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PREFACE

The Mabalacat City College (MCC) Research Manual contains
policies for the college research operations which includes its
governance, management, research conduct, dissemination, and
utilization of research outputs. This covers MCC’s research priority
agenda, organizational goal and objectives, research and development
organizational structure, process flow, and rewards and incentives to
faculty/staff researchers.

As a higher education institution, MCC anchors its task as a provider
of knowledge through research and teaching. Hence, in seeking,
generating, and disseminating knowledge, the Center for Research and
Development (CRD) and the Office of the Vice President for Research
and Extension Services (OVPRES) of MCC initiated the creation of the
College Research Manual to serve as its operating guide for the
systematic management, evaluation, and monitoring of its research
and development programs, projects and activities.
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INTRODUCTION

Research is given primary focus in all programs in the college. The
importance and justification for the conduct of research rest on the fact
that research generally precedes development. At MCC, the pursuit of
excellence is our way of life, and this is manifested through quality research
outputs that expand the horizons for academic and industrial components;
while promoting research diversity towards community integration.

As an academic institution, research is one of the major sources of
knowledge and innovation. As such, MCC, through its Center for Research and
Development (CRD), shall generally support and enhance both instruction and
extension services of the institution to meet the needs of the community.

The vision and mission of the MCC-CRD are anchored on the vision and
mission of the college:

VISION

To be internationally competitive in terms of research and development by
embodying a culture of excellence capable of dissemination and utilization of the

produced quality researches for community integration.

MISSION

To build a culture of research that places great value on conducting and
communicating scholarly-based research that meets the needs of the College
and the community.

OVPRES-CRD | 1
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Research Organizational Goals and Objectives

Goals

¢ Sustain arelevant and responsive research culture that is geared towards
a continuing quest for knowledge

¢ Establish strong research culture and creative works that promote
academic advancement and sustainable development

¢ Develop and implement a functional research program that is relevant to
the program thrusts of the College and the community

¢ Provide faculty and students with assistance and support in creating an
environment that is conducive for innovation, which will eventually
create avenues for technology transfer and commercialization of their

research

Objectives

¢ Enhance the college capacity to generate new R&D information and
technological innovations

¢ Increase the number of faculty members engaged in research and
extension, and strengthen their R&D capabilities

¢ Strengthen R&D linkages with cooperating /collaborating agencies,
local government units, NGO’s and private industrial sectors

¢ Build a culture of excellence in research in collaboration with institutions
and organizations

¢ Intensify the research capability of the College through human and
physical resources development

OVPRES-CRD | 2
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STRATEGIC RESEARCH DIRECTIONS OF THE COLLEGE

The researches of the College are built on the principles of knowledge
generation, sharing and utilization towards sustainable development and
responding to the internationalization and globalization challenges as befits
an institution of higher learning. Policies emanating from these directions
should focus on striving towards excellence in research, while encouraging

interdisciplinary and collaborative orientation.

RESEARCH AGENDA A.Y. 2021-2023

This research agenda intends to nurture the research culture among the
members of the college. Based on the National Higher Education Research
Agenda 2 (2009-2018), research has a major function in higher education as
it sets these institutions apart from basic education. This research agenda
aims to do the following (as taken from the NHERA-2 and ALCUCOA Research
Agenda):
| Improve research capability of Higher Education Institutions (HEIs),

particularly the Philippine universities whose main business is to
generate knowledge towards international competitiveness

2 Enhance research productivity of HEIs in distinctive areas of competence.

3 Generate knowledge/technologies needed for:

a. International, national, and regional higher education
development

b. Policy/Plan formulation, particularly for higher education
c. Developing innovative programs in cutting edge higher
education fields (e.g., nanotechnology, biotechnology,
information, and communications technology, and materials
science)

d. Advancing frontiers of knowledge in the disciplines

4 Promote and facilitate dissemination and utilization of research
outputs.

OVPRES-CRD | 3
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The guiding principles of NHERA in research prioritization are the

following:

1 Research that is multidisciplinary is preferred over those involving a
single discipline.

2 Policy-oriented research is preferred over those with little or no policy
implications.

3 Aresearch should involve the participation of as many stakeholders,
preferably a network rather than standing-alone.

4 Basic and applied research shall be given importance.

5 Research shall dovetail and complement other R and D initiatives with
other agencies.

The research agenda of the College is geared towards providing empirical bases

on the following areas:

[ .INSTITUTIONAL - Policy and curriculum development, planning, human
resource development, and on improvement of other internal
programs of the College

PRIORITY THEMES

A. MCC Priority

= Research Policies and Guidelines on the Implementation of
Flexible Learning and on addressing challenges of the college
during the COVID-19 Pandemic;

= Multidisciplinary Researches that could meet the needs of the
Mabalacat community; and

= Innovative research that is internationally competitive from the
following programs: Teaching Education, Arts and Sciences,
Computing Studies, Hospitality Management, and Business
Education.

B. NHERA 2
= Program/ Curricular studies on higher education
¢ Assessment of present programs/curricula
¢ Practices towards the development of new
programs/curricula in leading edge disciplines

* Policies oriented studies
= Governance and management of higher education
" Internationalization of higher education Accreditation

and other quality assurance mechanisms

OVPRES - CRD |
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¢ Research on quality and standards in the context of:
®" International ranking and global benchmarkingQuality
® assurance systems
= Redefining classification of HEI
* Technology and Education Institutional
development studies Graduate tracer
studies
= Tracer Studies and Employment Outcomes of
Graduates
¢ Other research topics considered by the Commission in

response to emerging needs of the country

C. ALCU Research Priority Themes
® Teaching-learning Environment
¢ Sustainability-driven approaches and emerging models in
teaching and learning
= Governance and Administration
¢ Sustainability goals, instructional development and
validation
¢ Impact analysis and implementation of development
projects
¢ Organizational, social and political culture
* Fiscal management and autonomy
¢ Measuring performance and reporting sustainability
¢ Capacity building in theory and practice
¢ Managing “human resources”
¢ Public service management

¢ Sustainable development and community relation

D. HARMONIZED NATIONAL R & D AGENDA 2017-2022
= Arts, History and Culture
= Extant cultural heritage of ethnolinguistic groups
¢ Filipinnovation in music, theatre, dance, literature,
performing arts
¢ Codification of endangered Philippine languages
" Natural Resources and Environment
* Sustainable utilization, conservation and management of
biodiversity in terrestrial, forestry and marine ecosystems
¢ Sustainable watershed management and utilization
Management and rehabilitation of problem, degraded and
polluted agricultural soils through remediation Development
of high value products from agricultural andforest wastes

OVPRES-CRD | 5
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¢ Strategies/decision management tools for climate change
resilient environment

II. COMMUNITY - Community needs assessment, programs and
project development and evaluation, interventions, outreach assessment;
and gender-related projects.

PRIORITY THEMES

A Philippine Development Plan 2017 - 2022
® Delivery of Social Services

¢ Environment and Pollution Control

* Wastewater Management

¢+ Cleaner and safer technologies for application to industrial
wastewater, waste management, safe and potable drinking
water, and other pressing environmental problems

¢ Materials that detoxify harmful substances in water Removal

* and decomposition of spill contaminants andheavy metals

* Materials and processes for desalination

¢ Alternative materials and processes that will reduce or
eliminate hazardous substances in the environment and
manufacturing sites

B. Harmonized National R& D Agenda 2017 -2022 Solid

= Waste and Waste Water Management
¢ Impact on emission of pollution from solid waste
¢ New product development from solid waste Solid waste

minimization

= Air Pollution Control and Management
¢ Alternative anti-pollutant agents

= Ecotourism and Tourism Industry

¢ Community-based ecotourism projects

OVPRES - CRD |
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C. NHERA 2

" Disaster risk management
" Peace process and conflict resolution
® (Climate Change

= Small and Medium Enterprise Development

[II. INDUSTRY- Income- generating, marketing, projects, partnerships and linkages.

PRIORITY THEMES

A. NHERA 2 - Multidisciplinary/ Multi-sectoral research
" Food and Nutrition Security
* Food Safety and Quality
¢ Improvement of Food Shelf-life

¢* Innovative Food Products

* Alternative Food Preservation
Filipino and other local cuisine
¢ Information and Communication TechnologyBig

¢ Data Analytics

B. Harmonized National R & D Agenda 2017-2022

= Cooperative and Lending

" Industry-academe collaboration

® Sustainability and stakeholders’ satisfaction

®= Sustainable aid and aid for sustainability

®= Field- testing/ application of cleaner technologies for the benefit
of the industry, domestic households and generalpublic

OVPRES-CRD | 7
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CHAPTERI
ORGANIZATION AND COMMITTEES

A.  Organizational Structure

College President

VP for Research and
Extension Services

Director for Research

and Development
Office
Assistant Director for .
Research and Research Coordinators
Development Office — — — — —
Research Associate Educaiivanl Statistician

Development Officer

Research Assistant

B. Research and Development Council and Committees

C. B.1The College Research Council (CRC)

The Council is a college-wide body tasked to formulate and review
policies, rules and regulations necessary for the operation and
improvement of the research system in the College through the
approval of the Board of Trustees.

OVPRES - CRD |

8



MANUAL OF OPERATIONS 2021

Functions of College Research Council

e Reviews existing policies, rules and regulations pertaining to research in
the College

e Formulates and recommends to the College President new policies, rules
and regulations necessary for the operation and improvement of the
research system. Policies, rules and regulations can emanate from the Vice
President for Research and Extension, college deans or from individual
researchers, submitted to the Research Council for consideration and
presented to the Board of Trustees for final approval, through the College
President

e Ensures the alignment of research strategies to the priority thrust of the
College, LGU, NHERA, DOST, PDP (AmBisyon 2040), ALCU R3 and ALCU
National

e Reviews outcomes of research funding schemes and performance-based
allocations to other researches consequently to provide recommendations
to the College Councils (ExeCom, ManCom, Academic) when a need for
substantial changes in policy or procedures is indicated

e Monitors compliance with the Higher Education Framework

e Sets targets and mechanism to encourage research among the MCC

community especially the faculty members

Composition of Research Council

Chair - Vice President for Research and Extension
Services

Vice Chair - Director for Research and Development
= Secretariat - Research Staff

Members - Institute Research Coordinators
Non-Academic Research Coordinators

OVPRES-CRD | 9
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B.2 Research Committees

B.2.1 Research Technical Review Committee (RTRC)

The Research Technical Committee (RTRC) is composed of
internal consultants whose expertise is deemed necessary in policy execution
for research. The main task of the Committee is to evaluate the eligibility of
the proponent under the different schemes of support defined by policy. The
Research Committee shall also review the policies and programs of the
Research and Development Office and recommend amendments to the
institutional research agenda and propose other policy options to sustain the

momentum of research production in the institution.

Composition of Research Technical Review Committee
(RTRCQC)

® Chairperson
" Members (at least one representative per Institute and/or

Unit)

B.2.2 Ethics Review Committee (ERC)

The Ethics Review Committee is a group of people appointed to
review research proposals to assess formally if the proposed research
procedure conform to the recognized ethical standards, respecting the dignity,

rights, safety and well-being of the research respondents or participants.

Composition of Ethics Review Committee (ERC)

s Chairperson
= Members(at least one representative per Institute and/or

Unit)

OVPRES - CRD |
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B.2.3 Editorial and Publication Committee (EPC)

Editorial and Publication Committee (EPC) members are expected to
work with the Editor and to advise them on topics that should be
addressed by the journal as well as the overall scope and focus of the
journal. EPC members are also encouraged to make the most of their
academic/industry contacts in the journal’s subject area, with the aim of
promoting the journal, sourcing new submissions and readers.

Composition of Editorial and Publication Committee

s Chairperson
= Members (at least one representative per Institute and/or
Unit)

OVPRES-CRD | 11
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Chapter Il
FUNCTION OF OFFICES, OFFICERS AND STAFF

A. Functions of the Office of the Vice President for Research and
Extension Services (OVPRES)

The Office of the Vice President for Research and Extension Services
(OVPRES) recommends to the College President the policies, strategies,
guidelines and budgetary allocations pertaining to research programs and
development; directs the planning implementation and monitoring of the
research projects; and collaborates with institutional linkages for research and
development.

Al Functions of the Vice President for Research and Extension
Services (VPRES)

The VPRES operates the entire research and extension services system of
the College. He/she is responsible for planning, integrating, directing,
coordinating and supervising the research programs/activities of the various
units of the College, anchored to the plan of activities and the goals as well as
the priority agenda of the College subject to the rules, policies and guidelines
approved by the Board of Trustees (BOT).

A2 Specific functions of Vice President for Research and Extension
Services

e Implements approved plans on research, extension and development in
coordination with the other offices and units of the College

e Implements College policies, thrusts, programs and activities on research and
development, extension, and production

e Prepares and submits annual budgetary requirements and annual procurement
plan of the division

e Exercises management and supervision functions over personnel in the division
and promotes their welfare and development

e Taps resources for the promotion of research, development, extension and
production

e Supervises and coordinate the preparation of the research journal, newsletter and
other required reports

e Initiates/ establishes linkages with government and non-government agencies on
research and extension projects and programs; and

e Reviews and recommends for consideration research projects which may be funded

from the research fund of the College

OVPRES - CRD |
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A3 Functions of the Director for Research

Formulates, recommends policies and procedures covering research works,
programs and projects to the VPRES

Prepares and submits annual budgetary requirements and annual procurement
plan of the unit

Takes leadership role in terms of providing research training to potential
researchers in the development of their research capabilities

Coordinates with the different institutes/offices in the preparation of research
proposals

Provides assistance in the conduct of the researches

Recommends to the VPRES the evaluated project proposals of the faculty from the
different institutes/offices

Establishes linkages with both local and national levels to ensure quality and

responsiveness of the researches to current and emerging demands of society

A4 Functions of the Assistant Director for Research

Create detailed strategies for efficient and effective execution of projects

Supervises tasks assigned to project workers and collaborators and ensure that they stick to project
specification and guidelines

Drafts project proposal materials and present them to the research director with grounded on evidence-
based methodology and conduction for approval

Frequent checking and gathering of appropriate data of actual projects

Plans, organizes, and conducts collaborative and interdisciplinary researches, in areas related to the goals
of the college or the sponsoring institution

Develops guidelines for project proposals and methodological instruments and reports to the principal
investigator relative to feasibility, quality, and benefits of such new developments

Conducts research, utilizing institutional facilities and comprising materials like: library, archives,
collections, and other sources of information, and to collect, analyze, and evaluate statistical facts

Builds and provides sufficient support for, a community of innovative researchers to enhance research
capacity of the college and to increase internal and external research opportunities of faculty and
students

Assists on leading strategic planning for the research and development office to ensure that the office’s
objectives are aligned with the college’s strategic plan and objectives

Encourages and supports the raising of funds for research conducted by the research and development

office, capital and operating funds, including cooperation with the College’s fundraising initiatives

OVPRES - CRD |
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A5 Functions Research Associate

e Interprets research specifications and develops a work plan that satisfies

requirements

e Conducts research and gather data using books, journal articles, newspaper

sources, questionnaires, surveys, polls, and interviews
e Analyzes and interprets patterns and trends of relevant research interests
e Records findings by taking written notes and using appropriate software
e Maintains and protects electronic databases
e Assists management with budget and time schedules
e Anticipates research issues and promptly resolving them

e Follows a strict code of ethics and protecting any confidential information at
all times

e Writes proposals and delivering presentations when required
e Spearheads the dissemination of research findings

e Assists faculty, non-teaching staff and students in the development and
conduct of any form of developmental research and additional assistance for

completed researches

B. Research and Publication

The Research and Publication ensures successful implementation, delivery
and management of print and electronic journals, books and other products. It
coordinates communication between offices and external peer review to ensure a

smooth process of journals.

B.1 Research Coordinators

e Review and evaluate the proposals within their respective institutes/offices

e Evaluate and monitor researches conducted within the area of concern and submit
progress reports

e (Coordinate with other groups or units in the college in the conduct of research
projects

e Supervise researchers within their respective institutes/offices

e Complement with other units of the College to bring about efficient utilization of
available resources and cause continuous enrichment of project activities related
to conceptualization of research priorities

e Coordinate programming, planning, implementation and evaluation of research
programs / projects in their respective academic department

e (Conduct research, subject to the same benefits and responsibilities as the other

researchers
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C. Research Projects Development

The Research Projects Development is responsible for the project
development, application, contracting period of the grant projects and academic

support processes of non-teaching and researchers.

Cl1 Educational Development Officer

e Formulates concept papers based on researched or studies

e Develops program design, monitoring and evaluation tool, logical framework,
and guidelines on the pilot implementation

e Participates in development of plans, programs and researches with the
different institute and offices of the college

e Develops measures and strategies for the implementation of conducted
researches for the benefit of the college and the student as well

e Monitors the implementation of project and programs under the research unit

e Identifies and tracks relevant project program compliance requirements and
opportunities for the innovation and program expansion within the
compliance parameter

e Prepares and submits report of progress of the program implementation

e Maintains quality results by using existing templates or developing new
formats as appropriate for program proposal; performs other duties that may
be assigned

D. Statistical Data Processing

An office within the organization responsible for the operation of statistical data

processing applications

D.1 1 Statistician

e Undertakes review of all statistical procedures indicated in the research
proposal of the faculty members/non-teaching personnel and students

e Safeguards the accuracy and integrity of the results of data analysis of
research

e (Coordinates with the Research Office on the processing/ analysis of data of
students and employees in academic research

e Takes leadership role in providing statistical training (regional/ local) to
local government wunits, non-government organizations, academic
institutions and others

e Collects, organizes and analyzes data needed by the College

e Establishes a web-based data bank of useful information for research and for
the college
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E. Records Management

Records Management pertains to the management of the records and
information produced by the Research and Development Office as it carries out its
business. The RMO provides advice, guidance and training for all RDO staff and
ensures that policies, procedures and best practice guidelines are readily available

for appropriate use.

E1l 1 Research Assistant

e Encodes reports, correspondences, messages and memoranda

e Receives and records official documents and check completeness of attachments
and enclosures

e Prepares administrative reports and submits routine correspondences and
documents to respective offices

e Maintains office files and records

e Facilitates request for reproduction of copies of correspondences, reports and
other documents, and certify the same upon request

e Assists in the preparation of multimedia presentations during meetings and
conferences

e Performs data integrity checks and follow up with any discrepancies as
appropriate

e Maintains organization and tracking of all information and data

e C(Coordinates with team members as relevant for all data acquisition, processing,
storage, extraction, and reporting tasks

e Updates electronically, the information services of the research office

e Performs additional administrative duties for the department as needed such as:
preparing/updating forms and materials for data collection, conducting

article/literature pulls, reference and formatting
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Chapter III
RESEARCH POLICIES, PROCEDURES ANDGUIDELINES

A, General Policies
Al Faculty Research Outputs

All permanent faculty members should conduct atleast one research study
per academic year. In addition, they shall submit research outputs at the start
of every semester. As such, their research outputs shall form part of their
faculty performance evaluation every semester to be evaluated by the
Technical Review Committee using approved evaluation instruments. Faculty
members without research outputs shall be given the lowest rating on
research performance. Research outputs include research proposals, research
papers, progress reports, concept papers, and other relevant research papers.

A2 Personally-initiated research projects/papers

For personally-initiated research projects which do not require funding
assistance from the college, researcher/proponent/s is/are requested to inform
the CRD through a written notice of the planned study prior to its implementation,
or at least submit a copy of the publishable paper to the CRD after the conduct of
the study for it to be credited as an output but there will be no funding support

involve.

A3 Research Project/Paper Limitations

Each faculty member shall be entitled to only one (1) research paper funding
per year. However, group researchers shall be entitled to two (2) research funding
per year.
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A4 Research Publication

The College shall promote faculty research outputs to local, national, and
international level and shall provide equal opportunity for potential and capable

researchers to any form of capability building and exposure.

A5 Research Projects/Output Authorship Limitation

Research output/project can either be of single authorship or co-
authorship. In a research output/project with more than one author, a
maximum of three (3) authors is allowed for multifaceted type of research
output/project. For institutional research output, a maximum of five (5)

authors,

A6 Research Projects/Output Equivalent Points

A.6.1 The equivalent points of the research output/project will be
divided among the researchers following the IRR on Credits for NBC 461
Faculty Promotion and Performance Evaluation as follows:

= For maximum of three (3 ) researchers Lead

Author 40%
Co-author 1 30%
Co-author 2 30%

= For maximum of two (2)researchers Author
60%
Co-author 40%

Or will follow the IRR on Credits for NBC 461 Faculty

Promotion and Performance Evaluation

A7 Co-Authorship

Co-authorship agreement between and among the authors must be
submitted along with the basic documentary requirements. It must stipulate
the name of the applicant who shall receive the publication and/or citation
incentive. It must also include the division of incentives among the authors. It
must be duly acknowledged, subscribed and sworn to in the presence of a

notary public.
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A8 Research Paper Presentation

The College shall provide financial support to technical presentations of
outputs in scientific meetings/fora/ conferences/congress, locally and
internationally, provided the paper has been reviewed and recommended by the
CRD and approved by the OVPRES.

A9 Request for Research Duration Extension

Failure to complete the research on the due date may require a
researcher(s) to extend the research duration. In cases where there are such
requests, the request will be deliberated on by the CRC and an approval from
the OVPRES.

A10 Research Paper Evaluation

¢+ Soft copy of the completed research outputs shall be sent to
CRD following the prescribed format as part of MCC Advocacy
on sustainable development goals of the college. Researcher/s
is/are also required to submit a publishable paper in IMRaD -
Introduction, Method, Results and Discussion/IMFaD-
Introduction, Method, Findings and Discussion formats for
evaluation.

¢ Completed research papers are reviewed by internal and
external reviewers. Completed studies are to be presented
during In-House Reviews and chosen papers shall be included

in the Annual Search for Lector Magnificus.

All 1 Research Incentives

Research has been recognized as an important drive towards academic
development. In the conduct of research, only few faculty members and staff
members venture into this field due to its demanding nature. The recognition
of the efforts of our researchers has been given less attention; hence, to
improve research productivity and development, incentives are provided for

the researchers.
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Al Research Incentives Mechanism

® The college shall provide awards and incentives (cash and
non-cash) to faculty members and staff who have always
strived for excellence in research. The College shall
implement an incentive mechanism to promote
awareness and encouragement among faculty members
to conduct research and productivity,
acknowledgement of extraordinary performance and

efficient delivery of outputs/services.

= Research output must be used as policy formulation/
implementation, system application and community-
based project. Awards and incentives are also applicable

to non-academic personnel.

A. Lector Magnificus Award

Lector Magnificus Award 1is given to deserving and excellent

researcher(s) awarded during the college In-house review and colloquium.

The award of Lector Magnificus for deserving and excellent research

work is as follows:

15T Place/ Lector Magnificus 15,000.00
2nd Place 8,000.00
3rd Place 5,000.00
Finalists (4th to 10th Place) 1,500.00
Best Presenter 3,000.00

B. MCC Research Communicator Impact Award

The Impact Award is given to researchers who have achieved significant and
sustained national and/or international recognition for their work and whose

research has influenced the profession and the community it serves.
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The researcher must have displayed a proactive approach in disseminating
scholarly findings or opinions on research issues and policies; has shown
impact and visibility and manifested prominence through
citations/readership or massive information dissemination and/or became
influential in changing a policy or made a great impact on the community by
serving as a source of information or reference of actions towards societal change

or community development.

Monetary Award: P20,000.00

A2 Financial/Budgetary Assistance

A1 Research Presentation Assistance

The College shall provide assistance for research presentation of faculty
researchers and personnel over and above the monetary award. The assistance is
inclusive of registration, and travel allowance and/or other incidental expenses
necessary for the research presentation, subject to the usual accounting and auditing
procedures (COA/DBM Circulars) of the College.

The College shall also provide the following incentives:

Local/National Registration fee set by hosting 3,000 1,000
International within the agency and travel allowance 5,000 2,000
Philippines based on COA/DBM Circulars
International outside the 7,000 3,000
Philippines

A2 Research Publication Incentives

The College shall provide assistance for publication of faculty researches and
personnel over and above the monetary award based on the paper’s publication journal

indexes.

CLEVEL  PUBLGATONINDEX INCENTIVE
INSTITUTIONAL MCC JOURNALS 2,500.00
NATIONAL National Journal Publication (NRCP, DOST) 5,000.00

CHED Accredited Journal Publication 10, 000.00
INTERNATIONAL Scopus/ISI/Clarivate/WOS indexed publication 20,000.00
International Journal Publication (Reputable Journal) with 10, 000.00

Impact Factor
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A3 Faculty with administrative designation in Research

Faculty members performing the following functionsin
research shall be credited the following:

Vice President 24 units
Director 21 units
Assistant Director 21 units
Research Associate 18 units
Research Coordinator 3 units

A3 Ownership of Patent and/or Copyright

The College owns the research output but the Research and Development
grantee reserves the right to authorship. Ownership of the patent and/or
copyright shall be in accordance with the existing Intellectual Property Rights
(IPR) Policy of the College, Implementing Guidelines for Technology Transfer,
Utilization and Commercialization, and Intellectual Property Rights Law of the
Philippines.

B. Guidelines and Procedures
Bl 1 Specific Guidelines in Research Paper Presentation

Only research papers duly recognized by the college shall be allowed to be presented
to the local, national and international research platform.

For group research, all authors may be allowed to attend the conference or forum if
budgets warrants or if they want to shoulder the expenses to be incurred.

Research papers presented by the researcher (even at the personal expense) in the
regional, national and international congress and conferences without the
endorsement of the VPRES and approval of the President, shall not earn any credit
for the proponent.

The researcher( s) shall submit to the President through the VPRES acomprehensive
report relative to the result of their participation in oral/ poster presentation. The
travel report should be prepared with pictures (soft and hard copies).

B2 Guidelines in Requesting for Recommendation and Approvalof
Funding Assistance and /or Approval of Official Time

a. The faculty members requesting for endorsement of their research
paper for oral/poster presentation(s) shall undergo internal review by
the College Technical Review Committee upon completion and/or
submission of the request form from the CRD.
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b. The Dean and or Head of Office will signify that the faculty member
has been allowed and or endorsed to make special arrangements
regarding instruction and is being recommended to attend the
conference; while the Director for CRD will signify that the full paper to
be presented (either oral or poster) has been reviewed.

c. The requesting faculty member or employee has to attach the
following documents:

c.1 Acceptance Notice from the Conference Organizers where the
research paper/s will be presented (oral or poster;

c.2 For oral presentation, a copy of the full paper in standard
publishable format; for poster presentation, layout of the textual
content to reflected in the poster; and

c.3 Printed conference brochure, including URL address
d. Incomplete applications will not be processed by the CRD.

B3 Guidelines and Procedures for the Conduct of Research Studies

a. All research proposals, whether funded or not, should be
registered at the CRD.

b. All researches shall undergo Proposal Defense and Final Defense
which shall be scheduled by the CRD. (see Process Flow Chart in
the Appendix)

¢c. The Researchers with approved proposals shall sign acontract of
undertaking that they will f inish the research in a specific time
allotted for their research work, that is, one (1)academic year. In the
event that the researchers may need additional time to finish their
researches, they must immediately inform the CRD and request for
extension in formal writing. Amaximum of one (1) semester extension
is allowed per research paper.

d. Asafinal requirement, researchers shall submit to the CRD three
( 3 ) copies of their revised and signed researchmanuscript and a
digital copy e- mailed to the official CRDmailbox.

e. In the event that the research will require the Researchersto do
data gathering off campus during office hours, atravel order must be
secured from the Human Resources Management Office.

h. The researchers may use the facilities, equipment and
documents of the College for the development of their study

i. Corresponding points shall be given to the Researchers for
promotion based on the Personnel Selection and Promotion Policy
of the College.

j. A panel of evaluators will be invited to critique the output of

the research teams which they will present and defend in a public
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forum in the college.

k. The top three (3) researches, as chosen by the Research Review
Committee, shall be considered Finalists in the search for
Lector Magnificus. Consequently, the Lector Magnificus, Rank
2, Rank3 and Finalists (4th to 10th) shall receive monetary incentives
based on the rewards and incentives program.

l. All research outputs shall become intellectual properties of MCC
and shall be published in the Research Journal of the College and to
local, national and international publication upon the approval of the
CRD .

m. The College President shall approve the implementation of all
research proposals endorsed by the OVPRES through the issuance
of an Office Order. A Memorandum of Undertaking (MOU) shall be
signed between the research proponent( s) and the College
President, on behalf of MCC, stipulating therein the duties and
responsibilities of both parties.

B4 Guidelines on Incentives for Publication

Any of the following persons may apply for publication
incentives:

= Regular faculty member with a permanent or

temporary status of the college regardless of rank;

" Permanent administrative employee of the college;
Faculty member with a permanent, temporary andcasual
status/permanent administrative employee ofthe
college in collaboration with aresearcher fromother
universities/ colleges and/ or external agencies; and
Faculty member with permanent,temporary and
casual status/permanent administrative employee of
the college in collaboration with student
researchers from the college.

B5 Submission of Final Research Outputs

Researcher/s must submit the following:

" Two (2) printed and hard-bound copies of the final
research paper for the institute/office and CRD;

= Three (3) soft copies in PDF format of the
final research paper [ one (1) copy for the CRD and
another one (1) for the Library and one (1) copy for the
company or community- basedresearch to the company or
community concerned;
Approval sheet signed by the Chair of the Review
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Committee, CRD Director and VPRES;
= Accomplished acknowledgment receipt form (for
company- and community- based researches);
Turnitin and Grammarly Test Results with passing
grades/Certification from a Grammarian;
= Waiver of Confidentiality or Nondisclosure; and

" Research Transmittal form.

C. Office Standard Operational Procedures and Guidelines

C.1 Utilization of Promotional materials

Personnel Responsible: Research Assistant andResearch Staff/ Clerk.
The office will use promotional materials to promote the services
and to help enhance the research culture within the college.

Office Name
¢ To be addressed as the Center for Research and
Development
¢ It must be included in all office related
documents
¢ Staff must use the office name appropriately.
Office Logo
¢ It must be included in all office related
documents
¢ Staff must use the office logo appropriately

Research Brochure
¢ Will contain abstracts of researches
¢ Hard copy available (to be displayed in the office)
¢ Soft copy (to be made available online)

Office Pamphlet
¢ Will contain the list of services that the office can

offer

¢ Hard copy available (to be displayed in the office)
¢ Soft copy (to be made available online)

@  Social media portal and online presence
Personnel associated/responsible: Research Staff/Clerk
The office will have its own Facebook page that will be used for
online engagements and communications. It targets to reach and
encourage the personnel as well as the students of the college to
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immerse themselves more into research. This will be in-line with the
mission of the CRD to build a culture of research within the college.
Facebook Page Posting
¢ Accuracy must be observed in posting information or
research related news. Any information must first be
reviewed and proofread by the Research Director
prior to the posting and sharing of the information
Hashtags
¢ To be placed atthe bottom part of the post'scaption.
¢ The hashtag #CenterforResearchandDevelopment
will be used.
Graphics
¢ Create engaging graphics related to research

Use the office color palette (Gray and CrimsonRed)
in crafting social media graphics
Response to messages or inquiries to page
¢ An auto-response message shall serve asan
initial reply to inquiries
¢ Response must be prompt for the specificquestions/
inquiries; hence, constant checking is needed

@ Events and program setting presentation
Personnel Responsible: Research Assistant andResearch Staff/Clerk

The office shall accomplish the form from Communication Events
Office and initiate a collaborative meeting with the said unit.

Proper forms
¢ Crafting of aletter of request/ intent to be submitted to
the office where the event is to be held
Representation and media presentation
¢ Coordination with the Communication and Events
office to publicize the events/programs of CRD

4 Use of Institutional Email Address
Personnel responsible: Research Associate, Research Assistant,

Statistician, Academic Development Officer and Research Director

Institutional Email Account
¢ The use of institutional email address of personnel in

all forms of transactions involving the office is
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Office

*

mandatory. This covers circumstances whenever
personnel operates a device capable of internet
connection and electronic mail transmission and
reception within the premises of the office of CRD.
Upon official declaration ofemployment by the Human
Resource Office and designated to the office, the
personnel is given an institutional email account
bearing the labelling configuration of firstname.
lastname®@ mcc.edu.ph by the Management
Information Services Office. From the day the
personnel starts officially reporting continuing to the
last day of his/ her employment, he must transact with
individuals, entities, agencies and departments
within and outside the institution using the given
email address. Thus, any email sent with the
institutional email address is considered as an official
email issued by the office, and is being subjected to
stipulations and clauses of the Data Privacy Act and the
office disclaimer and confidentiality statement.

Upon the approval for resignation, retirement, or
discharge, the personnel must cease to use the
institutional email address in any form of
transactions, personal and official matters involving
the name of the office of CRD. Access password for the
email address must also be surrendered to anassigned
personnel from the MIS. Any informationcontained
within the email address’ messages,attachment files,
images, sound recordings and other forms of digital
media in the Inbox, Outbox, Sent items and Spam
folders will be contained inaprivate protected system
with utmost security and must not be accessed until an
important circumstance(s) is/ are justified and
authorized by the office of the President of College,
and must be done with supervision, by a personnel
from the MIS.

email address

The office will also be given an official emailaddress,
crd@ mcc. edu. ph to be used for officialtransactions by
personnel to other government agencies, public and
private entities, offices or agencies. For any
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transactions conducted to external offices by the
personnel with his/ her respective institutional
account, he/ she must send acarbon copy (cc) of it to
the office email account for documentation and

storage/ retrieval purposes.

5 Remote Working Setup

Circumstances arise when a personnel is mandated to work remotely
from the office in order to physically distance the personnel from other office
personnel and himself/ herself from potential exposure to harmful pathogens.
The following are valid instances on which a personnel can be subjected toa
remote work setup: (1) Presence of comorbidities that can exacerbate
susceptibility and progression of a disease; ( 2 ) Old age that renders the
individual to have lower-tolerance immunity; (3 ) Mandated by the local or the
national government; and (4 )Sudden surge of cases within the local area where
the personnel resides.

Under this setup, the personnel must be available for contact within his/
her designated office hours. He/ She must be open for contact through call and
text message on mobile phone, institutional and personal email accounts,
Microsoft teams, Facebook Messenger service and other messaging
application the individual uses. Failure or refusal to respond to calls, messages
or inquiry on these services without proper explanation from the personnel

shall bereprimanded accordingly based on existing policies of the College..

b Office Clearance

Personnel responsible: Research staff/ clerk,Research Associate, Research
Assistant, Statistician, Project Development Officer, Research Director

Office clearance is a necessary documentation statement an office
personnel must accomplish that must be approved by the highest appointed
official of the office as to have not any withstanding liability or responsibility to
the office as within his/ her stay period. Fulfillment of this shall lead to the
awarding of complete clearance for resignation, retirement, or discharge.
Unable to complete this shall lead to withholding of clearance from the office;
thus, rendering unable to settle document release clearance from Human

Resource Office.
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Equipment/Material turnover Clearance Form

The employee must be able to accomplish a form that lists the equipment as
well as office supplies and materials designated to be used by him/her are properly
turned over and surrendered to the office upon filing of resignation, retirement or

issuance of discharge.
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CHAPTERIV
PROGRAMS AND SERVICES

A. Research Capability Strengthening Program

A.1 Objectives

1 . To provide opportunities for continuing professional
enhancement in terms of research and research-related needs
2 . To answer the call of CHED and other government
agencies for arenewed thrust on sharing of technical expertise
and the provision of support to other HEIs to ensure global
competitiveness of majority of the HEIs

3 . To initiate a series of programs designed to upgrade the
level of competency of the College towards a higher level of

quality service to its community

B. Research Services

Bl Research Consultation

Provision of needed guidance and instruction in the
discovery and use of high- quality research resources. These
services are designed to assist researchers in a variety of
scenarios, whether brief, extended, or multiple
consultations; face to face; virtually; on Zoom or through

email. Service options include:

= Series of Consultations

" Extensive Support

B Statistical Data Analysis and Certification

This support wundertakes review of all statistical
procedures indicated in the research proposal of the faculty
members/ non- teachingpersonnel and students. Issuance
of certification upon undergoing required tests on data

collected in the conduct of research.
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¢] Research Questionnaire Validation
Review the questionnaire of the researcher(s) to determine
whether the questionnaire measures what it was designed
to measure. If a questionnaire's validation succeeds, the
creators label the questionnaire as a valid questionnaire.
Thisvalidity comes in different forms, all relying on the
method used for the validation procedure. Depending on the
specific situation for the questionnaire, the creators may
choose to use one or many of the various validation

methods.

B Scholarly Language Critiquing

This service refers to the conduct of a systematic analysis
of a scholarly article or book and then writing a fair and

reasonable description of its strengths and weaknesses.

B  Plagiarism Check

Checking of any unauthorized use of parts or the whole of
any article without giving proper credit to the original
writer. Any unethical copying of any writing is basically
considered theft, and therefore it takes away the originality

and trustworthiness of the content.

B6 Research Paneling/Critiquing

Consultation on analysing and evaluating the development

of research paper.

B7 7 Research Information Services

Contains information on research projects, grants,
publication opportunities and any other research related

updates.
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CHAPTER YV
CLASSIFICATION AND RESEARCH FORMATS

The research undertakings of MCC is classified as follows:

Al By Purpose
Al Basic Research
It refers to any orderly and ingenious endeavor done
chiefly for the acquisition of new knowledge about
specific and observable facts or phenomena without any

particular use or explicit application.

AR Applied Research
Itis a novel analysis done to acquire new knowledge that

is specifically directed towards a particular use.

Al2a Evaluation research. This is a type of applied
research that analyzes existing information about a
research subject to arrive at objective research outcomes
or reach informed decisions. This type of applied
research is mostly applied in business contexts, for
example, an organization may adopt evaluation research

to determine how to cut down overhead costs.

Al Research and development is a type of applied
research that is focused on developing new products and
services based on the needs of target markets. It focuses
on gathering information about marketing needs and
finding ways to improve on an existing product or create

new products that satisfy the identified needs.

Ax Action research is a type of applied research that is
set on providing practical solutions to specific business
problems by pointing the business in the right directions.
Typically, action research is a process ofreflective inquiry
that is limited to specific contexts and situational in

nature.
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A By Method

M .1 Historical research generates descriptions,
and sometimes attempted explanations, of conditions,

situations and events that have occurred in the past.

A2 Descriptive research provides information about
conditions, situations, and event that occur in the present.
It is called statistical research. The main goal of this type of
research is to describe the data and characteristics about
what is being studied. The idea behind this type of research
is to study frequencies, averages and other statistical
calculations. Although this research is highly accurate, it

does not gather the causes behind a situation.

A% Experimental research. This is wused in setting
where variables defining one or more causes can be
manipulated in a systematic fashion in order to discern

effects on other variables.
B. Research Format

¢ Paper should be on 8% x 11 -inch white paper, with 1-inch
margins on the top, bottom, and sides.

* Font: Acceptable choices include sans serif fonts (such as
11 - point Calibri and 11 - point Arial) and serif fonts ( such
as 12-point Times New Roman)

¢ Lines are double- spaced. No extra space before or after
paragraphs.

¢ Cover pages are required in APA 7 th edition papers and
are center-aligned.

¢ Each page needs a left- aligned running header with the
title of your study.

* Right- align page numbers at the top of each page,
including the cover page.

¢ Indent the first word in each paragraph, except in the
abstract.

¢ The title itself is not bolded, but individual section

headings (e.g. Background, Methodology) are.
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¢ For in- text citations of other studies, reports, and articles
include the author’ sor organization’ sname, as well as the

year of publication.

C. Research Paper Content

Using a standard APA format, table of contents should

include the following Sections:

* Introduction
* Method
Results/Findngs

Discussion

References

The exact order of the research paper depends largely on the
type of paper that a researcher is writing. In general, the paper
should be presented in the following order:

¢ Title Page

¢ Table of

* Contents
Abstract
¢ Main Body of
PaperReferences

Appendix

D. Table of Contents Format

= Title the page “Table of Contents” and center the title at the
top of the page.

" Use an outline format for the different sections of your
paper. For the main headings, use Roman numerals. Follow
by using Arabic numerals to list any sub- level headings. If you
havelower-level headings, list them using lower-case letters.

= All main headings should be flush-left.

® Sub- headings should be indented five spaces.

All entries should use title case

" JIdentify the page number where each heading and sub-
heading begin flush- right. Include dot leaders between the

headings and the page number to improve readability.
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APPENDICES
PROCESS FLOW CHART

CENTER FOR RESEARCH AND DEVELOPMENT

1. Conduct of Research Project

Conducting research is an inquiry-based process that involves identifying a question, gathering
infarmation, analyzing and evaluating evidence, drawing conclusions, and sharing the knowledge

gained.
Office/Division Center for Research and Developm ent
Classification Technical
Type of Transaction Government to Client
Who may avail Researchers( Teaching and MNon Teaching)
Checklist of Requirements Where to Secure
= Copy of Proposal Hesearcher
Client’s Step Agency Action FEE;;% be PrDTCininszlng Person Responsible
1. Choose Research Title withinthe | n/a Pl M Research
area of your interest
2. Crafting of concept paper )7 I 1 week Research

stating objectives and overview
of the research topic
3. Review of concept paper bythe | N/A MAA, 1 week Researcher
Research coordinatorto be
endorsedtothe Institute Dean
and/ ar Head of Office, if
appraved, title defense
scheduleto be requestedtothe
CRD
4, Once approved by the review A Ers 3-5 manths | Researcher
committes, the researcher start
writing the proposal
5. Upon approval from the panel M M, 3—5days Researcher, Panel of
of evaluators duringthe proposal Evaluators
defense, the researhier will bhe
signing the memorandum of

undertaking

6. Signing of MOU with the CRD A ey 10-20 CRD, CRC, Researcher
and CRC mins

7. The researher continue writing A Ers A-6 moanths | Researcher
thefull paper

8, Approval of thefull proposalby Organized collogiuim Ers 3-5 days Research, Technical Review
the review committee through Committee, CRC, CRD
colloquium and or during the
annual searchfor lector
magnificus

9. writing of the revised and or M M, 1-2 weeks | Researcher, CRC, CRD
modified propaosalfor final
review from the CRD and CRC

10, Acceptance of the revised M M, 3-5 days Research, CRD, CRD

ranuscript
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2. Conduct of Activity

Organizing and Facilitating of Activity for Center for Research and Developm ent

Office/Division

Center for Research and Development

Classification

Technical

Type of Transaction

Government to Client

Who may avail

Researchers [ Teaching and Mon Teaching)

Checklist of Requirements Where to Secure
» Approved Activity CRD
" |nyitations CRD
® Resource Speaker(s) CRD
Client's Step Agency Action FEE;;DCI be F‘rlj_li:i?ns:mg Person Responsible
1. The Project Development 1.1 Prepared
Officer prepare the project and program, )
ar program proposal and project, A A 3-5 days Project .Develupment
] _ Officer, CRD
reviewed by the Research activities
Director proposal
2. The College President decides | 2.1 Approved the NA 12 days OP, CRD
on the approval of the request reqguested PPAS
3. Oncethe request on conduct | 3.1 Prepared the
of activity isapproved, prepare necessary
the necessary documents documents for WS 1-3 weeks ZRC, CRD
and/or attachment for budget the conduct of
allocation activity
4. The WP& and/or the Budget 4.1 Checked
Officer check the availahility of availahility of TN 1 day CRD, Finance/Budget
funds/budget funds/budget
5, The P4 and or the Budget 51 Approved
Officer will decides an the hudget [Ny A 1 day CRD, Finance/budget
approval of the request requested
6. The CRD will send invitation 6.1 Sending of
to the participants, guest/ and invitation to
ar trainars participants and [N A 1 week ZRD, CRC
resource
speaker(s)
7. The CRD conducts the activity
together with the invited 7.1 Facili.tatedthe N7A 1 day CRC, CRD
guest/speaker and or the activity
trainors
8. After the activity, the CRD 8.1 Processed
process the evaluation results evaluation N7A 2.3 days CRD
and prepare report result and
prepared report
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3. Approval of the Research Proposal

Approwal of the Research Proposal undergo 3 Stage Process

Stage 1 - Title Defense

Office/Division

Center for Research and Development

Classification

Technical

Type of Transaction

Government to Client

Who may avail

Researchers( Teaching and Mon Teaching)

Checklist of Requirements Where to Secure
= Title Defense Request Form CRD
" Concept Paper Researcher
Client's Step Agency Action FEE;;Z be Pru:nTci?nszmg Person Responsible
1. Fill inthe Request Farm for
Title Defense Schedule and 1.1 Provided request .

. [ 1min .
the Researcher’s form Research Assistant
Infarmation Sheet

2. Th? College Research Council 5 1 Evaluated the
will convene and evaluate subm itted /A 1 week CRC, CRD
the submitted concept
paper for title defense EoncEpt paper
3. Once the concept paper meet
the criteria, the secretariat 3.1 Provided title
will inform the CRD on defense schedule /A L day CRE, CRD
schedule for title defense
4, Upon approval of the title,
tEe re;ap;rcher can start 41 Approved the
. ) Research Poject T 1 week CRC, CRD
writing hisf/her research )
Title
paper
5. Acceptance of the Research 5.1 Provided
Title. Start writing the certificate of
research paper from Chapter Acceptance of [+ 1 day CRC, CRD
1-3 research project
title

Stage 2 — Proposal Defense

Office/Division

Center for Research and Developm ent

Classification

Technical

Type of Transaction

Government to Client

Who may avail

Researchers( Teaching and Mon Teaching)

Checklist of Requirem ents Where to Secure
= Proposal Defense Request Form CRD
® Capsulized copy of the proposal Researcher
® Copy of Project Title Acceptance Certificate Research
F to b P i
Client's Step Agency Action EEF'SaiZ ® rDTCifnSng Person Responsikle
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1. Fillin the Reguest Form for
Proposal Defense Scjhedule 1. 1Provided reguest M7A L min Research Assistant
and the Researcher’s form
Information Sheet
2. The researcher submits
capsule proposal to the 2.1 Acceptance of
College Research Council the capsulized M 1min CRDO, Researcher
Chair and endorsed to In- proposal
House Review Committee
3. The In-House Review 3.1 Evaluated the
Committes will cur.wene and Submlt.ted /A 1.7 weeks CRC, CRD, Researcher
evaluate the submitted capsulized
capsule proposal proposal
4, Oncethe capsule proposal
meets the criteria, the 4.1 Praovided
secretariat will infarm the schedule of M 1 week CRIC, CRD
CRD on schedule of proposal Proposal Defense
defense
5. Results of the evaluation are
givento the researchersin
written form stating if the
paper is
a. Approved
h, Approved subject to
modlflcatlnn 5.1 Prowided copy of
c. Disapproved the evaluation Tl i, Zmins CRC, CRD
If the paperis subject for
results
madification, it will bhe
returned to the
researcher(s] together with
the comments for revisian,
The research proposal will
he returned hack to the CRD
Lpon revision
B, The In-House Review
Cam mittee will evaluatethe | 6.1 Evaluated the N7 1.7 wesks CRD, CRC
revised proposal as to the revised proposal
technical aspect of the paper
7. Upon approval of the paper,
the resegrcher(s) are asked 7.1 Provided N7 S mins CRD, CRC, Researcher
to enter into mem orandum MO A DA,
of undertaking,
8. Acceptance of the paper and | 8.1 Provided copy of
proceed to data gathering proposal N/ 1.3 mins CRD, CRC
acceptance
certificate
3 Sﬁr;';gt:;;”gem orancum of 9'15;583%% NAA 10-20 mins | CRD. CRC, Researcher
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Stage 3- Final/Oral Defenxe

Office/Division

Center for Research and Development

Classification

Technical

Type of Transaction

Government ta Client

Who may avail

Researchers( Teaching and Mon Teaching)

Checklist of Requirements

YWhere to Secure

proponents in written farm
together with the comments

disapproved
proposal

® Final Defense Request Form CRD
= Copy of the Research Project Ressarcher
» Copy of Project Proposal Acceptance Certificate Researcher
Client's Step Agency Action Fee;atiod be PrDTcifnSZlng Person Responsible
1. Fill in the Request Farm for 1.1 Provided Reguest
Final/Cral Dclfense Schedule Form i N7A Lmin Research Assistant
2, The researcher(s) submitsthe | 2.1 Acceptance of
full proposal to the College the Research T 1min CRC, CRD
Research Council Proposal
3. The College Research Council | 3.1 Convened for
will convene regarding the colloguium [ I hr CRC, CRD
schedule of colloguium schedule
4, The CRD will invite external
Evaluator_s for the 4.1 Invited external N 3-5 days CRD, CRC
presentation of completed evaluators
researches
5. Results of the evaluation are
given to the researchersin
written form stating if the
paper is
a. Approved
b, Approved subject to
. m odification 5.1 Provided copy of
c. Disapproved the evaluation /A 3 mins CRD, Research Assistant
5. If the paper is subject for
results
muodification, it will be
returned to the
researcher(s) together with
the comments for revision,
The full research proposal
will be returned back to the
CRD upon revision
6. The Research Technical
Review Committes will
evaluate the revised 61 Evgluated the Ihl 1 week CRC, CRD, RTRC
, revised proposal
proposal asto the technical
aspect of the paper
T Thfg I’ESu|.tS of the evaluation 7.1 Provided copy of
will be given to the College
Research Council and the approved or W 3 mins CRD, RTRC
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of the Technical Review
Committee stating if the
proposal isapproved subject
for modification ar
disapproved.

8. lssuance of acceptance and 8.1 lssued
approval certificate acceptance and N 1-2 days CRD, OF
approval
certificate
9, All ted h
ro Dz;cifillleb;eszi?'r:li:tted to 21 Submitted for
Prop . , approval to the CRO, OF
College President for final )
College President
approval
10 Al approved ressarches il | 10,1 consalidated
& ConsoldEte .3‘ E_ o approved Tl 1-2 hours CRD, Research Assistant
proper fund consideration and
researches

programming plan

4, Reguest for Funding for Paper/Poster Presentation

Funding support to researcher(s)inthe local, national and international presentation

Office/Divisian

Center for Research and Development

Classification

Simple

Type of Transaction

Gavernment to Client

Who may avail

Researchers( Teaching and Mon Teaching)

Checklist of Requirements

Where to Secure

" Copy of full paper Researcher
" |Invitationto the Presentation or Acceptance letter Researcher
" Anproval Sheet of the completed research Researcher
Client’s Step Agency Action Fee;atiz be F‘rDTcininszmg Person Responsible
1. TheResearcheraccomplishes 1.1 Provided
the Reqguest for Funding of Reguest for
Research Paper Presentation ;
Form g :;r;zgihagaper PN 1 min Research Assistant
Presentation
Form
2, The CRDO staff receivesthe 21 Received and
request form andcheck the
completenessif the research checked the T4l 2 min Research Assistant
output meetsthe requirements com pleteness
as per guidelines. of requirements
3. Checkavailability of budgetfor | 3.1 Counter check )
researchand development availability of TS 2 min Research.Asm sant, CRD
Director
funds
4, TheResearchDirectar
approved the request and 4.1 Approved and
recomrmendforfunding based recommend for [, 2min CRD Director

on rewards and incentive
scheme

funding
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5. The CRD staff forwardthe
endorsement lettertoFinance

5.1 Endorsed the
request to the

Office for funding Finance Office S 2 min CRD, Research Assistant
for funding and
payment
£. The Flnancg Cffice preparesthe 6.1 Preparad
voucher with attached request her £ M/ 10mi Fi /Budget
form and supporting vaucher for min= Inancesouese
docurnents payment
7. The Finance Office of the college | 7.1 Request funding
reguestthefundingfrom the from the City S 1 day City Budget Office
City Budget Officer Budget Officer
8. The City Hall will inform the 8.1 Infarmed
college onthe released of schadule ] )
incentive released of (RSN 1 min M CC Finance
hudget

5. Reguest for Funding for Paper Publication

Funding support to researcher(s] inthe national and international index publication

Office/Division

Center for Research and Development

Classification

Simple

Type of Transaction

Government to Client

Whao may avail

Researchers( Teaching and MNon Teaching)

Checklist of Requirements

Where to Secure

= Copy of Full Paper Ressarcher
= Acceptance letter from publishing journal Ressarcher
Feesto b F i
Client's Step Agency Action Eepsaii = rn:uTcin?nleng Person Responsible
1. The Researcheraccumpllshes 1.1 Provided Request
the Request for Funding of )
-~ for Funding of _ Researcher, Research
Research Paper Publication Tl I mins ]
Form and attached Rese_aru:.h Paper Assistant
requirements Publication Form
2. The CRD staff receivesthe 2.1 Checked the
request farm and check the com pleteness of
completeness if the research reguest hased an [/, I mins Research Assistant
output meetsthe requirements requirem ents
as per guidelines. and guidelines
3, Check availahilty of budget 3.1 Checked
' 8 Bk /A Imins CRD
available budget
4, TheResearchDirector approved 4.1 Approved and
thereguestandrecommend ded
for fundingbased on rewards ;ec?mrtr;_en = 4 PN Smins CRD Director, CRD
and incentive scheme and rtuncing an
availahility of funds paym ent
5. The CRD staff forwardthe 5.1 Endorsed the
endorsement lettertaFinance i
requested budget N/A 3 mins CRD, Research Assistant,

Cfficefor funding

to the Finance
Office

Finance
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6. Request for Payment of Completed Researches

Office/Division

Center for Research and Development

Classification

Simple

Type of Transaction

Government to Client

Who may avail

Researchers ( Teaching and Mon Teaching)

Checklist of Reguirements

Where to Secure

® Copy of Research Paper Researcher
® Endorsement Letter fraom CRD Researcher
Client's Step Agency Action Fee;atiz be F‘ro_rciningjng Person Responsible
1. TheResearchDirectorrequest | 4 1 Forwarded the
for payment of completed
endarsement
research output of the |etter for Research Assistant,
researcherstothe A 1 day .
Finance/Budget with attached payment of CRD Director
list of the researchers and completed
endorsement letter researches
2. Coordinatethe released of 1.2 Coordinated the
payment withthe Finance released of [/ A 2-3 wks CRD, Finance
COffice pavmm ent

7. Reguest for Plagiarism Scan Report

Office/Division

Center for Research and Developm ent

Classification

Technical

Type of Transaction

Government to Client

Who may avail

Students, Faculty and Non-Academic Personnel

Checklist of Requirements

Where to Secure

= Copy of Manuscript Researcher
= Cfficial Receipt Cashier
Client's Step Agency Action FEE;;Z be Pru_rci?nszmg Person Responsible
1 Fill up request form 1.1 Provide Request Mone S mins Research Assistant
Form
2 Present reguest form to CRD | 2.1 Received and Mone Smins Research Assistant
Staff and provide an assessed the
electronic copy of your completeness
com plete manuscript far of the
minimal contribution requirem ents
assessment
3 Assessment of feesfor 3.1 Assess plagiarism Mone Smins Research Assistant
payment scan assistance,
services far
payment
4 Present the assessed request | 4.1 Issuance of Minimal/ Smins Cashier
form to the cashier's office Official Receipt TBA
and proceed with payment
5 Proceed to CRD and submit S.1Receivedthe Mone 2mins Research Assistant
the accom plished reguest request form and
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form with an attached official the official
receipt for approval receipt
5.2 Schedule
released of
requested
gssistance
5.3 lssue claim stub
£. Present the claim stub and 6.1 Releasedthe S 1min Research Assistant
secure the requested plagiarism scan
plagiarism scan report report

8. Reqguest for Questionnaire Yalidation

Office/Division Center for Research and Developm ent
Classification Technical
Type of Transaction Government to Client
Who may avail Students, Faculty and Non-Academic Personnel
Checklist of Requirements Where to Secure
® Copy of the questionnaire used in the study Fesearcher
= Copy of your research study's statement of the Researcher
problem/ its ohjectives,
= Copy of your research study’s method Fesearcher
= Copy of official receipt for your request/s Researcher
= (For quantitative validity and reliahility analysis) A Researcher
softcopy of the excel file containing your tabulated
and encoded data adheringto the template given by
the CRD
= Official Receipt Cashier
Client's Step Agency Action Feeps;ic:d be PrDTCi‘::ng Person Responsible
1. Fill out this form and 1.1 Provide Request Mone S mins Research Assistant
accomplish attachments Farmm
indicated below
2. selecttheprocedureyouwant | 2.1 Provide Mone Smins Research Assistant
toregquest statistical
assistance
requested
3. Assessment of fees for 3.1 Check and TBA, Smins Statistician
services requested assessment of Pychocometrician
fees Guidance Counselor
4, Proceedtothecashier's office | 4.1 lssuance of Mane 2rmins Cashier
for payment Official Receipt
5. Submit a copy of this form with | 5.1 Schedule the Mone 1 min Research Assistant
an attached official receipt date of released
from the cashier's office to the (5 working days)
CRDO 5.2 lssue claim stud
6. Presentclaim stuband secure | 5.1 Released the Maone 1 mins Research Assistant
therequested validated validated
guestionnaire on date of questionnaire
released
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9. Request for Statistical Assistance

Office/Division

Center for Research and Developm ent

Classification

Technical

Type of Transaction

Government to Client

Who may avail

Students, Faculty and Mon-Academic Personnel

Checklist of Requirements

Where to Secure

= Copy of the questionnaire used in the study. Researcher
» Copy of your research study’s statement of the Researcher
problem [ its objectives,
® Copy of your research study’'s method Researcher
= Softcopy of the excel file containing your tabulated and | Researcher
encoded data adheringto the template given by the
CRDO
= Official Receipt Cashier
Client's Step Agency Action FEEPSatiE be Prl:l_;:zmg Person Responsible
1. Fill out this form and 1.1 Provide Reguest Mone S mins Research Assistant
accomplish attachments Farm
indicated below
2. Assessment of statistical 2.1 Assessed statistical | Mone Smins Statistician
assistance/services needed assistance/services
an:
a, schedule of
services
b, need for
assessment of
fees
3. Proceedtothecashier's office | 3.1 Issuance of Official | None 2 mins Cashier
for payment Receipt
4. Submita copy of this form 4.1 Receivedthe Mone 1 min Research Assitant
with an attached official request form and
receipt from the cashier’s the official receipt
officeto the CRDO 4.2 Schedule date of
releasead (10
working days)
4.3 Issuance of claim
stub
5. Presentclaim stub and 5.1 Released the Mone 1min Research Assistant

sedourethe requested
statistical report

statistical report
reguested
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10. Request forSpell & Grammar Ched:

Office/Division

Centerfor Res earch and Development

Classification

Technical

Type of Transaction

Government to Client

Who may avail

Students, Faculty and Non-AcademicPersonnel

Checklist of Requirements

WheretoSecure

= Complete printed copy of manus diptthat is
formatted inthe pres cribed srammarianformat

Researcher

= Official Receipt Cashier
Client's Step AEenoy Action FEE:;iudbE Pru.;_:i::mg Ferson Responsible
1. Fillout this form and 1.1 Prowided Request Mone & mins Research Assistant
accomplsh atachments Form
indicated  below,
2. Checkicomtact avaiBhble 2.1 Prowided list of Mone E mins Res earch Assistant
accedited Emglsh Crtique accredited
from CRD Englis h Critique
3. Assessment ofSpell & 2.1 Received and MNone & mins Englis h Critique
Grammar assessmentof
assistancefs ervices needed fees
4. Prceed to the cashier's offce | 4.11ssuance of Minimal/ & mins Cas hier
for payment Official Receipt TEA
E. submit a copy of this form with | 5.1 Receivedthe MNone 2 mins Fesearch Assistant
anat@ched offcal eceipt request form and
from the cashier's office 1o the the official
CROO receipt
E.25chedule date of
released (5
working days )
L. 2 Issuance ofclaim
stub
G. Presentthe claimstub and 6.1Releas ed MiA 1 min Fesearch Assistant

secure ofthegrammarand
checkreport

requestedspell
andgrammar
report
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FORMS

MABALACAT CITY COLLEGE
Eizal 5t, Dolores, hlabalacat City
Pampanga, Philippines

CRD Form No. 1
oI H:

ORCID ID:
Last Mame First Name M.I Contact Number:
Sex: Age: E-mail Address:

BACHELOR'S DESREE Diagree
School Craduated

“Tear Craduated
MASTER'S DECREE Degres

School Craduated
“Fear Craduated
DOCTORAL DEGREE Degree

School Craduated
“Year Craduated

Others Degres/ Applied Frogram
School Craduated
“Fear Craduated

WORK INFORMATION

InstHitute /Deparitm ent Joh Status Work Status
Arts and Seiences 0 Fermanent Teaching Nen Teaching
Computing Studies 2 Temporary O Teaching 0 “Anith Teachig
Business Education Permanent Full'T'l-me . L.o.a.ds
Hospitality and Tourism Management O Casual C Tea.c;u.}'lg' WI.th o Wltho.ut
) O Contract of Service Administratree Teaching Load
Teacher Education Eork

Job Order
Arademic Support

Administrative Support
Fesearch and Extension Servwices

External Affairs

[T o T o5 T T 5 O o T 5

EMPLOYMENT HISTORY

Inclusive Dates

Positdon Designation From To

LICENSURE /ELIGIBILITY

Career Service/ RA 1080 (Board/ Bar) Under Specal Laws/ CES/ CS5EE / Others

RESEARCH INFORMATION

Preferred Approach/es to Fesearch Areass of Specialization
O Quantitative 2 Social Sciences
O Omalitative 2 MNatural Seiences
O Mired Method 2 Mathematirsand Engineering
0O Action O EBusmess
O Technology O Computer Technology
O Others: QO Edueation
O Community
O Others:
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Authorship 3 Fublishing Body E Presenting Body E
LY o o

Title of Research Work Anthor / Co- B (In—house, i3 (In—}}ouse, 48

¢ = E Fegional a = Regional (=]

Author) [} & v 2 =g N H

& Unpublished, ete.) -9 Mational, ete.) N

[Ad2 rows ar needed)

RESEARCH SEMINARS AND TRAINING ATTENDED (THE PAST LAST 3 YEARS)

T opic Venue MNumber
Title of T raining/Seminar (Quantitative, (In-house, Feglonal, of Hours Date
Oualitative, ete) Mational, ete))

(Add rows ar needed)

srants / Awards / Distinchon / Schelarships 7 Certification

Type of Grants / Awards / Distincton # Clrambing A 0 -
Scholarship/ Certification ranting Agency/Lrganisation

Date Granteds
Received

PRIVACY AND CONSENT STATEMENT
The information collected throughthis material will be stored on a secured digital portal and physical hardware accessed
only by anauthorized personnel. Theinformation gathered onthis materialis necessary for research and will be utilized for

policy reformation and implementation, By fulfillingthe necessary responses onthis material, you are giving consenttouse
the information herein for research purposes.

CONFIDENTIALITY STATEMENT

This material is only to be answered by the Research Coordinator and Researchers of Mabalacat City College. The
information contained in this material is confidential and intended only for the personis) or entity(ies) to which it is
addressed. If youare not anintended recipient, youmust not read, copy, distribute, disclase, reproduce, storeinaretrieval
system, act in reliance upon the information contained in it, or transmit, in any form or by any means, electronis
mechanical, photocopying, and/or otherwise, this material without prior explicit permission of Mabalacat City College,

I heveby cerdify thott the ohave information ove e ond cvecd.

Signature over Printed Name Date:

Revised: 2081 be
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MABALACAT CITY COLLEGE
Rizal 5t., Dalares, Mabalacat City
Pampanga, Philippines

CRD Form Mo, 2
Ch #:

TITLE DEFENSE SCHEDULE REQUEST FORM

Moter Pleaseprovide all requestedinformation and abtainthe appropriate endorsernent. This form must be fully
completed and endorsed priorto proposal submission

Procedure:

1. Fill upthis form

2. Have it signed by the Institute Dean or Head of Office

3, Forward this form to Centerfor Research and Development forapproval
APPLICATION INFORMATION

Author (s) Institute/Office Contact Number E-mail Address
Project Title:
Application Type Project Location
O Mew < On Campus

O Continuation to o Off Campus

O Renewal to

ENDORSED BY:

Institute Dean/Office Head Research Coordinator
Simature over printed name Sinature over printed name
Date: Date:

PROPOSAL DEFENSE SCHEDULE

Hote:

1. Prepare Power Point Presentation

2. Submit four (1) hard copies of the proposal three (3) days before the defense
3. Come of scheduled time

APPROVAL

Signature over Printed Hame Position,/Designation Date

Rewized: 2021 rbg
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MABALACAT CITY COLLEGE
Rizal 5t, Dolores, Mabalacat City
Pampanga, Philippines

TITLE DEFENSE CORMMENTS SHEET

CRD Form Mo, 248
Ch#:

IN-HOUSE CRITIC

AUTHOR'S INFORRMATION

Hame

InstitutefOffice

Lead Author

Co-Author

Project Title:

Intrnductinn Sertinn

Comments

Page #, Paragraph#, Line #

kethods Section

Sighature over Printed Mame
Panelhember

Date:

Reviged 2021 mbg
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MABALACAT CITY COLLEGE
Rizal 5t., Dolores, Mabalacat City
Parmpanga, Philippines

CRD Form Mo, 2B

TITLE DEFEMSE CORMMENTS SHEET

PAMEL MEMBER

AUTHOR'S INFORMATION

Hame Institute/Office
Lead Author
Co-Author
Project Title:
Introduction Section
Comments Page #, Paragraph#, Line #
Methods Section
Date:
Signature owerPrinted Marme
Panel Member
Revised: 2021 mbag
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MAEALACAT CITY COLLEGE
Fizal 3t, Dolores, Mabkalacat City
Fampanga, Philippines

CRD Form Mo, 20
CH#

TITLE DEFENSE COMMENTS SHEET for IN-HOLUSE CRITIC

PANEL CHAIR
AUTHORS INFORMATION
Name Institute/ Office
Lead Awthor
Co-Author
Project Title:
COMMENTS GIVEN
Introducton Sechon
Comments Page #, Paragraph#, Line #
Methods Secton
Date:
Signature ower Printed Name
Panel Member
Repired: 2087 whe
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MABALACAT CITY COLLEGE
Rizal 5t., Dolores, Mabalacat City
Pampanga, Philippines

CRD Form Mo, 2D

SUMMARY OF TITLE DEFENSE COMMENTS SHEET

AUTHOR'S IMFORMATIOM
Hame Institute /Office

Lead Author
Co-Author

Project Title:

GGESTIOMS GIVEMN

Panel 1:
Introduction Section

Methods Section

Panel 2:
Introduction Section

Methods Section

IN-HOUSE CRITIC
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Introduction Section

Methods Section

PANEL CHAIR

Introduction Section

Methods Section

A UTHOR,S'AGREEMENT

The undersigred concurs with the comments and suggestions stated above ard will revise the shudy fo suit these changes as suggested.

Signature over Printed Name
Lead &uthar

Date:
Signature overPrinted Name Signature overPrinted Name
Co-duthar Co-duthar
Date: Date:

[Add or remove sections as needed)

Revired wbp 2097
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MABALACAT CITY COLLEGE
Rizal 5t., Dolores, Mabalacat City
Pampanga, Philippines

CRD Form Mo, 3E

TITLE ACCEPTANCE AND APPROVAL

AUTHOR(S) INFORMATION

Name InstitutefOffice
Lead Author
Co-Author(s)
Project Title:
Proposal Defense Schedule: Date: Tirne: Venue:
REVIEW ANMD ACCEPTANCE

Upon review of the Research Coordinator and the Dean of Institute/Head of Office and recommendations made by the
Research Technical Review Committee during the TITLE DEFEMSE were incorporated in the manuscript. Thus, the
Committee has APPROVED and start writing vour manuscript,

REVIEWED AND ENDORSED BY:

Signature over printed name Position/De signation [rate

Signature overprinted name Position/Designation Date

RESEARCH TECHHICAL REVIEWW COMMITTEE

APPROVED BY:
Signature overprinted nane Sighature overprinted natme
Signature overprinted nane Signature overprinted natme
Sighature owverprinted nane Sighature overprinted name
WORK AND FINANCIAL PLAN
Project Activities Timeline Cost/Fund Sources of Funds
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ATTACHMENT CHECKLIST

o Minutes of the Title Defense
o Summary of Comments duringthe Title Defense

PROCEDURE

1. Fill in the form

2 Attached required documents

3. Hawe itsighed by the endorser(institute Dean, Head of Office, Research Coordinator)
4 Approval from the RTRC

This portion iz for the Research and Developrment

Remarks:
Signature over Printed Hame Position,/Designation Date
Conforme:
Lead Author:
Signature over printed nharme Diate
Co-Authorns)
Signature over printed name Date
Sighature over printed name Date
Sigrature over printed name Diate

Revised: 2021 mbg
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MABALACAT CITY COLLEGE
Rizal 5t., Dolores, Mabalacat City
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Ch #:

PROPOSAL DEFEMNSE SCHEDULE REQUEST FORM

Note: Please provide all requested infarmation and obtainthe appropriate endorsement., This form must be fully
completed and endorsed priorto proposal submission
Procedure:
1. Fill upthis form
2, Have it signed by the Institute Dean or Head of Office
3. Forward this form to Centerfor Research and Development for approval
APPLICATION INFORMATION

Author (s} Institute,/Office Contact Humber E-mail Address
Project Title:
Application Type Project Location
01 Mew O On Carmpus

O Continuation to o Off Campus

O Renewsl to

ENDORSED BY:

Institute Dean/Office Head Research Coordinator
Signature over printed name Signature over printed name
Date: Date:

PROPOSAL DEFENSE SCHEDULE

Hote:

1. Prepare Power Point Presentation

2. Submit four (1) hard copies of the proposal three (3) days before the defense
3. Come of scheduled time

APPRDVAL

Signature over Printed Hame Position,/Designation Date

Rewvised: 2021 mbg
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PROPOSAL DEFENSE CORARENTS SHEET

IN-HOUSE CRITIC

AUTHOR’S INFORMATION

Hame InstitutefOffice

Lead Author
Co-Author

Project Title:

D
Introduction Section
Comments Page #, Paragraph#, Line #
Methods Section
Date:
Signature overPrinted Mame
Panel Member
Fevised: 2021 mbg
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PROPOSAL DEFEMSE COMMENTS SHEET

PAMEL MEMBER

AUTHOR’S INFORMATION

MName InstitutefOffice
Lead Author
Co-Author
Project Title:
COMMENTS GIVEN
Introduction Section
Comments Page #, Paragraph#, Line #
MMethods Section
Date:
Signature overPrinted Marme
Paneltlember
Revised: 2021 mbg
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PROPOSAL DEFEMSE CORMMENTS SHEET for IN-HOUSE CRITIC

PANEL CHAIR

AUTHOR'S INFORMATION

Mame Institute/ Office
Lead Author
Co-Author
Project Title:
COMMENTS GIVEN
Introduction Section
Comments Page #, Paragraph#, Line #
hethods Section
Date:
Signature over Printed Mame
PanelmMember
Revised! 2021 mbg
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SUMMARY OF PROPOSAL DEFENSE COMMENTS SHEET

AUTHOR'S INFORMATION
Hame Institute /Dffice

Lead Author
Co-Author

Project Title:

SYMMARY OF COMMENTS/SUGGESTIONS GIVEN

Panel 1:
Introduction Section

Methods Section

Panel 2:

Introduction Section

Methods Section
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IN-HODUSE CRITIC
Introduction Section

Methods Section

PAMNEL CHAIR
Introduction Section

Methods Section

AUTHOR{S'AGREEMENT

The undersigred concurs with the comments and suggestions stated above and will revise the studv to suit these changes as suggested.

Signature over Printed Mame
Lead Author
Diate:

Signature overPrinted Mame Signature overPrinted Mame
Co-Author Co-Author
Date: Date:

[Add or remove sections gs Reeded)

Revised  wmbg 2021
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PROPOSAL ACCEPTANCE AND APPROVAL

AUTHOR(S) INFORMATION
Name InstitutefOffice

Lead author
Co-Author(s)

Project Title:

Proposal Defense Schedule: | Date: Time: Wenue:

REVIEW AND ACCEPTANCE

Upon review of the Research Coordinator and the Dean of Institute/Head of Office and recommendations made by the
Research Technical Review Committee during the PROPOSAL DEFENSE were incorporated in the manuscript, Thus, the
Committee has APPROWED the conduct of gathering data within the prescribed period.

REVIEWED AND ENDORSED BY:

Signature aver printed name Fosition/Designation Date

Signature over printed name Position/Designation Date

RESEARCH TECHNICAL REVIEW COMMITTEE

APPROVED BY:
Signature over printed nane Signature over printed name
Signature over printed nane Signature over printed name
Signature over printed nane Signature over printed name
WORK AND FINANCIAL PLAM
Project Activities Timeline Cost/Fund Sources of Funds
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ATTACHMENT CHECKLIST

s} finutes of the Defense
Revised Paper
o Instrument

o

Procedure:

1 Fill intheform

2, Attached required documents

3. Have it signed by the endorser {Institute Dean, Head of Office, Research Coordinator)
4, Approval from the RTRC

3. MOA signing

Thiz portion s for the Research and Development

Remarks:
Signature over Printed Name Position/Designation Date
Conforme:
tead Authon
Signatureoverprinted name Date

Ca-Author(s)

Signatureoverprinted name Oate
Signatureoverprinted name Date
Signature overprinted narme Date
Revised: 2021 mbg
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ANAL DEFENSE SCHEDULE REOUEST FORM

tote: Please provide all requestedinformation and obtain the appropriate endorsement. This form must be fully completed and
endorsed prior to proposal submission

Procedure:

1. Fill up thisform

2. Have it signed by the Institute Dean or Head of Office

3. Forward this form to Research and Development Office for spproval
APPUCATION INFORMATION

Author (s) Institute/ Office Contact Humber E-mail Address
Project Title:
ENDORSED BY:
Institute Dean/Office Head Research Coordinator
Signature over printed name Signature over printed name

ANAL DEFENSE SCHEDULE

Hote:

1. Prepare Power Point Presentation

2. Submit four {4) hard copies of the manuscript three (3) days before the oral defense
3. Come of scheduled time

APPROVAL

Signature over Printed Name Position,/Designation Date

Revised: 2021 mbg
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FINAL DEFENSE COMMENTS SHEET

IN-HOUSE CRITIC

AUTHOR’S INFORMATION
Hame Institute/Office

Lead Author
Co-Author

Project Title:

COMMENTS GIVEM

Introduction Section

Comments Page #, Paragraph#, Line #

Methods Section

Date:

Signature over Printed Mame
Fanel Member

Revired: 2021 rabg
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FINAL DEFEMSE COMMENTS SHEET

PANEL MEMBER

AUTHOR'S INFORMATION

Hame Institute fOffice
Lead Author
Co-Author
FProject Title:
COMMENTS GIVEN
Introduction Section
Comments Page #, Paragraphs#, Line #
Methods Section
Date:
Signature overPrinted Mame
Panel Member
Rewvised: 2021 mbg
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FINAL DEFEMSE CORMMENTS SHEET for IN-HOUSE CRITIC

PAMEL CHAIR

AUTHOR'S INFORMATION
Mame InstitutefOffice

Lead Author
Co-Author

Project Title:

Introduction Section

Comments Page #, Paragraph#, Line ¥

Methods Section

Date:

Sighature overPrinted Mame
Panel Member

Revized: 2021 bg
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SUMMARY OF FINAL DEFENSE COMMENTS SHEET

AUTHOR'S INFORMATION
Hame Institute /Office

Lead Author
Co-Author

Project Title:

Panel 1:
Introduction Section

Methods Section

Panel 2:

Introduction Section

Methods Section
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IN-HOUSE CRITIC

Introduction Section

Methods Section

PAMEL CHAIR

Introduction Section

Methods Section

AUTHOR/S’AGREEMENT

The undersigned concurs with the commments and suggestions stated above and will revise the study to swit these changes as suggested.

Signature ower Printed Mame
Lead Authar
Date:

Signature over Printed Mame Signature overPrinted Name
Co-guthor Co-guthor
Date: Drate:

[Add or remrove sections as needed)

Revised  mbg 2021
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T #:

ACCEPTANCE AND APPROVAL

AUTHOR(S) INFORMATION

Mame Institute/Office
Lead Author
Co-Author(s)
Froject Title:
Proposal Defense Schedule: Date: Tirme: Wenue:
REVIEW AND ACCEPTAMNCE

Upon review of the Research Coordinator and the Dean of Institute/Head of Office and recommendations made by the
Research Technical Review Committee during the ORAL/FINAL DEFENSE were incorporated in the manuscript. Thus, the
Committee has APPROWED the conduct of gathering data within the prescribed period.

REVIEWED AND ENDORSED BY:

Signature overprinted name Pasition/De signation Date

Signature overprinted name Positionf/De signation D ate

RESEARCH TECHNICAL REVIEWW COMMITTEE

APPROVED BY:
Signature overprinted nane signature overprinted name
Signature overprinted nane fignature overprinted name
Signature overprinted nane Signature overprinted name

Project Activities Tirmeline Cost/Fund fources of Funds
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ATTACHMENT CHECKLIST

Minutes of the Defense
Revised Paper
Statistician Certificate
Plagiarism Certificate
Grammarian Certificate
Instrum ent

Lo o I o B o B o A o

Procedure:

1. Fill in the farm

2. attached required documents

3. Have it sighed by the endorser (Institute Dean, Head of Office, Rese arch Coordinator)
4, aspproval from the RTRC

5. Subrnission of Research Output { Hard copies{d) and soft copy)

This portion s for the Research and Development
Rermarks:
Sigmature over Printed Hame Position,/Designation Date
Conforme:
Legd Author:
Signature over printed name Date
Co-Author(s)
Signature over printed havne Date
Signature over prinked navne Date
Slgnrature over printed narme Dake
Revised: 2021 mbag
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CRD Form No. 5
CNO#:

STATISTICAL ASSISTANCE REQUEST FORM

APPLICANT’S INFORMATION

Filing Date:
Full Mame:
Contact Murmber:
. . Email &ddress:
Institute/Office Date of Released:
PROCEDURE
1. Fill out this form and accomplish attachments indicated below.
2. Selectthe statistical assistance requested
3. Proceedto the cashier's office for payment
4, Submit a copy of this form with an attached official receiptfrom the cashier's office to the RDO
5. Return on scheduledreleass date.
1. A copyof the questionnaire used in the study.
2. A copy of vourresearch study's staterment of the problem/ its objectives.
3. A copy of yourresearch study’s method
4, A softcopy of the excel file containing vour tabulated and encoded data adhering to the template given by the CRD.
(Wote tabulation templates mav be qequired at the CRO)
STATISTICAL PROCEDURE REQUESTED
Descriptive Statistics Inferential $tatistics (Farametric)

O Measures of central tendency O Pearson R correlation
O Measures of spread O One-sample ttest
O Frequency distribution and percentage O Dependent samples t-te st
O Percentile ranking 2 Independent sample s tte st
O Normality tests O Dependent samples &MNOWA
O Plots and Graphs 0 Independent samples AMOWA
O Others___ 0 Regression

2 Factor &nalysis

o Others_____ _

Sample Size Estirm ation Inferential Statistics (MNon-Parametric)

O G-Power Analysis for Pearson R correlation O Spearman’s Rho Test
O G-Power Analysis for One-sample t-te st O Manhn-whithey U Test
O G-Power Analysis for Dependent sample s t-te st O Wilcox Sign Test
O G-Power Analysis for Independent samples t-test O Kruskall-vwallis HTe st
O G-Power Analysis for Dependent sample s ANOWA O Friedman’s ANOWA
O G-Power Analysis for Independent samples ANOWVA O Chi-square Test of Independence
O G-Power Analysis for Regre ssion o others__
O Survey Sample $ize Estimation
O others__

Manuscript Title:

{The following is to be filled i by the RDO

Murnb f P d
urmber ot Frocedures Peso per Procedure Rate Amount to be Paid REMAREKS
Regquested
{To be filled-up by the Caskier)
Mame of Cashier Armount Paid QR Murmber Diate Signature
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APPROVAL

Received by:

Mame /Signature:

Position:

Date and Time Received:

Revised: 2021 mbg
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REQUEST FOR SPELL & GRAMMAR CHECK

APPLICATION INFORMATION

Filing Date:
Contact Number:
Ermail Address:
Date of Released:

Full Marne:

Institute/Office

PROCEDURE
Fill out this form and accomplish attachments indicated below.
Proceedtn the cashier's office for payvment
submit @ copy of this form with an attached official receiptfrom the cashier's office to the RDC
Return on scheduled release date.

£ W ke

REQUIRED ATTACHMENT

1. A complete printed copy of vourmanuscript formatted inthe RDC prescribed grammarian format,
CONTENT INFORMATION

Manuscript Title:

ASSESSMENT

{The followirg is to be filled in by the ROCN
Mumber of Procedures Requested Peso per Procedure Rate Arnount to be Paid REMARKS

{To be filled-up by the Cashier]

Mame of Cashier Amount Paid R Mumber Date Signature

APPROVAL

Received by:

Mame Sighature:

Position: Date and Time Received:

Revised: 2021 mbag
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CM #:

REQUEST FOR FUNDING OF PAPER PRESENTATION

APPLICATION DETAILS

Full Mame
Institute/Office
Contact Mumber
E-rnail Address
PRESENTATIL DETAILS
Title of Research
Paper
Title of Conference’
Colloquium
Facilitating Institution
Date of Presentation
Place
D Social Sciences
2 Matural Sciences
0 Mathernatics and Engineering
2 Business
Field 0 Cornputer Technology
2 Education
O Cormmunity
O multi-Disciplinary
2 Others:
2 Local
Scope O Regional
2 Mational
2 International
PROCEDURE
1. Acquireand Fill out thisfarm.
2. hcquire endorsement from your designated research coordinator and institute deanfunit head.
3. Acquire recormmending approval and fund availability from YP-RES0 and YPA.
4. mwait notice of approval/denial of request.
REQUIRED ATTACHMENT
1. [2) Copies of letter of endorsment from your institute dean/unit head and designated research coordinator
2. [2) Copies of the acceptance and/ar invitation letter from the facilitating institution
3. [2) Copies of fee breakdowns for travel expenses, accornmodation and allowances (if applicable)
4, [2) Copies of the presentation materials to be used, formatted to the specifications of the facilitating institution.
5. [2) Copies of RDO Form 4E [Acceptancef/dpproval).
EMDORSEMENT
Lpon reviewing the atached documents, the undemsigred hereby endorses the request for funding of the research paper for
presentotion.
Signature aver Printed Marne Signature aver Printed Marne
Institute Dean/ Unit Head Research Coordinator
Date: Date:
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RECOMMEMNDING APPROVAL

Upon reviewing the oiached docurnents, the undersigned hereby recormmends the gpproval of funding of the research poper for
preserdotion.

Signature over Printed Marme
Research and Developrment Office

Drate:

AVAILABILITY OF FUNDS

Amount Requested
Available Budget Regqistrotion, Accomodotion, Allowarce and | Remarks
Airfare, ete Con¥fgency Toto
Signature over Printed Marne Signature over Printed Marme
Wice President for Research and Extension Services Wice President for administration
Drate: Date:

APPROVAL

After the review of the endorserment, recommending approval, availability of funds and afached documents, the undersigred
approves the funding request for paper presentation of the applicant

Signature owver Printed Mame
President

Drate:

Revised: 2021 mbg
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CRD Form Mo, 8
Ch #:

REQUEST FOR FUNDING OF PAPER PUBLICATIOM

APPLICATION DETAILS

Full Mame
Institute/Office
Contact Mumber
E-rmail Address
Title of Research Paper
Title of Conference/
Collaguium
Facilitating Institution
Date of Presentation
Place
Field Scope MMedium Indexing Agency
O Zocial Sciences O Local 2 anline 0 Google Scholar
O Matural Sciences O Regional ) Print 0 Scopus
O Mathernatics and Engineering O Mational 2 Print and Cnline O PubMed
O Business O International O ERSCO
O Computer Technology O EMBASE
O Education O Dol
O Community O 15l Indexing
O Multi-Disciplinary O SCIE
O Others: Q0 Others____
PROCEDURE

1. Acquire and Fill out this form.

2. Acquire endorsement foryour designated research coordinator and institute deanfunit head.

3. Acquire recommending approval and fund availability frarm CRD.

4. Await notice of approval/denial of request,

REQUIRED ATTACHMENT

1. [2) Copiesof letter of endorsment from vour institute dean/unit head and designated research coordinator
2. 2] Copies of the acceptance letter from the publishing journal

3. [2) Copies of the accepted research paper, formatted to the specifications of the publishing journal

. 12) Copiesof CRD Form 4E [Acceptance/approval).

In

ENDORSEMENT

Linon reviewing the attoched docwments, the undemsigned hereby endomses the request for funding of the research peper for publicotior.

Signature over Printed Mame Signature over Printed Mame
Institute Dean/ Unit Head Research Coordinatar
Date: Date:

RECOMMEMDING APPROWAL

Unon reviewing the oBoched documents, the undersigned herehy recormmends the opprovel of funding of the research poper for
publication..

Signature aver Printed Mame
Research and Developrment Office

Date:

AVAILABILITY OF FUNDS
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Amount Requested
Available Budget Regqistration, Accomodaolion, Alowonee ard ) Remnarks
Airfore, etr Cantigercy Tota
Signature over Printed Marme Signature over Printed Marme
Wice President for Research and Extension Services Wice President for adrinistration
Date: Drate:

APPROVAL

After the review of the endomsernent, recommending approval, availability of funds and attacked documents, the undersigned
approves the funding request for paper publication of the applicant

Signature over Printed Mame
President
Date:

Revised: 2021 b
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CRD Farm Mo, 9
Ch #:

REQUEST FOR PLAGIARISI CHECK REPORT

APPLICATION INFORMATION

Filing Date:
Full Mame:
Contact Murmber:
Institute/Office Ermail &ddress:
O student ) . Plagiarism Check Report Date of
uden O Teaching O MNonTeaching O Others Released:

PROCEDURE

1. Fillup request form

2. Presentrequestform to CRD and provide an electronic copy of vour camplete manuscript for minimal contribution
asse ssment

3. Presentthe assessed request form to the cashier’'s office and proceedwith payment

4. Proceedto CRD and submit the accomplished re gue st form with an attached official receiptfor approval

5. Return on scheduled date of release

CONTENT INFORMATION

M anuscript Title:

ASSESSMENT

{The following is to be filled in by the ROQ)

A ipt Word Mo. (Excludi
an.us.crlp ord Ho. [Exluding Word per Centavo Rate Arnount to be Paid REMARKS
prelirinany pages and reference
section)
{To be filled-up by the Cashier)
Marme of Cashier Atrnount Paid QR Mumber Date Signature

APPROVAL

Received by:

Marne fSighature:

Position: Date and Time Received:

Revised: 2021 mbg
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CM #:

REQUEST FOR QUESTIONMAIRE VALIDATION
APPLICATION INFORMATION

Filing Date:
Full Marne:
Contact Mumber:
Institute/Office Email &ddress:
O Student © Teaching O MonTeaching | O Others Date of Released:
PROCEDURE REQUESTED
Validity Analysis (Quantitative)
Consruct Walidity Criterion-related Validity
O Face validity O Predictive Walidity
O Content validity O ConcurrentValidity
O Conwvergent Walidity
O Discriminant Validity

Validity Analysis (Qualitative)
O Expert Review

Reliability Analysis

Inter-Rater Reliability
Test-Rete st Reliability

Parallel-Forms Reliability

oo oo

Internal Consistency Reliability

REQUIRED ATTACHRENTS
& copy of the guestionnaire usedinthe study.,
& capy of yourresearch study’s statement of the problem/ its ohjectives.
& copy of yourresearch study’s method
& capy of official receipt foryour requests
(For gquantitative validity and reliability analysis) & softcopy of the excelfile containing your tabulated and
encoded data adheringto the template given by CRD.

PROCEDURE

Fill out this form and accomplish attachme nts indicate d be low.
selectthe procedure youwant to regue st

o b

Acquire minimal contribution assessment frorm CRD

Proceedto the cashier's office for payment

Submit a copy of this form with an attache d official receipt from the cashier’s office to the CRD
Return on scheduled release date.

L S

Kanuscript Title:

ASSESSMENT

(The following is to be filled in by the REC)

Murnber of Proce dure s Requested Peso per Procedure Rate Arnount to be Paid REMA RHS

(To be filled-up by the Cashier)

Marne of Cashier Amount Paid OR Mumber Date Signature
APPROVAL
Receivedby:

MameSignature:

Position: Date and Time Received:

Revised: 2021 mbg
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CAPSULIZED RESEARCH PROPDSAL

AUTHOR S INFORMATION
Mame Iretit ute/Office

Lead Author

Co-Author

Project Title:

TECHNICAL DESCRIPTION

h, SISMIFIC ANCEOF THE STUDY

Justfication ornationaie fordaing Whe rsseanch. This willincled's o basfintredweclion, the probleminesd do be addneszed, the
histarica! basl for RED, vhilization of the expected awtpuet, sociceconomic benafit:, and the possible impact

B. OBIECTIVES
Shahementof genanl andspecific obieciive: of the proposed reseanch.

C. EXPECTED QLTPLUT
Rasuths hobe swpecsted fromth e conductof ressarch — what parhicvlor prodest, fechnalogy, proces:, knewledge, st

0. TARSET BEMEFICIARY
End-vsers orben sficiade: of e reseansh owtpetand e nemberandlocalily of ban sficione:, Fopplicable.
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E WETHODOLOKGY

Brief information on how the recearch will be condweched (ressanch design, parficioands, dobe colleation and anabesiz) This
oo may i clede o conseptualfromesee il th sonstica Fra meeeok.

F. WORK PLAN

WFEEK, MONTH ACTIVITY

3, ESTIMATED BUDGET

Budgetary terme Cost of ltem Cournterpart Funding | Fundirg Requested TOTAL
REM ARES
Preparad by: Erdors=d by:
Sigrature
Mame of Proporent
Desigrationy Position

Revised mbg 2021
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TEMPLATES

MABALACAT CITY COLLEGE RESEARCH JOURNAL (JANUARY - JUNE 2021) 1:1, 167-176

Paper Title* (use style: paper title)

Subtitle as needed (paper subtitle)

Authors Name/s per 1st Affiliation (Author)

line 1 (of Affiliation): dept. name of organization
line 2-name of organization, acronyms acceptable
line 3-City, Country
line 4- MCC e-mail address if desired

Abstract—This electronic document is a “live” template and
already defines the components of your paper [title, text, heads,
etc.] in its style sheet. *CRITICAL: Do Not Use Symbols, Special
Characters, or Math in Paper Title or Abstract. (Abstract)

Keywords—component; formatting; style; styling; insert (key
words)

I. INTRODUCTION

This template, modified in MS Word 2007 and saved as a
“Word 97-2003 Document” for the PC, provides authors with
most of the formatting specifications needed for preparing
electronic versions of their papers. All standard paper
components have been specified for three reasons: (1) ease of
use when formatting individual papers, (2) automatic
compliance to electronic requirements that facilitate the
concurrent or later production of electronic products, and (3)
conformity of style throughout a conference proceedings.
Margins, column widths, line spacing, and type styles are
built-in; examples of the type styles are provided throughout
this document and are identified in italic type, within
parentheses, following the example. Some components, such
as multi-leveled equations, graphics, and tables are not
prescribed, although the various table text styles are provided.
The formatter will need to create these components,
incorporating the applicable criteria that follow.

Il. METHODS

A. Research Design

First, confirm that you have the correct template for your
paper size. This template has been tailored for output on the
A4 paper size. If you are using US letter-sized paper, please
close this file and download the file “MSW_USItr format”.

B. Participants

The template is used to format your paper and style the
text. All margins, column widths, line spaces, and text fonts
are prescribed; please do not alter them. You may note
peculiarities. For example, the head margin in this template
measures proportionately more than is customary. This
measurement and others are deliberate, using specifications
that anticipate your paper as one part of the entire proceedings,

MABALACAT CITY COLLEGE CENTER FOR RESEARCH AND DEVELOPMENT

Authors Name/s per 2nd Affiliation (Author)

line 1 (of Affiliation): dept. name of organization
line 2-name of organization, acronyms acceptable
line 3-City, Country
line 4-MCC e-mail address if desired

and not as an independent document. Please do not revise any
of the current designations.

I1l. RESULTS AND DISCUSSION

Before you begin to format your paper, first write and save
the content as a separate text file. Keep your text and graphic
files separate until after the text has been formatted and styled.
Do not use hard tabs, and limit use of hard returns to only one
return at the end of a paragraph. Do not add any kind of
pagination anywhere in the paper. Do not number text heads-
the template will do that for you.

Finally, complete content and organizational editing before
formatting. Please take note of the following items when
proofreading spelling and grammar:

A. Abbreviations and Acronyms

Define abbreviations and acronyms the first time they are
used in the text, even after they have been defined in the
abstract. Abbreviations such as IEEE, SI, MKS, CGS, sc, dc,
and rms do not have to be defined. Do not use abbreviations in
the title or heads unless they are unavoidable.

B. Units

e Use either SI (MKS) or CGS as primary units. (SI units
are encouraged.) English units may be used as
secondary units (in parentheses). An exception would
be the use of English units as identifiers in trade, such
as “3.5-inch disk drive.”

e Avoid combining SI and CGS units, such as current in
amperes and magnetic field in oersteds. This often
leads to confusion because equations do not balance
dimensionally. If you must use mixed units, clearly
state the units for each quantity that you use in an
equation.

e Do not mix complete spellings and abbreviations of
units: “Wb/m2” or “webers per square meter,” not
“webers/m2.” Spell units when they appear in text: “...a
few henries,” not “...a few H”"MABALACAT

e Use a zero before decimal points: “0.25,” not “.25.”
Use “cm3,” not “cc.” (bullet list)
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C. Equations

The equations are an exception to the prescribed
specifications of this template. You will need to determine
whether or not your equation should be typed using either the
Times New Roman or the Symbol font (please no other font).
To create multileveled equations, it may be necessary to treat
the equation as a graphic and insert it into the text after your
paper is styled.

Number equations consecutively. Equation numbers,
within parentheses, are to position flush right, as in (1), using
a right tab stop. To make your equations more compact, you
may use the solidus ( / ), the exp function, or appropriate
exponents. Italicize Roman symbols for quantities and
variables, but not Greek symbols. Use a long dash rather than
a hyphen for a minus sign. Punctuate equations with commas
or periods when they are part of a sentence, as in

a+b =y (1)

Note that the equation is centered using a center tab stop.
Be sure that the symbols in your equation have been defined
before or immediately following the equation. Use “(1),” not
“Eq. (1)” or “equation (1),” except at the beginning of a
sentence: “Equation (1) is ...”

D. Some Common Mistakes
e The word “data” is plural, not singular.

e The subscript for the permeability of vacuum o, and
other common scientific constants, is zero with
subscript formatting, not a lowercase letter “o0.”

¢ In American English, commas, semi-/colons, periods,
question and exclamation marks are located within
quotation marks only when a complete thought or
name is cited, such as a title or full quotation. When
quotation marks are used, instead of a bold or italic
typeface, to highlight a word or phrase, punctuation
should appear outside of the quotation marks. A
parenthetical phrase or statement at the end of a
sentence is punctuated outside of the closing
parenthesis (like this). (A parenthetical sentence is
punctuated within the parentheses.)

e A graph within a graph is an “inset,” not an “insert.”
The word alternatively is preferred to the word
“alternately” (unless you really mean something that
alternates).

e Do not use the word “essentially” to mean

“approximately” or “effectively.”

e In your paper title, if the words “that uses” can

accurately replace the word using, capitalize the “u”; if
not, keep using lower-cased.

o Be aware of the different meanings of the homophones
“affect” and “effect,” “complement” and
“compliment,” “discreet” and “discrete,” “principal”
and “principle.”

e Do not confuse “imply” and “infer.”

e The prefix “non” is not a word; it should be joined to
the word it modifies, usually without a hyphen.

113

e There is no period after the “et” in the Latin

abbreviation “et al.”

e The abbreviation “i.e.” means “that is,” and the
abbreviation “e.g.” means “for example.”

An excellent style manual for science writers is [7].

IV. USING THE TEMPLATE

After the text edit has been completed, the paper is ready
for the template. Duplicate the template file by using the Save
As command, and use the naming convention prescribed by
your conference for the name of your paper. In this newly
created file, highlight all of the contents and import your
prepared text file. oYou are now, yeady tq style your paper; use
the scroll dr(J{wgﬁ BWi_n ow on(f&e Ie%tﬁof the MS Word

Formatting toolbar.

A. Authors and Affiliations

The template is designed so that author affiliations are not
repeated each time for multiple authors of the same affiliation.
Please keep your affiliations as succinct as possible (for
example, do not differentiate among departments of the same
organization). This template was designed for two affiliations.

1) For author/s of only one affiliation (Heading 3): To
change the default, adjust the template as follows.
a) Selection (Heading 4): Highlight all author and
affiliation lines.

b) Change number of columns: Select the Columns icon
from the MS Word Standard toolbar and then select “1
Column” from the selection palette.

c) Deletion: Delete the author and affiliation lines for
the second affiliation.

2) For author/s of more than two affiliations: To change
the default, adjust the template as follows.

a) Selection: Highlight all author and affiliation lines.

b) Change number of columns: Select the “Columns”
icon from the MS Word Standard toolbar and then select “I
Column” from the selection palette.

c) Highlight author and affiliation lines of affiliation 1
and copy this selection.

d) Formatting: Insert one hard return immediately after
the last character of the last affiliation line. Then paste down
the copy of affiliation 1. Repeat as necessary for each
additional affiliation.

e) Reassign number of columns: Place your cursor to
the right of the last character of the last affiliation line of an
even numbered affiliation (e.g., if there are five affiliations,
place your cursor at end of fourth affiliation). Drag the cursor
up to highlight all of the above author and affiliation lines. Go
to Column icon and select “2 Columns”. If you have an odd
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number of affiliations, the final affiliation will be centered on
the page; all previous will be in two columns.

B. Identify the Headings

Headings, or heads, are organizational devices that guide
the reader through your paper. There are two types:
component heads and text heads.

Component heads identify the different components of
your paper and are not topically subordinate to each other.
Examples include ACKNOWLEDGMENTS and
REFERENCES, and for these, the correct style to use is
“Heading 5.” Use “figure caption” for your Figure captions,
and “table head” for your table title. Run-in heads, such as
“Abstract,” will require you to apply a style (in this case,
italic) in addition to the style provided by the drop down menu
to differentiate the head from the text.

Text heads organize the topics on a relational, hierarchical
basis. For example, the paper title is the primary text head
because all subsequent material relates and elaborates on this
one topic. If there are two or more sub-topics, the next level
head (uppercase Roman numerals) should be used and,
conversely, if there are not at least two sub-topics, then no
subheads should be introduced. Styles named “Heading 1,”
“Heading 2,” “Heading 3,” and “Heading 4” are prescribed.

C. Figures and Tables

1) Positioning Figures and Tables: Place figures and
tables at the top and bottom of columns. Avoid placing them in
the middle of columns. Large figures and tables may span
across both columns. Figure captions should be below the
figures; table heads should appear above the tables. Insert
figures and tables after they are cited in the text. Use the
abbreviation “Fig. 1,” even at the beginning of a sentence.

TABLE I. TABLE STYLES
Table Table Column Head
Head Table column subhead Subhead Subhead

copy More table copy®

2 sample of a Table footnote. (Table footnote)
b.

Fig. 1. Example of a figure caption. (figure caption)

Figure Labels: Use 8 point Times New Roman for Figure
labels. Use words rather than symbols or abbreviations when
writing Figure axis labels to avoid confusing the reader. As an
example, write the quantity “Magnetization,” or
“Magnetization, M,” not just “M.” If including units in the
label, present them within parentheses. Do not label axes only
with units. In the example, write “Magnetization (A/m)” or
“Magnetization (A ( m(1),” not just “A/m.” Do not label axes
with a ratio of quantities and units. For example, write
“Temperature (K),” not “Temperature/K.”

Acknowledgment

The preferred spelling of the word “acknowledgment” in
America is without an “e” after the “g.” Avoid the stilted

We suggest that you use a text box to insert a graphic
(which is ideally a 300 dpi resolution TIFF or EPS file
with all fonts embedded) because this method is somewnhat
more stable than directly inserting a picture.

To have non-visible rules on your frame, use the
MSWord “Format” pull-down menu, select Text Box >
Colors and Lines to choose No Fill and No Line.

expression “one of us (R. B. G.) thanks ...”. Instead, try “R. B.
G. thanks..”. Put sponsor acknowledgments in the
unnumbered footnote on the first page.
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brackets [1]. The sentence punctuation follows the bracket [2].
Refer simply to the reference number, as in [3]—do not use
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Running Head:

\The running head is now used as the

header and it is positioned flush left

[TITLE]

Name of Author

Name of Author

Name of Author

A

thor note now goes on title

ge and not after footnotes at
d of paper

Author Note

Many parts of this paper were unabashedly ripped off from course materials
developed by Dr. John Rosenkoetter that were presented to me when | took
research methods with John (we will not discuss how long ago that was). The
absurdity of the content contained in the paper is entirely my fault, the
underlying educational value is largely John’s. The fact that I have stolen from

him is a tribute to the quality of his teaching. Thank you Dr. Rosenkoetter!
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The ABSTRACT is a
brief summary of
the paper, allowing
readers to quickly
review the main
points and purpose
of the paper.

The abstract should
be between 150 -
250 words.
Abbreviations and
acronyms used in
the paper should be
defined in the
abstract.

Abstract
The distinction between the consequences of an act and the act itself is supposed to define the
fight between consequentialism and deontological moralities. This book, though sympathetic to
consequentialism, aims less at taking sides in that debate than at clarifying the terms in which it is
conducted. It aims to help the reader to think more clearly about some aspects of human
conduct—especially the workings of the ‘by’-locution, and some distinctions between making
and allowing, between act and upshot, and between foreseeing and intending (the doctrine of
double effect). It argues that moral philosophy would go better if the concept of ‘the act itself’

were dropped from its repertoire.

Keywords: action, allowing, consequences, consequentialism, deontological ethics, double

effect, ethics, intention

Provide 5-10 KEYWORDS which can be used
for describing the content of the paper.
Keywords distinguish the most important
ideas, names, and concepts in the paper. Each
keyword should be kept short, one word
where possible (though two and three-word
specialist terms are also acceptable where

following:

For mixed method researches kindly include the necessary). Keywords should not be too

e See the MEQuan and MEQual Formats

e Indicate the mixed methods design,
including types of participants or data
sources, and analytic strategy, main
results/findings, and major
implications/significance.

generalized.

The word
“Abstract”
should be
centered
and typed
in 11 point
Times New
Roman. Do
not indent
the first
line of the
abstract
paragraph.
All other
paragraphs
in the
paper
should be
indented.
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Running Head:

Example of a level 1

levels of heading, kindly refer

- For th ideli i iti
heading. (Centered, I:> Title of your Research Study <::| or the guidefines in writing

bold, title case)

(w/o the label “Introduction)

Description of Research Problems/Question <j

See MEQuan and MEQual formats.

to the Research Manual

Example of a level 2
heading. (Aligned left,
bold, title case)

Note: The introduction may include case examples, personal
narratives, vignettes, or other illustrative material.

Study Objectives/ Aims/Research Goals

State three types of research objectives/aims/goals: qualitative, quantitative, and
mixed methods. Order these goals to reflect the type of mixed methods design. Describe
the ways approaches to inquiry were combined, as it illuminates the objectives and mixed
method rationale (e.g., descriptive, interpretive, feminist, psychoanalytic, postpositivist,

constructivist, critical, postmodern or constructivist, or pragmatic approaches).

not to identify hypotheses, but research questions and goals.

Note: If relevant to objectives, explain the relation of the current analysis to
prior articles/ publications. Qualitative studies often legitimately need to be
divided into multiple manuscripts because of journal article page limitations,
but each manuscript should have a separate focus. Qualitative studies tend

MABALACAT CITY COLLEGE
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Method

Research Design Overview

Please see the MEQuan and MEQual Formats. In addition to this, explain why
mixed methods research is appropriate as a methodology given the paper’s goals. Identify
the type of mixed methods design used and define it. Indicate the qualitative approach to
inquiry and the quantitative approach used within the mixed methods design type (e.g.,
ethnography, randomized experiment) If multiple approaches to inquiry were combined,
describe how this was done and provide a rationale (e.g., descriptive, interpretive,
feminist, psychoanalytic, postpositivist, constructivist, critical, postmodern or
constructivist, or pragmatic approaches), as it is illuminating for the mixed method in use.
Provide a rationale or justification for the need to collect both qualitative and quantitative
data and the added value of integrating the results (findings) from the two databases.

Note: Method sections can be written in a chronological or narrative format. Although they
provide a method description that other investigators should be able to follow, it is not
required that other investigators arrive at the same conclusions, but rather that their method
should lead them to conclusions with a similar degree of methodological integrity. At times,
elements may be relevant to multiple sections and authors need to organize what belongs in
each subsection in order to describe the method coherently and reduce redundancy. For
instance, the overview and the objectives statement may be presented in one section.
Processes of qualitative research are often iterative versus linear, may evolve through the
inquiry process, and may move between data collection and analysis in multiple formats. As
a result, data collection and analysis sections might be combined. For the reasons above and
because qualitative methods often are adapted and combined creatively, requiring detailed
description and rationale, an average qualitative Method section typically is longer than an
average quantitative Method section.
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Running Head:

Participants or Other Data Sources

Please see the MEQuan and MEQual Formats. In addition to this, when data are
collected from multiple sources, clearly identify the sources of qualitative and
quantitative data (e.g., participants, text), their characteristics, as well as the relationship
between the data sets if there is one (e.g., an embedded design). State the data sources in
the order of procedures used in the design type (e.g., qualitative sources first in an
exploratory sequential design followed by quantitative sources), if a sequenced design is
used in the mixed methods study.

Note: Because of multiple sources of data collected, separate descriptions of samples
are needed when they differ. A table of qualitative sources and quantitative sources is
helpful. This table could include type of data, when it was collected, and from whom it
was collected. This table might also include study aims/research questions for each
data source and anticipated outcomes of the study. In mixed methods research, this
table is often called an implementation matrix. Furthermore, rather than describe data
as represented in numbers versus words, it is better to describe sources of data as
open-ended information (e.g., qualitative interviews) and closed-ended information
(e.g., quantitative instruments).

Researcher Description

Please see the MEQual format.

Note: It is helpful to establish in a publication the researchers’ experiences (or research
teams’ experiences) with both qualitative and quantitative research as a prerequisite for
conducting mixed methods research. Additionaly, because mixed methods research includes
qualitative research, and reflexivity is often included in qualitative research, we would
recommend statements as to how the researchers’ backgrounds influence the research.

Participant Recruitment
Participant sampling or selection.

Please see the MEQuan and MEQual Formats, in addition to this describe the
qualitative and the quantitative sampling in separate sections. Relate the order of the
sections to the procedures used in the mixed methods design type.
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Running Head:

Participant recruitment.

See the MEQuan and MEQual Formats, in addition to this, discuss the recruitment
strategy for qualitative and quantitative research separately in mixed methods research.

Data collection.
Below are the sections included in the aformentioned:
data collection/identification procedures.
Please see the MEQuan and MEQual formats
recording and transforming the data.
Please see the MEQual format

Data Analysis

Kindly use the MEQuan and MEQual formats as reference. In addition to this,
Devote separate sections to the qualitative data analysis, the quantitative data analysis,
and the mixed methods analysis. This mixed methods analysis consists of ways that the
quantitative and qualitative results will be “mixed” or integrated according to the type of
mixed methods design being used (e.g., merged in a convergent design, connected in
explanatory sequential designs and in exploratory sequential designs).

Validity and Reliability

Kindly use the MEQuan format as reference.
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Findings/Results

Please use the MEQuan and the MEQual formats as reference, in addition to this,
indicate how the qualitative and quantitative results were “mixed” or integrated (e.g.,
discussion, tables of joint displays, graphs, data transformation in which one form of data
is transformed to the other, such as quantitative text, codes, themes are transformed into
counts or variables).

Note: In mixed methods research, the findings section typically includes sections on
qualitative findings, quantitative results, and mixed methods results. This section should
mirror the type of mixed methods design in terms of sequence (i.e., whether quantitative
strand or qualitative strand comes first; if both are gathered at the same time, either
qualitative findings or quantitative results could be presented first). Futhermore, in mixed
methods Results sections (or in the Discussion section to follow), authors are conveying their
mixed methods analysis through “joint display” tables or graphs that array the qualitative
results next to the quantitative results (e.g., categorical or continuous data). This enables

qualitative strands.

researchers to directly compare results or to see how results from the quantitative and “

Discussion

See the MEQuan and the MEQual formats.

Note: Typically, the Discussion section, like the Method and Findings/Results, mirrors in
sequence the procedures used in the type of mixed methods design. It also reflects upon the
implications of the integrated findings from across the two methods.
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Table 1

Table Title

College New students Graduating Change
students

Cedar University 110 103 +7
Elm College 223 214 +9
Maple Academy 197 120 +77
Pine College 134 121 +13
Oak Institute 202 210 -8
Total 866 768 98

Note. Adapted from Book Example, by A. Author, 2020, p. 100. Copyright 2020 by Scribbr.
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Figure 1
Figure Title
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Note. Number of boys = 30, number of girls = 31, total N = 61.
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Appendices

Each appendix begins on a new page.
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