1. The nominating person or group shall submit theinimees in the prescribed
form to the PRAISE Committee.

2. The PRAISE Committee shall screen the nomineessgalliate the summary
of achievements and present their evaluation tA\dmainistrative Council for
review, information and recommendation to the Bazfrdirustees.

3. The College president endorses the nominationefdministrative Council
to the Board of Trustees.

4. Upon approval of the nominee by the Board of Trestéhe PRAISE committee
shall set the day for a formal or informal awardifignonetary or non-monetary
recognition award.

VIIl. AGENCY LEVEL AWARDS

1. Best Employee Award> granted to an individual or individuals who exedl
among peers in a functional group, position or @ssfon. A cash award to be
determined by the PRAISE Committee sitting en ksvad! be given to outstanding
employees plus a certificate of recognition or otfgms of incentives as the
committee may decide during a formal awards night.

Criteria:
a. With at least two years experience in the Polytechn
b. Attendance
c. With very satisfactory performance for two ratingripds
d. Other criteria may be added by the MPSPC PRAISE i@itiee

2. Gantimpala Agad Award > given outright to employees commended by clients
for their courtesy, promptness, efficiency and dation to duty.

3. Exemplary Behavior award> based on the eight norms of conduct as provided
under RA 6713 (Code of Conduct and Ethical Starg)ard’he awardee will be
automatically nominated by the MPSPC PRAISE Conmaitto the Dangal ng
Bayan Award.

Commitment to public interest
Professionalism

Justness and Sincerity
Political Neutrality
Responsiveness to the Public
Nationalism and Patriotism
Commitment to Democracy
Simple Living

ONoOhR®WNE
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4. Best Organizational Unit Award> granted to the top organization unit which may
be a section, division or office on the basis o ttontributions to the
accomplishment of the Polytechnic’s performancegmam thrust and targets.

5. Service Award> conferred on retirees whether optional or compylsetirement
schemes held during a fitting ceremony on or betloeedate of their retirement

6. Cost Economy Measure Award>granted to an employee or team whose
contributions such as ideas, suggestions, invesitidiscoveries or performance of
functions result in savings in terms of man-hourd eost or otherwise benefit the
polytechnic and the government as a whole. Theataoy award shall not exceed
20% of the monetary savings generated from theritanion.

7. Other awards which the Polytechnic may decide tee gthrough the
recommendation of the PRAISE Committee and Admiaiste Council and
approval of the Board of Trustees.

X. INCENTIVES REGULARLY AWARDED

The Polytechnic shall continuously search, screghraward deserving employees to
motivate them to improve the quality of their penfi@nce and instill excellence in public
service. As such the following types of incentigball be regularly awarded:

9.1 Loyalty Incentive in the Polytechnic >granted to an employee who has served
continuously and satisfactorily the Polytechnicdbleast ten (10) years. The recipient
shall be entitled to cash to be determined by thHeRSRIC PRAISE Committee.
Succeeding awards shall be given every five yeaeseafter the amount shall be
determined by the PRAISE. Besides cash awardyed &anblem/loyalty pin shall be
given:

10 and 15 years - bronze
20 and 25 years - silver
30, 35 and 40 years - gold

Other tokens such as wrist watch or ring may bergi

9.2Length of Service Incentive in the Polytechnic >given to an employee who has
rendered at least three (3) years of continuoustaetiory service in the same position.
The cash award shall be incorporated in the saldjiystments following the Joint CSC-
DBM Circular No. 1, s. 1990.

9.3Productivity Incentive > given to all employees who have performed at least
satisfactorily for the year covered in accordanith e Polytechnic’s CSC — approved
PES. This incentive shall follow relevant existimgdelines.

9.4Personal Career Incentive >granted in recognition of an individual who has
satisfactorily completed a course or degree withioutside the country at one’s own
expense. A plaque of recognition may be givenualified individuals during the
MPSPC Foundation Day.

9.50ther Incentives which the MPSPC’s PRAISE Committee may recommendhen
basis of special achievements, innovative appreadheassignments, exemplary
service to the public and recognition by an outgidrip of a particular achievement.
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X. OTHER FORMS OF AWARDS AND INCENTIVES

10.1 Compensatory Time-Off >granted to an employee who has worked beyond his
regular office hours on a project without overtipagy.

10.2 Flexiplace > work arrangement allowed for qualified employee/sBowhas
demonstrated responsibility, initiative, and capat¢o produce output/result and
accomplishment outside of the workplace subjeesstablished guidelines.

10.3 “Salu-salo” Together > meal hosted by superiors for employees who haveemad
significant contributions.

10.4 Personal Growth Opportunities > incentives which may be in the form of
attendance in conferences on official business, Ineeship in professional
organizations, books, journal, tapes, travel paekamnd other learning opportunities.

10.5 Trophies, Plagues and Certificates

10.6 Monetary Award

10.7 Travel Packages

10.8 Other Incentives > Incentives in kind which may be in the form oérmhandise,

computers, pagers, cellular phones, reserved gasgace recognition posted at the
wall of fame, feature in MPSPC'’s publication andess.

Xl. FUNDING

The Polytechnic shall allocate 6f4he HRD funds for PRAISE and incorporate
the same in the annual Work and Financial Planbaigjet.

Xil.  EFFECTIVITY

The MPSPC PRAISE shall beceffiective after the final evaluation of the
Administrative Council and CSC and approval of Buard of Trustees. Subsequent
amendments shall likewise be submitted to CSCyatluation and shall take effect

immediately.
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Xill. COMMITMENT

I hereby commit to implamhand abide by the provisions of this MPSPC
PRAISE which shall be the basis for the grantingwérds and incentives including

Productivity Incentives Bunos.

The annual PRAISE Repbdll be submitted to the CSC Regional Office
concerned on or before the thirtieth day of Jant@menable our employees to qualify for

nomination to the CSC — sponsored national awards.

(sgd.)MARCELINO T. DELSON
President

CSC Action:

| have evaluated theeleMPSPC PRAISE and found it to be in accordance
with the provision of CSC MC _01 s. 2001 and may nbe& implemented, subject to
modifications stated in CSC — CAR letter dated dayd0,2002.
Approved:

(Sad. ) DOLORES B. BONIFACIO
CSC Regional Director

January 10, 2002
Date
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Chapter 9
GRIEVANCE MACHINERY

In line with the Revised Policies on the SettletmainGrievance in the public sector

contained in CSC Resolution No. 010113, dated Jgnl@ 2001 and implemented through
CSC Memorandum Circular No. 2, s. 2001, the MoumBrbvince State Polytechnic College
hereby adopts the herein Grievance Machinery.

I. BASIC POLICIES

1.

A grievance shall be resolved expeditiously atiales at the lowest level possible in the
Polytechnic. However, if not settled at the lowlesel possible, an aggrieved party shall
present his or her grievance step by step follovineghierarchy of positions.

The aggrieved party shall be assured of freedom froercion, discrimination, reprisal
and biased action on the grievance.

Grievance proceedings shall not be bound by ledasrand technicalities. Even verbal
grievance must be acted upon expeditiously. Theces of a legal counsel shall not be
allowed.

A grievance shall be presented verbally or in wgtin the first instance by the aggrieved
party to his or her immediate supervisor. Theetaghall, within three (3) working days
from the date of presentation, inform verbally gdugrieved party of the corresponding
action.

If the party being complained of is the immedistgervisor, the grievance shall be
presented to the next higher supervisor.

Grievance refers to work related issues givisg to employee dissatisfaction. The
following cases shall be acted upon through thevgnce machinery:

a. Non implementation of policies, practices and pdures on economic and
financial issues and other terms and conditionsrployment fixed by law
including salaries, incentives, working hours, edenefits, and other related
terms and conditions;

b. Non-implementation of policies, practices and pdwes which affect

employees from recruitment to promotion, detailansfer, retirement,

termination, lay offs and other related issues #figict them;

Physical working conditions;

Interpersonal relationships and linkages;

Protest on appointments; and

All other matters giving rise to employee dissaiision and discontentment

outside of these cases enumerated in Iltem No. 5.

~o Qo

6. The following cases shall not be acted upooutin the grievance machinery:
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a. Disciplinary cases which shall be resolved pursuarthe Uniform Rules on
Administrative Cases.

b. Sexual harassment cases as provided for in RA &BWY;

c. Union-related issues and concerns.

7. Only permanent officials and employees, whenapgticable shall be appointed
or elected as member of the grievance committee
In the appointment or election of the committeaners, their integrity,
probity, sincerity, and credibility shall bersidered.

8. Each campus has a grievance committee. Theasitigm in the satellite campuses
shall be as follows:
a. The Executive Dean as the chair
b. The faculty and/or employees’ club president orémesentative as member.
c. One (1) representative each of the aggrieved pamparties as members.
d. Two (2) representatives from Rank and File
One (1) from the first level and one (1) from setdevel and chosen
through a general assembly.
In the main campus including the administratiom tomposition shall
be as follows:

a) The chairperson shall be the Vice President ford&oaics
b) Members are the following:

1. Administrative officer IlI

2. the Executive Dean of the main campus

3. the HRMO who will act as the secretary

4. representatives of the aggrieved party ciigzr

5. President of the Faculty or Employees Cluband

representative of the Bilis Aksyon partner

c) Two (2) representatives from Rank and File:

One (1) from the first level and one (1) from teeend level and chosen

through a general assembly.

9. If any of the members of the grievance commijtteoth satellite or main, is the one
involved in the case, the other members of the citieenshall be the one to select his
replacement.

10. The Polytechnic shall ensure equal opportunitynen and women to be represented in
the grievance committee.

11. The Polytechnic grievance committee shall igvand implement pro-active measures
that would prevent grievance, such as employeerddgevhich shall be conducted at least
once every quarter, “talakayan”, counseling, HRi@ventions and other similar activities.

12. The personnel unit, in collaboration with MMBSPC grievance committee, shall conduct
a continuing information drive on grievance machyremong its officials and employees.

13. The grievance committee may conduct an ingastin and hearing within ten (10)
working days from receipt of the grievance and ezraldecision within five (5) working
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days after the investigation. Provided, howeusat tvhere the object of the grievance is
the grievance committee, the aggrieved party magn#ithe grievance to top management.

14. A grievance may be elevated to the Civil Ssr\Commission Regional Office through
the CSC Field Office at Bontoc only upon submissiba Certification on the Final Action
on the Grievance (CFAG) issued by the grievancenciti®e. The CFAG shall contain,
among other things, the following information: list and final action taken by the
Polytechnic on the grievance.

15. The grievance committee shall establish its amternal procedures and strategies.
Membership in the grievance committee consideretdgidahe members’ regular duties.

16. The grievance committee shall submit a qugrteport of its accomplishments and
status of unresolved grievances to the PresidettieofCollege copy furnished the Civil
Service Commission Field Office which may furnisle Regional Office.

17. Supervisors or officials who refuse to takigosoon a grievance brought to their attention
shall be liable for neglect of duty in accordandthvexisting civil service law, rules and
regulations.

18. The Polytechnic Grievance Machinery shall lbénstted to the Civil Service
Commission Regional Office through the CSC — Fi@ftice for approval. Subsequent
amendments shall be subject to CSC approval arnidtaka effect immediately.

II. OBJECTIVES

General Objectives:

Create a work atmosphere conducive to good sumernéamployee relations and
improve employee morale.

Specific Objectives:

2.1. Activate and strengthen Polytechnic’s existingvance machinery.

2.2. Settle grievances at the lowest possible lievitle organization.

2.3. To allow the parties to appeal from the resaftthe grievance negotiation step
until a final binding and executory decision isaleed.

2.4. Enable the union to participate in resolving tomplaints and grievances of the
employees.

2.5. Serve as a catalyst for the development oaluéifies of personnel on dispute
settlement, especially among supervisors in thgt@dhnic.

lll. SCOPE

The Grievance Machinery applies to all levelsfiit@ls and employees in the
Polytechnic. It may also apply to non career eygds whenever applicable.

V. DEFINITION OF TERMS

Grievance — a work-related discontentment or disfsation which had been expressed
verbally or in writing which, in the aggrieved erapke’s opinion, has
been ignored or dropped without due consideration.
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Grievance Machinery — a system or method of deté@ngiand finding the best way to
address the specific cause or causes of a grievance

Public Sector Labor Management Council (PSLMC)e-¢buncil responsible for the
promulgation, implementation and administratiothef guidelines for the
exercise of the right of government employees ganize pursuant to
Executive Order No. 180.

V. APPLICATION OF GRIEVANCE MACHINERY
The following instances shall be acted upon thihalg grievance machinery:

a. Non-implementation of policies, practices andcpdures on economic and financial
issues and other terms and conditions of employiirezd by law, including salaries,
incentives, working hours, leave benefits suchedaydin the processing of overtime
pay, unreasonable withholding of salaries and ioaain application for leave;

b. Non implementation of policies, practices anacpdures which affect employees from
recruitment to promotion, detail, transfer, retiggry termination, lay-offs, and other
related issues that affect them such as failureoliserve selection process in
appointment and undue delay in the processingtioéneent papers;

c. Inadequate physical working conditions such ak lof proper ventilation in the
workplace, and insufficient facilities and equiprherecessary for the safety and
protection of employees whose nature and placeook are classified as high risk or
hazardous;

d. Poor interpersonal relationships and linkagekh sis unreasonable refusal to give official
information by one employee to another;

e. Protest on appointments; and

f. All other matters giving rise to employee dissiaiction and discontentment outside of
those cases enumerated above.

VI. GRIEVANCE PROCEDURES
The procedures for seeking redress of grievandelshas follows:

1. Discussion with Immediate Supervisor. At first instance, a grievance shall be
presented verbally or in writing by the aggrieveattp to his or her immediate
supervisor.

The supervisor shall inform the aggrieved partytlef corresponding action
within three (3) working days from the date of @emtion.

Provided, however, that where the object of tHevgnce is the immediate
supervisor, the aggrieved party may bring the gmee to the next higher supervisor.

2. Appeal to the Higher Supervisor If the aggrieved party is not satisfied with thebad
decision, he or she may submit the grievance itingri within five (5) days to the
next higher supervisor who shall render his ordemision within (5) working days
from personal receipt of the grievance.

3. Appeal to the Grievance Committee The decision of the next higher supervisor may
be elevated to the grievance committee within {&eworking days from receipt of
the decision of the next higher supervisor.
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The grievance committee may conduct an investigaind hearing within ten
(10) working days from receipt of the grievance amder a decision within five (5)
working days after the investigation. Providedyhuer, that where the object of the
grievance is the grievance committee, the aggri@aety may submit the grievance
to top management.

4. Appeal to Top Management. If the aggrieved party is not satisfied with theision
of the grievance committee, he or she may elevaterther grievance within five (5)
working days from receipt of the decision throulgh tommittee to top management
who shall make the decision within ten (10) workiohays after the receipt of the
grievance. Provided, however, that where the objéche grievance is the top
management, the aggrieved party may bring his ogtevance directly to the Civil
Service Commission Regional Office.

5. Appeal to the Civil Service Commission RegioD#fice. If the aggrieved party is not
satisfied with the decision of top management,rghe may appeal or elevate his or
her grievance to the Civil Service Commission ReglidOffice concerned within
fifteen (15) working days from the receipt of sugtision. Together with the appeal,
the aggrieved party shall submit a Certificationtlom Final Action on the Grievance
(CFAG). The Civil Service Commission Regional ©fishall rule on the appeal in
accordance with existing civil service law, ruledaegulations. (Please refer to
schematic diagram on the next page)

VIl. COMPOSITION OF THE GRIEVANCE COMMITTEE
The composition and responsibilities of the gaigse committee are as follows:
Composition

Only permanent officials and employees, whenevepliegble, shall be
appointed or elected as members of the grievanoenitbee.

In the appointment or election of the committee rbers, their integrity,
probity, sincerity and credibility shall be congiele.

The President of the Polytechnic shall ensure legpjortunity for men and
women to be represented in the grievance committee.

a. The composition in the satellite campuses sisaibllows:
1. The Executive Dean as the chair
2. The faculty club president or his represengasti?s members
3. Representatives of the aggrieved party orgmes members and
4. Representatives from the Rank and File

b. In the Main Campus including the administratiiv composition shall be as follows:
1. The Vice President for Academics as the chair
2. The administrative Officer IlI
3. Representatives of the aggrieved party orgmrti
4. The HRMO who will act as the secretary
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5. The president of the faculty club or employeled and
6. Representatives from the Rank and File.

Responsibilities

In addition to finding the best way to address #fegrievance, the committee
shall have the following responsibilities:

1. Establish its own internal procedures and ggrase Membership in the
grievance committee may be considered part of #mmlper’s regular duties
as determined by top management.

2. Develop and implement pro-active measures oiviaes to prevent
grievance such as employee assembly which shedifgucted at least once
every quarter, “talakayan”, counseling and other DHterventions.
Minutes of the proceedings of those activities Idb@ldocumented for audit
purposes;

3. Conduct continuing information drive on Grievanmachinery among
officials and employees in collaboration with trergpnnel unit;

4. Conduct dialogue between and among the paniedvied;

5. Conduct an investigation and hearing within (@@) working days from
receipt of the grievance and render a decisionimvitiie (5) working days
after the investigation. Provided, however, théteve the object of the
grievance is the grievance committee, the aggrigasty may submit the
grievance to top management;

6. Direct the documentation of the grievance iniclgdthe preparation and
signing of written agreements reached by the Eanieolved,

7. Issue Certification on the Final Action on theeBance (CFAG) which shall
contain , among other things, the following infotrag; history and final
action taken by the Polytechnic on the grievanod; a

8. Submit a quarterly report of its accomplishmearid status of resolved and
unresolved grievances to the President of the &diytic copy furnished the
Civil Service Commission Bontoc Field Office.

VIIl. GRIEVANCE FORMS (See Separate Sheet)

IX. EFFECTIVITY

This Grievance Machinery shall take effect immesliaupon approval by the Civil
Service Commission Regional Office concerned.

X. COMMITMENT

| hereby commit to implement the provisions of this Grievance Machinery and take
necessary action in accordance with existing civil service law and rules against supervisors or
officials who refuse to act on grievance brought before their attention.
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(Sgd.)MARCELINO T. DELSON
President

CSC Action:
| have evaluated the herein MPSPC GRIEVANCE MACHRNEand found it to be in

accordance with the provision of CSC MC 02 s.280d may now be implemented, subject
to modifications stated in CSC-CAR letter datedudam 10, 2002.

APPROVED BY:

(Sgd.)DOLORES B. BONIFACIO
CSC Regional Director

January 10, 2002
Date
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GRIEVANCE FORMS

Grievance Agreement Form

Name of Parties to a Grievance

Nature of the Grievance

Steps towards settlement

Agreement/s Reached

We promise to abide by the above-stated agreement.

Aggrieved Party Subject of Grievance

Chair, Grievance Committee
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Certificate of Final Action on the Grievance

Certificate of Final Action on the Grievance

This certifies that the grievance filed by

(Aggrieved Party)

has been acted upon by this committee on

Final Action Taken:

Chairman, Grievance Committee

Date :
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GRIEVANCE FORM

GRIEVANCE FORM

(Date Filed)
Name of Aggrieved Party Section/Division
Position Title/Designation (if any) Aggrieved Party’s Higher Supervisor

Subject of Grievance:

Action Desired:

Signature of Aggrieved Party

MPSPC 2015 Faculty Office




Faculty Manual

GRIEVANCE PROCEDURE

CSC Regional Office

Appeal: 15 Days

—

Top Management
(Decision: 10 Days)

Appeal: 5 Days

)

Grievance Committee
(Investigation: 10 Days;
Decision: 5 Days)

Appeal: 5 Days

—

Higher Supervisor
(Decision: 5 Days)

Appeal: 5Da

—

Immediate Supervisor
(Decision: 3 Working Days)

—

Aggrieved Party
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Chapter 10

l. ACADEMIC CALENDAR

The annual academic calendar shall be preparextor@dance with the issuances of the
Commission on Higher education and the Departmidatlocation and Culture.
The details of the academic calendar shall be peephy the Director for
Admission and Records in coordination with the Virresident for Academic
Affairs.
The school calendar shall consist of two semest@issummer, the semestral
term not less than eighteen (18) weeks, with tWyaw@eks semestral vacation.

Class work in the summer session shall be equivédeclass work in one
semester.

All class hours lost due to fortuitous events sashtyphoons and earthquake
shall be made up for.

All academic, co-curricular and other activitidgtee College shall be
incorporated in the general school calendar of gaein.

During each academic year, the College shall beoazed a 2 — 3 day period
to observe its Foundation Day.

IIl.  SCHEDULE OF CLASSES

The schedule of classes for each operating unlitlsh@repared by the
Department Chairman, and his faculty members. & kball be coordination
among the department chairmen regarding schedofinger department courses.

As a matter of policy, classes shall be schedulgthg the regular school
hours.

I, Class Size

The maximum size of a class shall be fifty (500stuts for lecture and
twenty-five (25) for laboratory.

Deviation from those standards shall be subjetteéapproval of the
Academic Council of the Operating Unit upon recomaaion of the Department
Chairman and Campus Dean.

Whenever necessary, a department may limit itsleremt depending on the
availability of faculty, classrooms and facilities.

Splitting and/or merging of classes shall be maitle the approval of the
Campus Dean upon the recommendation of the Depati@teirman.

At the end of each semester, every Departmeniti@aa shall make a report
to the Campus Dean on his observations about tit@tcalendar, schedule and
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size of classes including the problems or diffieslitmet and recommendations for
improvement.

IV.  DISMISSAL OF CLASSES
Classes shall not be dismissed by any faculty memlteout authority from
the Campus Dean. In emergency case, a faculty meméby call-off a class for
which a report must be submitted to the Departridmatirman stating the reasons
there from.

If the faculty member fails to report after fifte€l5) minutes, the student shall
go to the library or learning center for researarkinand/or reading.

No faculty member shall meet his class or studiemtsonsultation at a time,
date or place other than that designated for tingegse except when expressly
authorized by the Department Chairman.
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THE COLLEGE SEAL

The seal of the Polytechnic consists of the cirdbetween the outer and
middle circles is inscribed the name of the insitty, “MOUNTAIN PROVINCE
STATE POLYTECHNIC COLLEGE” AND “1992", representintpe year it
became a state college.

Between the middle and the inner circles is a ggaresenting science and
technology with six teeth that stand for the fiveypnces and one city in the
Cordillera. Inside the innermost circle is a m@imichain that stands for the ten
municipalities of the Mountain Province that corsprithe immediate service
areas of the Polytechnic. The rice terraces repteshe culture and
characteristics of the people while the pine trepsesent the five major tribes in
the Mountain Province.

The fire represents the State College, fueledheydur pieces of wood that
represent the four campuses of the Polytechnice Chico River represents
continuity of the services of the Polytechnic whie rock represents the State
College as a solid foundation for the developmenterms of its four-fold
functions of instruction, research, extension, araliuction.
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PHILOSOPHY

Man is created in the image and likeness of God. He is endowed with innate
power, 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
1. Attain and sustain quality and excellence for universityhood;
2. Promote relevance and responsiveness;

3. Broaden access and equity;

N

. Enhance efficiency and effectiveness; and,
5. Develop harmony within the College, and with stakeholders and benefactors.
Major Thrusts

H - Hearty Approach to Management & Governance, & Transformational Leadership
E - Enriched Academic Programs

R - Relevant Student Services, Development, and Welfare Program

I - International and Local Linkages

T - Technology, Facilities, and Assets Enhancement Program

A - Aggressive Staff Development and Welfare Program

G - Gainful Resource Generation and Enterprise Development Program

E - Excellent Researches and Relevant Extension Programs
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Republic of the Philippines
CIVIL SERVICE COMMISSION

Mc No. 03, s. 2001

MEMORANDUM CIRCULAR

To: ALL HEADS OF DEPARTMENTS, BUREAU®FFICES AND AGENCIES OF
THE NATIONAL AND LOCAL GOVERNMENT INCLUDING STATE
UNIVERSITIES AND COLLEGES AND GOVERNMENT-OWNED AND
CONTROLLED CORPORATIONS WITH ORIGINAL CHARTER.

Subject: REVISED POLICIES ON MERIT PROMOTION PLAN

Pursuant to CSC Resolution No. 010114 January2@01, the Commission hence

adopts the following revised policies on Merit Paiian Plan. These policies, developed and
revised in consultation with the different sectofshe government are as follows:

1.

Selection of employees for appointment in the gorent service shall be open to all
qualified men and women according to the princgilenerit and fitness.

There shall be equal employment opportunity for raed women at all levels of
position in the agency, provided they meet the mimnh requirements of the position
to be filled.

The Merit Promotion Plan shall cover positionsha first, second and third level and
also include original appointments and other relgersonnel actions.

There shall be no discrimination in the selectibreimployees on account of gender
status, disability, religion, ethnicity, or poligicaffiliation.

When a position in the first, second or third lebelcomes vacant, applicants for
employment who are competent, qualified and possegsopriate civil service
eligibility shall be considered for permanent appmient.

In addition to the required qualifications, applita for third level positions must
possess executive and managerial competence.

Vacant positions marked for filling shall be pubksl in accordance with Republic Act
(Publication Law). The published vacant positiehsill be posted in at least three
conspicuous places in the agency for at leastli@ndalendar days. Other appropriate
modes of publication shall be considered.

Filling of vacant positions in the national govermhagencies (NGAs), government-
owned and controlled corporations (GOCCs) and siaiteersities and colleges (SUCs)
shall be made after ten (10) calendar days fronr theblication, and in the local

government units (LGUs) shall be made after fift¢®h) calendar days from their
publication.
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The publication of a particular vacant positionlsha valid until filled up but not to
extend beyond six (6) months reckoned from the tih&t®acant position was published.

The following positions are exempt from the pultiiea requirement:

Primarily confidential positions;

Positions which are policy determining;

Highly technical positions;

Other non-career positions

Third level positions (Career Executive Serviced an

Positions to be filled by existing regular employda the agency in case of
reorganization.

~PoooTw

6. A Personnel Selection Board (PSB) for thet finsd second level positions shall be
established in every agency, preferably with thieWdng composition:
a. As Chairperson
a.1 Agency Head or the authorized representative;
a.2 Local Chief Executive for LGUs or the authed representative; a.3
Vice Governor/Vice Mayor or the authorized repraatve if the
vacant position is in his/her Office ortle Office of the Sanggunian.
b. Division Chief or the authorized career sernviggresentative of the organizational
unit where the vacancy is;
c. Human Resource Management Officer orcdueer service employee directly
responsible for personnel management; and
d. Two representatives of the rank-andddeser employees, one from the first level
and one from the second level, who shall both eseh by the duly accredited
employee association in the agency.

In case there is no accredited employee assatiaio the agency, the

representatives shall be chosen at large by thelogags through a general
assembly. The candidate who garnered the secghddtivotes shall automatically
be the alternate representative. Any other modelefction may be conducted for
the purpose.

The first level representative shall participateig the screening of the candidates
for vacancies in the first level; the second lenegresentative shall participate in
the screening of candidates for vacancies for skdevel. Both rank-and-file
representatives shall serve for a period of twyé2ys. For continuity of operation,
the agency accredited employee association magrisi an alternate.

7. The PSB members including alternate represeesator first, second and third level
positions shall undergo orientation and workshoghenselection/promotion process
and CSC policies on appointments.

8. All candidates for appointment to first anda®t level positions shall be screened by
the PSB. Candidates for appointment to third Ig@asitions shall be screened by the
PSB for third level positions composed of at leghste (3) career executive service
officials as may be constituted in the agency.

Appointment to the following positions shall no ¢mr be screened by the PSB:
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a. Substitute appointment due to their short duratinod emergency nature. However,
should the position be filled by regular appointmeandidates for the position should
be screened and passed upon by the PSB.

b. Appointing of faculty members and academic stafStaite universities and colleges

who belong to the closed career service;

Appointing to entry laborer positions;

Appointing to personal and primarily confidentialgitions; and

e. Renewal of temporary appointment issued to thenmbmnt personnel.

Q0

9. The agency head shall, as far as practicable, erequal opportunity for men and
women to be represented in the PSB for all levels.

10. For vacancies in the first and second levels, @llified next-in-rank employees shall
be automatically considered candidates for promaditicthe next higher position.

11.The PSB shall maintain fairness and impartialitthia assessment of candidates for
appointment. Towards this end, the PSB may emffleyassistance of external or
independent resource persons and may initiate ative/schemes in determining the
best and most qualified candidate.

12.The appointing authority shall assess the meritshef PSB’s recommendation for
appointment and in the exercise of sound discresielect, in so far as practicable from
among the top five ranking applicants deemed moatified for appointment to the
vacant position.

13.The appointing authority may appoint an applicanbus not next in rank but possesses
superior qualification and has undergone selegiiocess.

14.The comparative competence and qualification oflichtes for appointment shall be
determined on the basis of:

14.1 Performance
14.1.1 For appointment by promotion, the performance catifi the
appointee for the last rating period prior to tfedivity date of
the appointment should be at least very satisfactor

14.1.2 For appointment by transfer, the performance rdtimghe last
rating period immediately preceding the transfenfithe former
office or agency should be at least very satisfgcto

14.2 Education and Training

14.3 Experience and Outstanding Accomplishments
14.4 Psycho-social Attributes and Personality traits
14.5 Potential

15. An employee may be promoted or transferred to @iposvhich is not more than three
(3) salary, pay or job grades higher than the eygal® present position except in very
meritorious cases, such as if the vacant posisoneit in rank as identified in the
System of Ranking Positions (SRP) approved by t@dhof agency, or the lone
entrance position indicated in the agency staffiatiern.
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16.An employee should have rendered at least vergfaatory service for the last rating
period in the present position before being comsidiéor promotion.

17.An employee who is on local or foreign scholarshiggraining grant or on maternity
leave may be considered for promotion.

For this purpose, performance rating to be comeatishall be the rating immediately
prior to the scholarship or training grant or maitgrieaves.

To the promoted, the effectivity date of the proimal appointment shall be on the
assumption to duty.

18. Promotion within six (6) months prior to compulsagtirement shall not be allowed
except as otherwise provided by law.

19.A notice announcing the appointment of an emplogball be posted in three
conspicuous places in the agency a day after shamee of the appointment for at least
fifteen (15) calendar days.

20.The approved agency Merit Promotion Plan shall $eduas one of the bases for the
expeditious approval of appointments, for attesta@nd accreditation to take final
action on appointments.

21.All government agencies shall submit their Meribfption Plan to the Civil Service
Commission which shall take effect immediately upgproval by the Civil Service
Commission.

22.An agency is not precluded from adopting a namtélerfor its Merit Promotion Plan.

This Circular repeals all other existing Civil Sieer Commission issuances which are
inconsistent herewith.

Please be guided by the enclosed model in the raéma of your Agency Merit

Promotional Plan which shall be submitted to thalGervice Commission regional Office
concerned not later than June 30, 2001 for approval

(Sgd.) Corazon Alma G. de Leon
Chairman
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Republika ng Pilipinas
KOMISYON SERBISYO SIBIL
(Civil Service Commission)

MC No. 14, s. 1991
MEMORANDUM CIRCULAR

TO: ALL HEADS OF DEPARTMENT, BUREAUSBND AGENCIES OF THE
NATIONAL/LOCAL GOVERNMENTS, INCLUDING GOVERNMENT-
OWNED AND CONTROLLED CORPORATION WITH ORIGINAL
CHARTERS

SUBJECT: DRESS CODE PRESCRIBED FOR ALL GOVERNMENT
OFFICIALS AND EMPLOYEES

In line with the provision of RA 6713 (Code of Grct and Ethical Standards for
Public Officials and Employees) and in order to mein modesty and proper decorum in the
civil service, the Civil Service Commission, bethg central personal agency of the
government officials and employees in the goverrreervices when reporting for work,
thus:

1. The office uniforms as prescribed by the differgnizernment agencies/offices
shall be the official attire and shall be worn iocardance with the assigned
schedule.

2. On those days when employees are exempted fronmingeidie prescribed office
uniform, they must be dressed appropriately; padfigr business clothes but no
party attire, picnic clothes, sandos nor t-shihisutd be worn at work.

3. The use of tight fitting, seductive, micro-mini,cagauzy/flimsy/transparent dresses
by female employees shall be prohibited.

4. Walking shorts, pedal pushers, leggings, tightggilmg and maong pants shall
likewise be prohibited. However, pantaloons ohsoiter pants worn for occasions
are allowed.

5. The use of too much costume jewelry, flashy bangfessimilar accessories shall
likewise be prohibited. Conversely, ostentatioispldy of expensive jewelry is
strongly discouraged and prohibited except for pesccasions and official
celebrations.

6. Wearing of heavy or theatrical make-up is likewpsehibited.
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7. The wearing of slippers, sandals, bakya, etc. ficefpremises is banned. Only
appropriate footwear shall be allowed.

8. ltis likewise considered taboo to use curlerdhdans and bandannas during office

hours and within office premises.

In the implementation of this Circular, exemptianay be allowed on the following
reasons:

1. When by the nature of work of the employee conabrtieey necessarily must wear
other appropriate clothing;

2. Religion affiliation or creed or any practice ifaton thereunto;
3. Physical disabilities;
4. Other analogous circumstances of any of the afanéoreed.

Any violation of this Circular shall be considerasia ground for disciplinary action.

THIS MEMORANDUM CIRCULAR SHALL TAKE EFFECT IMMEDIATELY.

For strict compliance.

(SGD.) PATRICIA A. STO. TOMAS
Chairman

April 23, 1991
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