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Acknowledgement of Receipt of MCC Faculty Manual

Signing on the space provided below signifies that | fully understand the content and
provision of this manual. | hereby state that | will honestly, diligently and faithfully follow the
College’s rules and policies. Further, | understand that any violations of such shall be dealt
with corresponding disciplinary actions.

Signature over printed name

Institute



FOREWORD

This revised edition of Mabalacat City College Faculty Manual brings together information that
reflects our vision and leadership for our academic personnel. This is the compendium of
policies governing the faculty and their rights and responsibilities as instructors, scholars, and
community members. The information contained herein draws inspiration from the policies
instituted by the Board of Trustees, decisions of the Executive and Management Committees,
and the Academic Council. It also includes relevant guidelines and implementing rules from

cross-functional units and offices of our institution and government regulating bodies.

In this revised manual, we have also incorporated the guidelines and considerations to be taken
up now that the country is under a pandemic era, especially on academic rules and regulations
governing faculty and students. Still, the information here may change as we journey this
extraordinary situation in our midst and continue to collaborate with different stakeholders as

we also pursue excellence in academic instructions.

Michelle Aguilar-Ong, DPA
College President



PREFACE

The Mabalacat City College Faculty Manual provides standards, policies and guidelines
that govern aspects of academic life of the faculty of the College. It will serve as guidance of
the teaching staff as it presents policies and processes on recruitment, selection and
placement, promotion and academic information.

The policies in this Manual form part of the essential employment
understandings between members of the faculty and the College.

This Manual will be revised as policies of the College evolve and its updated version will
also be available to the faculty and via MCC website.
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HISTORY

The battle cry to provide universal, quality and affordable education to high school
graduates of the Municipality who are unable to enter college due to high cost of tuition fees
was realized through the establishment of Mabalacat City College (MCQ).

A feasibility study was undertaken by a technical group composed mostly of
academicians; and in September 2007, a decision was made that Mabalacat College will be
opened in its temporary site at Northville 16 Resettlement, Barangay Atlu Bola, Mabalacat
beginning June of 2008.

The legal foundation of the college was formulated by the Sangguniang Bayan (SB)
members. On October 4, 2007, through Municipal Ordinance No. 2, series of 2007, titled “An
ordinance establishing a local college in the Municipality of Mabalacat to be known as the
MABALACAT COLLEGE and granting its charter providing for the Rules, Regulations and
Pertinent Guidelines for its establishment and operation thereof” was passed.

On January 14, 2008, Mayor Marino “Boking” Morales appointed Dr. Leonardo C. Canlas
as the First Ad Interim President of the College. The initial courses offered were B.S in
Elementary Education, B.S in Secondary Education with major fields in Mathematics and
Biological Science, and B.S Information Technology.

The College officially had its first day of classes on June 9, 2008 with 35 enrollees in the
Institute of Teacher Education and 27 in the Institute of Information Technology Education.

In June 2009, the Institute of Hospitality Management was opened with course
offerings: B.S in Hotel and Restaurant Management.

In accordance with the pertinent provisions of Republic Act. No. 7722, otherwise Known
as the Higher Education Act of 1994, and by virtue of Resolution No. 457-2008, series of 2008,
of the Commission en banc; the Government Recognition was granted to Mabalacat College to
operate the Bachelor of Elementary Education program ( Areas of concentration: General and
Pre-School Education) and the Bachelor of Secondary Education program (Major fields of
Specialization: Biological Science, Mathematics, Filipino, MAPEH, and English) on February 8,
2011; and the Associate in Computer Technology on March 3, 2011.

The Government Authority was granted to Mabalacat College to operate the Bachelor
of Arts in History program on November 16, 2011, the Bachelor of Science in Customs
Administration program on February 8, 2012, the Bachelor of Science in Biology on April 3,
2012, the Bachelor of Science in Tourism Management program on April 17,2012, the Bachelor
Science in Accountancy on January 22, 2013 and the Bachelor of Technical Teacher Education,
major in Food Service Management on February 20, 2013. The TESDA granted the Certificate of
TVET Program Registration to offer the Finishing Course of Call Center Agents for 100 hours on
December 9, 2011, and the Computer Hardware Servicing NC Il for 392 hours on March 5, 2012.

By virtue of Republic Act. 10164 which was signed by President Benigno Simeon C.
Aquino Il and the successful July 21, 2012 plebiscite favoring “Yes” to Cityhood, the
Municipality of Mabalacat is converted into Mabalacat City; thus, the Board of Trustees, through
its 41st Meeting resolved to change the name of the College to MABALACAT CITY COLLEGE.



VISION AND MISSION
Vision
The Mabalacat City College envisions itself to be the TOP CHOICE in the
community it serves for QUALITY EDUCATION and TRAINING by 2025.

Mission
The mission of Mabalacat City College is to meet the needs of its community as
a CENTER FOR LEARNING aiming for OPEN ADMISSION POLICY.

CORE VALUES
PASSION - Operate as one team with STRONG DRIVE to attain purpose
INTEGRITY - Cultivate environment with HONESTY and FAIRNESS in all dealings
EXCELLENCE - Set and meet HIGH STANDARDS
SERVICE - Extend SERVICE to the community



ORGANIZATION AND GOVERNANCE OF MABALACAT CITY COLLEGE

MCC Organizational Chart



THE MCC ADMINISTRATION AND THEIR KEY FUNCTIONS

The College is headed by a President and assisted by a Chief of Staff/Executive Vice President
and five (5) Vice Presidents: Vice President for Administration, Vice President for Academic
Affairs, Vice President for External Affairs, Vice President for Student Affairs and Services and
Vice President for Research and Extension Services. The vice presidents lead the key functions
of the College assisted by college deans and directors.

President

The College President serves as the Chief Executive Officer, Academic Leader, Institutional
Builder and Resource Mobilizer of the College and is also responsible for the overall operation,
development, and promotion of the College pursuant to the college charter. As the head of the
Institution, the President shall provide leadership in policy development, fiscal management,
personnel management, educational program planning, and communication to further the
public image of the College and move the institution toward fulfilling its vision, mission and
objectives.

The College President shall perform the following duties and responsibilities:

1. recommend to the Board changes and development of policies needed to reflect new
government regulations, student and community needs, for efficient operation of the
College;

2. adopt administrative regulations and procedures for the operation and administration
of the College;

3. inform and exert leadership toward the development of local and national educational
policies of the College;

4. prepare and submit an annual budget to the Board; make recommendations to the
Board for budget changes, and implement the College budget as approved and
amended;

5. make recommendations to the Board for the appointment of all administrative, faculty,
professional and contract personnel; appoint non-contract personnel for approved
positions; suspend employees with or without pay; and accept resignations of
employees;

6. maintain the orderly functioning of the College and take appropriate action, within the
limits of the College Charter, as may be necessary to prevent any interference with such
orderly operation of the College;

7. provide for appropriate professional growth and development programs for the college
for both Academic and Non-Academic personnel;

8. make recommendations to the Board for the adaption of programs of instruction and
other educational and community services through its Academic Council;

9. provide leadership in the development and implementation of the institutional
Development Plan of the College;

10. represent the College to the community, regulatory bodies, to the public, parents,
media and to the community organizations;

11. provide the Board with the flow of information regarding the College and its needs;



12.

13.

14.

15.

16.

17.

18.

19.
20.
21.

maintain liaison with the leadership of other educational institutions to ensure
articulation between the educational programs of cooperating institutions for the
benefit of students and community;

maintain communication with faculty and staff and act as spokesperson to the Board of
Trustees;

prepare agenda materials, with the approval of the Board officers, for board meetings
and maintain a record of the proceedings;

perform miscellaneous administrative matters such as approvals of the constitution and
by-laws of organizations or associations of faculty members and other personnel, and
of student organizations;

sign all contracts and other documents requiring approval of the Board;

promulgate rules to govern the use of buildings and premises by individuals or
organizations;

fix, revise and approve, regardless of the rate of increase, of the appropriate rules and
other guidelines for the fees or charges on rental rates of charges for use of College
equipment, facilities, buildings, premises and other properties or supplies,
meal/food/snacks prices, selling prices of materials or commodities produced or
reproduced or fabricated by the College or any unit thereof, and all other College
services rendered or provided by the College or any official or employee thereof;

sigh contracts of personnel under Job Order and Contract of Service;

designate employees or personnel below the level of a Dean; and

perform such other duties as the Board may assign.

Chief of Staff
The role of the Chief of Staff is recognized as primary leadership position and is expected to
perform the following duties and responsibilities:

1.
2.

w

Now

8.
9.

act as the Point-Person for the College President for various staff's concern;

attend meetings on behalf of the College President and report back with relevant
information;

draft legal correspondence and official statements;

provide insight and feedback to the College President to assist with the decision-
making process;

act as a sounding board to help with brainstorming relevant subject matter;

oversee staff and handle problems before reporting them up to the College President;
lead and implement various strategic planning processes across organization and
provide leadership to all staffs to prepare them for upcoming meetings or
presentations;

collaborate with executive team members to determine and prioritize strategies;
provide department leaders with recommendations and consultation to improve
teamwork;

10. determine key performance indicators and how to measure team performance.

Vice President for Academic Affairs



The role of the Vice President for Academic Affairs is recognized as primary leadership position
and is expected to perform the following duties and responsibilities:

9.

10.
11.
12.
13.

14.
15.

plan and assure the smooth and continuous operation of all academic areas and
functions;

develop new academic policies and procedures for the campus in consultation with
appropriate constituencies;

plan, develop, implement, oversee and evaluate the academic curricula and programs
of the College;

support the enrollment development initiatives of the College through the
development of new courses and programs;

recommend new programs, program modifications, and termination of existing
programs and courses as appropriate and secure all necessary approvals;

ensure that faculty teaching and advising assignments during the summer and
throughout the academic year are equitable and conform to contractual terms of
employment, in consultation with academic program heads;

oversee searches for all academic personnel, ensure that credentials requirements are
satisfied, and recommend full-time and part-time faculty appointments, promotions,
dismissals and non-renewals to the President;

manage the system of evaluation of all academic personnel, full and part time, including
the administration of student evaluations of instructors;

oversee preparation and distribution of semester and session course schedules and
approve and institute all course additions, deletions and modifications;

manage the preparation of the annual commencement exercises;

supervise government programs pertaining to instruction;

maintain liaison with the government agencies as appropriate, representing the
College in various forums and settings;

ensure that rules, regulations, procedures and requests of government accrediting
bodies and the Board of Trustees are followed and implemented in a timely fashion;
serve the college for at least 40 hours a week; and

perform other related duties as assigned by the President.

Vice President for Finance and Administration
The role of the Vice President for Administration is recognized as a primary leadership position
and is expected to perform the following duties and responsibilities:

1.

provide executive level direction and management oversight for budgeting and budget
analysis, finance controls and reporting, campus maintenance and development,
facilities and grounds operations;

oversee all unit operations under administration, which is divided into the Finance,
Human Resources Management, Property and Supply, General Services/Maintenance
and Security;

recommend fiscal procedures for efficient allocation of resources for all the College’s
operations;
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9.
10.

11.
12.
13.

responsible for timely and accurate preparation, submission and administration of the
College budget;

oversee, administer and coordinate all expenditures within the College budget;
monitor all purchases for compliance with funding requirements and laws governing
the use of public funds;

provide management and leadership to the functional areas of the Administration
units;

assure the smooth and continuous operation of all administrative services and
functions;

take immediate and appropriate actions to any administrative concerns;

review related policies and procedures and apprise others of pending or needed
changes to current practice;

plan, develop, implement, oversee and evaluate new programs under the department;
supervise all unit heads under the Administration Department; and

perform other related duties as assigned by the College President.

Vice President for External Affairs
The role of the Vice President for External Affairs is recognized as a primary leadership position
and is expected to perform the following duties and responsibilities:

provide leadership and coordination in the concerted planning and programming
efforts required to amplify the college goodwill and financial benefits in both the short-
and-long-term program;

work closely with President and Vice-Presidents, to plan, implement and monitor short-
and-long-term external relations and fund-raising strategies, which will assist the
college to gain the resources required to support research activities;

contribute to the overall effectiveness of the college through contact with and/or
participation in various external institutions, corporations, organizations and other
pertinent bodies in order to develop, maintain and enhance their financial support of
the college;

continuously work to establish linkages and networking with local and foreign
institutions and industry for student and faculty exchange programs;

ensures that miscellaneous assignments related to External affairs are completed in the
best interest of the College by accepting and accomplishing tasks, which are delegated
by the President;

lead strategic planning for the external affairs unit to ensure that the objectives are
aligned with the College Strategic plans and objectives;

oversee the proper discharge of administrative duties of the external affairs unit
including supervising personnel, managing its resources and operations; and

perform other related duties as assigned by the College President.

Vice President for Research and Extension Services



The role of the Vice President for Research and Extension Services is recognized as a primary
leadership position and is expected to perform the following duties and responsibilities:

oversee and provide leadership for the full panoply of research issues related to the
administration of the College’s research department and institutes by acting as a chief
advocate to cultivate relationships and providing a leadership role in the development
and implementation of the College Research Agenda;

facilitate the development of an effective and competent faculty, staff and students
researches and Programs;

promote a positive image and maintains the harmonious external relations for the
College by communicating and interacting locally and nationally for both private and
public sectors in matters relating to the College Research Agenda;

provide academic leadership to the College, embracing the range of disciplines
represented, by providing a coherent vision for research services.

ensure that miscellaneous assignments related to Research are completed in the best
interest of the College by accepting and accomplishing tasks which are delegated by
the President;

lead strategic planning for the research unit to ensure that the objectives are aligned
with the College Strategic plans and objectives;

oversee the proper discharge of administrative duties of the research unit including
supervising personnel, managing its resources and operations; and

perform other related duties as assigned by the College President.

Vice President for Student Affairs and Services
The role of the Vice President for Student Affairs and Services is recognized as a primary
leadership position and is expected to perform the following duties and responsibilities:

Nowva

develop, manage and supervise the effective and efficient implementation of programs
in student affairs and services consistent with the College’s vision and mission;
oversee student admissions and records functions, student activities, student
organizations and student government, guidance and counselling, financial aid, special
programs and services, matriculation, career and transfer services, recruitment,
athletics, scholarships, publications, culture and arts, and student success programs and
services;

develop, monitor and maintain effective admission management processes and
procedures;

take the lead in all student services planning activities;

work with the Vice President for Academic Affairs to develop community partnerships;
supervise assigned staff and coordinate the delivery of programs and services;

create strategies for the accomplishment of assigned responsibilities, participate in the
College’s annual strategic planning processes, and work with academic department to
develop both short and long-term goals and objectives for the student services
department;



11.

12.

13.

14.

15.

16.

17.

18.

19.

Deans

work closely with the Vice President for Academic Affairs to create and maintain a
student-centered curriculum, as well as programs and services;
coordinate student support activities with the Vice President for Academic Affairs;

. recommend appointments, transfers, promotions, reclassifications, disciplinary action,

layoff or termination of subordinates, assign work, communicate job expectations and
performance measures, conduct performance evaluation and plan for staff
development of SAS employees and monitor and approve use of paid leaves.

plan and implement systematic evaluations of all SAS personnel, programs and projects
within student services; actively participate in office evaluations and other College
evaluation processes;

conduct studies to determine the effectiveness of student development and support
programs;

organize and conduct meetings with counselling staff members and with all members
of the department on a regularly schedule basis;

develop goals and strategies for accomplishing assigned responsibilities; actively
participate in College strategic and planning processes and develop personal
professional development goals;

represent the college in conferences and workshops appropriate to the position;
conduct reviews of all student services programs on a scheduled basis;

maintain a high profile within the community, including public and private schools and
area colleges and universities;

perform other tasks/duties as required by the institution that will contribute to its
efficient and effective functions;

perform other work related duties as assigned.

Institute of Arts, Sciences and Teacher Education Dean
The Institute of Arts, Sciences and Teacher Education Dean is expected to fulfill the following
duties and responsibilities:

W

N

prepare and implement strategic plans; short-and-long-range goals to meet the College
Vision and Mission;

assist the Vice President for Academic Affairs (VPAA) in all matters affecting the general
policies of the institution;

provide academic leadership in his institute or unit;

provide overall administrative supervision over all activities in his institute or unit;
recommend, through channels, the curriculum and program of study to be adopted for
approval by the Commission on Higher Education;

recommend the appointment, promotion, or separation of faculty members in his
institute or unit;

recommend subject assignment of faculty members in his institute or unit;

Help formulate educational policies in his institute, and to issue necessary rules and
regulations for their effective implementation;



. provide a definition program supervision to raise the efficiency of instruction;

10. supervise all the curricular and co - curricular activities of all units under his charge in
collaboration with other officials concerned;

11. establish academic standards, rules and regulations on admission and registration of
students, transfer of credits, subject sequence and subject pre-requisites, scholarships,
residence, retention, advancement, and graduation of students;

12. recommend candidates for graduation of the institute or unit;

13. initiate curriculum development programs;

14. ensure adherence to established standards of instruction;

15. implement faculty development programs;

16. continuously assess and evaluate the program offerings vis-a-vis the performance of
graduates;

17. promote linkages and networking with other schools, professional organizations and
business and industry; and

18. perform other functions and responsibilities that is inherent to the position and as
required by the higher authorities of the College.

Institute of Business Education Dean
The Institute of Business Education Dean is expected to fulfill the following duties and
responsibilities:

1. participate in the formulation of plans and policies of the Institute and the College;

2. convene faculty and staff in the strategic preparation of the Calendar of Activities per
academic year detailed per semester;

3. exercise supervision of all full time and part time teaching personnel through regular
evaluation and classroom observation three times per semester to monitor the quality
of teaching;

4. assure compliance with the Commission on Higher Education regarding the program
offerings;

5. actively participate as member of the Academic Council, Management Committee
(MANCOM), etc.;

6. conduct regular review of the curriculum through the evaluation of the Outcome-Based
Teaching and Learning Plan for all professional and major courses offered by the
institute;

7. conduct at least once a month faculty and staff meeting to discuss involving the
institute and the students as well;

8. monitor the enrollment to maximize use of faculty loads and classroom/laboratories;

9. coordinate all academic and extra co-curricular student activities to ensure proper
implementation and documentation, such as:

a. Seminars/trainings/assemblies;

b. College-wide activities (Buwan ng Wika, Apertura, Clausura/Graduation
Ceremonies, College Days, Institute Days);

c. Orientation programs for new student, re-orientation program for old students;

d. Consultative meetings with Parents.

10



10.

11.

12.

13.

14.

15.

16.

17.
18.

represent the institute in organizations such as the Philippine Institute of Certified
Public Accountant (PICPA — National), Association of CPA’s in Accounting Education
(ACPAT), Association of CPA’s in Public Practice (ACPAPP), and Philippine Institute of
Certified Public Accountant (PICPA - Local);

monitor the Field of Study Heads in deployment and preparation of class schedules and
faculty loadings;

coordinate to industries and agencies for the partnership and MOA signing for the OJT
of IBE students;

coordinate the OJT deployment of 4t year Accountancy and Customs Administration
Students;

work out possible linkages or partner with institutions or agencies for possible
community extension services;

supervise and monitor the record keeping and preservation of essential documents in
the institute;

respond and resolve difficult and sensitive inquiries and complaints by students and the
general public;

submit monthly accomplishment report of the Institute; and

perform other duties assigned by higher authorities of the College.

Institute of Computing Studies Dean
The Institute of Computing Studies Dean is expected to fulfill the following duties and
responsibilities:

1.

AW

11.

12.
13.

prepare and implement strategic plans; short-and-long-range goals to meet the College
Vision and Mission;

assist the Vice President for Academic Affairs (VPAA) in all matters affecting the general
policies of the institution;

provide academic leadership in the Institute or unit;

provide overall administrative supervision over all activities of the Institute;
recommend, through channels, the curriculum and program of study to be adopted for
approval by the Commission on Higher Education;

recommend the appointment, promotion, or separation of faculty members of the
Institute;

recommend subject assignment of faculty members of the Institute;

help in the formulation of educational policies of the Institute and issue necessary rules
and regulations for their effective implementation;

provide effective program supervision to raise the efficiency of instruction;

. supervise all the curricular and co - curricular activities of all units under the Institute, in

collaboration with other officials concerned;

establish academic standards, rules and regulations on admission and registration of
students, transfer of credits, subject sequence and subject pre-requisites, scholarships,
residence, retention, advancement, and graduation;

recommend candidates for graduation under the Institute;

initiate curriculum development programs;

11



14.

15

17.

18.

ensure adherence to established standards of instruction;

. implement faculty development programs;
16.

continuously assess and evaluate the program offerings vis-a-vis the performance of
graduates;

promote linkages and networking with other schools, professional organizations and
business and industry; and

Perform other functions and responsibilities that are inherent to the position and as
directed by higher authorities of the College.

Institute of Hospitality and Tourism Management
The Institute of Hospitality and Tourism Management Dean is expected to fulfill the following
duties and responsibilities:

u ok

11.

12.
13.
14.
15.
16.

17.

18.

prepare and implement strategic plans; short-and-long-range goals to meet the College
Vision and Mission;

assist the Vice President for Academic Affairs (VPAA) in all matters affecting the general
policies of the Institution;

provide academic leadership in the Institute or unit;

provide overall administrative supervision over all activities of the Institute;
recommend, through channels, the curriculum and program of study to be adopted for
approval by the Commission on Higher Education;

recommend the appointment, promotion, or separation of faculty members of the
Institute;

recommend subject assignment of faculty members in the Institute;

assist in the formulation of educational policies of the Institute, and issue necessary
rules and regulations for their effective implementation;

provide an effective program supervision to raise the efficiency of instruction;

. supervise all the curricular and co - curricular activities of all units under the Institute, in

collaboration with other officials concerned;

establish academic standards, rules and regulations on admission and registration of
students, transfer of credits, subject sequence and subject pre-requisites, scholarships,
residence, retention, advancement, and graduation of students;

recommend candidates for graduation of the institute or unit;

initiate curriculum development programs;

ensure adherence to established standards of instruction;

implement faculty development programs;

continuously assess and evaluate the program offerings vis-a-vis the performance of
graduates;

promote linkages and networking with other schools, professional organizations and
business and industry; and

Perform other functions and responsibilities that is inherent to the position and as
directed by higher authorities of the College.

Center for Applied and Associate Degrees Director

12



The Center for Applied and Associate Degrees Director is expected to fulfill the following duties
and responsibilities:

8.

9.

exercise overall supervision of all academic and non-academic personnel of the center
and its units;

oversee the formation, implementation, and evaluation of plans and programs for
development and the supervision/coordination of activities and services for the
advancement of goals and objectives of the center;

exercise educational leadership and accountability over the assignment of academic
load to faculty members, appointment, promotion, retirement, termination of and
disciplinary actions against faculty members and non-teaching personnel;

undertake periodic curriculum review, revision, and development with the assistance of
the program administrators in the degree program concerned;

prepare course offerings, center methodologies of instruction, adopt and recommend
appropriate instructional and reference materials, and recommend books to add to the
library;

initiate and monitor the development of academic and industrial linkages, extension
and outreach programs, and career and internship placement programs;

prepare and comply with the Academic requirements for CHED, TESDA, and other
governmental/regulatory agencies;

lead research and extension activities among faculty and students, including
technology innovation and commercialization activities;

help enforce the college rules and laws affecting education;

10. assist in other relevant task as assigned by the President or VP for Academic Affairs.
11. adhere to all MCC Governance/Policies about the New Normal; and
12. perform other duties as may be assigned by higher authorities of the College.

Registrar Unit Head - Registrar Il
The Registrar is expected to perform the following duties and responsibilities:

enforce government and school regulations regarding admission requirements,
enrollment, teaching load, student shifting/leave/dropping/transfer, course requisites
and pre-requisites, graduation, and other academic matters;

coordinate  with the Commission on Higher Education (CHED) and ensures
compliances with licenses, authority, pertinent notations, and/or recognition of
curricula and program offerings of the College;

provide technical assistance in curriculum development or revisions, class scheduling
and course cataloguing;

plan and execute the registration procedure in coordination with the Institute Deans;
supervise the staff of the Registrar’s Office and direct the operations of the office;
formulate and implement regulations and guidelines in student records keeping,
accessing, issuances, transmission, archiving, and/or disposal;

verify and certify correct the student records being issued by the Office;

13



8.

9.

attend to transactions with government offices or agencies regarding matters related
to the functions of the Office, and;
perform other functions as needed in the College or as directed by its higher authorities.

Student Affairs and Services Director
The Student Affairs and Services Director is expected to perform the following duties and
responsibilities:

1.
2.

10.

11.
12.

13.
14.

15.

organize and monitor Health, Library, Guidance and Office of the Disciplinary Services;
provides leadership and vision to ensure compliance in matters relating to student
discipline service, alternative education, child welfare and attendance, guidance
services, and school safety;

plans, implements, and evaluates educational programming in order to ensure
continuous program improvement for the benefit of all students;

incorporates policies and procedures in accordance with laws and regulations;

guides, directs, and participates in serious discipline processes, including student
suspensions and expulsions;

ensures that all practices in the Mabalacat City College are legal and ethical for each
student suspensions and expulsions;

collaborates with school administration and instructional leadership team to plan and
implement ongoing school-wide professional development consistent with social,
emotional, and environmental factors impacting student learning;

collaborates with school staff and other school personnel to support and assist in
implementing strategies and initiatives to promo student learning and wellness;
guides and assists service providers in conducting classroom meetings, psycho-
educational groups and classroom presentations on identified areas of concern for the
students, as needs are identified;

identifies and resolves ethical issues with guidance from senior director of student
support engagement;

conduct other duties as assigned;

adheres to implements and performs within appropriate clinical and therapeutical
treatment, assessments and strategies;

adheres to all MCC Governance/Policies about the New Normal at all times;

account for any loss or damage to any Mabalacat City College property which may be
issued or assigned to the second party during the period of employment;

return all property issued or assigned and settle all accountabilities which the second
party may have incurred upon termination of this contract.

Health Services Unit Head
The Head Nurse is expected to perform the following duties and responsibilities:

Plan, create, schedule, and organize a Health Services Program for students and
personnel;

monitor the effective implementation of the Health Services Program;

supervise the delivery of health services of the staff;

14
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9.

10.

11.

conduct evaluation of the health services program and the performance of the staff;
participate in formulating health-related policies, procedures, and guidelines, as well as
in budget preparations;

supervise the inventory and requisition of medical/dental/office supplies and
equipment;

ensure the proper management of student/employee cumulative medical records;
participate in planning and promoting the personal-professional development of the
health services staff;

lead the health services staff in the conduct of research and community outreach;
prepare action plans, performance targets, calendar, accomplishments, and other
reports; and

perform other related duties as needed.

Guidance Head
The Guidance Head is expected to perform the following duties and responsibilities:

11.

12.
13.

14.

15.

organize, supervise, monitor and coordinate the effective implementation of a
comprehensive Guidance Program;

supervise the conduct of psychological counseling and educational information to
students;

supervise the conduct of structured learning exercises, focused group sessions,
seminars, workshops and psychological interventions to meet student needs;
administer faculty performance evaluation of students, peers, superior and self-faculty
evaluation and prepare accomplished summary of evaluation to be furnished to the
Human Resource Division and to concerned Insitutes;

review the scoring and interpretation of psychological test and approved the
psychological assessments;

monitor the collection and maintenance of student data and cumulative records;
review and approved the periodic reports, modules, guidance forms and materials;
attend meetings and conferences with parents and other school personnel to represent
Guidance Services Office;

conduct research studies for program development;

. maintain coordination with the academic department, parents and other school

personnel regarding students’ concern and other guidance related activities;

provide counseling and consultation services to special target group or referred special
cases;

evaluate the performance of the guidance personnel;

evaluate and develop the entire guidance program to ensure appropriate and timely
activities and interventions are given;

ensure that the College Guidance Office maintains liaison and coordination with the
following departments/units such as Office of the Institute Deans, Career and Testing
Office, Admission's Office, Registrar's office, Office of Student Affairs, Discipline Office;
ensure that the office also extends its services and liaison with the government or non-
government agencies as part of its linkages and community extension services; and
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16.

perform other related functions and duties as needed.

Head Librarian
The Head Librarian is expected to perform the following duties and responsibilities:

1. supervise daily library activities, monitors and guides the library staff;

2. plan and organize programs involving the use of library resources;

3. prepare developmental plan, annual reports and action plans;

4. consult the Vice President for Academic Affairs on the policies of the library;

5. prepare correspondences (request for renewal/new subscription, referral and linkages
with other libraries and related matters);

6. participate in departmental meetings and discussions on planning and development
and on administrative concerns;

7. establish networking with other libraries on joint projects and reciprocal usage of
available resources;

8. plan, organize, and supervise programs for library users in order to encourage reading;

9. selectand evaluate library materials for acquisition of books and other library resources;

10. classify books and other library resources;

11. maintain records of the library resources;

12. undertake the maintenance and order of physical lay-out of facilities, equipment, and
furniture inside the library;

13. orient new faculty and staff about the proper use of the library and its resources; and

14. perform other duties assigned by the Vice President for Academic Affairs.

THE INSTITUTES
INSTITUTE OF ARTS, SCIENCES AND TEACHER EDUCATION
VISION

The IASTE envisions producing globally competent professionals with a moral sense of

nationalism, integrity, and service to humanity.

MISSION

To provide quality education and support services from competent faculty and

conscientious leaders who implement new curricula that provides the classroom readiness to
enter the workforce and serve humanity.

OBJECTIVES

Arts and Sciences:

Provide instruction of the highest achievable standards and making utmost use of
advanced educational technology and diverse teaching methodologies to maximize
student learning.
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2. Maintain an environment conducive to the propagation of great ideas, development of
critical thinking, dynamic research, and penchant for knowledge in the fields of
Humanities, Mathematics, Natural Sciences and Social Sciences.

3. Maintain Faculty and Staff who are physically, academically, and morally competent and
implement programs for their continuous development, support, and security.

4. Produce quality graduates who are competent and skilled to meet national and
international standards and become productive citizens

5. Expand social and environmental awareness among the constituents.

Teacher Education

1. Provide curricular offerings which are within the standards set by the Commission on
Higher Education (CHED).

2. Provide institution-initiated enrichment courses to better equip the pre-service
teachers with the essentialities of quality teaching.

3. Expose the pre-service teachers to community-based realities to equip them with
competence to participate in various programs and projects.

4. Provide technical and expertise in research to develop, improve and practice
innovations.

5. Provide the pre-service teachers with rich and strong foundation in values and
principles of the profession to sustain their desire for service and morally-upright living.

INSTITUTE OF BUSINESS EDUCATION
VISION

The Institute of Business Education envisions itself to be the front-runner in the region

for business education, producing fully-equipped entrepreneurs, managers, and professionals
ready to be catalysts of change.
MISSION

The mission of the Institute is to provide inclusive, responsive, and quality education

through experiential learning, research, and community engagement.

OBJECTIVES

1.

4

To provide degree programs within the prescribed standards of the Commission on
Higher Education (CHED);

To prepare learners to integrate their business knowledge in the different disciplines
to contribute to the community, locally, and internationally;

To carry out a culture of research related to current business practices, issues, and
concerns;

To equip learners with high standards educational programs by continuously
evaluating the program’s medium of instruction and service, teaching techniques, and
innovation;

To enhance the students’ competencies through actual training in the industry;

To strengthen the social and moral responsibilities of the students by integrating moral
values and business and work ethics in the curriculum;
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7. To ensure employability of the graduates by promoting a solid linkage, build an
institution-industry relationship, and update job opportunity mapping in the industry;

8. To provide community extension programs to inculcate among learners the values of
passion, integrity, excellence and service.

INSTITUTE OF COMPUTING STUDIES
VISION
The Institute of Computing Studies envisions itself to be the top choice in computing
program in the region it serves, providing high-quality information technology education by
2025.
MISSION
The mission of Institute of Computing Studies is to serve the needs of its citizens as a
center of quality computing education aiming for an open admission policy.
OBJECTIVES
1. Toimplement state of the art technology that will improve academic instruction
and train both employees and students for a lifetime of success.
2. To behave ethically with integrity in all situations.
3. To maintain a high level of competence in order to meet academic and career
goals.
4. To meet the needs of students by building an educational atmosphere in which
they can achieve a range of objectives.

INSTITUTE OF HOSPITALITY AND TOURISM MANAGEMENT

VISION

IHTM envisions to be one of the renowned Institutions in the country that produces top
caliber, globally competitive, and credible Hospitality and Tourism Professionals that can
astound the Local and International business world.
MISSION

The IHTM mission isto provide exceptional Hospitality and Tourism education,
experiential learning, future-ready curriculum, and community engaging education that will
equip the students to be competitive Hospitality and Tourism Professionals locally and
internationally.
OBJECTIVES

1. Train and develop the students on the relevant and necessary skills they need to
fully prepare themin the fastestgrowing Industry of the Tourism and
Hospitality;

2. Produces graduates that are in-demand and equip with strong managerial and
entrepreneurial  skills as future hoteliers, restauranteurs, and tourism
professionals:

3. Build a profound understanding in the hospitality and tourism industry through
reflective practices in the global competitive standards: and

4. Uplift the socio-economic lives of the community through action-based research
and extension services.
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Article 1
Recruitment, Appointment and Promotion

A. General Guidelines and Procedures
Section 1. All candidates must satisfy the minimum Qualifications Standards (QS) under Rule
IV of the rank they are applying to before his/her Common Criteria for Evaluation (CCE) points
may even be computed. Upon satisfying the minimum QS, only then will the candidate’s CCE
points be evaluated and reviewed.
1.1 If the candidate was able to satisfy the required CCE points for the rank applied for,
he/she shall be subject to Qualitative Contribution Evaluation/s (QCE) as stated in
Rule VI and must satisfy the required rating before he/she is screened by the Faculty
Selection Board (FSB).
1.2 If the candidate passed the required rating for QCE, then he/she will be subject of
screening by the FSB. The candidate must pass the Screening in order to be hired
to the rank applied for.

Section 2. If and only if there are several candidates for a particular rank who satisfied all the
requirements — from minimum QS, CCE points and QCE, to the Screening - the following criteria
shall be applied in choosing the candidate/s to be hired.
20% - CCE points
40% - QCE
40% - Screening ratings
TOTAL: 100%
2.1 For sole applicants, only Section 1 shall be applied and criteria under this Section
will not be applicable.

Section 3. Personal Data Sheet (PDS) accomplished and submitted for evaluation shall be
subscribed and sworn to.

Section 4. The following mechanics of implementation on the evaluation and review of CCE
points shall be observed:
a. The faculty member or administrator shall accomplish the PDS and attach all
supporting documents. The candidate shall do self-evaluation of his CCE points
by filling in of the CCE Form and s.
b. There will be two Committees — (1) Evaluators and (2) Reviewers — who shall sit
en banc to evaluate and review faculty credentials.
a. Evaluators’ Committee:
i. Chairman - Vice President for Administration
ii. Secretary — HR staff of MCC
iii. Member - to be designated by the Vice President for Academic
Affairs under his/her office
b. Reviewers’ Committee:
i. Chairman - FSB Secretariat
ii. Secretary — HR staff at MCC
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iii. Member - to be des designated by the Vice President for
Academic Affairs under his/her office
c. The Evaluators shall center the points in the CCE Form and sign the same.
d. The Reviewers shall review the evaluation of all documents and submit the
evaluated PDS and supporting documents to the MCC President.
e. Where the two committees differ in their faculty assessment, they shall sit down
together and come to a collegial decision.

Section 5. Faculty positions in MCC shall be limited to the rank of Associate Professor V, unless
allowed by the Department of Budget and Management (DBM) through a circular or issuance.

Section 6. For appointment to Instructor | — Entry level, candidate must achieve a total of 65
CCE points, pass the interview of the FSB and receive at least 3 for teaching demonstration with
the FSB. Teaching Demonstration criteria shall adapt the Teaching Effectiveness instrument.

Section 7. For appointment to the ranks of Instructor Il to Assistant Professor IV, the candidates
shall be subject to the following requirements:
a. CCE points of at least 66 for the higher sub-rank of the Instructor position and at
least 88 for the Assistant Professor position;
b. Qualitative Contribution (QC) in instruction, otherwise known as Teaching
Effectiveness (see Rule VI);
c. Pass the Screening.

Section 8. Appointment to the rank of Associate Professor shall be subject to the following
requirements:
a. CCE points of at least 124;
b. QCin any two (2) of the other four functional areas, namely, instruction, research,
extension and production (see Rule VI)
c. Pass the Screening.

Section 9. The College President may seek the promotion of faculty members for meritorious
performance, provided that the aggregate number of sub-ranks involved in all such
promotions shall not exceed 15% of the total number of current authorized full-time faculty
members annually, provided further that such upward movements shall be limited to the
highest sub-rank of the assigned rank as indicated in the CCE. Upward movement to Associate
Professor ranks shall similarly be subjected to Screening.

B. Minimum Qualification Standards
Section 10. Based on the Civil Service Commission Memorandum Circular (CSC MC) No. 19, s.
2005 as amended by CSC MC No. 22, s. 2016, the following are the minimum qualification

standards:
POSITION SG | EDUCATION | EXPERIENCE TRAINING | RESEARCH OUTPUT COMMUNITY ELIGIBILITY
TITLE EXTENSION SERVICE
Instructor | 12 | Masterate None None None
I required: RA
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1080 (for

courses
requiring
BAR or
Board
eligibility)
Instructor | 13 | Masterate | 1 year of 4 hours None
I relevant of required: RA
experience | relevant 1080 (for
training courses
requiring
BAR or
Board
eligibility)
Instructor | 14 | Masterate | 2 years of 15 hours Local Outreach | None
I relevant of Unpublish Program | required: RA
experience | relevant ed Participati | 1080 (for
+VS training Research ve courses
Performanc Action/ap requiring
e Rating plied BAR or
Research Board
in any eligibility)
discipline
Asst. 15 | Masterate | 3 years of 20 hours Local Outreach | None
Professor | relevant of Unpublish Program | required: RA
experience | relevant ed Participati | 1080 (for
+VS training Research ve courses
Performanc Action/ap requiring
e Rating plied BAR or
Research Board
in any eligibility)
discipline
Asst. 16 | Masterate | 4 years of 20 hours Local Outreach | None
Professor + 12 units | relevant of Unpublish Program | required: RA
I Doctorate | experience | relevant ed Participati | 1080 (for
+VS training Research ve courses
Performanc Action/ap requiring
e Rating plied BAR or
Research Board
in any eligibility)
discipline
Asst. 17 | Masterate | 4 years of 25 hours Local Outreach | None
Professor + 24 units | relevant of Unpublish Program | required: RA
n Doctorate | experience | relevant ed Participati | 1080 (for
+VS training Research ve courses
Performanc Action/ap requiring
e Rating plied BAR or
Research Board
in any eligibility)
discipline
Asst. 18 | Masterate | 4 years of 28 hours Local Outreach | None
Professor + 36 units | relevant of Program required: RA
v Doctorate experience 1080 (for
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+VS relevant - Unpublish - Participati | courses
Performanc | training ed ve requiring
e Rating Research BAR or
- Action/ap Board
plied eligibility)
Research
in any
discipline
Associate | 19 | Doctorate | 5 years of 30 hours - Local Civic Welfare None
Professor | Degree relevant of - Unpublish | Service required: RA
experience | relevant ed 1080 (for
+VS training Research courses
Performanc - Action/ap requiring
e Rating plied BAR or
Research Board
in any eligibility)
discipline
Associate | 20 | Doctorate | 5 years of 30 hours | Community Based | Civic Welfare None
Professor Degree relevant of Action Research Service required: RA
I experience | relevant 1080 (for
+VS training courses
Performanc requiring
e Rating BAR or
Board
eligibility)
Associate | 21 | Doctorate | 6 years of 35 hours | Community Based | Civic Welfare None
Professor Degree relevant of Action Research Service required: RA
I experience | relevant 1080 (for
+VS training courses
Performanc requiring
e Rating BAR or
Board
eligibility)
Associate | 22 | Doctorate | 6 years of 35 hours | Community Based | Civic Welfare None
Professor Degree relevant of Action Research Service required: RA
v experience | relevant 1080 (for
+VS training courses
Performanc requiring
e Rating BAR or
Board
eligibility)
Associate | 23 | Doctorate | 7 years of 40 hours | Community Based | Civic Welfare None
Professor Degree relevant of Action Research Service required: RA
\ experience | relevant 1080 (for
+VS training courses
Performanc requiring
e Rating BAR or
Board
eligibility)

Section 11. Modified Point Allocation. The Common Criteria for Evaluation point equivalent of
the rank shall be as follows:

23




Faculty Rank Sub-Rank | SG Point Bracket
Instructor | 12 65
I 13 66-76
I 14 77-87
Assistant Instructor | 15 88-96
I 16 07-105
1 17 106-114
v 18 115-123
Associate Professor I 19 124-130
I 20 131-137
n 21 138-144
v 22 145-151
\ 23 152-158
C. Point System

Section 12. The Common Criteria for Evaluation (CCE) point system in determining faculty rank
and sub-rank is as follows:

Factors Maximum
Number of
Points

Educational Qualification 85

Experience and Professional Services 25

Professional Development, Achievement and Honors | 90

Total 200

The specific factors and guidelines for determining credit points are in Appendix A.

Section 13. All claims for CCE points shall be supported by the appropriate and pertinent
primary documents. Secondary documents shall not be accepted except in situations where
the primary documents have been lost or damaged through force majeure.

D. Qualitative Contribution Evaluation (QCE)

Section 14. In addition to the CCE, promotions to higher rank and sub-rank shall be subject to
QCE. QCE is the process of determining the eligibility of a faculty candidate for the particular
rank and sub-rank indicated by the CCE.

Section 15. Qualitative Contribution (QC) is the continuous improvement towards excellence
by a faculty member in all four (4) functional areas of the institution, namely: instruction,
research, extension and production. For placement or entry, performance during the period of
evaluation shall be considered.
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Section 16. For those seeking promotion to the higher sub-ranks of the Instructor and the
Assistant Professor positions, the QC shall be in the Teaching Effectiveness. The Teaching
Effectiveness of Instructors and Assistant Professor is evaluated using the following assessment
areas with the corresponding weighted points:
a. Commitment — 20%
b. Knowledge of the Subject - 20%
¢. Teaching for Independent Learning — 30%
d. Management of Learning — 30%
B. The evaluation is done by the (a) faculty concerned, (b) his peers, (c) his supervisor,
and (d) his student beneficiaries.
C. Each area of assessment has a number of criteria and allotted a total of 25 points.
The total raw points for the assessment areas is 100. The raw points garnered in each
of the four assessment areas is multiplied by the corresponding weight.
D. Inrating using the criteria, the scale of 1 to 5 is used, with 5 as the highest.
E. The faculty shall be evaluated regularly and the average rating is obtained for the
particular CCE implementation.
F. The following are the minimum points required under the QCE so that a faculty with
the appropriate CCE credits can be promoted:
SUB-RANK MINIMUM
POINTS
Instructor || 80
I 90
Assistant Professor | 80
[ 85
I 90
IV 95

Section 17. Teaching Effectiveness Criteria Definitions:

A. Commitment - This refers to a faculty member’s deep sense of responsibility to
render service for the development of the students’ well-being and for the
advancement of his/her discipline.

B. Knowledge of subject — This includes the faculty member’s scholarship and
expertise in his/her chosen field or discipline.

C. Teaching for independent learning — This pertains to the faculty member’s ability to
organize teaching-learning processes to enable students to maximize their learning
potentials.

D. Management of learning — This refers to the faculty member’s ability to create and
manage a conducive learning environment and at the same time guide, monitor
and evaluate student learning.

Section 18. Qualitative Contribution Evaluation for Associate Professors

A. Continuous improvement toward excellence shall include well-defined and well-
executed approaches aimed at enhancing the value of collegiate/university
education to the clientele the College pledges to serve. The improvements must be
in all four (4) functional areas of the College, namely: instruction, research, extension
and production.
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B. For those seeking promotion to the Associate Professor rank, the QC shall be in any
two (2) functional areas chosen by the candidate prior to any assessment year.

C. Ineach of the self-selected functional areas, the candidate’s qualitative contribution
shall be assessed based on clientele satisfaction, leadership, partnership
development, and community responsibility. The weights applicable are as follows:

RANK

INSTRUCTION RESEARCH EXTENSION PRODUCTION

Asso. Professor | 0.50 0.30 0.10 0.10

D. The evaluation is done by the ratee’s client, by the direct supervisor, by the
stakeholders in the completed projects, and by his external and internal
communities.

E. Each area of assessment has a number of criteria and allotted a total of 25 points.
The total raw points for the assessment areas is 100. The raw points garnered in each
of the four assessment areas is multiplied by the corresponding weight.

F. Inrating using the criteria, the scale of 1 to 5 is used, with 5 as the highest. The faculty
shall be evaluated regularly at the end of every academic year and the average
rating is obtained for the particular CCE implementation.

G. The total weighted points (maximum being 100) shall have the equivalent points

corresponding to the sub-ranks under the Associate professor rank as follows:

RANK QCE Weighted Points

MINIMUM | MAXIMUM
Associate Professors
1 76 80
2 80 85
3 86 20
4 91 95
5 96 100

Section 19. QCE Criteria Definitions:

A.

CLIENTELE STATISFACTION - This is a strategic concept for the overall institutional
image as the College seeks continuous improvement toward excellence. It is based on
the belief that the quality of education will improve as the clientele (i.e., students,
parents, community) assume more responsibility for the value of education they draw
from the institution. This demands constant sensitivity to clientele requirements and
measurement of the factors that drive clientele satisfaction. Equally, this demands
awareness of the latest developments in education and rapid response to the clientele-
requirements thereby improving both the quality of education and the relationships
with students, parents and the community.

LEADERSHIP - Professors (including board members and administrators) must create
clear and visible quality values within the educational system. Reinforcement of these
values and expectations requires personal commitment and involvement. Professors in
collaboration with administrators and instructors or board members, must create
strategies, systems and methods for achieving educational excellence. These systems
and methods guide activities and decisions of the college and encourage participation
and creativity by all.
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C. PARTNERSHIP DEVELOPMENT - The college should seek to build internal and external
partnerships that, promote cooperation/collaboration serving mutual and larger
community interests. These should consider longer-term objective as well as short-term
needs, thereby creating a basis for mutual investments. The building of partnerships
should address means of regular communication, approaches to evaluating progress,
means of modifying objectives, and methods to accommodate changing conditions.

D. COMMUNITY RESPONSIBILITY - Education quality objectives should reflect areas of
community citizenship and responsibility. These include ethics in education, support
for public safety, environmental safety, and sharing of quality-related information with
business, industry and government agencies within the community and the country.
Community responsibility also includes responsiveness to community needs and
processes to develop and maintain public trust.

Section 20. The Office of the Vice President for Research and Extension services shall verify the
QCE results of the faculty candidates.

E. Screening

Section 21. Screening by the FSB is a process for validating the eligibility of a faculty candidate
to the rank of Associate Professor or Professor. The process involves written exams, interviews
and presentation, particularly on substantive issues/questions related to the field of
specialization/discipline of the candidate. The written exams shall subject to the discretion of
the FSB.

Section 2. The applicant must pass the screening process in order to be hired or promoted.
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Section 1.

1.

Section 2.
1.

Article 2
Semestral Loading

Full-time Faculty Members

Mabalacat City College adopt flexi core work schedule for its full-time faculty
members. Full-time faculty members are required to render a total of thirty (30)
hours of work per week at the college, divided as follows: twenty-four (24) hours of
actual classroom instruction engagement and six (6) hours of consultation. As per
Resolution No. 34 Series of A.Y. 2014-2015.

Only loads in excess of twenty-four (24) units/hours shall be considered overloads
based on his/her educational rate considering that the overload courses are his/her
area of specialization and faculty member received at least Very Satisfactory in
Student’s Evaluation and in his/her IPCR for two (2) preceding rating periods.

A faculty member should not be assigned more than four (4) different
courses/subject within a semester as per CMO No. 52 s. 2007.

If in any case the faculty member assigned less than the required 24 units/hours of
teaching, the faculty member will be given administrative work or additional
assignment to complete the required number of working hours.

In no instance should the aggregate teaching load of faculty exceed 30 units
(inclusive of overload and teaching loads in a semester).

Teaching load per day of the faculty member should not exceed six (6) hours. CMO

Faculty members designated as College Officials (President, Vice-President and
College Secretary) and Institute officials (Dean, Program Head, Coordinator) are
entitles to the same Flex core hours of work per week. The Thirty (30) hours shall
include the embedded loads (if any), monitoring, planning, other administrative and
supervisory activities, and other assign task based on their work descriptions. As per
on MCC Charter 2016.

Faculty member with designation such as Field of Study Head are required to have
12-unit teaching load and 12-unit administrative work and Program Coordinators
are required to have 18-unit teaching load and community outreach projects. Loads
that excess of twenty-four (24) units/hours shall be considered overloads based on
his/her educational qualification.

Since the Civil Service Commission requires a total of forty (40) hours a week, there
is thus a difference of ten (10) hours. To compensate, faculty members must use the
ten (10) hours for teaching-related activities such preparation of lessons, checking
of papers, or research and community extension works. However, these may be
done inside or outside the College premises. As per Resolution No. 34 Series of A.Y.
2014-2015.

Part-time Faculty Members

In any case no full-time faculty member can teach courses/subjects, the FOSH or
Program Coordinators or Deans can hire part-time faculty member who can teach
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the course /s based on area of specialization with Master’s degree on that area of
specialization.

Part time faculty member will be paid according to their educational qualification.
Special rate will be given to the part time faculty member like CPA, Lawyers, Doctors
of Medicine as per Resolution No. 11, Series of 2014.
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Article 3
Duties and Responsibilities of Faculty Member

Section 1. Professionalism

1.
2.

ouvsWw

N

10.
11.

12.

13.

14.

15.

16.

17.

18.
19.

Every faculty member should observe the code of ethics for professional teachers.
Every faculty member should observe proper dress code and wearing Official school OD
all the times inside the campus. Thus, the Mabalacat City College will follow the
provision of the dress code and its section to each violation stated in CSC Memorandum
Circular No. 19, s. 2000.

Faculty member is strictly prohibited from smoking within the school premises.

No faculty member will accept any gifts, in any forms, as bribery from their students.
Faculty member is not allowed to sell anything his/her students.

No faculty member should ask for loan or financial assistance from students, and
parents.

Faculty member should observe the sexual harassment law of Republic Act 7877.
Faculty member should not impose his/her personal beliefs in politics, religion, or
norms to his/her students.

If any case, the faculty member has sentiments against in College policies, the faculty
member is not allowed to post in social media that directly damaging the credibility of
the College, instead he/she may raise his/her concern to the MCC Faculty Association
Officers or to his/her immediate supervisors.

Faculty members is expected to follow the College rules, regulations or policies.
Faculty member should observe and comply on the deadline dates of the assigned
documents.

Faculty member is expected to participate and/or support the College activities.
Faculty member is expected to attend faculty, institutional and college meetings.
Faculty member is not expected to complain on the result of meeting of he/she is
absent during the meeting.

All personal transactions of the faculty member should not perform during official
hours.

Faculty member should observe the importance of confidential matters to the students
or unauthorized or third parties that are not involve in the function of the College.
Faculty member should not reproduce the official documents of the college without
permission with the school authorities.

Faculty member is expected to follow the proper communication flow if he/she has a
concern that could affect his/her instruction or professionalism.

Faculty member should not have illicit relationship with the student of MCC.

Faculty member should refrain from assaulting or inflicting injury on other employees
of the College either physically, emotionally or morally within the College premises or
social media.

Section 2. Classroom Instruction

1. Faculty member should submit OBTL and Modules to their respective Deans one
week before the start of the semester.
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8.

9.

Faculty member should observe punctuality all the times in a semester and there is
an appropriate sanction about tardiness.

Faculty member is expected to orient his/her students on the first days of the class
together with MCC's Vision, Mission, and Core Values, course outline or OBTL plan,
classroom policies and course/final requirements.

Faculty member is expected to start and dismiss his/her classes based on his/her
class schedule.

Faculty member is expected to follow the course and room schedule. If in any case
there is a conflict with the schedule, the faculty member should inform his/her
immediate supervisor about the conflict. No faculty member is authorized to change
his/her schedule and have internal arrangement with the students about the course
schedule.

If the faculty member will be absent to his/her class schedule, the faculty member
should inform his/her the immediate supervisor and students and/or leave an
activity to their immediate supervisor.

Faculty member should return the corrected test papers to their students from
Prelim, Midterms, and Final periods.

Faculty member should provide copy of grades to his/her students and entertain
the student’s clarification with their grades from Prelim, Midterms and Final periods.
Faculty member should be transparent in his/her students in assigning grades
without prejudices.

10. Faculty member is expected to erase the writing on the board before leaving the

classroom.

11. Faculty member should follow the content of the OBTL.
12. Faculty member should teach their course assigned to him/her in the best of his/her

capacity leading to the realization of the College’s Mission and Vision.

13. Faculty member should entertain student that are asking for a special examination

for major exams if the student has a valid reason during examination day.

14. Faculty member should ensure that the names of their students are included in the

official list given by the registrar.

15. Faculty member should submit the test paper/s or rubric one (1) week before the

examination week.

Section 3. Submission of Grades and Clearance

1.

2.

3.

Every faculty member should use the institutional template/format for computing
the grades of their students upon the directives of theirimmediate supervisors.
Every faculty member shall submit the hard and soft copy of the grades on the
assigned date of submission. All report of grades must be submitted not later than
ten (10) days after the last day of the examination on Preliminary, Midterms and Final
Periods.

No faculty member shall change any grade after the soft and hard copies of grades
were submitted and she/he was clear on his/her clearance. In exceptional cases,
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where an error has been committed by the instructor, he/she may request authority
from MIS Office and Vice President for Academic Affairs to make necessary changes.

4. A faculty member shall be only issued clearance until upon compliance of all the
required submissions by their respective Institutes and by other concerned offices
such the Registrar for grades and the Library for books loaned.

Section 4. Consultation Hours

Each member of the faculty shall be available for student consultation for at least six (6)
hours a week during regular office hours. The faculty member shall determine his/her
consultation hours at the beginning of every semester or term subject to the approval of the
Dean. The time and day of consultation, as approved, shall be posted in a conspicuous place
for information and guidance of the students. Consultation hours are provided to help and
guide students in their registration, assignments, the progress of their academic work and
other curricular problems regarding their subjects.

Section 5. Special Class

If a student of MCC needs to be enrolled a required or prerequisite subject in order for
the student to complete the required academic requirement before graduation, the student
needs to write a letter for special class to the Registrar Office and follow the required format.
The student needs to secure the affirmation of the faculty member to teach the special class.
The student’s payment for this class is one hundred fifty pesos (PhP 150) multiply to the number
of units of the subject to be enrolled and multiply to fifteen (15) students. The faculty member
will be paid of 70% of the payment of the student the remaining 30% will serve as a payment
to the school since the tutorial class will make use of the school facilities. The faculty member
will only receive the payment for the tutorial class with proper documents to the finance office.
The copies of documents are approved request letter of the student, proof of payment (full
payment), enrolment form of the student, attendance sheet and copy of grades.

Section 6. Professional Responsibilities

Every faculty member should upgrade his/her professional competence to have up-to-
date information, policies and trends on their area of specialization to provide quality
education to their students and meet the College’s Mission and Vision.

Section 7. Research Involvement

Every faculty member should engage on the institutional research and extension
services. The Higher Education Institution is one of the prime sources of new knowledge,
innovations, and is expected to implement researches on respective communities and this will
lead to professional growth. Faculty members are also expected to mentor or encourage
students to generate new knowledge that could lead to the development of themselves or
their community.
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Please refer to the MCC Research Manual and Research Agenda from the MCC Research
Office for the guidelines provision and incentives in conducting research and mentoring
research to students.

Section 8. Community Involvement

The MCC Community Extension Service Program provides opportunities for faculty to
grow professionally and personally through community extension activities.

Every faculty member is required to participate in college-wide and institute initiated
extension programs and is also highly encouraged to propose either developmental,
facilitative or supplemental project either as a solo proponent or a member.

Please refer to the MCC Kayantabe Manual to be properly guided from MCC Extension
Office.

Section 9. Organizational Advising

The College recognizes the importance of developing creative and responsible student
leaders who will eventually assume the mantle of leadership in their chosen field of endeavor.
For this purpose, it seeks to encourage the formation of student groups who will pursue clearly
established common objectives and the initiation of directed endeavors set up along social,
recreational, cultural, religions, literary and education lines.

It shall be the responsibility of the Club Advisers/Moderators with Student Affairs
Coordinator to supervise and regulate the operations as well as the activities of all duly
recognized student organizations. This is to provide needed guidance for maximum
utilization of the students’ human potentials/resources and efforts towards the attainment of
goals and objectives as envisioned in their approved constitutions and by-laws.
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Article 4
Faculty Attendance

Section 1. Faculty members, except those covered by special laws, shall render not less than
eight (8) hours of work a day for five (5) days a week or total of forty (40) hours a week, exclusive
of lunch. The forty hours a week shall include time for teaching, student consultation, research
and extension work, and other activities relevant to teaching, e.g. preparation of lessons,
checking of papers, etc. which shall be left to the discretion of the governing board.

Section 2. It shall be the duty of each head of the division in the college to require all faculty
members under him/her to strictly observe the prescribed office hours, which may be
apportioned to teaching hours per week, student consultation per week, lesson preparation
per week, and research and extension services.

2.1 When the head of the division, in the exercise of his/her discretion, allows a faculty
member to leave the office during office hours not for official business but to attend social
events/functions and/or wakes/interments, the same shall be reflected in his/her daily time
record and charged against his/her leave credits.

2.2 Each head of the division in the college shall require a daily record of attendance of
all faculty members under him/her to be kept on the proper form and, whenever possible,
registered on the bundy clock or other verifiable recording system.

Section 3. When the interest of public service so requires, the daily hours of work of faculty
members may be extended by the President, which extension shall be fixed in accordance with
the nature of work. Provided, that work in excess of eight (8) hours must be properly
compensated.

Section 4. Faculty members who have incurred tardiness and under-time regardless of minutes
per day exceeding ten (10) times a month for two (2) consecutive months or two (2) months in
a semester shall be subject to disciplinary action.

Section 5. Part-time Teaching. To maintain the quality of education in teaching areas, MCC may
appoint teaching staff on a part-time basis provided that they meet the requirements of the
position.

5.1 Part-timers are contacted through contract of service or a job order.
5.2 Working hours of part -time faculty shall be as follows:
1. Part-time faculty members may be allowed to rendered an accumulated twenty

(20) hours per week instead of 4-four continuous service every working day,
provided, the needs of the college are served.
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2. The head of the division may, with the approval of the President and in the
exigency of the service, further reschedule the time of part-time faculty to satisfy
the 20-hour work week requirement, provided, that continuous service is
available to the college at all times during the week.

3. Part-time faculty may not be required to use the bundy clock/biometrics.
However, they shall be required to keep records of their attendance in a logbook
and accomplish CS Form 48 (DTR) consistent with the entries in the logbook for
accounting and auditing requirements.

Section 6. Flexi Time Schedule. Each head of the division in the college may allow flexible
working hours for faculty members so they can perform their four-fold functions of instruction,
consultation, research and extension services, provided that the prescribed forty (40) hours per
week shall be strictly implemented. Allocation of hours shall be accordance with CHED
Memorandum No. 30 s. 2009 and other applicable issuances and laws.
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Article 5
Classroom Observation and Evaluations

Section 1. Classroom Observation

The Dean and/or Field of Study Head or Subject Coordinator should have a periodic
classroom observation of teaching approaches and the students’ responses. After the
classroom observation and evaluation, the faculty member will be called for a post conference
by the Dean and/or Field of Study Head or Subject Coordinator to sign on the evaluation tool
as a confirmation the result of evaluation and that the recommendations of the Dean and /or
Field of Study Head or Subject Coordinator were clearly discussed to him/her.

Section 2. Individual Performance Commitment Rating/Strategic Performance Management
System

b. Faculty members are evaluated by their superiors on two aspects: teaching
performance and administrative responsibilities.

¢. The teaching performance covers teaching effectiveness in the classroom as
evaluated by their Deans or Field of Study Heads or Subject Coordinators, Peers
and Students. (Evaluation Tool : Appendix H)

d. The administrative responsibilities include compliance with school requisitions
and other administrative requirements. They are also evaluated by their
students every semester. Results of such evaluation may be used for supervision,
promotion, and input faculty development planning.

e. The performance efficiency rating of the faculty is based on the following

distribution:
VPAA/Dean/Program Head 40%
Peer 15%
Self 15%
Students 30%
Weighted Score 100%

36



Article 6
Moonlighting and Private Practice of Profession

Section 1. No officer or employee shall engage directly in any private business, vocation, or
without a written permission from the head of the Department. Provided, that this prohibition
will be absolute in the case of those officers and employees whose duties and responsibilities
require that their entire time be at the disposal of the Government. Provided, further, that if an
employee is granted permission to engage in outside activities, the time so devoted outside of
office hours should be fixed by the chief of the agency to the end that it will not impair in any
way the efficiency of the other officer or employee. And provided, finally, that no permission is
necessary in the case of investments made by an officer or employee which do not involve any
real or apparent conflict between his private interest and public duties, or in any way influence
him in the discharge of his duties, or in any way influence him in the discharge of his duties,
and he shall not take part in the management of the enterprise or become an officer or member
of the board of the directors. (Section 12 Rule XVIII of the Revised CSC Rules under Republic Act
No. 6713)

Section 2. Pursuant to CSC Memorandum Circular No. 5 s. 1999 and other CSC Circulars,
Republic Act. No. 6713 and RA 3019, all are enjoined to adhere to the following, to wit:

a. On Teaching Job
a.1. There shall be absolutely no teaching by Government officials and
employees during office hours even if the time spent is covered by
corresponding vacation leave.

a.2. Permission to teach may be granted only for subjects or courses which
are related to the particular field of work of the official or employee
concerned of for special fields or subjects where there is dearth of qualified
teachers;

a.3. If permission is to be granted, teaching load shall be limited to twelve
(12) hours a week, and in no case shall a government officer or employee be
allowed to teach more than three hours a day on regular working days
(Monday to Friday)

a.4. No official or employee shall be allowed to teach in any school or
institution over which he directly exercises jurisdiction, control, supervision,
or influenced by reason of his office or position in the Government in
contemplation of the Anti-Graft and Corrupt Practiced and the Prohibited
Acts under the Code of Ethics;

a.5. Officials and employees applying for permission to teach must be

physically fit in order not to prejudice the performance of their duties, and
for this purpose, they shall submit with their applications a record of their
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physical and medical examination showing such fitness, duly certified by a
government physician;

a.6. Request of teachers for permission to teach or practice of profession shall
be accompanied by a statement of his/her official loads with the schedule,
signed the College President.

a.7. To ensure compliance to load limitation, the applicant shall submit a
certification from the authorized official of the private school or entity, where
the profession is to be practiced, as to his/her loads with corresponding
number of units and the schedule, addressed to the College President.

a.8. The permission shall be good for one year except for college teaching
which hall be on a per Semestral basis;

a.9. Permission to teach may be withdrawn or revoked at any time whenever
the exigencies of the service so require, or if the herein conditions prescribed
has been violated. This is without prejudice to administrative on the part of
the applicant.

b. Other Jobs

No official or employee shall hold in any school, college, or university any
position or assignment involving management or administrative duties and/or
responsibilities.

Section 3. Private school engaging the services of public school teachers and employees after
official shall observe the limitation. The certification on load shall be deemed an official action
of the school concerned unless proven otherwise. As such, any untruthful certification from the
College on load or any entry thereof shall be acted upon accordingly.

Moonlighting shall be dealt with in accordance with law and rules.
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Article 7
Complaints and Grievance Machinery

Section 1. MCC shall establish its Grievance Machinery (GM) that is the best way address
grievance between and among faculty member and to promote harmony in the workplace and
foster the productivity of each faculty member.

1.1 A grievance shall be resolved expeditiously at all times at the lowest level possible
inthe college. However, if not settled at the lowest level possible, an aggrieved party
shall present his/her grievance step by step following the hierarchy of positions.

1.2 The aggrieved party shall be assured freedom from coercion, discrimination, reprisal
and biased action on the grievance.

1.3 Legal rules and technicalities shall not bind grievance proceedings. Even verbal
grievance must be acted upon expeditiously. The services of legal counsel shall not
be allowed.

1.4 The aggrieved party shall present a grievance verbally or in writing in the first
instance to his/her immediate supervisor. The latter shall, within three (3) working
days from the date of presentation, inform verbally the aggrieved party of the
corresponding action.

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

Section 2. Definition of Grievance. Grievance refers to work related issues giving rise to faculty
members dissatisfaction. The following cases shall be acted upon through the grievance
machinery:

a. Non-implementation of policies, practices and procedures on economic and
financial issues and other terms and conditions of employment fixed by law
including salaries, incentives, working hours, leave benefits and related terms
and conditions;

b. Non-implementation of policies, practices and procedures which affect faculty
and academic staff from recruitment to promotion, detail, transfer, retirement,
termination, lay-offs, and related issues that affect them;

Physical working conditions;

Interpersonal relationship and linkages;

Protest on appointments; and

All other matters giving rise to faculty members’ dissatisfaction and
discontentment outside of those cases enumerated herein.

Section 3. The following case shall not be acted upon through the grievance machinery:

S0 an

a. Disciplinary cases which shall be resolved pursuant to the Revised Rules
on Administrative Cases (RRACS);

b. Sexual harassment cases as provided for in RA 7877 and its implementing
rules; and
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c. Union related issues and concerns.

Section 4. Only permanent officials and faculty members, whenever applicable, shall be
appointed or elected as members of the Grievance Committee.

Section 5. In the appointment or election of the Grievance Committee members, their
integrity, probity, sincerity and celebrity shall be considered.

Section 6. The College shall constitute a “Complaints Grievance Committee” to receive, hear,
and resolve complaints and grievances. The committee shall be composed of the following:

Chair - Vice President for Academic Affairs

Member - Vice President for Administration
Dean of Institute where complaint is assigned
HRMO as Secretary

Representative CSC-accredited Faculty Association
If there is no accredited faculty association,
Representative chosen through general election
If any member is the one facing a complaint, another faculty shall be designated in his
place.

Section 7. The Grievance Committee shall establish its own internal procedures and strategies,
Membership in the Grievance Committee shall be considered part of the members’ regular
duties.

Section 8. The procedures in the filing of complaint of faculty are as follows:

8.1 Any faculty member with a complaint or grievance may air his/her complaint or
grievance orally to his/her immediate superior who shall resolve the complaint at
his/her level by holding a dialogue with the persons involved. If the complaint is not
satisfied with the result, he/she may request his/her immediate supervisor to endorse
in writing his/her complaint to the committee through channels. In case the complaint
or grievance is against the immediate supervisor, it may be aired directly to the next
higher supervisor.

8.2 The Committee shall resolve any complaint within five days.

8.3 In case any dispute remains unresolved after exhausting all the available remedies
under existing laws and procedures, the grievance may be elevated to the Civil Service
Commission Regional Office concerned only upon submission of a Certification on the
Final Action on the Grievance issued by the grievance committee. The CFAG shall
contain, among other things, the following information: history and final action taken
by the agency on the grievance.
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Article 8
Disciplinary Action

Section 1. Every faculty member is expected to comply and follow the College’s rules,
regulations and standards of acceptable behavior. Various level of disciplinary action has been
established in accordance with the Civil Service Law, hence any violation in the Civil Service
Law not written in this manual, the disciplinary action of Revised Rules in Administrative Cases
in Civil Service will be applied.

Section 2. The faculty member cannot be dismissed in the service if there is no prior
notification form the immediate superior or HRMO and/or does not undergo a due process.

Section 3. If the faculty member received at most Satisfactory Rating in IPCR/SPMS for at least
3 consecutive evaluations he/she will be dismissed in the service. For as long his/her immediate
superior mentored him/her and/or consistently monitor the progress or improvement of
his/her performance prior to the evaluation period.

Section 4. The guidelines of disciplinary action for various offenses shall be as follows:

DISCIPLINARY ACTION

OFFENSE th CLASSIFICATION
1t Offense 2" Offense 3" Offense 4
Offense
Professionalism
Gross
Insubordination .
. Suspension
or willful
violation of for 6 months
. and one day | Dismissal Grave Offense
written  rules,
.. to one year
policies and .
. suspension
regulation  of
the College
Suspension
for 6

Malingering or
feigning illness | Memo from
to avoid | HRMO

Suspension for | months
one to thirty |and one | Dismissal | Light Offense

. days day to one
assigned work y y
year
suspension
- Memo from | Suspension for
Receiving . .
. immediate 6 months and | .. . Less Grave
bribery  from . Dismissal
supervisor or | one day to one Offense
students .
HRMO year suspension
Collecting/ Memo from | Suspension for Dismissal Less Grave
soliciting immediate 6 months and Offense
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contributions
from students

supervisor or
HRMO

one day to one
year suspension

DISCIPLINARY ACTION

OFFENSE nd CLASSIFICATION
1%t Offense 2 34 Offense | 4*" Offense
Offense
Suspension
Dishonesty or | Memo for 6
Falsification of | from months
. . _ Less Grave
faculty member | immediate | and  one | Dismissal
. Offense
records or other | supervisor | day to one
College records | or HRMO year
suspension
Deliberate
misuse or
removal of Suspension
college records | Memo for 6
and/or any | from months
. . . . o Less Grave
confidential immediate | and  one | Dismissal
. Offense
from the | supervisor | day to one
College or HRMO year
premises suspension
without proper
authorization
Suspension
Theft or | for 6
plagiarism months
committed and  one | Dismissal Grave Offense
within the | day to one
College year
suspension
Unfair
discrimination
rendering Suspension
public  sieves | Memo for 6
due to party | from months
—_— . . . Less Grave
affiliation or | immediate | and  one | Dismissal
. Offense
preference, supervisor | day to one
gender, or HRMO year
economic suspension
status or
ethnicity
Moonlighting Suspension
or teaching in | for 6 | Dismissal Grave Offense
other months
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institution and one
without the | day to one
permission  of | year
the authorities | suspension
of the college.
Suspension
Failed to | Memo for 6
performed the | from months
code of ethics | immediate | and  one | Dismissal Less Grave
. . Offense
for professional | supervisor | day to one
teachers or HRMO year
suspension
Making,
publishing  or | Suspension
disseminating | for 6
any false, | months
VICK.)U.S' or | and one Dismissal Grave Offense
malicious day to one
statement year
concerning any | suspension
employee  of
the College
DISCIPLINARY ACTION
OFFENSE 1%t Offense 2" 34 Offense | 4*" Offense CLASSIFICATION
Offense
Suspension
for 6
Smoking within | Memo Suspension | months
the school | from for one to|and one | Dismissal Light Offense
premises HRMO thirty days | day to one
year
suspension
Suspension
Have an illicit | for 6
relationship months
with the | and  one | Dismissal Grave Offense
student of the | day to one
College year
suspension
Deliberate Suspension
assault or for 6
P - months Dismissal Grave Offense
inflicting injury and  one
on other
day to one
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employees  of | year
the College. suspension
Suspension
Not  wearing for 6
uniform or | Memo Suspension | months
inappropriate from for one to|and one | Dismissal Light Offense
clothing inside | HRMO thirty days | day to one
the College year
suspension
Instruction
Loafing or | Memo Suspension | Suspension | Dismissal Less Grave
leaving the | from for one to | for 6 Offense
class  without | immediate | thirty days | months
approval supervisor and one
or HRMO day to one
year
suspension
Unauthorized Memo Suspension | Suspension | Dismissal Less Grave
changing from for one to | for 6 Offense
rooms and time | immediate | thirty days | months
schedule supervisor and one
or HRMO day to one
year
suspension
DISCIPLINARY ACTION
OFFENSE 1% 2nd Offense 3 Offense 4t CLASSIFICATION
Offense Offense
Tardiness Light Offense
regardless of
number of
minutes Memo
from
1-4 times in 2 HRMO
months
Off-set of the
1-4 times a accumulated
month or minutes being
5-9timesa late for at least
month for a 8 hours in
semester or a Semestral or
year Christmas
break
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Failed to off-set
the
accumulated
late

or

10 timesin 2
months for a
semester or a
year

10 timesina
month

Suspension
for 6 months
and one day
to one year
suspension

Dismissal

Unauthorized
Absences

1 day absent

2 days
absences

Failed to off-set
the
accumulated
late

or

2.5 days
absencesin a
month

Memo
from
HRMO

Off-set of the
accumulated
minutes being
late for at least
8 hours in
Semestral or
Christmas
break

Suspension
for 6 months
and one day
to one year
suspension

Less Grave
Offense
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3 or more days
absences in a
month orina
year

Dismissal

Accumulation
of any three (3)
offenses within
a twelve (12)
months period

Dismissal

Grave Offense
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Article 9

Benefits Mandated by Law and Mabalacat City College

Section 1. GSIS, PAG-IBIG and PHILHEALTH Membership

Every faculty member is compulsory to be a member of the Government Service
Insurance System (GSIS), PAG-IBIG and PHILHEALTH. These government agencies will promote
security to every employee of the government. Upon retirement every employee will still have
their compensations, grant loans and aid on hospital bills.

Section 2. 13", 14 Month Pay and Clothing Allowance
As mandated by the government, permanent and casual employees are entitled to
these monetary incentives.

Section 3. Phones and SIM Cards
A faculty member is given by the College a mobile phone and sim card which will serve
as the official means of communication to students and to the administration.

Section 4. Health Card
A faculty member is also provided with a Health Card.

Section 5. Leave Benefits

1. As per Memorandum Circular No. 9 s. 2012 of Civil Service Commission, all faculty
members are entitled to proportional vacation pay (PVP) of 70 days of summer vacation plus
14 days of Christmas vacation. A faculty member who has rendered continuous service in a
school year without incurring absences without pay of not more than one-and-a half days (1-
1/2) is entitled to 84 days of proportional vacation pay.

2. Vacation Service Credits. The term “teacher vacation service credits” refers to the
leave credits earned for services rendered on activities during summer or Christmas vacation
or in the course of regular academic year as authorized by proper authority.

3. There are other kinds of leave benefits that the faculty member can use. Please refer
to the Appendix F and/or Omnibus Rules on Leave.

Section 6. Membership to Mabalacat Faculty Association

Chapter 8 of Memorandum Circular no. 19, s. 2005 of Civil Service Commission provies,
“faculty members can form or join faculty association/union of their choice for the furtherance
and protection of their interest. They can also form, in conjunction with appropriate authorities,
labor-management committees, work councils and other forms to workers’ protection
schemes to achieve the same objectives. High-level faculty members whose duties are
normally considered policy-making or managerial or highly confidential shall not be eligible to
join the faculty association and the faculty association, which been extended due to
recognition by Local Colleges and Universities governing board, shall register with the
Department of Labor and Employment (DOLE) and the Civil Service Commission (CSC)".
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CHED Memorandum Order No. 42, s 2016, provides a policy that the president of the

faculty association will be one of the members of the Board of Trustees in Local Colleges and
Universities.

Section 7. Juana at Work Policy

In support of gender equality and diversity, MCC created the Juana at Work Policy

(Appendix I), particularly for women in recognition of the dual function they do. The policy
provides the following privileges for female faculty members:

1.

15-MINUTE NAP

To provide additional rest to women who are given the primary and ongoing
responsibility for the care of a child one (1) year old and below, they shall be entitled to
an extra 15-minute nap time during work hours. This may be availed at any time of the
day on top of the regular breaktime at the health office/clinic provided that it will not
delay urgent tasks.

PRIORITY GRANT FOR LEAVE

To enable women to attend to their child/children’s special activities and milestones,
their leave application shall be given priority for approval. This is in cases wherein in one
office or department, two or more personnel file leave applications on the same date
and not all can be simultaneously granted, the women’s leave application shall be
prioritized. These special activities and milestones include, but not limited to, school
play, graduation, general assembly, card giving and birthday celebration.

FLEXIBLE WORK SCHEDULE

To allow women to carry out their duties and responsibilities as parents, they shall be
entitled for flexible working schedule provided that the required working hours under
the Civil Service Commission Memorandum Circular No. 01 series of 2017 are complied
with. They shall file formal request to their immediate supervisor and shall be subject to
approval of Human Resource Department.

ANSWERING PHONE CALLS DURING WORKING HOURS
To ensure that the needs of their child/children is/are properly addressed, the women
shall be allowed to answer the phone call of their child/children even during the

working hours.

Section 8. MCC Career Advancement and Pathing Program for Employee
Development (MCC CAPPED). The Civil Service Commission (CSC) sanctions the
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establishment of a program on career development and management in every
department or agency as specified in the Implementing Rule VIII, under Book V E.O. 292
of the Civil Service Law.

The MCC Career Advancement and Pathing Program for Employees Development, also
known as MCC CAPPED, is designed to provide College personnel, both teaching and
non-teaching, a process through which they can chart their professional development
goals within the context of the College’s resources and needs. It necessitates the fusion
of the personnel’s career goals and the College’s organizational needs.

The College, through the MCC CAPPED, shall invest in strengthening its capacity to build
a culture of coaching and mentoring in the organization to improve the performance
and effectiveness of its office/unit heads and employees.

8.1 Objectives:
The following are the specific objectives of MCC CAPPED:

1. To employ competent personnel in the fulfillment of the College’s mandate,
mission, vision, and goals;

2. To respond to the recognized need of individual personnel to grow in their
respective professions; and

3. To support the personnel’s career development by providing the structure and
processes necessary to facilitate their professional growth.

8.2 Guiding Principles and Policies

The following are the guiding principles and policies of MCC CAPPED:

1. The College shall put together a clear structure for its Career Advancement and
Pathing Program for Employee Development. The College shall treat the CAPPED as
a continuing priority and shall provide reasonable time, available space, adequate
funding, and other relevant resources.

2. Alllevels of management shall, within reason, accommodate the participants’ need
to attend their CAPPED-related responsibilities.

3. The College shall ensure that CAPPED is offered to all employees.

4. The College shall ensure that all documents and records pertaining to CAPPED shall
be treated with utmost confidentiality.

8.3 Implementing Procedures:

The Career Advancement and Rewards section of People Experience shall be
responsible in the development and implementation of the career planning and
development program of the College. Furthermore, the Career and Rewards section
shall act as the focal unit in monitoring and evaluating the implementation of MCC
CAPPED.
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1. The personnel shall assess one’s own personal fit as an employee of the College.
The personnel shall assess one’s knowledge, skills, abilities, attitudes and values,
and interests. These “data” combine to form the individual profile.

2. The office/unit head and the career advancement and rewards specialist shall
act as career coaches to the personnel. The career coaches and the personnel
shall agree on the latter’s personal profile.

3. The personnel shall match one’s personal profile with the possibilities of career
movement in MCC. The personnel shall choose three potential career targets on
which to base one’s Career Development Plan (CDP).

4. The personnel and the career coaches shall agree on the appropriateness and
practicality of the former’s career targets. They shall then agree on one career
path on which the personnel would focus.

5. The personnel shall design a CDP in pursuit of one’s career path. The CDP shall
lay out the personnel’s proposed plans and activities, the projected time frame
to complete each activity, as well as the resources that would be required for
such activities.

6. The personnel and the career coaches shall agree on the former’s CDP.

7. The personnel shall implement one’s CDP based on an agreed concrete plan for
monitoring and evaluating the extent to which the CDP objectives are being
met.

8. The career coaches shall continue to provide a supportive atmosphere to the
personnel and perform regular monitoring and appraisal.

Section 9. MCC Learning and Development Deals for Employment Readiness (MCC
LADDER). The Rule VIl of the Omnibus Rules Implementing Book V of Executive Order
no. 292 mandated the creation of a work environment conducive to employees’
development of knowledge, skills and attitude. Therefore, there must be an established
continuing professional development program for all agency personnel at all levels.

The Learning and Development section of People Experience in Mabalacat City College
is committed to the holistic development of employees. Specifically, it aims to elevate
employees’ professional qualifications, to equip them with the proficiencies and skills
required of their job positions, and to improve their human relation skills. Thus, the
creation of the MCC Learning and Development Deals for Employment Readiness, also
known as MCC LADDER.

9.1 Objectives:
The following are the specific objectives of MCC LADDER:
1. Provide a program of development which shall be made up of existing and
proposed development mechanisms;
2. Provide access to all employees to developmental opportunities suited to their
identified needs for their current position and possible career advancement; and
3. Ensure that the development initiatives would reach the right employees and
there will be return-on-investment from these programs.
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9.2 Pertinent Policies

1.

Permanent faculty or personnel, whenever possible or applicable, may be sent
on training or seminar at the College’s expense and with authorized Travel
Order.

Faculty and personnel on casual status may also be sent on training or seminar
as may be deemed necessary at the College’s expense and with authorized
Travel Order.

Permanent and casual faculty and personnel may also attend training or seminar
at their own expense provided there is an approved Travel Order.

Faculty and personnel may take turns in undergoing trainings/seminars to give
equal opportunity for all.

The faculty and personnel must participate only in training/seminar within
his/her field of specialization or area, or to prepare him/her for future tasks or
responsibilities.

For international paper presentations, the College may shoulder the registration
fees of the concerned faculty/personnel. The faculty/personnel’s counterpart
shall be his/her travel expenses. In some cases, the College may fund in full the
registration and other expenses depending on the availability of funds.

9.3 Implementing Guidelines
The College supports the personal-professional development of its people through the
MCC LADDER program. On this premise, the following guidelines are adopted:

1.

The MCC LADDER request form shall be accomplished by the participant or
his/her supervisor to process the request for training. Attached to the request
form is an official invitation from the sponsoring organization or institution. The
invitation must be endorsed by CHED whenever applicable, and the sponsoring
organization/institution must preferably be accredited by the Professional
Regulations Commission (PRC).

The MCC LADDER request form shall be reviewed and evaluated by the
committee composed of the immediate supervisor, the Vice President of the
department where the participant belongs, the L&D Officer, and for approval by
the President.

Upon approval of the training request, the L&D Officer shall process the Travel
Order of the participant. No faculty/personnel shall be deemed to be on official
business unless with an approved Travel Order.

The MCC Finance Officer shall process the release of registration fees and other
allowances.

9.4 Responsibility of the Faculty/Personnel

The faculty/personnel sent on training is expected to complete the number of
hours/days of the training, learn as much as he/she can, and conduct herself/himself
in a manner as a representative of the College.

1.
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2. The faculty/personnel must submit to the MCC Finance Officer a liquidation form
with attached official receipts on incurred expenses, within five (5) working days
after the training.

3. The faculty/personnel must submit to the L&D section a copy of Certificate of
Attendance/Participation/Completion within fifteen (10) working days from the
completion of the training program.

4. AFeedbackReport must be submitted to the supervisor or office/unit head and L&D
section within ten (10) working days after the training.

5. The faculty/personnel must be willing to conduct echo seminar as may be required.

9.5 Service Obligation

The faculty/personnel who availed of the MCC LADDER program shall serve compulsory
service obligation to MCC after the completion of training.

1.

The duration or specific coverage of the obligation shall vary depending on the
cumulative cost of training fee for the year, as follows:

Training Cost (cumulative per year) Duration of Service Obligation
PHP50,000 6 months
In excess of PHP50,000 Pro-rated

2. There will be no service obligation if the cumulative cost per year is less than
PHP50,000.

3. Technical training, whether held locally or abroad, are included in the
determination of the cumulative training cost per year and the corresponding
service obligation.

4. For coterminus employees, the duration of their service obligation shall be
within the term of the officials to whom they are coterminus with.

5. For employees with temporary appointment, their service obligation shall be
within the duration or term of their appointment.

6. Employees with existing service obligation are still eligible to attend training and
certificate courses for the succeeding year. However, every new service
obligation incurred shall be rendered immediately after the previous service
obligation has been served.

7. Employees with existing service obligation are still eligible to attend training and
certificate courses for the succeeding year. However, every new service
obligation incurred shall be rendered immediately after the previous service
obligation has been served.

8. However, if the reason is beyond the employee’s control (e.g., death, dreaded

disease, imminent danger to his/her life or family, etc.) as validated by the L&D
section, an employee will not be asked to refund the cost of training.

Section 10. MCC Significant and Top-Notch Achievements Reward System (MCC
STARS). The College shall have an established incentive award system to motivate and
reward employees and officers whether individually or as a group for their suggestions,
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outputs, accomplishments and other contribution to the improvement, efficiency or
excellence of the its services to foster ingenuity, innovation, integrity and productivity.
This is the College’s counterpart of Program on Awards and Incentives for Service
Excellence (PRAISE) by the CSC.

However, MCC STARS shall not be limited to motivational awards customary to
government agencies. It also recognizes other forms of awards such as those that
promote relaxation, recreation and work-life balance for employees.

10.1 Objectives
The following are the specific objectives of MCC STARS:

1. To establish a system for identifying, selecting, rewarding and providing
incentives to deserving College officials or officers, faculty members and non-
teaching personnel or employees;

2. To identify outstanding accomplishments, best practices of College officials or
officers, faculty members, non-teaching personnel or employees on a
continuing basis;

3. To recognize and reward accomplishments and innovations periodically or as
the need arises; and

4. To provide incentives and interventions to motivate College officials and
officers, faculty members, non-teaching personnel or employees of the College
who have contributed ideas, suggestions, inventions, discoveries, superior
accomplishments and other personal efforts.

10.2 Policies

1. The System shall adhere to the principle of providing incentives and awards
based on performance, innovative ideas and exemplary behavior.

2. The System shall emphasize timeliness of giving award or recognition. Aside
from conferment of awards during the traditional or planned awarding
ceremonies, the spirit of on-the-spot grant of recognition shall be
institutionalized.

3. The System shall provide both monetary and non-monetary awards and

incentives to recognize, acknowledge and reward productive, creative,
innovative and ethical behavior of faculty members through formal and informal
modes.
For this purpose, the System shall encourage the grant of non-monetary awards.
Monetary awards shall be granted only when the suggestions, inventions,
superior accomplishments and other personal efforts result in monetary savings,
which shall not exceed twenty (20) percent of the savings, generated.

4. Atleastfive (5) percent of the People Experience Funds shall be allocated for the
System and incorporated in MCC’s Annual Work and Financial Plan and Budget.
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10.

11

The System shall be institutionalized through the creation of STARS Committee.
The STARS Committee shall have the following composition:

Vice President for Administration (Chairperson)

Head of People Experience (Member)

Director of Quality Assurance (Member)

Faculty Association President (Member)

NTP Association President (Member)

Career Advancement and Rewards Specialist (Secretariat)

The Vlce President for Administration shall be responsible in overseeing the
System’s operation and the Career Advancement and Rewards Unit shall serve
as the System’s Secretariat.

The STARS Committee shall ensure that productivity, innovative ideas,
suggestions and exemplary behavior can be identified, considered, managed
and implemented on a continuing basis.

The STARS Committee shall be responsible for the development, administration,
monitoring and evaluation of the awards and incentives system of the College.
The College President, however, may employ an external independent body to
assist the STARS Committee to judiciously and objectively implement the system
of incentives and awards.

The STARS Committee shall establish its own internal procedures and strategies.
Membership in the Committee shall be considered part of the member’s regular
duties and responsibilities.

TP an o

. All permanent employees with regular plantilla items who meet the criteria for

each specific award shall be entitled to receive the award including those whose
responsibilities include the making of suggestions, formulation of plans and
policies or making recommendations to achieve greater efficiency and economy
in MCC.

10.3 Search/Screening Procedures

1.

Competition among Candidates or Nominees.

Candidates/nominees for any of the awards, whether by individual or group
categories, shall compete among themselves and be screened based on the
criteria or standards, requirements and process provided by MCC STARS.
Grounds for Disqualification.

Notwithstanding as may be provided in pertinent provisions of CSC circulars,
rules and regulations, candidates/nominees for any of the awards shall have no
pending and/or had not been found guilty of any administrative, criminal or civil
case relative to the performance of his/her duties and obligations in the College.

Provided, that a pending case shall refer to any complaint that has already gone
through preliminary investigation and that a formal charged has been filed
against a candidate or nominee before a competent tribunal before thirty (30)
days the official acceptance of letter of intent or nomination. Provided, further,
that a pending case that has already been considered dismissed and awaiting a
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formal resolution shall not disqualify a candidate or nominee from participating
in the screening process after submitting a certification issued by the
investigation committee or body.

Prohibition of Multiple Claims of Incentives for Best Employees Award and Best
Organizational Unit Award.

Given the multi-tasking mechanism observed in the College, multiple claims of
incentives by any awardee for Best Employees Award and Best Organization Unit
Award in a given year are strictly prohibited in whatever form and conditions.
The awardee or awardees shall be entitled to the incentive whichever is higher.
Entitlement of Incentives for Awards Other Than Best Employees Award and Best
Organizational Unit Award.

College officials or officers, faculty members, non-teaching personnel or
employees shall be entitled to incentives for awards other than Best Employees
Award and Best Organizational Unit Award based on the criteria, standards and
requirements prescribed under existing laws, rules and regulations.

10.4 Types of Awards

1.

International Awards
These are awards given to a permanent employee who has been recognized
internationally by prestigious organization for his/her outstanding performance,
innovative ideas and inventions, exemplary behavior and extra-ordinary acts
and services in the public interest and other pre-determine criteria of such
organization.
National Awards
The College may participate through nominations in the search for deserving
employees who may be included in the screening of candidates for national
awards given by other government agencies, private entities, NGOs and other
award-giving bodies such as the:
a. Presidential Lingkod Bayan Award
b. Civil Service Commission of the PAGASA Award
¢. Outstanding Public Official/Employee or Dangal ng Bayan Award
d. Other Awards (given by other government agencies, private institution
or NGOs to an individual or team for contributions of an idea or
performance that directly benefited the government)

Qualifications for Nomination

e Have rendered at least three (3) years of continuous government service
as of deadline of nominations’ submission. Accomplishments for which
nominee is being recognized for should also be made with the last three
(3) years immediately prior to nomination and have been consistent and
continuously carried out by the nominee during the said period:

e Have a performance rating of at least Very Satisfactory for four (4) rating
periods prior to the nomination; and
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e Have not been found guilty of any administrative or criminal offense
involving moral turpitude at the time of nomination.

3. Regional Awards
The College also seeks to recognize a permanent MCC employee who is a
recipient of an award in a regional level for his/her excellent public service,
exemplary behavior and other significant contributions.
4. Local Awards
These are awards given to permanent teaching and non-teaching personnel
who received an award, honor and citation within the province, city or their
municipality in recognition of their outstanding community service, exemplary
behavior and conduct, and significant contributions in their field of
specialization or profession.
5. College Awards
These are awards to recognize personnel who embody service excellence,
dedication, admirable qualities and conduct or whose achievements and
contributions have resulted to the successful attainment of the College goals
and accomplishing the office/institute targets.
a. Best Faculty Award
The committee will select among all the awardees of the same
award in the institute category to determine who has
demonstrated the deepest commitment to teaching and has
made notable  contributions to  his/her field of
study/specialization.
b. Best Non-Teaching Staff Award
This is granted to a non-teaching personnel who excelled among
all the winners from office category in terms of excellent service,
exemplified key components of the College mission, and fostered
admiration and leadership among colleagues.
c. Best Organizational Unit Award
This is granted to the top performing organizational unit which
may be an office, unit, institute or section on the bases of meeting
the organization’s policies and targets, outstanding services and
accomplishments, productivity, teamwork and cooperation and
significant contributions for the improvements of the university.
d. Perfect Attendance Award
It is the award accorded to a non-teaching personnel who was
never late and consistently arrives in the College earlier or on time
and had not been absent nor on leave (except for Special Privilege
Leave and Forced Leave) for one Academic Year.
e. Outstanding IPCR Rating Award
The College gives due recognition to all personnel who received
an outstanding rating in their Individual Performance
Commitment Review (IPCR) for every rating period.
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6. Office/Institute Awards

a.

Best Faculty Award

This is granted to a faculty member of each institute who has
demonstrated an outstanding teaching initiative that inspired
student learning through innovative pedagogy, and whose
contributions in the attainment of the thrusts of the College as to
instruction, research and extension directly benefited significant
number of people in the institute and the community.

Recipients of this award will be automatically nominated by the
Committee for the same title of award in College category.

Best Non-Teaching Staff Award

This award is given to an outstanding permanent non-teaching
personnel of each office for exemplary performance in the
delivery of services and exemplifying positive work attitude and
values.

Recipients of this award will be automatically nominated by the
Committee for the same title of award in College category.

10.5 Types of Incentives
1. Loyalty Incentive
This is a type of incentive presented to permanent personnel by virtue of the
length of service they have rendered in the College.

a.

b.

For 10 years of continuous service at MCC - Plaque of
Appreciation and personalized MCC watch will be given.

For 15 years of continuous service at MCC - Plaque of
Appreciation and 18K Gold Plated MCC Service Pin will be given.
For 20 years of continuous service at MCC - Plaque of
Appreciation and 18K Gold MCC Ring will be given.

For 25 years of continuous service at MCC - Plaque of
Appreciation and 18K Gold MCC Bracelet will be given.

For 30 years of continuous service at MCC - Plaque of
Appreciation and 18K Gold MCC Necklace will be given.

For 35 years of continuous service at MCC - Plaque of
Appreciation and 18K Gold “35 years-engraved” MCC Pendant will
be given.

For 40 years of continuous service at MCC - Plaque of
Appreciation and 18K Gold “40 years-engraved” MCC Pendant will
be given.

2. Length of Service Incentive
This incentive is given to an employee who has at least three (3) years of
continuous satisfactory service in the same position. The cash award shall be

57



incorporated in the salary adjustments following the Joint CSC-DBM Circular
No.1, s. 1990.

3. Career and Self-Development Incentive
This is granted in recognition of an individual who has satisfactorily completed
a course or degree within or outside the country at one’s own expense. A plaque
of recognition may be given to qualified individuals.

10.6 Forms of Awards and Incentives

1. Compensatory Time-Off - granted to an employee who has worked beyond
his/her regular office hours on a project without overtime pay.

2. Flexiplace — work arrangement allowed for qualified employee/s who has
demonstrated responsibility, initiative, and capacity to produce output/result
and accomplishment outside of the workplace subject to the established
guidelines.

3. “Salu-salo” Together — meal hosted by superiors or supervisors for employees
who have made significant contributions.

4. Personal Growth Opportunities — incentives which may be in the form of
attendance in conferences on official business, membership in professional
organizations, books, journals, industry immersion, travel packages and other
learning opportunities.

Trophies, Plaques and Certificates

Monetary Award

Travel Packages

Other Incentives - incentives in kind which may be in the form of merchandise,
computers, cellular phones, reserved parking space, recognition posted at the
Wall of Fame, feature in College publications, and others.

© N

Section 11. MCC Scholarship for Professional Advancement through Continuing
Education (MCC SPACE). The Presidential decree No. 907, also known as the Civil
Service Law, is the legal basis of this program. Section 1, Chapter 6, Book V of Executive
Order 292 of 1987 states that every department or agency needs to have a continuing
program for career and personnel development for all agency personnel at all levels,
and shall create an environment or work climate conducive to the development of
personnel skills, talents and values for better public service.

Mabalacat City College is committed to providing opportunities for the growth and
development of its people which are deemed as its most important assets. Thus, the
creation of the MCC Scholarship for Professional Advancement through Continuing
Education or MCC SPACE.

The implementation of the MCC SPACE program shall also provide an opportunity for

employees to demonstrate their commitment to the College’s mission, vision and
values.
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11.1 Objectives:
The following are the specific objectives of MCC SPACE:

1.
2.

To provide educational assistance to employees through scholarship grants;

To institutionalize a system of providing employees access to opportunities for
continuing education; and

To enhance the competencies and capacities of employees for improved work
performance.

11.2 Guiding Principles and Policies

1.

2.

3.

4.

The College shall ensure the equitable distribution of educational and
professional development opportunities for all interested and qualified
employees.

There shall be no discrimination in the selection of candidates with regards to
gender, civil status, age, religious belief, ethnicity or political affiliation.

There shall be consultation and discussion between the interested employee
and his/her immediate supervisor prior to application of scholarship.
Scholar/Grantee shall adhere to the terms and conditions specified in the
scholarship contract between the scholar/grantee and the College to ensure
return of investment to the College.

11.3 Continuing Education Committee

The Continuing Education Committee (CEC) shall be the mandated committee that will
ensure the effective implementation and execution of these policies, and when
appropriate, recommend enrichment to this program.

The CEC shall be composed of the following:

a
b.
C.
d

VP for Administration (Chairperson)

VP for Academic Affairs (Member)

Head of People Experience (Member)

Learning and Development Officer (Secretariat)

11.4 Qualification Requirements
An employee who is interested to avail of the scholarship may apply provided he/she
possesses the following qualifications:

1.

Must have rendered at least two (2) years work experience in the College as
permanent, casual, contract of service or job order, and must have assumed and
performed current function for at least two (2) years at the time of application;
Must have at least a Very Satisfactory performance rating for the last two (2)
rating periods;

Must have no pending administrative and criminal case at the time of
application;
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Must have no current service obligation from previous scholarship or other
educational assistance availed of except those who will be taking professional
examinations for the first time;

Must have no pending local or foreign scholarship/training applications; and,
Must be willing to comply with the terms of the educational support and carry
out responsibilities as scholar/grantee.

11.5 Implementing Procedures
This section describes the major processes involved in selecting scholars/grantees of
MCC SPACE. The Learning and Development (L&D) Officer of People Experience shall be
designated as officer-in-charge of this educational support mechanism and act as the
Secretariat to the Continuing Education Committee (CEC).

1.

Posting/Announcement

The L&D Officer shall prepare invitations for scholarship to all offices/units
through a memorandum signed the by CEC Chairperson. This shall be
disseminated via Microsoft Teams.

Pooling of Applicants/Nominees

Interested and qualified employees shall express their intent to avail of
scholarship through a formal letter addressed to the Continuing Education
Committee with an endorsement letter from their respective office/unit head
and will accomplish the application form for MCC SPACE.

In some cases, the office/unit head may nominate his/her qualified staff based
on the relevance of the course of program to the function of the staff but the
employee must be well-apprised and has agreed to the nomination prior to
submission to the Committee.

Initial Screening

The L&D Officer as Secretariat shall initially review the qualifications of nominees
based on the requirements set by the College and the completeness and
accuracy of documents submitted by the nominating office/unit.

If application/nomination is in order, the Secretariat prepares a matrix of
applicant/s for CEC deliberation. If not in order, the Secretariat informs the
nominee through a memorandum indicating what is lacking or the necessary
action needed to undertake.

The L&D Officer shall maintain a pool of employees who plan to pursue their
studies and are potential candidates for scholarships. Anytime a slot is vacated,
the L&D Officer shall call for nominations from offices/units.

Deliberation

The Continuing Education Committee shall convene and deliberate nominees
for scholarship using the selection criteria below:

Criteria Point System

60 points
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Relevance to the course/ scholarship program to: (@+b+c)
a. Office/Unit mandate or functions
b. Actual duties or position of the applicant
c. Career development and potential of the applicant to
assume higher functions and responsibilities
Very relevant 20
Fairly relevant 15
Relevant 10
Less relevant 5
Not relevant 0
15 points
Actual years of service in the College:
More than 10 years 15
More than 5 years to 10 years 10
2 years to 5 years 5
10 points
Performance rating:
Outstanding 10
Very Satisfactory 5
15 points
Continuing education scholarship program availed in the past
five years in the College
has not availed 15
has availed once and complied all the 10
requirements of the previous grant/s
has availed more than once and complied all the requirements of 5
the previous grants

Nominee/s who meet the criteria with a cut-off score of at least 80 points shall be
recommended for scholarship slot/s or grant. Based on the results, the CEC will
select/identify the most viable nominee of the College.

A personal interview or written examination may be conducted by the CEC as deemed
necessary to select deserving employees for scholarship.
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However, for the following cases, the CEC may recommend nominee/s thru a
referendum based on the pool of potentials and/or endorsement of the office/unit
heads, to wit:

a. Thereis a lone candidate to the scholarship;

b. The deadline for submission of nominee/s or scholar/s is within two weeks or 10
working days and there is not enough time for the CEC to conduct deliberations;
and/or

¢. The CEC cannot convene due to lack of quorum.

5. Endorsement to Approving Authority
The results of the deliberation/screening shall be endorsed by the CEC to the
College President for approval.

The L&D section will inform all applicants on the result of their applications
through a memorandum.

6. Awarding of Scholarship
Employees who have been selected by the CEC shall be assisted by the L&D
sectioninaccomplishing the scholarship contract prior to academic undertaking
and to require submission of all other documentary requirements.

7. Monitoring and Evaluation of Scholar
All scholars are required to provide the CEC, thru the Secretariat, updates/status
of their academic undertaking/load quarterly for monitoring purposes.

Scholars shall submit a certified copy of his/her grades and
enrolment/registration form with a month after the semester ends.

The L&D section acknowledges, reviews, and evaluates the submitted
documents of the scholar.

11.6 Service Obligation

The scholar/grantee shall serve compulsory service obligation to MCC after the
completion of grant to ensure return of investment (ROI). The duration or specific
coverage of the obligation shall be determined accordingly and stipulated in the
scholarship contract.

Duration of Scholarship Service Obligation
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For every year or a fraction thereof not less than 6
months

one (1) year

Six (6) months and below

six (6) months

11.7 Penalties

As a general rule, a scholar/grantee who fails to meet the conditions of the grant
through his/her own fault or neglect, resignation or voluntary separation, shall pay the
actual amount of the grant and the total compensation and benefits received during
the duration of the scholarship.

However, if the scholar has rendered at least 50% of the required service obligation, the
proportionate refund of the monetary value of the scholar’s obligation to the College
shall be computed as follows:

R= (SOR-S0OS) x TCR
SOR

where: R = Refund

TCR = Total Compensation Received
(Gross salary, allowances, and other benefits received
while on scholarship program)

SOS = Service Obligation Served
(Rounded off to the nearest month)

SOR = Service Obligation Required
(Rounded off to the nearest month)

An agreement of the refund shall be made between the scholar and MCC. Payment on
installment basis through salary deduction should not exceed three (3) years.

In case of separation from MCC due to resignation, the employee shall pay in full the
equivalent monetary cost of the remaining obligation.

However, in case of transfer to other government agencies, continuation of service
obligation may be allowed given the following conditions:

a. reason for transfer is due to promotion in position/rank; and
b. the grantee has rendered at least 50% of the required service obligation in
MCC.

The refund of all expenses may be condoned in the following instances:
abolition of the office

dissolution of the position being held by the scholar/grantee
non-renewal for contractual employees

death or permanent disability

onNn oo
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Section 12. Other Benefits

Based on Batas Pambansa Blg. 232 (The Education Act Of 1982), Section 10 (Right of All
School Personnel) and Section 11(Special Rights and/or Privileges of Teaching or Academic
Staff), the following are enjoyed by a faculty member:

1. free expression of opinions and suggestions;

2.to be provided with free legal service by the appropriate government office in case of
public-school personnel and the school authorities concerned in case of private school
personnel, when charged in administrative, civil and/or criminal proceedings, by parties
other than the school authorities concerned, for actions committed directly in the lawful
discharged of professional duties and/or in defense of school policies;

3. establish join, maintain labor organization of their choice to promote their welfare
and defend their interest;

4. to be free from involuntary contributions except those imposed by their own
organizations;

5. right to be free compulsory assignment not related to their duties defined in their
appointment or employment contracts unless compensated thereof. (Additional
compensation Sec. 14 R.A. 4670- at least 25% his regular remuneration);

6. right to intellectual property;

7. teachers are persons in authority when in lawful discharge of duties and
responsibilities...shall therefore be accorded due respect and protection
(Commonwealth Act No. 578); and,

8. teachers shall be given opportunity to choose career alternatives for advancements.
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Article 10
Program on Awards and Incentives for Service Excellence (PRAISE)

Mabalacat City College shall establish its own faculty suggestions and incentive awards
system which shall encourage creativity, innovativeness, efficiency, integrity and productivity
in the public service by recognizing and rewarding faculty members individually or in group
for their suggestions, inventions, superior accomplishment and other personal efforts which
contribute to the efficiency, economy and other improvement in government or for other
extraordinary acts or service in the public service.

Section 1. The PRAISE shall adhere to the principles of providing incentives and awards
based on performance, innovative ideas and exemplary behavior.

Section 2. The PRAISE shall give emphasis on the timeliness of giving award or
recognition. Aside from conferment of awards during the traditional or planned awarding
ceremonies, the spirit of on-the-spot grant of recognition shall be institutionalized.

Section 3. The PRAISE shall both monetary and non-monetary awards and incentives to
recognize acknowledge and reward productive, creative, innovative and ethical behavior of
faculty members through formal and informal modes.

3.1 For this purpose, the system shall encourage the grant of non-monetary awards.
Monetary awards shall be granted only when the suggestions, inventions, superior
accomplishments and other personal efforts result in monetary savings.

Section 4. The College shall encourage improved productivity and efficiency among
faculty members through appropriate recognition based on performance, innovations, ideas
and exemplary behavior.

Section 5. All permanent members of the faculty with regular plantilla items who meet
the criteria for each specific award shall be entitled to receive the awards including those
whose responsibilities include the making of suggestion, formulation of plans and policies or
making recommendations to achieve greater efficiency and economy in the institution.

Section 6. Recipients of honor awards shall be given preference in promotion and in
training grants and scholarships.

Section 7. The HRMO of the Mabalacat City Government shall enter into the personnel
file any award of honor received by any member of the faculty.
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Article 11
Online and Social Media Etiquette

A faculty member is expected to conduct himself/herself online and on social media as he/she
would anywhere being a person in authority in accordance with the core values of MCC.
Section 1. Online Decorum. A faculty member must exercise due diligence in all his/her posts
and must use appropriate language and tone in all online posts.

Section 2. Data Privacy. A faculty member must strictly abide with confidentiality rule and must
not disclose any proprietary and sensitive information of the school.
of your posts.

Section 3. Interacting with Students. A faculty member must use social media with utmost
sense of responsibility and preferably through a group page with a particular class for academic
concerns.

Section 4. On personal posts. Think before you click. A faculty member must take utmost
precaution on his/her personal posts as such has a massive reach. What a faculty member posts,
speaks not only about him/her but also of the Institution.

Article 12
Retirement

Section 1. Unless appropriate authorities extend the service, retirement shall be
compulsory at sixty-five (65) years of age.

1.1 Extension of service may be requested by the President or the appropriate
authorities to complete the fifteen-year service requirement. A faculty member may
be allowed to continue in the service in accordance with civil service rules and
regulations.

1.2 Service of the President, whose performance has been unanimously rated as
Outstanding and recommended by the Search Committee, may be extended by the
governing board beyond the compulsory age of retirement by not later than age of
seventy (70).

Article 13
Transitory Provisions

Except as otherwise provided in the ALCU Merit System, rights vested or acquired under
established system prior to the effectivity of this System shall be respected.
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Article 14
Responsibility

The President, Board of Trustees, Chief of Staff, Vice Presidents, the Deans, Head Units
and Human Resource Management Officer (HRMO) shall be responsible for the implementation
and maintenance of this FACULTY MANUAL. The initiative and active participation of the HRM
Officer shall be expected in the proper implementation of this FACULY MANUAL.

Article 15
Amendment

This Faculty Manual shall be subject to amendment/revision by the MCC Faculty
Association, Academic Council and Board of Trustees.

Article 16
Effectivity

This Faculty Manual shall take effect upon approval by the Board of Trustees. Every
faculty member shall be furnished a copy of the approved Faculty Manual.
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APPENDIX A
ALCU Unified Merit System for Faculty Members of Local Colleges
and Universities of the Civil Service Commission MC No. 19, s. 2005

Republic of the Phiippines ) Yoars of Service:

T . i " Cwil Sapdice al 35 Besl,
Civil Service Commission
Consifiuion Hils, Bricsang Pambursa Comgle, Diiman 1926 Guezon Clty Hmmfm'iuﬂi

MC No.19,s. 2005
MEMORANDUM CIRCULAR

TO g ALL HEADS OF CONSTITUTIONAL BODIES;
DEPARTMENTS, BUREAUS AND AGENCIES OF THE
MNATIONAL GOVERNMENT; LOCAL GOVERNMENT UNITS;
GOVERNMENT-OWNED OR CONTROLLED
CORPORATIONS WITH ORIGINAL CHARTERS; BTATE
UNIVERSITIES AND COLLEGES; AND LOCAL COLLEGES

AND UNIVERSITIES
SUBJECT : Model Merit System r_Faculty Memb State
rsities and C es and Local leges and
Universities

ln CSC Resolution No, 051404 dated October 06, 2005, the Civil Service
Commission has approved the attached Model Merit Systems for Faculty Members
of State Universities and Caolleges (SUCs) and Local Colleges and Universities
(LCUs). The policies contained therein have been developed and improved in
consultation with the Philippine Association of State Universities and Colleges
[PASUIC) and the Assaniation of Local Colleges and Universities (ALCU).

The Commission enjoins the SUCs and the LCUs to adopt the attached model
merit systems for their faculty members, and submit the same to the concemed CSC
Regional Office to serve as guide for the expeditious attestation of appeintments and
action on requests for accreditation to take final action on appaintments.

Please be guided by the attached models in the preparation of your university

or college Merit System.
&N&Qﬁkﬂwgqi\\

KARINA CONSTANTINO-DAVID
Chairman

03 Nevember 3005

MLAFC TRl RES M Syeam for Fatsly Mambas

- ?&l-?NENS'I-]QBWHL&C@E-E csephil@cse gov.ph = B wew.ese.com.ph



Republic of the Phillppines - 100 Yoars of Sarvice;

Model Merit Systems for Faculty Members of State Universities
and Colleges, and Local Colleges and Universities
X X

resoLution 051404

WHEREAS, the Civil Service Commission, as the central personnel agency of the
govemment, is mandated by the Philippine Constitution to ensure that all appointments in the civil
service are made only according to merit and fitness;

WHEREAS, the Civil Service Commission, through its Me;norandum Circular No. 5, s. 1987,
required heads of state universities and colleges (SUCs) to establish and maintain a Merit System for
the University or College; .

WHEREAS, the Merit System serves as the framework for the observance of the merit
principle in the recruitment, placement, promotion and retention of faculty members; :

WHEREAS, the Commission recognizes the need to require the establishment and
maintenance of a Merit System in local colleges and universities (LCUs) funded by local government
units;

NOW, THEREFORE, the Commission hereby approves the attached model merit systems for
faculty members of SUCs and LCUs;

The Commission likewise enjoins SUCs and LCUs to adopt the attached mode! merit systems
for faculty members of state universities and colleges, and local colleges and universities, and submit
the same to the concerned CSC Regional Office to serve as quide for the expeditious approval of
appointments, attestation and accreditation to take final action on appointments.

Let copy of this resolution be furnished the Philippine Association of State Universities and
Colleges (PASUC), the Association of Local Colleges and Universities (ALCU), and the Civil Service
Commission Regional Offices (CSCROs),

Quezoncity, OCT 06 & (\&
:gﬁ -\

Vom
KARINA CONSTANTINO-DAVID

Civil Service Commission DI,
Constition Hls, Batasang Pambansa Complex, Dman, 1126 Quazon Clty Wlw
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A MODEL
ALCU UNIFIED MERIT SYSTEM
for
FACULTY MEMBERS

of :
LOCAL COLLEGES AND UNIVERSITIES

Pursuant to the provisions of Section 32, Book V of Administrative Code of 1987
(Executive Order No. 292); CSC Memorandum Circular No. 3, 1979 as amended by CsC
Memorandum Circular No. I8, s. 1988 and CSC Memorandum Circular No. 38, s. 198Y, as
further amended by CSC Memorandum Circular No. 40, s. 1998; CSC Memorandum Circular
No. 15, s. 1999; CSC Memorandum Circular No. 8, s. 1999; and CSC Memorandum Circular No.
3, s. 2001; the DBM National Budget Circular No. 461; and the Individual School Merit
Promotion Plan of ALCU Member Schools, this ALCU Unified Merit System is hereby
established for the guidance of all LCUs .

The Governing Board of the local university or college shall approve the LCU Merit
System, which shall be submitted to the Civil Service Commission. The approved LCU Merit
System shall be used as one of the bases for the expeditious approval or attestation of
appointments, and LCU accredifation to take final action on appointments.

The LCU is enjoined to adopt this model merit system or o use another name or title for
its Merit System. Non-submission of a Merit System for Faculty Members by the ALCU
member schools within a specified period shall be construed as adopting the herein model Merit
System established by the Commission.

CHAPTER 1. OBJECTIVE

It is the policy of the Local Colleges and Universities (LCU) to sirictly adhere to the
principles of merit, fitness and equality. The selection of employees shall be used on their
relative qualifications and competence to perform the duties and responsibilities of the position.
There shall be no discrimination in the selection of the employees on account of religion,
ethnicity, disability, political affiliation, civil status, and gender in consonance with accepted
ethical standards. In this pursuit, the ALCU Unified Merit System aims to:

L. Establish a sound procedure for recruitment, selection and appointment; reward,
and premotion;

2. Create and provide equal opportunities for carcer development;

3. Enhance individual and organizational effectiveness and productivity;

4. Develop qualified, committed and motivated academic staff;

5. Provide a guide for speedy and fair resolution of complaints and grievances; and,

6. Provide a framework for personnel discipline

LCU Merit System
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CHAPTER 2. SCOPE

This Merit System shall cover all closed career positions of the LCU. These are the
positions or ranks in the faculty such as the following:

FACULTY RANK SUB-RANKS
Instructor 1-1
Assistant Professor 1-IV
Associate Professor I-V
Professor -V

College Professor

University Professor

CHAPTER 3. DEFINITION OF TERMS

a.  Appointing Authority - the Local Chief Executive (LCE) as chairman of the Board of
Trustees/Regent or the University President authorized by law to issue appointments.

b. Association of Local Colleges and Universities (ALCU) - the recognized organization
of all chartered local colleges and universities established by the different local
government units.

¢.  Career Service - positions in the civil service characterized by (1) entrance based on
merit and fitness to be determined as far as practicable by competitive examination or
based on highly technical qualifications; (2) opportunity for advancement to higher
career positions; and (3) security of tenure.

d.  Closed Career Position - any position in the faculty staff of the LCU.

e. Community Extension Service - any development-oriented program or service
provided internally or externally by the University/College.

f.  Eligibility - refers to the result of passing a merit and fitness test which may be
determined as far as practicable by competitive examination, or based on highly
technical qualifications or other tests of merit and fitness conducted by the Civil
Service Commission, or other examinations jointly designed and coordinated by the
departments or agencies with the assistance of or in coordination with the CSC, or the
Professional Regulation Commission (PRC) conducted board examinations, the
Supreme Court conducted bar examinations, or TESDA conducted crafts and trades
examinations.

g.  Faculty - regular plantilla-based set of people of the LCU appointed to a faculty rank
who are directly engaged in teaching, research and extension services.

h.  Faculty Rank - the classification of faculty into Professor, Associate Professor,
Assistant Professor, and Instructor positions, which is further classified into sub-ranks
pursuant to applicable laws, rules and regulations.

i FSB - refers to the Faculty Selection Board. This body shall assist the
University/College President in selecting applicants for recommendation to the

LCU Merit System puge 2




t

governing board, which shall confirm appointments of faculty members to
positions/ranks.

FT'DC - refers to the Faculty Training and Development Commitiee. This body shall
be responsible for selecting and recommending faculty members who should attend
specific training programs conducted by the LCU or by government agencies or duly
accredited non-governmental organizations, local or foreign.

Fuoll Timer ~ regular faculty members occupying permanent plantilla positions and
rendering an equivalent of forty (40) hours of work a week. The 40 hours mav consist
of academic full load plus quasi-teaching administrative duties (consultation,
preparation of lesson, checking of papers, and research and extension services).

Full Load - consists of a number of hours spent in teaching or academic units plus
quasi-teaching/administrative duties (consultation, preparation of lesson, checking of
test papers, and research and extension services), the total of which is forty (40) hours
of work a week.

Governing Board - refers to the highest policy-making bodv of a chartered LCU. For
chartered local universities, it is called the Board of Regents (BOR). For chartered local
colleges, it is cailed the Board of Trustees (BOT).

LCU - refers to the Local College or University established through an ordinance by
the local government unit in the province, city, municipality or barangay.

Merit System - a personnel system in which comparative merit or achievement
governs the selection, utilization, training, retention and discipline of the faculty
members in the LCU.

Part Timer - a teaching staff member wha is either occupving a regular plantilla
position or hired through a contract of service or a job order whose work is part-time.
(A contract of service or job order part timer is not a government employee as his/her
service is not considered government service.)

Personnel Action - any action denoting the movement or progress of personnel in the
civil service.

PES - refers to the performance evaluation system for facully positions/ranks. It shall
be an organized, methodical and standardized system of evaluating the individual
performance of faculty members for organizational effectiveness.

Qualification Standards - is a statement of the minimum qualifications for a position,
which shall include education, experience, Wraining, civil service eligibility, and
physical characteristics and personality traits required for the performance of the job or
set of duties.

The civil service eligibility can be dispensed with for appointment te faculty
ranks; however, RA 1080 shall be required if the subjects to be taught are covered by
bar/board laws.

Rank - refers to academic rank or sub-rank assigned to a member of the faculty after

evaluation in accordance with the common criteria and point allocation as may be

LCU Merit System
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prescribed from time to time by a duly authorized agency.

u.  Reclassification - involves a change
of a change in its duties
in a different class, or as

change in its duties and responsibilities.

v. Recruitment - the process of searchin

w.

«.  Selection - the process of thoroughly
positions to deermine the most qualified

¢ for and attrac
anneuncements, assessments and re
applicant for appointment to an appropriate position in the fa

qualifications and professional potentials.

y.  Teaching Experience

teaching performance.

z.  Upgrading -

upgrading refers to a c

is upgraded in view of its p

positions with similar salary grade assignments.

CHAPTER 4. PERSONNEL MANAG

1. QUALIFICATION STANDARDS

GENERAL POLICY

The qualification standards for appoin
faculty members shall be those provided under the

involves the reallocation of the salary grade assignment of
higher salary grade without chang
lass or positions and is not ap
erceived relative worth

in the classification of a position either as a result
and responsibilities sufficient to warrant placing, the position

a result of a reevaluation of a position without a significant

ting potential applicants through
lated procedures to select the most qualified
culty.

Research Qutput — relevant scientific, technical, educational studies made.

screening qualified applicants for certain

among them or to rank them based on their

_ refers to the acquired number of years of service and quality of

positions to a

o in its duties and responsibilities. The term
plied in individual cases. A class
as compared to other classes of

EMENT SYSTEMS AND STANDARDS

tment and other personnel actions for
ALCU Unified Merit System and

such other issuances that may henceforth be issued.
POLICIES

1. Hereunder are the minimum qualification standards for appointment to faculty

positions in the LCUs:

| EpucaTioN.

TRAINING

| RESFARCH |

. ELIGIBL

Instructor |

B.S. Degree + 6
units MA

N.mw

None

Naone
required;
RA 1080
(for courses

requiring
BAR or
BOARD
ehgbilitv) |
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nstructor 11 13 | BS. Degree + 1 year relevant | 4 hrs of None
12 units MA experience relevant required;
training RA 1080
(for courses
requiring
BAR or
BOARD
eligibility)
Instructor IIl | 34 | BS. Degree + 2 years of 8 hours of None
18 unils MA relevant relevant required;
experience + training, RA 1080
Vs (for courses
Performance requiring
Rating BAR or
BOARD
eligibility)
Asst, Prof. 1 15 | BS. Degree + 2 years of 15 hoursof | - Local - Qutreach None
24 units MA relevant relevant -Unpublished Program required;
experience + training, Research - Participative | RA 1080
Vs ~Action/ {for courses
Performanced Applied requiring
Rating Research in BAR or
Any Discip- BOARD
Line eligibility)
Asst. Prof. {I 16 | Master’s 4 years of 20 howrs of | - Local - Outreach None
Degree refevant relevant -Unpublished Program required;
experience + training Research - Participative | RA 1080
Vs -Action/ (for courses
Performance Applied requiring
Rating Research in BAR or
Any Discip- BOARD
Line eligibility)
Assl. Prof [II | 17 | Master's 4 years of 25 hours of | - Local - Qutreach None
Degree relevant relevant -Unpublished Program required;
experience + training Research - Partivipative | RA 1080
Vs -Action/ {for courses
Performance Applied requiring
Raling Research in BAR or
Any Discip- BOARD
Line eligibility)
Asst. Prof. IV | 18 | Master's 4 yoare of 28 hours of | - Local - Outreach None
Degree refevant relevant ~Unpublished Program redqaired;
experience + training Rescarch - Participative | RA 1080
V5 -Action/ {for courses
Performance Applied requiring
Rating Research in BAR or
Any Discip- BOARD
line eligibilily)
Associate 19 | MA 5 years of 30 hours of | Community- | Civic Welfare | None
Professor | relevant relevant Based Action | Service required;
experience + training Research RA 1080
Vs {for courses
Performance Published requining
Rating, Rescarch BAR or
BOARD
eligibility)

LCU Merit System
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Associale 20 | MA + 9 unils 5 years of 3G hours of | Community- | Civic Welfare | None
Professor T Doctorate relevant relevant Based Action | Service required;
expervience + training Research RA 1080
Vs (for courses
Performance Published requiring
Raling Research BAR or
BOARD
eligibility)
Associate 21 | MA + 18 units | 6 years of 35 hours of | Community- | Givic Welfare | None
Professor I Doctorate relevant relevant Based Action | Service required;
experience + training, Research RA 1080
Vs (for courses
Performance Published requiring,
Rating Research BAR or
BOARD
eligibility)
Associate 22 | MA +24 units | 6 years of 35 hours of | Community- | Civic Welfure | None
Prafessor IV Doctorate relevant relevant Based Action | Service required;
experience + training Research RA 1080
Vs (for courses
Performance Published requiring
Rating Research BAR or
BOARD
eligibility)
Associate 23 | MA + Docloral | 7 years of 40 hows of | Community- | Civic Welfare | None
Professor V Academic relevant relevant Based Action Service required;
Units experience + traming Research RA 1080
Completed VS (for courses
Performance Published requiring
Rating, Research BAR or
BOARD
eligibility)
Professor 1 24 | Doctoral 8 years of 40 hours of | Sdientific, Significant None
Degree relevant relevanl Educalional, Contribution required;
experience + training Technical, to RaA 1080
Vs Technological | Community (for courses
Performance Research Development | requiring
Rating BAR or
BOARD
eligibility)
Professor U 25 | Doctoral 8 yvars of 45 hours of | Scientific, Significant None
Degree relovant relovant Educalional, Caontribution roquired;
experience + training Technical, o RA 1080
Vs Technological | Community (for courses
Performance Rescarch Development | requiring
Rating BAR ar
BOARD
elignbility)
Prolessor 111 26 | Daoctoral 9 yoars of 48 hours of | Scienlific, Significant None
Degree refevant relevant Educational, | Contribution | required;
exprerience + training Technical, to RA 1080
Vs Technological | Community (for courses
Performance Research Development | requiring
Rating BAR or
BOARD
eligibility)
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i TITLE

| sc | EDUCATION
Professor IV 27 | Doctoral 9 years of 50 hours of | Scientific, Significant None
Degree relevant relevant Educational, Contribution | required;
experience + training Technical, to RA 1080
Vs Technological | Community {for courses
Performance Research Development | requiring
Rating BAR or
BOARD
cligibility)
Professor V 28 | Doctoral 10 years of 50 hours of | Scientific, Significant None
Degree relevant relevant Educational, | Contribution | required;
experience + training Technical, o RA 1080
Vs Technological | Community (for courses
Performance Research Development | requiring
Rating BAR or
BOARD
eligibility)
College 29 | Doctoral Holds Special Locally and | Funded Significant None
Professor Degree Designation Natonally | Research Contribution | required;
Recognized | (Local and for National RA 1080
for National, Development | (for courses
Academic International requiring
Achieve- Level) BAR or
ment BOARD
eligibility)
Universily 30 | Doctoral Holds Special Locally and | Funded Significant None
Professor Degree Designalion Nationally Research Contribution required;
Recognized | (Local and for National RA 1080
for National. Development | (for courses
Academic International Tequiring
Achieve- Level) BAR or
ment BOARD
eligibility)

I RECRUITMENT, SELECTION AND APPOINTMENT

A.

RECRUITMENT AND APPOINTMENT

GENERAL PoLIcy

The LCU shall establish its own internal policies, procedures and
guidehnes for the recruitment and appointment of faculty members, which shall
be submitted to the CSC for approval.

The established LCU policies and procedures on recruitment and
appointment of faculty shall be in accordance with the following Civil Service
policies and procedures:

PolLICIES

Recruitment  shall

be

limited

requirements prescribed for the position.

to those who meet the minimum

Transterees from other state or local universities and colleges may be

LCU Merit System
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admitted at their present faculty rank in the absence of qualified faculty
members in the LCU.

Qualification standards for faculty members shall be those as provided in
ALCU Unified Merit System.

Vacant positions marked for filling shall be published in accordance with
Republic Act No. 7041 (Publication Law). The published vacant positions
shall also be posted in at least three (3) conspicuous places in the LCU for
at least (10) calendar days and should be sent to other educalional
inslitutions within the region to inform other interested people. Other
appropriale modes of publication shall be considered.

The filling of vacant positions in the LCU shall be made after ten
(10) calendar days from their publication.

The publication of a particular vacant position shall be valid until
filled but not beyond six (6) months reckoned from the date the vacant
position was published.

In the issuance of appointments, the requirement for publication is
deemed complied with if the process of application and screening started
within six (6) months from publication and if the vacancy is filled not later
than nine (9) months from date of publication.

Should no appointment be issued within the nine (9)-month
period, the agency has to cause the re-publication of the vacant position.

If a faculty member is appointed as LCU President, he/she loses his/her
faculty rank. However, if it 1s a designation, he/she retains his/her
faculty rank.

The statuses of appoiniment for the members of the faculty are the
following;:

a. Permanent appointment shall be issued to a person who meets the
qualification standards established for the faculty rank and who
shall have successfully completed the probationary period. The
LCU, through its governing board, shall determine the
probationary period for original appeintment in each rank, unless
the Charter provides otherwise.

The probationary period may be from 6 months o 2 years,
whichever is approved by the LCU governing board.

b. Temporary appointment shall be issued to a person whao does not
meet the education, experience, or training requirements of the
position to which he/she is being appointed not exceeding one
school year, including eligibility in appropriate cases.

Appointees under temporary status do not have security of
tenure and may be separated from the service, with or without

LCU Merit System
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cause. As such, they shall not be considered illegally terminated
and; hence, not entitled to claim back wages and/or salaries and
reinstatement to their positions.

The employment or service of appointees under
temporary status may be terminated without necessarily being
replaced by another. Temporary appointees may also be replaced
within the twelve-month period by qualified eligibles or even by
non-eligibles.

A 30-day written notice signed by the appointing authority
shall be given to the temporary appointee prior to termination of
service/ removal or replacement.

(8 A contractual appointment may be issued to a faculty member
when the exigency of the service requires, subject to existing
policies. Such appointment is for limited period not to exceed one
school year. The appointing authority shall indicate the inclusive
period covered by the appointment for crediting services.

A contractual appointment should not be confused with
contract of service since the service under the latter is not
considered as government service. Contract of service does not
give rise to employer-employee relationship between the
individual and the government, which is not true with contractual
appointment.

d. A part-time appointment may be issued to a regular plantilla
position, either as permanent, if the requirements of the position
are mel; or as temporary, if one of the requirements is not mel.

Part-time appointment to a regular plantilla position is different
from part-time teaching covered by a contract of service or a job
order. The former is submitted to the CSC as it involves
appointment to a regular plantilla position, only that the work is
part-time.

Service under a part-time appointment is considered government
service and forms part of the faculty member’s service record.

On the other hand, part-time teaching covered by a contract of
service or a job order does not give rise to employer-employee
relationship belween the LCU and the person hired, and it is
stipulated in the contract that services rendered cannot be
accredited as government service. Furthermore, the teaching staff
member covered by a contract of service or a job order is not
entitled to benefits enjoyed by government emplovees.

7. The appointing authority shall appoint faculty member based on criteria
established by the college or university.

PROCEDURES ON RECRUITMENT AND APPO!NTMEN'I.’
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The College or University shall recruit and appoint its facully members in

accordance with the following procedures:

Publish vacant positions in accordance with RA No. 7041 (Publication
Law) for transparency. The published vacant positions shall also be
posted in al least three {3) conspicuous places in the LCU for at Jeast ten
(10) calendar days and should be sent to other educational institutions
within the region for the information of other people who may be

interested in them. Other appropriate modes of publication shall be
considered. Men and women shall be encouraged to apply.

The LCU shall create a “Faculty Selection Board” herein referred to as the
FSB. This body shall assist the College/University President in selecting
applicants or candidates for recommendation to the governing board,
who wehalli appoint or confirm appointment of faculty mombore to
positions/ranks.

The members of the FSB of the college/ university are the following:

a. The Vice President for Academic Affairs as Chairman;
b. The Dean/ Director of the College/Unit where the vacancy exists;
C. The Humar Resource Management (HRM) Officer as the FSB

Secretary, who shall continuously make an inventory of all vacant
positions and coordinate with the department chairman/head in
determining  qualified insiders who may be considered for
appointment. He/She shall keep records of the proceedings of the
FSBE and maintain all records or documents, keeping them in
readiness for inspection and audit by the Civil Service
Commission;

d. The President of the CSC-accrodited Faculty Aswociation/Union,
or if there 15 no accoredited faculty association/union,
representative chosen through general election;

e. A ranking faculty member chosen by the College/University
President;
f. Chairman of the department to which the appointee will be

assigned; and

L A ranking professor whose specialization is in line with the nature
of the teaching position to be filled who shall be chosen by the
head of the college/ department needing such expertise.

The FSB shall make its aclivities and decisions as transparent as possible.

The HRMO shall list candidates aspiring for the vacant position, either
from within or outside the LCU.

LCU Merit System
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10.

The HRMO shall conduct preliminary evaluation of the qualifications of
all candidates. Those initially found qualified shail undergo further
assessment such as written examination, skills test, interview and others.
After which, a selection line-up shall be prepared and posted in three (3)
conspicuous places in the college/university for at least fifteen (15)
calendar days. The date of posting shall be indicated in the notice.

The HRMO shall notify all applicants of the outcome of the preliminary
evaluation.

The HRMO shall submit the selection line-up to the FSB for its
deliberation en banc.

The FSB shall make a systematic assessment of the competence and
qualifications of candidates for appointment to the corresponding level or
positions, evaluate and deliberate en banc the qualifications of those listed
in the selection line-up.

The FSB shall submit a comprehensive evaluation report of all the
candidates screened for appointment so that the appointing authority will
be guided in choosing the candidates who can efficiently perform the
duties and responsibilities of the position to be filled. This evaluation
report should not only specify whether the candidates meet the
qualification standards of the position but should also include
observations and comments on the candidates’ competence and other
qualifications that are important in the performance of the duties and
responsibilities of the position to be filled. Likewise, information about
the candidates’ preference of assignment should be mentioned in the
report.

The evaluation report should specify the top five ranking
candidates whose over-all point scores are comparatively at par based on
the comparative assessment in terms of performance, education and
traiming, experience and oulstanding accomplishments, and other
relevant criteria.

The evaluation report should be submitted to the
President/College  Administrator, who shall make the official
recommendation to the Board of Trustees/Regents for confirmation.

The governing board or the LCU President, as the case may be, shall
assess the merits of the FSB's evaluation report of candidates screened for
appointment and in the exercise of sound discretion, select, in so far as
practicable, from among the top five ranking candidates deemed most
qualified for appointment to the vacant position.

The top five ranking candidates, however, should be limited to
those whose overall point scores are comparatively at par based on the

comparative assessment.

To determine candidates who are comparatively at par, the FSB

LCU Merit System
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shall set reasonable difference or gap between point scores of candidates
for appointment.

12, The governing board or the 1.CU President, as the case may be, shall issue
the appoiniment in accordance with the provisions of the LCU’s Merit
Selection Plan approved by the governing board and submitted to the
CsC.

13. The HRMO shall post a notice announcing the appointment of an
employee in three (3) conspicuous places in the college /university a day
after the issuance of the appointment for at least fiftoen (15) days. The
date of posting should be indicated in the notice.

B. PROMOTION
Poiicies

1; A faculty member may be considered for promation to a higher faculty
rank/sub-rank on the basis of the minimum requirements (education,
training, scholarship grants, and eligibility, whenever necessary) of the
position, including performance rating of at least Very Satisfactory during
the last two (2) rating periods.

2 In cases where the competence and qualification of two or more faculty
members are comparatively at par, preference shall be given to the
candidate in the department where the vacancy exists.

3. The filing and pendency of an administrative case against a faculty
member shall not constitute a disqualification from promotion.

4. Promotion within six {6) months prior to compulsory retirement shall not
be allowed except as otherwise provided by law.

5. Positions belonging to the closed career system are exempted from the
three-salary grade limitation on promotion.

6. A faculty member who is on local or foreign scholarship or training grant
or pregnant or on maternity leave or on secondment may be considered
for promotion.

For this purpose, the performance ratings to be considered shall be
the bwo ratings immediately prior to the scholarship or training grant or
maternity leave or secondment.

If promoted, the effectivity date of the promotional appointment,
including those on secondment, shail be after the scholarship or training
grant or maternity leave or upon assumption to duty.

PROCEDURES FOR PROMOTION
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5 The HRMO or a duly authorized representative of the LCU upon
approval of the President/Governing Board, shall cause the publication
and posting of all vacant positions or ranks to be filled.

2, The FSB shall evaluate the candidates’” credentials or documents
submitted to it by the HRMO of the LCU or its duly authorized
representative and submit a comprehensive evaluation report of
candidates screened for promotion to the President, who shall make the
recommendation to the governing board for its confirmation. The FAS5B
shall accordingly inform the candidates of the results of the evaluation
through the HRMO.

3. All promotional appointments, including the upgrading/ reclassification
of positions/ranks, shall be posted in conspicuous places throughout the
LCU to enable aggrieved parties to file their protest within fifteen (15)
days from the date of notice of the promotion/
upgrading/reclassification.

IIl. CAREER AND PERSONNEL DEVELOPMENT
GENERAL PoLIcy
The LCU shall develop a career and personnel development program for faculty members
which shall include provisions on training, including foreign and local scholarships and
training grants, job rotation, counseling, mentoring and other HRD interventions.
The career and personnel development program shall form part of the LCU merit
system.
Al HUMAN RESOURCE DEVELOPMENT INTERVENTIONS
To achieve the main objective of the LCU’s personnel development
program in bringing about highly educated and professional faculty members,
the following policies are promulgated:

POLICIES

1. The LCU shall develop and implement a continuing program of training
and development for its faculty members.

(9]

The LCU shall encourage its faculty members to pursue relevant local and
foreign-assisted  training/scholarship  grants, attend  seminars,
conferences, workshops or related human resource development courses.

3 Selection of participants in training programs shall be based on actual
needs for specialization and enhancement of compeltence, taking inlo

consideration organizational priorities.

a Proforeyrn ehuil o given in saadidaios with posmanont appaintment.
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5:

The LCU may adopt other human resource development interventions
such as the following:

a. Counseling - entails a one-on-one close interaction between a
faculty member and a supervisor 1o jointly look at problems
besetting him/her, which affect his/her performance and
relationships with others. It is used generally as a corrective
approach in helping an employee overcome his/her problem,
which may be either personal or work related.

b. Mentoring - a mechanism that guides a faculty member to the
inner network of the LCU, which may assist him/her in career
advancement. It involves a manager’s investment on a high
potential faculty member, providing an objective assessment of
one’s strength and weaknesses and ensuring opportunities to
address them. This mechanism allows the facuilty member to
clarify “ambiguous” expectations of the LCU and facilitates career
growth.

C. Job Rotation - the sequential or reciprocal movement of a faculty
member from one office to another or from one department to
another within the same LCU as a means for developing and
enhancing the potentials of people in an organization by exposing
them to the various functions of the LCU.

The duration of the job rotation shall be within the period
prescribed by the LCU head but shall not exceed twelve (12)
months.

PROCEDURES

o i3

1cU MerE_Sy;em

The LCU shall create a “Faculty Training and Development Commitlee
(FTDC)” to be composed of the Vice-President for Academic Affairs as
Chair: Vice-President for Administration and Business Affairs as Vice-
Chair; President of CSC-accredited Faculty Association, or if there is no
accredited faculty association, representative chosen through general
election, as member; Department or anit heads where the field of
grant/ scholarship/ training occurs, as mem ber; HRMO, as Secretary. The
term of its members shall be two (2) years. This Committee shall
formulate its own rules for approval by the President subject to
established CHED, CSC, and LCU policies. Its main function shall be that
of selecting and recommending those who should attend specific training
programs conducted by the LCU or by government agencies or duly
accredited non-governmental organizations, local or foreign.

Fach department/unit head shall determine training needs of his/her
faculty members through training needs analysis in accordance with
organizational priorities. He/She shall submit annually to the President,
through the FTDC, his/her plan embodying the kind of training
programs and the names of those who shall attend such program.
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3 The FTDC, through the HRMO, shall inform all faculty members
concerned about the study grants and scheduled seminars/conferences or
workshops and invite qualified faculty members to avail of such program.

4. The participant or recipient of a training grant/scholarship agreement in
accordance with existing rules and regulations shall submit a report on
the prescribed form on the training he/she has completed and furnish the
HRMO a copy of the training certificate he/she has received and report of
activities for entry in his/her personnel files. The trainee shall also be

given the opportunity to share with his/her colleagues what he/she has
learned.

PERFORMANCE MANAGEMENT/PERFORMANCE EVAI JUATION SYSTEM

GENERAL POLICY

The LCU shall develop its own performance management system
(PMS)/ performance evaluation system (PES) for faculty positions and ranks to be
administered in such manner as to continuously foster the improvement and efficiency
of the faculty members as well as effechveness of the orgamzation. It shall be an
organized, methodical and standardized system of evaluation for faculty members for
organizational effectiveness. Said system shall be administered in accordance with the
rules and regulations and standards established by the Civil Service Commission. The
CSC may assist the LCU in establishing its performance evaluation system.

The CSC-approved PMS/ PES shall form part of the LCU merit system.

PO1ICIES

e 8 The performance rating of a faculty member shall be used as basis for promotion
or giving of incentives and rewards.

2. The performance evaluation sysltem may provide for at least five adjectival
ratings:
a. Qutstanding
b. Very satisfactory
. Satisfactory
d. Unsatisfactory
e. Poor
3 No facully member shall be considered for promotion without a record of at least

two (2) successive performance ratings of at least Very Salisfactory immediately
preceding the assessment of candidates for advancement lo higher positions or
ranks.

4. The LCU shall develop its own PES/PMS in accordance with CSC policies 1o be
approved by the C5C Regional Office concerned.

5: A Performance Fvaluation Review Committee (PERC) shall be created in the

LCU Merit Sy stem
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I1.CU with compaosition and responsibilities as follows:
Composition

Chairman - Head of agency (or his authorized representative)
Members: 1. VP for Personnel Administration (or highest ranking
official in-charge of personnel management);

2. Director for Planning (or head of the Planning Unit or its
equivalent); and,

3. Two (2) representatives nominated by the duly
accredited faculty association or union in the LCU, or if
there is no accredited faculty association, representatives
chosen through general elections. The term of office of
the representatives shall be determined by the PERC.

Responsibilities of PERC

a. Review of Employee’s Performance Targets
b. Review of Performance
¢. Determination of Final Rating
d. Monitoring and Evaluation of LCU PES/PMS
e. Setting of Internal Rules and Procedures
6. Other features and details of the performance evaluation system shall be reflected

in the system that the LCU will adopt as approved by the Civil Service

Commission.

V. PROGRAM ON AWARDS AND INCENTIVES FOR SERVICE EXCELLENCE (PRAISE)
(GENERAL PoLIiCY

There shall be an established suggestions and incentive award system in the LCU
which shall encourage creativity, innovativeness, efficiency, integrity and productivity in
the public service bv recognizing and rewarding officials and faculty members
individually or in group for their suggestions, inventions, superior accomplishment and
other personnel efforts which contribute to the efficiency, economy or other
improvement in government or for other extraordinary acts or services in the public
service.

POLICIES

1. The System shall adhere to the principle of providing incentives and awards
based on performance, innovative ideas and exemplary behavior.

2. The System shall give emphasis on the timeliness of giving award or recognition.
Aside from conferment of awards during the traditional or planned awarding
ceremonies, the spirit of on-the-spot grant of recognition shall be

LCU Merit System T page1b
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institutionalized.

The System shall provide both monetary and non-monetary awards and
incentives to recognize, acknowledge and reward productive, creative,
innovative and ethical behavior of faculty members through formal and informal
modes.

For this purpose, the System shall encourage the grant of non-monetary awards.
Monetary awards shall be granted only when the suggestions, invenlions,
superior accomplishments and other personal efforts resull in monetary savings,
which shall not exceed twenty (20) percent of the savings, generated.

At least five (5) percent of the HRD Funds shall be allocated for the System and
incorporated in the LCU’s Annual Work and Financial Plan and Budget.

The System shall be institutionalized through the creation of a PRAISE
Committee in the LCU.

The PRAISE Committee shall preferably have the following com position:

a. President/Vice-President of the LCU or authorized representalive who
will act as chairperson;

b. Head of the financial unit or equivalent;
. Head of the planning unit or equivaleng;
d. Highest ranking employee in charge of human resource management or

the carcer service employee directly responsible for personnel
management; and

e. Two (2) representalives from the faculty who shall serve for two (2) years
and elected at large or designated by the registered faculty union in the
absence of an accredited faculty union.

The LCU President shall be responsible in overseeing the System’s operation and
the Human Resource Management Unit shall serve as the System’s Secretariat.

The PRAISE Committee shall ensure that productivity, innovative ideas,
suggestions and exemplary behavior can be identified, considered, managed and
implemented on a continuing basis to cover all faculty ranks.

The PRAISE Committee shall be responsible for the development, administration,
monitoring and evaluation of the awards and incentives system of the LCU. The
LCU may, however, employ an external or independent body to assist the
PRAISE Committee to judiciously and objectively implement the system of
incentives and awards.

The PRAISE Committee shall establish its own intemal procedures and
strategies. Membership in the Committee shall be considered part of the
member’s regular duties and functions.

LCU Merit System
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13.

14.

15.

16.

The LCU shall encourage improved productivity and efficiency among faculty
members through appropriate recognition based on performance, innovations,
ideas and exemplary behavior,

All permanent members of the faculty with regular plantilla items who meet the
criteria for each specific award shall be entitled to receive the award including
those whose responsibilities include the making of suggestions, formulation of
plans and policies or making recommendations to achieve greater efficiency and
economy in the LCU.

Recipients of honor awards shall be given preference in promotion and in
training grants and scholarships.

The HRMO shall enter into the personnel file any award of honor received by
any member of the faculty.

The LCU shall develop its own Program on Awards and Incentives for Service
Excellence (PRAISE) incorporating therein the lypes of incentive that may be
given.

Establishment of a CSC-approved PRAISE shall be the basis for the grant of the
Productivity Incentive Bonus (PIB), other awards and incentives. The Annual
Praise Report shall be submitted by the LCU to the CSC Regional Office
concerned on or before the thirtieth of January to enable its faculty members to
qualify for nomination to the CSC-sponsored national awards.

VI. PERSONNEL RELATION AND WELFARE SERVICES

GENERAL POLICY

The LCU shall take all proper steps toward the creation of an atmosphere

conducive to sound management-faculty relations, which shall improve faculty
members’ morale. It shall make provisions for the health, welfare, counseling, recreation
and related services.

POLICIES

shall:

1.

To maintain a high level of productivity and morale among the faculty, the LCU
Make arrangements for annual medical and dental services and take proper
action on the recommendation resulling from such physical examinations;

Provide a system of informing the faculty members of their rights and privileges
as well as the rules governing their obligations and conduct;

LCU Merit System
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Facilitate the dissemination of information and discussion of ideas among the
department heads and faculty members. It shall encourage their participation in

the development of policies, procedures and other matters affecting them and
their work;

Encourage voluntary activities whether athletic, social, recreational or financial,
provided these are conducive to faculty members” well-being and consistent with
the objectives of personnel welfare;

Encourage faculty members to form and join or assist faculty organization of
their own choosing subject to the laws on government service, for the fartherance
and protection of their interests. They can also form work council and other
forms of worker participation schemes.

CHAPTER 5. WORKING HOURS

GENERAL POLICY

Faculty members, except those covered by special laws, shall render not less than

eight (8) hours of work a day for five (5) days a week or a total of forty (40) hours a week,
exclusive of time for lunch. The forty hours a week shall include time for teaching,
student consultation, research and extension work, and other activities relevant to
teaching, e.g. preparation of lessons, checking of papers, etc., which shall be left to the
discretion of the governing board of the LCU.

POLICIES

2§

The LCU shall prescribe its own rules and regulations governing working hours
and attendance of its faculty members.

Tt shall be the duty of the head of the department in the LCU to require all faculty
members under him/her to strictly observe the prescribed office hours, which
may be apportioned to teaching hours per week, student consultation per week,
lesson preparation per week, and research and extension services.

When the head of the department, in the exercise of his/her discretion, allows a
faculty member to leave the office during office hours not for official business but
to attend social events/functions and/or wakes/interments, the same shall be
reflected in his/her daily time record and charged against his/her leave credits.

Each head of department in the LCU shall require a daily record of attendance of
all the facully members under him/her to be kept on the proper form and,
whenever possible, registered on the bundy clock or other verifiable recording
system. The head of department or the LCU governing board has the prerogalive
to decide on the proper form of monitoring the daily record of attendance of all
faculty members.

When the interest of public service so requires, the daily hours of work of faculty
members may be extended by the head of the LCU concerned, which extension

shall be fixed in accordance with the nature of the work: Provided, That work in
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excess of eight (8) hours must be properly compensated.

PART-TIME TEACHING

To maintain the quality of education in teaching areas, the LCU may
appoint teaching staff on a part-time basis provided that they meet the
requirements of the position.

Part-time appointment may either be to a regular plantilla faculty position
or hiring through a contract of service or a job order.

Working hours of part-time teaching staff shall be as follows:

1. Part-time teaching staff may be allowed to render an accumulated twenty
(20) hours per week instead of the four-hour continuous service every
working day, provided, the needs of the LCU are served.

2. The Head of the department may, with the approval of the President of
the LCU and in the exigency of the service, further reschedule the time of
part-time leaching staff to satisfy the 20-hour work week requirement,
provided, that continuous service is available to the LCU at all times
during the week.

3. Part-time teaching staff may not be required to use the bundy clock.
However, they shall be required to keep records of their attendance in a
logbook and accomplish CS Form 48 (DTR) consistent with the entries in
the logbook for accounting and audiling requirements.

4. Part-time contract of service shall be submitted to the CSC Regional Office
(CSCRO) having jurisdiction over the LCU for review of its stipulations
within thirty (30) days from the execution and signing of the contract of
service, MOA or job order which shall be the date indicated on the said
instruments, (CSC MC No. 17, 5. 2002)

5. The LCUs shall establish a mechanism of accountability with appropriate
sanctions relative to part-timers covered by contract of service/job order.

FLEXI-TIME SCHEDULE

Each head of the department in the LCU may allow flexible working
hours for his/her faculty members so they can perform their four-fold functions
of instruction, consultation, research and extension services, provided that the
prescribed forty hours of work per week shall strictly be implemented.
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GENERAL PoLICY

In the absence of specific provisions on leave credits of faculty members of the

LCUs, the general leave law and the Omnibus Rules on Leave shall be applicable. Fach
LCU should promulgate its own implementing rules relative thereto. Said implementing
rules should be submitted to the Civil Service Commission for recording,.

CHAPTER 7. COMPLAINTS AND GRIEVANCE MACHINERY

GENERAL POLICY

There shall be established a Grievance Machinery (GM) in the LCU to promote

harmony in the workplace and foster the productivity of each faculty member.

POLICIES

1.

]

A grievance shall be resolved expeditiously at all times at the lowest level
possible in the LCU. However, if not settled at the lowest level possible, an
aggrieved party shall present his/her grievance step by step following the
hierarchy of positions.

The LCU shall establish a grievance machinery that is the best way to address
grievance between or among faculty members.

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

Legal rules and technicalities shall not bind grievance proceedings. Even verbal
grievance must be acted upon expeditiously. The services of a legal counsel shall
not be allowed.

The aggrieved party shall present a grievance verbally or in writing in the first
instance to his/her immediate supervisor. The latter shall, within three (3)
working days from the date of presentation, inform verbally the aggrieved party
of the corresponding action.

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

LCU Merit System
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Grievance refers to work related issues giving rise to faculty members’
dissatisfaction. The following cases shall be acted upon through the grievance
machinery:

a.

Non-implementation of policies, practices and procedures on economic
and financial issues and other terms and conditions of employment fixed
by law including salaries, incentives, working hours, leave benefits, and
related terms and conditions;

Non-implementation of policies, practices and procedures which affect
faculty and academic staff from recruitment to promotion, detail, transfer,
retirement, termination, lay-offs, and related issues that affect them;
Physical working conditions;

Interpersonal relationships and linkages;

Protest on appointments; and

ATl other matters giving rise to faculty members’ dissatisfaction and
discontentment outside of those cases enumerated herein.

The following cases shall not be acted upon through the grievance machinery:

a.

C.

Disciplinary cases which shall be resolved pursuant to the Uniform Rules
on Administrative Cases;

Sexual harassment cases as provided for in RA 7877 and its implementing
rules; and

Union-related issues and concerns.

Only permanent officials and faculty members, whenever applicable, shall be
appointed or elected as members of the Grievance Committee.

In the appointment or election of the Grievance Committee members,

their integrity, probity, sincerity and credibility shall be considered.

The LCU shall constitute a “Complaints Grievance Committee” to receive, hear,
and resolve complaints and grievances. This Committee shall be composed of the
following;:

A ranking officer chosen by the president as Chairman;

The administrative officer;

The chairman of the department or head of the unit where the
complainant is assigned;

The HRM Officer as Secretary; and

A representative of the CSC-accredited Faculty Association/Union, or if
there is no accredited faculty association/union, representative chosen
through general election.

If any member is the one facing a complaint, another faculty shall be

designated in his place.

LCU Merit System
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10. The Grievance Committee shall establish its own internal procedures and

strategies. Membership in the Grievance Committee shall be considered part of
the members” regular duties.

PROCEDURES

L. Any faculty member with a complaint or grievance may air his/her complaint or
grievance orally to his/ her immediate superior who shall resolve the complaint
at his/her level by holding a dialogue with the persons involved. If the
complainant is not satisfied with the result, he/she may request his/her
immediate supervisor to endorse in writing his/her complaint to the committee
through channels. In case the complaint or grievance is against the immediate
supervisor, it may be aired directly to the next higher supervisor.

2. The Committee shall resolve any complaint within five days.

3. In case any dispute remains unresolved after exhausting all the available
remedies under existing laws and procedures, the grievance may be elevated to
the Civil Service Commission Regional Office concerned only upon submission
of a Certification on the Final Action on the Grievance (CFAG) issued by the
grievance committee. The CFAG shall contain, among other things, the following
information: history and final action taken by the agency on the grievance.

CHAPTER 8. PUBLIC SECTOR UNIONISM

GENERAL POLICY

Faculty members can form or join faculty association/union of their choice for
the furtherance and protection of their interests. They can also form, in conjunction with
appropriate government authorities, labor-management commitiees, work councils and
other forms of workers’ prolection schemes to achieve the same objectives.

In no case shall membership in a union consist of both teaching and non-teaching
personnel of the LCU.

POLICIES

) High-level faculty members whose duties are normally considered policy-
making or managerial or highly confidential shall not be eligible to join the
faculty association/union.

2. The faculty association/union, which has been extended due recognition by the
LCU governing board, shall register with the Department of Labor and
Employment (DOLE) and the Civil Service Commission (CSC).

3 Representatives of the accredited faculty association/union shall sit as members
of the different committees such as Training and Development Commiltee,
Faculty Selection Board, Grievance Committee, PRAISE Committee and PERC.

L.CU Merit System page
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4. LCUs shall be governed by the rules and policies on Public Sector Unionism.
CHAPTER 9. DISCIPLINE

GENERAL POLICY

No faculty member shall be removed or suspended except for cause as provided
by law and after due process.

POLICIES

1. The provisions of the Uniform Rules on Administrative Cases in the Civil Service
(CSC Resolution No. 991936 dated August 31, 1999) shall apply in proceedings
against members of the faculty.

!-J

Fach LCU shall submit its rules and regulations on sexual harassment for
approval, including the list of members of the Committee on Decorum and
Investigation (CODI), to the CSC Regional Office concerned.

CHAPTER 10. OTHER PERSONNEL ACTTONS

The LCU may formulate its own internal rules on the following personnel actions subject
to CS rules and regulations on the matter:

1 Transfer - the movement of a faculty member from one LCU to another or from
one college to another within the same LCU or from one position in the
administrative department to a faculty position in the academic department
within the LCU without break in the service. It involves issuance of an
appointment.

2. Reassignment - movement of a faculty member across the organizational
structure within the same LCU, which does not involve a reduction in rank,
status or salary, and does not require issuance of an appointment but an office
order by duly authorized official.

3. Detail - temporary movement of a faculty member from one department or
agency to another, which does not involve a reduction in rank, status or salary.
A detail requires issuance of an office order by duly authorized official.

The faculty member who is detailed receives his/her salary only from
his/her mother unit/agency.

Detail shall be allowed only for a maximum of one year.
If the faculty member believes that there is no justification for the detail,

he/she may appeal his/her case to the CSC. Pending appeal, the detail shall be
executory, unless otherwise ordered by the Commission.
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4. Secondment - movement of a faculty member from one department or
institution to another which is temporary and which may or may not require the
issuance of an appoinbnent but may either involve reduction or increase in
compensation.

Secondment shail be governed by the policies on the matter.

CHAPTER 11. RETIREMENT
GENERAL PoLICY

Unless appropriate authorities extend the service, retirement shall be compulsory
at sixty-five (65) years of age.

POLICIES

L. Extension of service may be requested by the President or the appropriate
authority to complete the fifteen-year service requirement. A faculty may be
allowed lo continue in the service in accordance with civil service rules and
regulations.

2. Services of the President of the LCU, whose performance has been unanimously
rated as Oulstanding and recommended by the Search Committee, may be
extended by the governing board beyond the compulsory age of retirement but
not later than the age of sevenly (70).

CHAPFPTER 12. TRANSITORY PROVISIONS

Except as otherwise provided in this Merit System, rights vested or acquired under
established system prior to the effectivity of this System shall be respected.

CHAPTER 13. RESPONSIBILITY

The President, the Board of Regents/Trustees, Vice-President for Administration, the
deans, the directors, the heads of departments/units, the administrative officer, and the Human
Resource Management Officer (HRMO) shall be responsible for the implementation and
maintenance of this Merit System. The initiative and active participation of the HRM Officer
shall be expected in the proper implementation of this Merit System.

CHAPTER 14. AMENDMENT

This Merit System shall be subject to amendment/revision by any DBM National
Compensation Circulars, DBM National Budget Circulars, CHED Circulars, and Civil Service
Commission rules and regulations.
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A€\ REPUBLIC OF THE PHILIPPINES
%] DEPARTMENT OF BUDGET AND MANAGEMENT

NATIONAL BUDGET CIRCULAR

TO

APPENDIX B
NATIONAL BUDGET CIRCULAR NO, 461

MALACANANG, MANILA

June 1, 1998

The Chairman, Commission on Higher Education (CHED), the
Director-General, Technical Education and Skills Development
Authority (TESDA), Heads of State Universities and Colleges
(SUCs), and Heads of CHED-Supervised Higher Education
Institutions (HEIs) and TESDA-Supervised Technical
Education Institutions (TEIs), and All Others Concerned

SUBJECT Revising and Updating the Compensation and Position

1.0

2.0

3.0

Classification Plan for Faculty Positions Embodied in National
Compensation Circular (NCC) No. 69

Purpose

This Circular is issued to establish and prescribe rules and regulations
governing the implementation of the Revised Compensation and Position
Classification Plan for faculty positions in SUCs, HEIs and TEIs in accordance with
the modified Common Criteria for Evaluation (CCE) of faculty positions.

Coverage and Exemption
This Circular shall apply to all faculty positions in SUCs, HEIs and TEls,

including teaching positions assigned to laboratory classes except teaching and
related teaching positions in sccondary and clementary schools which shall continue

to be covered by the Teachers Preparation Pay Schedule of the Department of

Education. ('ulture and Sports.
Revised Point Allocation

3.1  Consistent with the modified CCE and Qualitative Contribution Evaluation
(QCE) jointly formulated and prescribed by the Chairman of CHED and
the President of PASUC, per attached Implementing Guidelines and
Annexes | and 2, the following point allocation for faculty positions is
hereby adopted:

"Tulong-tulong sa pagsulong!" /W
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3.2 Faculty positions in HEIs and TEIs shall be limited to the rank of Associate
Professor V.

33  The accreditation of Professors in SUCs and Associate Professors, in the
case of HEIs and TEISs, shall be soverned by Section 4.4 of NCC No. 33.

34  The classificaion of cxisung College Professor positions shall be
coterminous with the incumbents,

3.5  Faculty members who merited higher academic ranks but were constrained
to ocoupy lower ranks duc Lo the quota limitation shall be evaluated based
on the modified CCE and QCE prescribed herein.
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4.0

6.0

7.0

Appointment to Cotlege/University Professor Positions,

4.1

The following are deemed qualified for appointment to College/University
Professor positions:

4.1.1 Deserving faculty members occupying Professor positions duly
accredited by the PASUC Accreditation Committee who have

complicd satisfactory with Section 3.1 hereof.

4.12 SUC Presidents and Vice-Presidents who opt to receive the basic
salary pertaining to their assigned academic rank under the CCE,
provided that they have complied with the requirements mentioned
under Section 3.0 hercof and those who opt to return to the
academe due to their resignation/retirement not for cause before the
expiration of their fixed terms of office.

Modified Quota System

5.1

5.2

53

Effective upon implementation of this Circular, the quota for the rank of
Associate Professor shall be withdrawn,

The quota for the rank of Professor shall be adjusted to 20% of the total
number of faculty positions of each SUC.

Only one (1) position of College/University Professor per
College/University shall be authorized for every six years, the total of which
shall not exceed the number of authorized colleges and external campuses
of the respective SUC, Candidates to said rank shall be required to undergo
screening as stipulated in Section 4.3 of NCC No, 69.

Exercise of Presidential Discretion

The exercise of presidential discretion’ under Section 6.0 of NCC 69 is

hereby extended to heads of HEIs and TEIs. To ensure standard implementation of
the presidential discretion, the Chairman of CHED and President of PASUC shall
formulate and prescribe scparate guidelines which shall be observed by the heads of
HEIs and TEIs,

Evaluation Cycle

The evaluation shall be undertaken cvery odd year starting 1999 for SUCs.

In the case of HEIs and TEIs, the evaluation shall be undertaken every even year
starting 1998,

p
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8.0

9.0

10.0

Funding Source

Funds needed to implement this Circular shall be included in the budgets of
the respective institutions concerned in the annual General Appropriations Act. For
this purpose, the evaluation results as evidenced by the computer print-out shall be
submitted to the DBM not later than May 31 of the preceding budget year.

Repealing Clause

Any and all provisions of circulars, rules and regulations or parts thereof
which are inconsistent with this Circular are hereby repealed and/or modified
accordingly.
Effectivity

This Circular shall take <ffect immediately.

EMILIA T. BONCODIN
Secretary
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IMPLEMENTING GUIDELINES FOR NCC

I. GENERAL GUIDELINES:

1. Al faculty members in higher education programs and heads/administrators of
public higher education institutions (HEIs) composed of the State Universities and
Colleges (SUCs) and CHED Supervised Higher Education Institutions (HEIs),
including TESDA Technician Education Institutions (TEIs) shall be evaluated in
accordance with the revised and updated Common Criteria for Evaluation (CCE)
and the Modified Point Allocation (MPA).

2. All claims for CCE points shall be supported by the appropriate and pertinent
primary documents. Secondary documents shall not be accepted except in
situations where the primary documents have been lost or damaged through force
majeure.

3. Personal Data Sheet (PDS) accomplished and submitted for evaluation shall be
subscribed and sworn to.

4. The following mechanics of implementation shall be observed:

4.1 The HEI concerned shall reproduce the Personal Data Sheet.

4.2 The faculty member or the administrator shall accomplish the form and
attach all supporting documents,

4,3 The HEI shall form two Committees- One of Evaluators and One of
Reviewers- which shall sit en banc to evaluate and review faculty
credentials.

4.4 The Evaluators shall enter the points in the Summary Sheet and shall sign
the same,

4.5 The Review Committee shall review the evaluation of all documents and
submit the evaluated Personal Data Sheet and supporting documents to the

¢ Head of school for official transmitial to the PASUC CCE Computeri-
zation Center, which shall process the documents using approved
computer program.

4.6 Where the two committees differ in their faculty assessment, they shall sit
down together and come to a collegial decision.

4.7 The official printout from the PASUC CCE Computerization Center shall
be released to the President/ Administrator or the authorized
Representative of the HEIs concerned. 5

5. Upon authorization of the DBM, the PASUC CCE Computer Center shall be at

the TUP-IRTC based on a Memorandum of Agreement (MOA) between PASUC
and TUP.

6. For purposes of implementing the National Compensation Circular, cut-off date
shall mean the most recent date of documents considered in the evaluation cycle.

\v';’.-‘z‘é‘“anig PADY— Lo ol
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7.

10.

1L

The hiring /promotion of faculty members shall be subject to the relevant
educational qualification by rank/subrank and the Merit System Plan adapted by
the Governing Boards of SUCs and the Merit System Plans for faculty
promulgated for CHED-Supervised HEls and TESDA TEls provided that such
Merit System Plans shall not be lower than the Qualification Standards (QS)
prescribed by the Civil Service Commission (CSC). The CCE computer print-out
shall be the basis of hiring new faculty members from Instructor 1 to Assistant
Professor V.

For upgrading and/or promotion to any sub-rank in the Instructor and Assistant
Professor positions a faculty candidate should satisfy the CCE points
corresponding to the rank/sub-rank plus-the qualitative contributions in the area of
instruction measured in terms of the Teaching Effectiveness (Annex I).

For the upgrading and/or promotion to- the rank of Associate Professor I to V a
faculty candidate should satisfy the CCE points corresponding to the rank/sub-rank
plus qualitative contributions in at least two (2) of the four functional areas,
namely, instruction, research, extension, and production. The standards and point
values in the qualitative contributions are indicated in the attached matrix and
guidelines (Annex II).

For upgrading and/or promotion te the rank of Professor I to VI, the faculty
candidate shall be required to earn the CCE points corresponding to the
rank/subrank plus qualitative contribution in at least three of the four functional
areas,

Faculty positions in CHED-Supervised HEls aad TESDA TEIs shall be limited to
the rank of Associate Professor V.

IL. SPECIFIC FACTORS AND GUIDELINES FOR DETERMINING POINTS

Nt o ot

Educational Qualifications 85 pts.

1.1 Highest relevant academic degree or educational attainment with the
following maximum point credits

1.1.2 Master’s Degree ... 68
YA I LEB . and MUY ..o s 65

N.B. MD shall be considered a Doctorate degree if the holder is teaching in a
College of Medicine.

1.1.4 Diploma course ( above a bachelor’s degree)................... 55
1.1.5 Bachelor’s degree ( four years)............ccoocoiiecvccniin s 45
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N.B. In the case of a Bachelor’s degree which is more than four years,
additional credit of five points is given for every year over four years.

1.1.6 Special courses

1.2 Additional equivalent and relevant degree earned

1.2.1 Additional Master's degree....
1.2.2 Additional Bachelor's degtee

(U -8

N B. An additional equivalent and relevant degree eamned related to the present
position refers to another degree on the same level as the advanced degree that the
faculty has already eamed.

Relevance is the applicability of the degree to teaching and to the subjects the
faculty is teaching, or the duties and functions other than teaching which the
faculty performs.

For example, a holder of an M.S. in Math acquired a degree in M.S. Physics.
However, an M A holder. who acquired two bachelor degrees like A B, BSE,
shall be credited only for histher M A. degree,

1.3 AdditionalAcmdits earned

1,3.1 For every 3 units earned toward a higher approved degree course
(I OF YO PUBY... i ivismisiuss smeaismaniviasssrusorsas sissesnion 1

2. Experience and Professional Services............ e 25 pts.
N.B. The services and experiences of a faculty who is designated to an

administrative position like Vice president, Dean, Director, etc., shall be credited
only once, whichever is highest, within the period of his designation.

2.1.1 For every year of full-time academic .............................1
service in state institution of higher
learning
N.B. Academic Service refers to teaching in college or doing research and
extension functions.

A year means at least 2 semesters,

Full-time service means the official full-time equivalent load (FTEL) hours of
actual teaching or its equivalent in other functions approved by the institution’s
Board of Regents/ Board of Trustees.

\kam W‘ c ALCALA
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State institution of higher learning refers to chartered SUCs, CHED -Supervised
and TESDA Schools whose main function and responsibility is tertiary education
and offers degree programs.

2.1.2 For every year of full-time academic ................0.75

service in an institution of higher

learning other than SUCs, CHED-

Supervised and TESDA Schools;

service in a public or private research

institution
N.B. Academic service refers to teaching in the tertiary level in an institution of
higher learning which is not a SUC, a CHED-Supervised or TESDA School, or
doing research on a professional level in a research institution.

2.2.1 For every year of administrative designation as:

8 PIREOOR: h  a r R R 3.0
b, VICe-president. ..o avinissiis wivhessniesi e idnssmsig 2.5
¢. Dean/Director/School Supernintendent.............. 2.0
d. Principal/Supervisor/ Department..................... 1.0
Chairperson/ Head of Unit
2.3.1 For every year of full-time industrial/agricultural/ teaching experience as:
a.. Engineer, Plant /Farm Manager .. ... 1S
D5 FEIUCIE,.ccc:3000usimspmarssommicenispsescened 1.0
B L a1

2.3.2 For every year of experience as:

a. Cooperating Teacher............................c...... 0.5
b. Basic Education Teacher ..................cccccceeen 05
3. Professional Development Achievement and Honors...............occn 90 pts.

3.1 Innovations, patented inventions, publications and other creative works
( maximum of 30 pts.) ’

3.1.1 For every cost and time saving................... lto7
innovation, patented invention
and creative work as wejl as
discovery of an educational ,
technical, scientific and/or
cultural value

Nt Se&ietn
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Sub-categories under 3.1.1 are as follows:
A_ Inventions
These are original patented ( or must have patent pending) works which have

direct contribution to education, science and technology, The basis for the
weight is the patent score.

Criteria Credits
1. If patented Multiply patent score by
weight assigned according
to criterion of utility.
2. If patent pending Multiply patent by weight
according to utility.

N.B. Per invention or discovery the followlng additional criteria and point
allocations are prescribed:

Commercial utility on:

» aninternational scale.. ... ... ... 7
o, anational seale.. s msiman s 5
o institutional fevel....................... PRI R At 2

The accrediting bodies for these factors on the international and national scale are:

» Science and technology-——DOST
¢ Education DECS/ CHED/ TESDA

For the institutional level, a University Committee shall accredit. The patent
paper/ document must be presented to ascertain patent score, Credit points are
divided equally among two or more individuals claiming credit for the same
invention.

B. Discoveries

A discovery must be the first of its kind or not of common knowledge. It shall
betheresuhorproductofthomearchofanmdmdmloragwpoffaamy

Criteria Credits
1. Ornginality, educational 60% of 7 (0.6 x 7)
impact, documentation
2. Evidence of wide dissemi- 40% of 7(0.4x7)

nation, e.g. exhibits, pub-

) lications
Y e —
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N.B, Where there are more than one proponent, the points are to be divided
equally among them. If only one factor ( e.g, (1) is satisfied, credit is awarded
only for that factor).

C. Creative work has to satisfy one or more of the following criteria:

I. Originality 25 % of 1 -7 pts.
2. Acceptability and recognition 25%of 1 -7 pts.
3. Relevance and value 25%of 1 -7 pts.
4. Documentation and evidence 25% of 1 - 7 pts.
of dissemination
N.B. The scale of 1 -7 is distributed on the basis of competitiveness, thus-
o INtOnationd) |  ioirsesicressirisannsmmssssay 7
@ NBHOTAL ......eirieenirseeeneraoereemesreenesarasseasenareiis 5
«) Tosbitationmli o R 2

Credits are divided among two or more claimants. Examples of creative
works are published articles, literary items, musical compositions and/or
arrangement, painting, sculpture, and other performing arts.
D. Innovations consist of improvements/ modifications made on an existing design,
process or product. The criteria for rating and the points for each criterion are:

Criteria Credits
1. Use of indigenous materials...............oooiciiinn 20 % of 7 pts.
2. Relevance and value to education,
science and technology. ............... T, 20 % of 7 pts.
3. Cost/time/ energy / SAVING...........oceveriammemsmesmsimsaesisininss 20 % of 7 pts.
4, Acceptability of Peers. .. .........ccoemcoriciiciiicincnnnnn 20 %0 OF 7 pHS.
5. Dissemination/ GOGUMentation...... ... oo 20 % of 7 pts.

3.1.2 For every published book,: original, edited, or compaled, copyrighted/
published within the last ten years

a  Asoriginal author ... 3-7
DY AR OARIIRS 8 oocer ey 0mm Mot 2-5
0. ASCTRIBIION. ... oo sseviiir o i Al T 1 -4
O CR L RN SRR A BT S R oAl 1«3
£ ASCOMPIET.......c.coooiiiiiisiin i 1-2
i S m
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The factors and their weights are:

Textbooks, including Science and Technology and references

Role Tertiary High School  Elementary
Single author 7 pts. 5 pts. 4 pts.
Co-author 5 3 2
Reviewer 4 2 1
Translator 4 2 1
Editor 3 2 1
Compiler 2 1 1

3.1.3 For every scholarly research/ menograph/ educational technical articles in a
technical/scientific/ professional journal.

a  International ... 5
B INEBORAL......nconrrrnessirsbipsiaidasiefiassiiisa iy e soras 3
$ VROCH e 2

BT R s s o S O L S N B e e vsre 1-3

Under this item are approved and published sets of complete modules,
laboratory manuals, operation manuals, workbooks, teaching guides,
including software, prototype and Computer-Aided Instruction materials.
SyHabi, flip-charts, compiled copies of machine-copied documents, mock-ups
are not considered under this item. Those which can be credited are
approved by the department or college for instructional purposes.

Role Credit
Single author or maker Full
Co-author, co-maker Half

N.B. For credits to be granted, a sample of the material and a certification by
the College/Department as to its usefulness apd acceptability for instruction
must be presented.

3.2 For expert services, training and active participation in professional/technical
activities ( Maximum of 30 pts.)

3.2.1 Training and Seminars ( Maximum of 10-pts.)

S o W e
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3.2.1.1 For every training course with & duration of at least one year ( Pro-
rated for less than a year and not to exceed 10 pts.)

a International...... ............... 5
b. National/Regional ................. 3

3.2.1.2 For certified industrial, agro-industrial or fishery training ... 1/120h

( maximum, of 5 pts.)
3.2.1.3 For participation in conferences, seminars, workshops

a. - TemEHONAL . ... ..oessiiarssvcisas 3
b. National/ Reglonal ................... 2
AR E - ST |

3.2.2 Expert Services Rendered ( Maximum of 20 pts.)

3.2.2.1 For serving as a short-term consultant/ expert in an activity of an
educational, technological, professional, scientific or cultural nature
(foreign or local) sponsored by the government or other agencies.

& Tewermabtoral. L R 5
b. National/ Regaoml ................................ 3
2

3.2.2.2 For services rendered as coordinator, lecturer, resource person or
guest speaker in conferences, workshops, and/or training courses.

a. International
b. National/Regional............ooiiviiiicnns 3
2

3.2.2.3 For expert services as adviser in doctoral dissertations, masteral and
undergraduate theses ( maximum of 10 points)

a. Doctoral dissertalion....i ..................... 1.00
b. Masteral thesis ............cvvirmmnmieoncs 0.50
¢. Undergraduate thesis.......................... 0.25

3.2.2.4 For certified services as reviewer/ examiner in the Professional
Regulunons Commission ("RC) or in the Civil Service Commission

(CSQ).... ol

T Wity
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3.2.2.5 For expert services in accreditation work as member of the Board of
Directors, member of the Technical Committee or Consultant

3.3 Membership in professional organizations/ honor societies and honors received
(Maximum. of 10 pts)

3.3.1 For current individual- membership in relevant professional organization (s)

8. Learned Society

Full member..................... i 2

Associate member. .....................1
b. Honor Society..................... SRR 1
0. Scientific SOCIEtY.....c.ciiiiaiimrmiiiiianie i
d. Professional

Member.......c.oovie oo, 05

3.3.2 For undergraduate academic honors eamed;

a. SummaCum Laude...................c... 5
b. Magna Cum Laude......................... 3
O I Lo - oo v ey sas gy 1

3.3.3 Scholarship/Fellowship. This may be degree or non-degree granting.

a. International, competitive

DO . e 5
Masterrl G s 4
Non-Degree...........ccc.iiviiviimminia; 3
b. International, non-competitive
DIPTSR 3
MEBSERaL..... ..o imvcorsreniscsrinivsssasss 2
NOB-DEGIRE....... .., ..ioresrvemvuosermmanscs 2
¢, Narional/ Regional, competitive
Deoetorate . ............oooocooveeernns, 3
IVIRBEEERL: vt At A srm o me 2
INOR-DIOEIeR i iivnivnri ot drsanyiasosins 1
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d. National/Regional, non-competitive

Doctorate.............ccoooeveriiinecinsananen 2
Masteral...... 1
e. Local, competitive or non-competitive.....1
3.4 Awards of distinction received in recognition of achievement in relevant areas of
specialization/profession and/or assignment of the faculty concerned.
a International........cocoeoiiiiriiinreinns 5
b. NationalRegional., .. ... ......oiiiiinn 3
B O e e S e RO R s 2

3.5 Community outreach ( maximum of 5 points)

3.5.1 For every year of pmapauon in scmcc-onemed projects in the

community...
3.6 Professional examinations
3.6.1 For every relevant licensure and other professional examinations passed

{maximum. of 10 pts.)

a. Engineering, Accounting, Medicine,

Law, Teacher’s Board, etc...................... 5
b. Marine Board/ Seaman Certificate;

Master Electrician/ Master Plumber

Certificate, ete, Plant Mechanic
Cemﬁcate, Professional Radio Operator

IV. APPOINTMENT TO THE HIGHER SUB-RANK OF THE INSTRUCTOR AND
THE ASSISTANT PROFESSOR POSITIONS .

1. Appointment to the position of Instructor Il and Assistant Professor IV be
subject to the following requirements:

1.1 CCE points of at least 66 points- for the higher sub-rank of the
lnstructor position and at least 88 points for the Assistant Professor

\éasms/m— - yerrraml
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1.2 Earned MA degree for Assistant Professor I to IV

1.3 Qualitative contributions in instruction, otherwise known as Teaching
Effectiveness. Annex  includes the standards and guidelines for the
appropriate evaluation of the same.

IV. APPOINTMENT TO THE POSITION OF ASSOCIATE PROFESSOR

1. Appointment to the position of Asseciate Professor shall be subject to the
following requirements:

1.1 CCE points of at least 124
1.2 Earned MA degree

1.3 Qualitative contributions in instruction, research . extension and
production. ( Must have contributed significantly in at least two of
the four functional areas . )

V. APPOINTMENT TO THE POSITION OF PROFESSOR

l. Appoimment te the position of professor shall be subject to the following
requirements;

1,1 CCE points of at least 139,
1.2 Earmed doctorate for Professor 4 to 6.

13Qualitative contributions in instruction, research, extension and
production. ( Must have at least three of the four functioral areas )

1.4 In cases where a doctorate is not normally part of career preparation,
or where such doctoral program is rare, the doctorate requirement may
be waived provided that the candidate has an appropriate master’s
degree, has at least 159 CCE points (including educational
qualification) and has earned at least 20 points in the following areas;

1.4.1 Books, monograms, compendiums and major bodies of
published work

1.4.2 Scientific articles in publications of international circulation,
and other works of similar nature

R e
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1.4.3 Discoveries, inventions and other significant original
contributions v

1.4.4 Research recommendations transtformed to public policy
benefiting the country

1.4.5 Supervision. tutoring, or coaching of graduate scientists and
technologies

1 4 6 Research results applied or utilized in industrial and/or
commercial projects or undertaking,

1.5 Accreditation by a committee of experts duly constituted by PASUC
for candidates entering the rank for the first time.

N B. The members of the accreditation committee are recognized experts
in the area of specialization of the faculty applying for accreditation.

An applicant who fuils in the acaeditation process shall be
appointed to the position of Associate Professor 5.

2. Limitations

2.1 Quota - 20% of the total number of the faculty positions
2.2 The rank is not applied in TESDA and CHED supervised schools

except those offering graduate programs

V1, APPOINTMENT TQ THE PQSITION 0OF COLLEGE AND UNIVERSITY
PROFESSOR

1. Coverage

The following are deemed qualified for entitlement to appointment as
College Professor and University Professor.

1.1 Deserving faculty members occupying Professor positions duly
accredited by the PASUC Accreditation Committee who have complied
satisfactorily with all the requirements stated in Part V hereof.

1.2 SUC / CHED/TESDA executives who opt to receive their basic salary
pertaining to their assigned academic rank under the CCE, provided
that they complied with the requirements mentioned under part V
hereof and those who opt to return to the academic due to their
resignation/retirement. not for cause before the expiration of their fixed

terms of office.
m&s{{gﬁrh M@fc ALCALA
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2. Requirements:

2.1 CCE Points
2.1.1 University Professor 198-200
2.1.2 College Professor 195-197
2.2 Eamed Daoctorate

2.3 A pass from a screening committee duly constituted by PASUC
2.4 Professorial accreditation in case of the faculty

2 5Qualitative contributions in instruction, research , extension and
production. ( Must have at least 3 out of 4 ).

N B. A candidate who fails to satisfy all the requirements shall be appointed to the
position of Professor 6.

3. Limitations

3.1 Only one (1) position of College Professor per College, shall be
authorized for every six (6) years, the total of which shall not exceed
the number of authorized colleges and external campuses of the
respective SUC/ CHED-Supervised and TESDA Schools,

3.2 Only one (1) position of University Professor per University shall be
authorized for every six (6) years, the totel of which shall not exceed
five percent ( S % ) of the total number of accredited full professor in
the University concerned.

4. Mechanics and processes

Upon recommendation. by the institution head concemed, all candidates
for the rank of College Professor and University Professor shall undergo screening
by an independent body, to be organized by PASUC.

5. Qualifications for Accreditation as College/Univérsity Professor
5.1 He must be an outstanding scholar and scientist as shown in the quality

of his publications and researches in his principal field of study and in
allied fields; or he must have manifested performance of his executive

leadership role.
mmx&" so./lg?ﬁ‘i\‘% W
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5.2 He must have expert knowledge in one field or division and familiar
with at least one other subject within another division

5.3 He must be known for intellectual maturity and objectivity in his

Jjudgment.

54 He must have a high reputation among his colleagues and other
scholars for his mastery of the subject of his specialization.

Recognition and esteem: could be manifested in any of the following ways:

54.1

542

543

544

VIL MODIFIED POINT ALLOCATION

Faculty Rank

Instructor

Assistant Professor

Associate Professor

His contribution to the advancement of his field of
spectalization are recognized by colleagues, here and abroad.

He is published in the most respected learned journals in his

field of specialization.

His works are widely acclaimed and provoke spirited
discussions among scholars, often from various disciplines.

He is often invited to other universities and scholarly
gatherings for the originality of his thoughts.

5.4.5 He is accorded various forms of honors ( awards, chairs,
titles, efc.)

Sub-Rank

|
i
1

<E=~

<ZE= -

Nddw ok
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Salary Grade

12
13
14

15
16
17

" 18

19
21

23

Point Bracket

65-below
66-76
77-87

88-96

97-105
106-114
115-123

124-130
131-137
138-144
145-151
152-158

Frihea P —
ANGEL C ALCALA
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Faculty Rank Sub-Rank Salary Geade Point Bracket

Professor I 24 159-164
{1 25 165-170
4111 26 171-176
v 27 177-182
A4 28 183-188
Vi 29 189-194
College/University 30 195-200
Professor

President, PASUC Chairman, CHED
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ANNEX 1
(Qualitative Contribution Evaluation, QCE, for
Instructors and Assistant Professors)

I. DEFINITION
A. Qualitative Contribution (QC)

This is the distinctive contribution by a faculty member secking promotion to a
higher rank or sub-rank and which generally accrues to the enhancement and sustenance of
the overall image of the state universities and colleges in their constant endeavor towards
excellence,

B. Qualitative Contribution Evaluation (QCE)

QCE is the process of determining the eligibility of 2 faculty candidate for the
particular rank and sub-rank indicated by result of the application of the common criteria
for evaluation (CCE).

D. Commitment

This refers to a faculty member’s deep sense of responsibility to render service for
the development of the students’ well-being and for the advancement of his/her discipline.

E. Knowledge of Subject

This includes the faculty member’s scholarship and expertise in his’her chosen field
or discipline.
G, Teaching for Independent Learning

This pertains to the faculty member's ability ‘to organize teaching-learning
processes to enable students to maximize their learning potentials.

H. Management of Learning

This refers to the faculty member’s ability to create and mange a conducive
learning environment and at the same time guide, monitor and evaluate student learning.

President, PASUC Chairm:,CHED/
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1. GENERAL GUIDELINES

A. In addition to the common criteria for evaluation (CCE), promotion to higher rank and
sub-rank shall be subject to Qualitative Contribution Evaluation (QCE).

B. Continuous improvement toward excellence shall include well-defined and well-
executed approach(es) aimed at enhancing the value of collegiate/university education
to the clientele the SU/C pledges to serve. The improvements must be in all four (4)
functional areas of the SU/C, namely: instruction, research, extension, and production,

C. For those seeking promotion to the higher sub-ranks of the Instructor and the
Assistant Professor positions, the QC shall be in the Teaching Effectiveness.
LI SPECIFIC GUIDELINES

A. The Teaching Effectiveness of instructors and assistant professors i¢ evaluated using
the following assessment areas with the corresponding weighted points:

1. Commitment 0.20
2. Knowledge of Subject 0.20
3. Teaching for Independent Learning 0.30
4, Management of Learning 0.30

B. A common evaluation instrument is prepared by a joint committee of CHED, PASUC,
and TESDA. The evaluation is done by the faculty concerned, his peers, his
4 supervisor, and his student beneficiaries.

C. Each area of assessment has a number of criteria and allotted a total of 25 points. The
total raw points for the assessment areas is 100. The raw points gamered in each of
the four assessment areas is multiplied by the corresponding weight,

D. In rating using the criteria, the scale of 1 to 5 is used, with 5 as the highest.

E The faculty shall be evaluated regularly and the average rating is obtained for the
particular CCE implementation,

President, PASUC - Chairman, CHED
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F. The following are the minimum points required under the QCE so that a faculty with

the appropriate CCE credits can be promoted.

SUB-RANK MINIMUM POINTS
Instructor I 80
» 1 90
Assistant Professor 1 80
1 85
11 90
v 95
INSTRUMENT OF EVALUATION
I. COMMITMENT

Demonstrates sensitivity (o students” ability to attend to
wad absorb content information.
seasitively his/her learning objectives with thuse
of the students in a collaborative process.
Makes seif available to students beyond official time slots.

1. KNOWLEDGE OF SUBJECT

Demonstrates mastery of the subject matter.
4  Draws and share information on the state on the art of
theory and practice in hivher
Integrates subject 10 practical circumstances and learning
intents/purposes of students.

1L TEACHING FOR INDEPENDENT LEARNING

Creates teaching strategies that allow students to practice
using concepts they need to understand (interactive discussion):

Enhances student seif-esteem.

Allows students to create their own course with objectives and
realistically defined student-professor rules and make them
accountable for their performance.

Allows students to think independently and make their own
decisions and bolding them accountable for their performance
based largely on their success in executing decisions.

A
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IV. MANAGEMENT OF LEARNING

Creates opportunities for extensive contribution of students
(e.g. breaks class into dyads, triads or buzz/task groups)
Assumes roles as facilitator, resource, coach, inquisitor, integrator,
referee in drawing students to coatribute to knowledge- and
understanding of the concepts at hand
Designy and implements learning eonditions and experience that
promote bealthy exchange and/or confrontations,
Structures/re-structures learning and teaching-learnig context
to enhance attainment of collective learning objectives,

N it
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ANNEX 2
(Qualitative Contribution Evaluation, QCE, for
Associate Professors and Professors)

1. DEFINITION
A Qualitative Contribution (QC)

This is the distinctive contribution by a faculty member seeking promotion to a
higher rank or sub-rank and which generally accrues to the enhancement and sustenance of
the overall image of the state universities and colleges in their constant endeavor towards
excellence.

B. Qualitative Contribution Evaluation (QCE)

QCE is the process of determining the eligibility of a faculty candidate for the
particular rank and sub-rank indicated by result of the application of the common criteria
for evaluation (CCE).

€, Common Criteria for Evaluation (CCE)

The CCE is a set of factors of services and achievements which establish the
relative performance of a faculty in the state university or college for the period of
evaluation.

This refers to & faculty member’s deep sense of responsibility to render service for
the development of the students’ well-being and for the advancement of his’her discipline.

D. Clientele Satisfaction (CS)

This is a strategic concept for the overall institutional image as the SUC seeks
continuous improvement toward excellence. It is based on the belief that the quality of
education will improve as the clientele (i.e., students, parents, conmmunity) assume more
responsibility for the value of education they draw from the institution. This demands
constant sensitivity to clientele requirements and measurement of the factors that drive
clientele satisfaction. Equally, this demands awareness of the latest developments in
education and rapid response to the clientele ‘requirements thereby improving both the
quality of education and the relationships with students, parents and the community.

E  Leadership (L)

Professor (including board members and administrators) must create clear and

visible qualjty within the educational system. Reinforcement of these values and
FREDERICK SO~ PADA—— C. ALCALA
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\
expectations requires personal commitment and involvement. Professors in collaboration
with administrators and instructors or board members, must create strategies, systems and
methods for achieving educational excellence. These systems and methods guide activities
and decisions of the college or university and encourage participation and creativity by all

G. Partnership Development (PD)

The college or university should seek to build internal and external partnerships
that promote cooperation/collaboration serving mutual and larger community interests.
These should consider longer-term objectives as well as short-term needs, thereby creating
a basis for mutual investments. The building of partnerships should address means of
regular co.amunication, approaches to evaluating progress, means of modifying objectives,
and methods to accommodate changing conditions.

H. Community Responsibility (CR)

Education quality objectives should reflect areas of community citizenship and
responsibility. These include ethics in education, support for public safety, environmental
safety, and sharing of quality-related information with business, industry and government
agencies within the community and the country. Community responsibility also includes
responsiveness to community needs and processes to develop and maintain public trust.

1. GENERAL GUIDELINES

A In addition to the common criteria for evaluation (CCE), promotion to higher rank and
sub-rank shall be subject to Qualitative Contribution Evaluation (QCE).
¢ B Continuous improvement toward excellence shall include well-defined and well-
executed approach(es) aimed at enhancing the value of collegiate/university education
to the clientele the SU/C pledges to serve. The improvements must be in all four (4)
functional areas of the SU/C, namely: instruction, research, extension, and production.

C. For those secking promotion to the Associate Professor rank, the QC shall be in any
two functional areas chosen by the candidate prior to any assessment year,

D. For those seeking promotion o the Professor rank, the QC shall be in any three
functional areas chosen by the candidate prior to any assessment year.

\%ﬁﬁ‘& s{';kﬁ?— CacALA
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IL. SPECIFIC GUIDELINES

A In each of the self-selected functional areas the candidate’s qualitative contribution
shall be assessed based on clientele satisfaction, leadership, partnership development,
and community responsibility. The weights applicable to the different ranks are as
follows:

RANK INSTRUCTION RESEARCH EXTENSION PRODUCTION

Asso. Professor 0.50 0.30 0.10 0.10
Professor 0.20 0.65 0.10 0.05

N.B.: For placement or entry performance for the last five years shall be considered,
while for promotion only the performance during the period of evaluation shall be
considered,

B. A common evaluation instrument is prepared by a joint committee of CHED and
PASUC.. The evaluation is done by the ratee's client, by the direct supervisor, by the
stakeholders in the completed projects, and by his external and internal communities.

C. Each area of assessment has a number of criteria and allotted a total of 25 points. The
total raw points for the assessment areas is 100. The raw points gamered in each of
the four assessment areas is multiplied by the corresponding weight.

D. In rating using the criteria, the scale of 1 to 5 is used, with § as the highest,

E. The faculty shall be evaluated regularly ai the end of every academic year and the
average rating is obtained for the particular CCE implementation.

F. The total weighted points (maximum being 100) shall have the equivalent points
corresponding to the sub-ranks under cach of the Associate Professor and Full
Professor ranks as follows:

QCE Weighted Points
RANK
MINIMUM MAXIMUM

Associate Professor

1 76 RO

2 80 85

3 86 90

4 91 95

5 9% 100

\vzm&%;\ A‘gi C. ALCALA
President, PASUC Chairman. CHED 2
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QCE Weighted Points

RANK
MINIMUM MAXIMUM

Full Professor

1 61 65
2 66 70
3 71 75
) 7% 80
s 81 85
6 86 90
College Professor 91 95
University Professor 96 100

EVALUATION INSTRUMENT

1. Clientele Satisfaction (To be rated by the client(s))

The needs of the clientele are reflected in the plan

Processes and procedures adopted enable him 10 respond quickly to
changing requirements of the clientele

Meeis and discusses with clicntele 1o assess quality of services provided

Involves clientele in planning processes for intended educational
services

Adopts and implements a system that is supportive of realizing
clientele satisfaction

I1. Leadership (To be rated by the immediate supervisor)

Regularly communicaies guality standards 1o staff colleagues, students,
and parents

Participates in quality imitiatives underiaken by the college/university

¥ Provides /shares with colleagues, students, and parents information

relative to the latest development in quality practices

Encourages participation of all in the decision making process

Develops new ways of responding to clieatele request that improve
response time and clicntcle satisfaction

Develops/promotes processes that provent/resolve problens

1L Partnership Development (To be rated by the stakeholders in
the completed projects/activities)

Involves students, colicagues, parenis in planning, implementing and
evaluating quality standards and plans

Regularty meets concerned sectors 1o discuss ways in which the
departments and the colleges can create better learning and

working environment
Establishes alliance with local residents, businesses and other government
AT, "””‘*gg
CK SO A ANGEL C. ALA
President, PASUC Chai

L
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Develops community support system through the alliance for sustaining
cffective learning and working environment

Works with members of the faculty, staff, and community to identify and
implement ways to improve quality of education and
education and educational processes

V. Community Responsibility (To be rated by parties from
the external and internal communities)

Strives 1o create safe learning and working
environment

Makes everyone aware of their responsibility to the
community

Focuses on helping staff, students and colleagues
understand commuanity needs

S i inithatives 10 i %
Adopts a strong sense of business cthics

\/}4«2—-& Sz
FREDERICK SO’TI%A"
President, PASUC

>7

R ey PTG

Chairman, CHED
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APPENDIX C
ADOPTING A FLEXICORE WORK SCHEDULE FOR FACULTY

fwpnble of the Phalippines
Province of Pampanga

City of Mabalacat
MABAILACAT CITY COLLEGE

EXCERPTS FROM THE MINUTES OF THE 77TH MEETING OF THE BOARD OF
TRUSTEES OF MABALACAT CITY COLLEGE HELD ON APRIL 20, 2015, 3:45
P.M. AT MABALACAT CITY COLLEGE, MABALACAT CITY, PAMPANGA.

Yresemi:

Chairperson: Hon. Marino P. Morales Mayor, Mabalacat City, Pampanga
Vice Mrs. Carmelita P. Sotta President, Mabalacat City College
Chalrperson:

Secevetary: Atty. Robert Jobn 1. Denesa Secretary, Mabalacat City College

bermnbers:

Hon. Froyvlan L. Galang Chairperson, Committee on
Education, Sangguniang Panlungsod,
Mabalacat City, Pampanga

Mrs. Charo B. Halili Representative, Women Sector of
Mabalacat City

Hon. Tomas P. Manalo, Jr. Representative, Prominent Citizens of
Mabalacat City

Mrs. Remedios Jocson Representative, Business Sector of
Mabalacat City

Mr. Jayson Andrew Q. President, MCC Alumni Association

Mallari
Mrs. Rebecca Q. Lising President, MCC Faculty Association
Ms. Aileen C, Narciso President, MCC Student Council

B e et b e R B e S o ek X

RESOLUTION NO.34
Series of AY. 2014-2015

ADOPTING A FLEXICORE WORK SCHEDULE FOR FACULTY MEMBERS

WHEREAS, pursuant to Article Iil, Section 5 (k] of the Municipal Ordinance No.
2 5. 2007 generally known as the Charter of Mabalacat City College, the Callege
is empowered to exercise such other powers and perform such other functions
and duties not inconsistent with existing law... or an ordinance and as it may
deemed necessary for the effective and efficient governance of the Coliege;

WHEREAS, Civil Service Commission Resolution 051404 dated October 6o,
2005 has approved a Model Merit System for Faculty Members of Local College
and Universities (LCUs). While it mandates a forty (40})-hour work week, it also
provides that LCUs “shall prescribe its own rules ane regulations governing
working hours and attendance of its Jaculty members.”

WHEREAS, studies show that flexible employment results to increased
economic and social cohesion, maintained economic competitiveness and
enhanced eqgual opportunities between women and e,

NOW, THEREFORE, be it resolved as it is hereby RESOLVED by Board of
Trustees, through its 77® Meeting herein assembled, to decree:
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Province of l’mnp:‘ultg‘a
City of Mabalacat

order}. This resolution also extends faculty members designated as
Director, Coordinator, Program Head, Dean, College Secretary,
Trustee, Vice President or President. ~

This resolution does mnot cover College guidance counselors,
librarians, nurses, physicians, dentists, and other employees.

XI. Definitions:

a. Flexicore shall mean variable work schedule, Under f{lexicore,
there is a core pericd of the day when the faculty member is
expected to be at work while the rest of the working day is “flexible
time” in which the faculty member can choose when they work,
subject to achieving a total of thirty (30) weekly hours of physical
presence at the College.

b, Faculty member shall mean, all persons employed at Mabalacat
City College, on lltivoe basgis, holding a plantilla positicin of i
Teacher, Instructor or Professor, cithier cengaged in classroom
tcaching o  poaforming supervisoly  awad /o adiunistrative
tunctions as Divector, Coordinator, Program Head, Dean, College
secretary, Trustee, Vice President or President.

¢ Loere period shall mean the tme of the day when faculty members
have classes or are required to attend College activities. During the
core periods, faculty members are expected to be at the College.
whiethier or not thieir students are present.

. Bmbedded load shall mean teaching Iloads embedded in a
designation.

¢, soft ivad shall mean other assignments treated &9 a teaching for
purposes of compensation.

XX, General Policies:

a. MCC shall adopt flexicore work schedule for its fuli-time faculty
members. Full-time faculty members are required to render a total
ol tharty (30] hours of work per week at the College, divided as
follows: Twentv-one (21) hours of actual classroom instruction
engagement; three (3) hours devoted to the conduct of publishable
research to be submitted at the end of the Academic Year; and six
(6) hours of consultation.

. Since the Civil Service Commission reqguires a total of forty (40

hiours a weeli, there is thus, a difference of ten {10) hours. Ta
compensate, faculty members must use the ten (10) hours fod
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Facuily members designated as College Officials [President, Vice
President and College Secretary) and Institute Officials (Dean,
Program Head, Coordinator) are entitled to the same Rlexicore
Work Schedule and are also required to render a total of thirty (3G)
hours of work per weei. The thirty {30) hours shall include the
embedded  loads (i any),  wouitoning, planming,  other
administrative and supecvisory activities.

d. The twenty-one (21) hour actual classroom instruction engagement
as vetlecied in the faculty loadings shall be a core period. Being
absent during the core period means being absent for one (1) whole
day. Being late during the core period means being late for the day.
Leaving the College during the core period means being under

L‘xgl L“‘ﬂh’ ey

. "/ 4 e, Monday mornings {7:30 A M. to 10:30 A.M.) are core periods for

AP the purpose of observing the flag-raising ceremonies, general

«¥ - assemblies, weekly meetings, social gatherings, community
extension activities and others.

{)“
‘Q Eooany toad assigned (o Faculty Meiobers 111 excess of the regulai

1
-
/L . loads or embedded loads shall be considered overload and shall

entitle the faculty member to appropriate honoraria. However, the
aeulty member is also required to exiend work bevoud thirty (30)
fars corresponding to the number of hours overload.

g. The Civil Service Commission requires & total of forty (4¢0) hours a
week, exclusie of lunch breaks. For the lunch breaks to: be
included in the flexicore work schedule, it must not exceed forty-
tive {45 minuies.

BEAyOLY R urther that a copy of this resclution be furnished Sangguniang
Hardungsed ol Mabalacat City, Pampanga, Commission on Higher Education,
Civit Service Commission and other concerned offices.

LEPROVELD 20U April 2015,

N o e 1 e, o e . 2 0 S o B e ok e A b e 0 b e e e e e x

feevttly that the MCC Boadd of Trustees deliberated and approved the above-
uoted resctution,

Witness my hand, this 29% day of July 2015 at Dolores, Mabalacat City,
Harnpean get
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APPENDIX D

PRESCRIBING RATES FOR CERTIFIED PUBLIC ACCOUNTANTS, LAWYERS, AND DOCTOR

OF MEDICINE

Republic of the Philippines
Province of Pampanga

City of Mabalacat
MABALACAT CITY COLLEGE

EXCERPTS FROM THE MINUTES OF THE 68™ MEETING OF THE BOARD OF
TRUSTEES OF MABALACAT CITY COLLEGE HELD ON JUNE 7, 2014, 5:30
P.M. AT TAI WOO CHINESE RESTAURANT, SANTA INES ROAD, MABALACAT

CITY, PAMPANGA.

Present:
Chairman: Hon. Marino P. Morales Mayor, Mabalacat City, Pampanga
Vice Chairman: Dr. Leonardo C. Canlas  President, Mabalacat City College
Secretary: Atty. Robert John I. Donesa  Secretary, Mabalacat City College
Members: Dr. Caridad O. Abuan Director, Commission on Higher
Education, Region I1L
Mrs. Carmelita P. Sotto Representative, MCC Non-Teaching
Personnel
Hon. Tomas P. Manalo, Jr. Representative, Prominent Citizens of
Mabalacat City
Mrs. Remedios Jocson Representative, Business Sector of
Mabalacat City
Mr. Jayson Andrew G. Mallari President, MCC Alumni Association
Mrs. Rebecca Q. Lising President, MCC Faculty Association
Mr. Michael R. Maglaque President, MCC Student Council
On-Leave:
Hon. Froylan L. Galang  Chairman, Committee on Education,
Sangguniang Panlungsod, Mabalacat
City, Pampanga
Mrs. Charo B. Halili Representative, Women Sector of
Mabalacat City
b3 e e e e e = e e e S e e i S i X

RESOLUTION NO. 11
Series of 2014

PRESCRIBING RATES FOR CERTIFIED PUBLIC ACCOUNTANTS, LAWYERS
DOCTORS OF MEDICINE

WHEREAS, the 1987 Philippine Constitution mandates that the State shall
promote and protect the right of all citizens to quality education at all levels
and shall take appropriate steps to make education accessible to all;

WHEREAS, article III, section 5 (k) of the Municipal Ordinance No. 2 s. 2007
generally known as the Charter of Mabalacat City College, the Sangguniang
Panlungsod of Mabalacat City empowers the Board of Trustees to exercise such
other powers and perform such other functions and duties not inconsistent
with existing law... or an ordinance and as it may deemed necessary for the
effective and efficient governance of the City College;

WHEREAS, as an Institution of Higher Learning, Mabalacat City College,
intends to deliver quality education to its students and to hire qualified
individuals to become members of its Faculty and Staff;

WHEREAS, the College pays the Certified Public Accountants (CPAs) PhP

200.00 per hour of lecture and the Attorneys at Law (Lawyers) PhP 250.00 per
hour of lecture;
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Republic of the Philippines
Province of Pampanga

City of Mabalacat
MABALACAT CITY COLLEGE

#
WHEREAS, it is difficult to attract Certified Public Accountants, Attorneys at
Law and Doctors of Medicine with the current rate offered by the College;

NOW, THEREFORE, be it resolved as it is hereby RESOLVED by Board of
Trustees, through its 68t Meeting herein assembled, to increase the rates of
per hour of lecture by the Certified Public Accountants and Attorneys at Law
and doctors of medicine as follows:

[ Certified Public Accountant — PhP. 300.00 rate per hour of lecture

2. Attorney at Law - PhP. 350.00 rate per hour of lecture

3. Doctor of Medicine — PhP. 350.00 rate per hour of lecture
RESOLVED further that this resolution shall take effect on June 16, 2014.

APPROVED 7 June 2014.

S e X

I certify the correctness of the above-quoted /r¢solution.
’) A

prﬁonmuﬁn 1. DONESA

Board Secretary II
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APPENDIX E

GRIEVANCE PROCEDURE
~ S Republic of the Philippg
Ao @ vl of P
(3. A Municipality of Mabalacat
NG a0V /i MABALACAT COLLEGE
cs’! o ﬂ P

Quality

Performance

Our
Way
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EXCERPTS FROM THE MINUTES OF THE 1% SPECIAL MEETING OF THE
BOARD OF TRUSTEES OF MABALACAT COLLEGE HELD ON FEBRUARY 10,
2011 AT SHANGHAI RESTAURANT, ANGELES CITY, PAMPANGA.

Respectfully submitted by Atty. Robert John 1. Donesa, Secretary
Present:

Chairman: Hon. Marino P. Morales — Mayor, Municipality of Mabalacat
Vice Chairman: Dr. Leonardo C. Canlas — President, Mabalacat College
Members:
Hon. Froylan L. Galang — Chairman, Committee on Education,
Sangguniang Bayan,
Dr. Virginia D. Akiate —Director, Commission on Higher
Education, Region I11;
Prof Carmelita P. Sotto — Representative, Teaching and Non-
Teaching Personnel;
Hon. Tomas P. Manalo — Representative, Prominent Citizens of

RESOLUTION NO. 7
Series of 2011

GRIEVANCE PROCEDURE

WHEREAS, Article IlI, section 3 (h) of the charter of the Mabalacat College, the
Sangguniang Bayan of the Municipality of Mabalacat empowers the Board of Trustees to
prescribe specific and regulations for the administration and management of the Coliege;

WHEREAS, Article 11, section 3 (j) of the charter of the Mabalacat College, the
Sangguniang Bayan of the Municipality of Mabalacat empowers the Board of Trustees to
promulgate and enforce rules of discipline governing the officers, faculty, teaching and
non-teaching personnel;

WHEREAS, the Manual of Regulations of Private Higher Education (MRPHE) provides
that. “Every higher education institution shall provide for amicable internal procedurces or
remedies, as a preferable measure in the settlement of any issue, dispute or grievance
arising from employment relations.”"

WHEREAS, though, Mabalacat College follows the Civil Service Commission Rules
and Regulations in defining offenses and providing for penalty thereof, the internal
procedures for the estabiishment any offense and enforcing penaity given remained
unwritten,

WHEREAS, With the upsurge of the number of employees, the College recognizes the
necessity of spelling out the procedures and providing for remedies in case of infractions
committed by any employee against the College, his co-employee or the students.

' § 124, Manual of Regulations for Private Higher Education made applicable to Local Colleges
via CMO 30 s, 2009

Eaual Oonortunitv_ . Qualitv Education_ . Praductive Citizenrv
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- S Republic of the Philippmess
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\ONep "2V // MABALACAT COLLEGE

MC aimed to be one of the leading institutions of higher learning in Region III,
As such, MC aimed to: (1) provide for expeditious adjudication of administrative cases;
(2) inculcate sense of justice among its employees through proper venues; (3) maximize
the employee productivity through discipline, (4) provide for remedies to redress a
wrong, and (5) protect the interests of her stakeholders and the students.

NOW, THEREFORE, be it resolved as it is hereby RESOLVED by the Board of
trustees of Mabalacat College, through its 1™ Special Meeting, to promulgate Grievance
¥ Procedure as follows:

Quality

Section i. The Coiiege Adminisirative Councii®

The College Administrative Council (CAC) shall be composed of:
Performance
1. The Vice President for Administration and Finance sitting as the Chairman, ex officio.
. 2. The Dean of College of the erring employee

3. The Human Resources Management Officer
QOur 4. President of the Non-teaching personnel
5. President of the Faculty club
6. The College Secretary

Way Section 2. Jurisdiction of the College Admiaistrative Council

The College Administrative Council (CAC) has the jurisdiction to hear and
decide the following cases, without prejudice to the complainant’s right to seek redress of
of grievances in proper venue:

Violation of the Faculty Manual

Violation of the Non-Teaching Personnel Manual

Violation of a Memorandum

Violation of Philippine laws involving moral turpitude

Violation of the Revised Penal Code and Special Criminal Laws
Violation of the Manual of Regulation of Private Higher Education
Violation of the Code of Conduct and Ethical Standards for Public Officials
and Employees

8. Violation of the Civil Service Commission Rules and Regulations
9. Violation of the Code of Ethics for Professional Teachers

10. Commission of acts unbecoming of a Mabalacat College Employee

@ Lirc

SN B DD, -

Section 3. Filing a Complaint and Reply Thereof

A. A complaint should be in writing, dated and signed Oral complaint will not be
accepted. The complainant should personally submit the written complaint to the Human
Resource Management Office in five copies. Additional copies shall be required if there
are more than one respondents.

B. A complaint should state:

* § 25, Municipal Ordinance no. 02 serics of 2007, popularly known as the Charter of Mabalacat College.
See also. Memo # 25 5. 2010 by the Office of the President.

Fanal Onnortimitv’. ( nalitv RFdncatinn | Produntivs Cifisaneo
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Performance

Repuopne or me romnp: S
Province of Pampan

Municipality of Mabalacat
MABAILACAT COLLEGE

1. The name of the complainant and the name of the faculty or personnel who
caused him damage or prejudice. When the offense is committed by more
than one person, all of them shall be included in the complaint.

2. The complaint should specify in details the acts or omissions complained of,
the damages it caused to the complainant, and the remedy the complainant
sought to obtain.

3. Ifthe offense is specified in the any of the set of laws enumerated in Section 2
hereof, its designation should be stated.

4. The complaint should also indicate the date of the commission of the offense
and the place where it was committed.

C. The Human Resource Management Officer (HRMO) shall evaluate the complaint and
shall determine whether or not the acts or omissions complained of constitute an
infraction as specified in the complaint. The HRMO shall also determine whether there is
enough ground to hold the respondent for due process.

D. If the HRMO, in a sound exercise of discretion, find the complaint to be sufficient in
form and substance, and that there is a strong possibility that the act complained of,
which constitutes an offense, had been committed, shall order the respondent to file and
answer within 48 hours.

E. The respondent shouid submit the answer to the HRMO in five copies. Additionai
copies shall be required if there are more than one complainants. Failure to submit the
reply within the time required, the respondent shall be deemed to have waived his right to
file said answer.

F. Upon the receipt of the answer, the complainant at his aption may make a reply to the
answer within forty-eight (48) hours from receipt thereof. Upon the receipt of the reply,
the respondent at his option, may also make a comment to the reply within forty-eight
(48) hours from receipt thereof. After the lapse of forty-eight (48) hours without
comment or reply filed, the submission of said pleadings shall be deemed waived,

Section 4. Alternative Dispute Resolution

A In a personal case between two employees, not involving the school in any way, the
HRMO may, with the agreement of both parties to the case, subject the cause to
arbitration.

B. The HRMO may act as the arbiter. But a third disinterested person may be appointed
at the election of the parties

C. Agreements arrived at during the arbitration shall be in writing and signed by both
parties. It shall be binding among the parties and shall dispose of the case.

Section 5. Hearing

A. For cases not subject to arbitration, a hearing is required. After the submission of the
last pleading, the parties are notified by the HRMO of the date and time of hearing. The
parties are requested to bring along with them their witnesses and documentary evidence
to support their claims.

Equal Opportunity...Quality Education... Productive Citizenrv. ..
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1. The name of the complainant and the name of the faculty or personnel who
caused him damage or prejudice. When the offense is committed by more
than one person, all of them shall be included in the complaint.

2. The complaint should specify in details the acts or omissions complained of,
the damages it caused to the complainant, and the remedy the complainant
sought to obtain.

3. Ifthe offense is specified in the any of the set of laws enumerated in Section 2
hereof, its designation should be stated.

4. The complaint should also indicate the date of the commission of the offense
and the place where it was committed.

C. The Human Resource Management Officer (HRMO) shall evaluate the complaint and
shall determine whether or not the acts or omissions complained of constitute an
infraction as specified in the complaint. The HRMO shall also determine whether there is
enough ground to hold the respondent for due process.

D. If the HRMO, in a sound exercise of discretion, find the complaint to be sufficient in
form and substance, and that there is a strong possibility that the act complained of,
which constitutes an offense, had been committed, shall order the respondent to file and
answer within 48 hours.

E. The respondent shouid submit the answer to the HRMO in five copies. Additionai
copies shall be required if there are more than one complainants. Failure to submit the
reply within the time required, the respondent shall be deemed to have waived his right to
file said answer.

F. Upon the receipt of the answer, the complainant at his aption may make a reply to the
answer within forty-eight (48) hours from receipt thereof. Upon the receipt of the reply,
the respondent at his option, may also make a comment to the reply within forty-eight
(48) hours from receipt thereof After the lapse of forty-eight (48) hours without
comment or reply filed, the submission of said pleadings shall be deemed waived.

Section 4. Alternative Dispute Resolution

A In a personal case between two employees, not involving the school in any way, the
HRMO may, with the agreement of both parties to the case, subject the cause to
arbitration.

B. The HRMO may act as the arbiter. But a third disinterested person may be appointed
at the election of the parties

C. Agreements arrived at during the arbitration shall be in writing and signed by both
parties. It shall be binding among the parties and shall dispose of the case.

Section 5. Hearing

A. For cases not subject to arbitration, a hearing is required. After the submission of the
last pleading, the parties are notified by the HRMO of the date and time of hearing. The
parties are requested to bring along with them their witnesses and documentary evidence
to support their claims.

Equal Opportunity...Quality Education... Productive Citizenrv...
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B. During the hearing, the complainant shall first establish his cause in the presence of
the respondent. He shall produce testimonial, documentary and object pieces of evidence
to prove his claims. He shall be examined, through questions and answers, either by the
CAC or by the respondent himself to ascertain the veracity of his claims.

C. The respondent may, during the same hearing, present testimonial, documentary and
object pieces of evidence in defense of himself. He shall also be examined, through
questions and answers, by the CAC ascertain the veracity of his claims.

Quality

D. Unjusiified absence of any party during the hearing shaii not posipone the hearing.
1 The absent party’s right to present any form of evidence apart from those submitted as
‘ part of his pleadings shall be waived.

Performance
Section 6. Decision

; ’ After the hearing, the case shall automatically be submitted for resolution. Based
i Our on the appreciation of facts and the pertinent rules violated, the HRMO office shall pen
‘ the Recommendation and send the same to the members of the CAC. The members of the
CAC shall register their concurrence or dissention indicating it before their signatures.

Way The decision shall be only be recommendatory. The Board of Trustees reviews
the recommendation and executes a memorandum decision. The memorandum decision
shall be final and executory.

of Section 8. Repealing Clause

All executive orders, administrative orders, resolutions, practices whether based
on written order or not are hereby repealed or modified accordingly.

@ Life Section 9. Effectivity
This rule shall become effective during the 1™ Semester Academic Year 2011-

2012.

Adopted: February 10, 2011

APPROVED:

Collgge President

DR. VIRGINIA D. AKIATE
Director, Commission on Higher Education Region 111

EFaual Onnortunitv. . Onalitv Ednecation  Praductive Citizenrv
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, Province of Pampan,

Municipality of Mabalacat
MABALACAT COLLEGE

AT
HON. FROYLAN1L. GALANG
Chair, Committee on Education, Sangguniang Bayan

PROF. CARMELITA P. SOTTO
Representative, Teaching and Non-Teaching Personnel

HON. T : NALO
Representative, i ifizens of Mabalacat

X X

I hereby certify the co
resolution.

s of the above-quoted excerpts of the enrolled

ATTY. ROBERT JOHN
Secretary to the Board

ONESA
rustees

Equal Opportunity...Quality Education... Productive Citizenry. ..
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APPENDIX F
TEACHER'’S LEAVE

TEACHER'S LEAVE

+ Teachers are entitied to proportiona! vacation pay (PVP) of
70 days of summer vacation plus 14 days of Christmas
vacation.

< A teacher who has rendered continucus service in a school
y=ar without incurring absences without pay cf not more
than one-and-a-half days (1-1/2) is entitled to 84 days.of
proportional vacation pay. )

+ Day care workers and all other appointive employees whose
work schedule is the same as that of teachers, earn leave
credits in accordance with teacher’s leave and vacation
service credits of teachers.

Kinds of Leave
MATERNITY LEAVE
- Granted to avery woman in the government service.

- Rendered an aggregate of two (2) or more years of service
is entitled to maternity leave of 60 calendar days with full
pay.

< 1 year or more but less than 2 years of government
service - 60-day ML with proportionate pay

% Less than 1 year of service - 60-day ML with half pay

% In case of those in the teaching profession:
If the delivery occurs during long vacation, the
teacher is erntitled to both the maternity benefits and
PVP.
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- Granted in every instance of pregnancy, irrespective of its
frequency

- Female employee can report back to duty befors the
expiration of ML, provided she presents a medical
_ certificate that she is physically fit for worx.

PATERNITY LEAVE
Granted to:

< Married male employze

« 7 working days

¢ Legitimate spouse who has deliverec a ctild or
suffered a miscarriage

2 First 4 deliveries or miscarriege o the legal
spouse

4 Continuous or intermittent mannar

% Non-cumulative and non-convertibie to cash

MATERNITY AND PATERNITY LEAVE TO ADOPTIVE
PARENTS

- Granted to adoptive pzrents upon the birth of 3 chilc shall
be enjoyeo If the adoptee is Yelow sever (7) yaars of age.

PARENTAL LEAVE TO SOLO PARENTS

- Granted to any <olo parent employee te perform parental
duties and responsibilities where physical presence Is
requred for-seven (7) days.

- Granted in every instance of pregnancy, irrespactive of its
frequency

- Female employee can report back to duty befora the
expiration of ML, provided she presents a medical
_ certificate that she Is physically fit for worx.

PATERNITY LEAVE
Granted to!

<+ Married male employ2e

# 7 working days

¢ Legitimate spouse who has delivere¢ a child or
suffered a miscarriage

% Firt 4 deliveries or miscarriage o the legal
spouse

4 Continuous or intermittent mannar

% Non-cumulative and non-convert bie to cash

MATERNITY AND PATERNITY LEAVE TO ADOFTIVE
PARENTS

- Granted to adoptive perents upon the birth of 3 child shall
be enjoyeo If the adoptee is elow sever (7) yaars of age.

PARENTAL LEAVE TO SOLO PARENTS
- Granted to any <olo parent employee te perform parental

duties and responsibllities where physical oresence Is
requred for-seven (7) days.

TEN-DAY LEAVE UNDER RA 9262
Granted to:

+ Any woman employee in the government service
regardiess of employment status, who i victim of
violence

4 Any woman employee whose child is a victim of
violence as defined therein and whose age Is below
eighteen (18) or above 18 but unable to take care of
himself/herself,

INDEFINITE LEAVE

- Teachers are also entitied to an indefinite sick leave of
absence when the nature of the iliness demands
prolonged treatment of more than one year,

REHABILITATION LEAVE

- Granted to all officials and employees for a maximum
period of six (6) months for wounds andfor injuries
sustained while in the performance of official duties.

STUDY LEAVE

- Teachers shall be entitied to study leave not exceeding
one school year after seven (7) years of service.

During the period of such leave the teachers shall be
entitled to at least sixty percent of their monthly salary.

TEN-DAY LEAVE UNDER RA 9262
Granted to:

+ Any woman employee in the government service
regardless of employment status, who s victim of
violence

< Any woman employee whose child is a victim of
violence as defined therein and whose age Is below
eighteen (18) or above 18 but unable to take care of
himself/herself,

INDEFINITE LEAVE
- Teachers are also entitied to an indefinite sick leave of
absence when the nature of the illness demands
prolonged treatment of more than one year,
REHABILITATION LEAVE
- Granted to all officials and employees for a maximum
period of six (6) months for wounds andfor injuries
sustained while in the performance of official duties.

STUDY LEAVE

- Teachers shall be entitied to study leave not exceeding
one school year after seven (7) years of service,

During the period of such leave the teachers shall be
entitled to at least sixty percent of their monthly salary.
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functions or beyond regular work hours/days where
payment of honorarium or overtime pay Is not possible.

Vacation Service Credits refers to the leave credits earned
for services rendered on activities during summer or Christmas
vacation or in the course of the regular school year, as authorized
by the preper authority.

Uses of Vacation Service Credits

- Vacation service credits are used to offset absences of a
teacher due to iliness. To offset absences on account of
fliness, one (1) work day service credit, is used to offset
one {1) day of absence.

Activities Eligible for the Grant of Service Credits

» Services rendered during registration and election days as
along as these are mandated duties under existing laws;

» Services rendered during calamity and rehabilitation when
schools are used as evacuation centers;

» Services rendered in connection  with the conduct of
remedial classes during the summer or Christmas vacation
or outside of regular scheol days;

» Services rendered In connection with early opening of the
school year;

» Services rendered during schools sports competitions held
outside of regular school days;

EXHAUSTION OF LEAVE

- Granted to an offial or employee for non-reporting for
work for a number  of days corresponding to the
accrued leave credits immediately prior to the Intended
date of resignation, retirement or separation from the
service,

Other Salient Features on Leave
Transfer of Leave Credits

- Ateacher who transferred to the non-teaching service ten
days before the close of the school year or during summer
vacation is entitied to proportional vacation pay inasmuch
as the right thereto has already accrued.

Period within Which to Act on Leave Application

- An application for leave of absence, Including terminal
leave, Is deemed approved if it is not acted upon by the
head of agency or the duly authorized representative
within five (5) working days after receipt thereof,

Absence on a Regular Day for which Suspension of Work is
Announced

- When employees fail to report for work on a regular day
for which suspension of work Is deciarec after the start of
regular working hours, they are not considered absent for
a whole day but only corresponding to the time when
official hours start up to the time the suspension was
announced.

W

» Services rendered by those who train teachers in addition to
thelr normal teaching loads;

» Attendance/participation in special DepEd projects and
activities which are short-term in duration such as English,
Sclence and Math Mentors’ Training, curriculum writing
workshop, planning workshop, etc., If such are held during
the summer vacation or during weekends or during
holidays.

Activities Not Eligible for the Grant of Service Credits

» Assignment in connection with exhibits at a fair;

» Postponement of a regular teacher’s vacation; and

» Time spent in travelling to and from station to the place
where services are rendered.

Procedure in the Grant of Service Credits

1. Head of office/school recommends approval of requast to
render  vacation service

2, School Dlvision Superintendent approves/disapproves

request

If reason for request s not among those listed above,
request should be forwarded to the Regional Director for
action if activity is reglon-wide and to the Central Office
through the Regional Director if actlvity is DepEd-wide. For
attendance/participation in DepEd-wide programs and
projects, the central Cffice shall make the necessary
issuances on the grant of vacation service credits,

Absence without Leave (AWOL)

- Continuous absence without approved leave for at least
thirty (30) working  days will be considered on absence
without leave (AWOL) and the employee can be
separated from the service or dropped from the rolis
wihout prior notice.

However, when it Is clear under the obtaining
circumstances that the official or employee concerned,
has established a scheme to circumvent the rule by
incurring  substantial absences though less than 30
working days 3x in a semester, such that a pattern |s
already apparert, dropping from the rolis without notice
may likewise be justified, (MC No. 13, s. 2007)

If the number of unauthorized absances incurred is less
than thirty (30)_working days, 3 written Return-to-Work
will be served at the employee’s last known address on
record. Fallure to report for work within the period stated

in the order will be a valid ground to drop the employee
from the rolls.

DepEd ORDER No. 53, s. 2003 dated June 24, 2003

(Updated Guidelines on Grant of Vacation Service Credits

to Teachers)

Statement of Policy

- The basic policy in the grant of vacation service credit is
that it should be given only for work beyond regular
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The documents/requirements shall be accomplished/submitted
after the completion of vacation service:

1. Accomplishment report.
2. Duly signed DTR/CS Form 48

Other Rules

» One work day of vacation service credit Is granted for one
day (eight heurs) of service.

» The number of days of vacation service cradits granted to a
teacher shall not exceed 15 work days in one year except in
cases authorized by the Secretary upon the recommendation
of the Regional Director.

» Vacation service credits shall not be granted for services
rendered without previous authority.

» Teachers on detail In offices or assignec to non-teaching
jobs are on the vacation-sick leave basis and should not
therefore be granted vacation service credits.

» In the monetization of teachers leave credits, unused
vacation service credits shall be converted into vacation-sick
leave credits. After monetization, the remaining vacation-
sick leave credits shall be convarted back to vacation service
credits

Formula In the conversion of Vacation Service Credits to
Vacation and Sick Leave:

Vacation and Sick Leave* = 30y/69

DepEd MEMORANDUM No. 328, 5. 2009 dated July 24, 2009
(Guidelines on the Grant of Vacation Service Credits to
Teachers Designated as District/School Property
Custodians)

Teache's designated as Property Custodians but who
continue to have regular teaching loads (of leas: 2 but nit bayond
4) shall rencer services on part-time basis and chall remain in the
reachers' lezve basis. Any work done within the school pre mises
n excass of 8 hours during regular school days shall be glven
additiona!l compensation or ovartime pay.

V/hen funds are rot available for the grant of addtional
;ompensaticn or overtime pay, vacation service credits may be
granted for services rendered beyord the required working hours
during reguar school ¢ays, which is exclusive of the 15 days
imitation under DapEd Order No. 53, 5. 2003,

Teachess designated on pert-time basis as Property
Custodians and who are required to render services during the
summar vacation to conduct property invantory after the ciosing
and before the opening of classes shall likewise be granted
vacation service credits of not more than 15 days, also exclusive
of the 15 days limitation.

Procecures/Requirements:

1.Tne designation of a teacher to perform &s Property
Custodian whether on part-time or full-time basis shall be
recommended by the School Head o the Schools Duvision
Superirtendent (SDS) provided that a certification is issued
by the School Head that all teacher needs hava been met
and no additional teachers are needed In the near future.

Where: 30 =  Number of days in a month
Y Total number of teacher’s service credits
69 = 58 days of summer vacation plus 11
days of Christmas vacation

* Number of days derived shall be divided equally Into
vacation and sick leave credits

Formula In the conversion of Vacation and Sick Leave to
Vacation Service Credits:

Y = VL+SL x69
0

» The vacation service credits of a teacher who transfers to a
non-teaching position may be converted into vacation-sick
leave credits and vice-versa; and

» Unused vacation service credits of teaching credits of
teachers who resigned, retired, or are separated from the
service through no fault of their own on or after January 16,
1986 shall be paid the money value of their unused vacation
service credits converted to vacation and sick leave credits.

DepEd ORDER No, 5, 5. 2004 dated February 12, 2004
(Eligibility of Remedial Instruction Classes for Grant of
Vacation Service Credits)

The conduct of remedial instruction to assist students who
perform poorly in periodical and other written tests, in excess of
the maximum actual teaching time, shall similarly qualfy as
eligible for the grant of vacation service credits to teachers.

2.The SDS shall issue an Order designating the
teacher as
Property Custodian, which il Inclu ecific
s i shall include the sp tasks to

3.0nly duly des d Property Custodians
g t may be pald
additional compensation or overtime pay or may ze gralgted
vacation service credits under these guidelines.

4. The School Head shall submit to the SDS the request for the
grant of vacation service credits, clearly indicating the total
numbe( of days served by the designated Property
Custodian during the summer vacation together with the
duly signed dally time record (DTR) for approval.

5.The discretion to determine the allowable number of

vacation service credits that ma:
the SDS. y be allowed Is vested with

The accumulated vacation service credits of teachers shall
be used to offset absences of teachers due to iliness. Subject to
availabliity of funds and approval of the SDS, monetization or
payment of the money value of unused vacation service credits
may be allowed, using the approved formula for computation
conversion and reversion under existing CSC rules anu’
regulations

DepEd ORDER No. 19, 5. 2011 dated Febr 23, 2011
(Granting of Vacation Service Credits r:.;:tdms
Implementing Dropout Reduction Program and
Open High School Program)

In recognition to the work of teachers who have to render

overtime teaching services on weekends in order to reach
children who are out-of-school, the SDS are authorized to grant
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vacation service cradits to teachers of Open High School Program
{OHSP) and thoss invoived in the implementation of Dropout
Reduction Program (DORP) in schoo's.

The school head/principal shall submit to the Division
Coordinator the class schedula of DORP and OHSP classes. The
DTR, original copy and/or certified copy together with the
quarterly accomplishments shall be submitted to the Division
Office for proper assessment énd recording.

The SDSs upon the recommendation of the Division
Coordinator shall issue the firal approval of the vacation sarvice

credits.

s DepEd MEMORANDUM No. 291, s. 2008
(Government Teachers’ Work Hours)

1. Public school teachers shall rander at most six (6) hours of
actual classroom teaching a day, except when undertaking
academlé activities that require presance outside the school
premises, i. €., educational trips;

2. School heads shal assign teaching loads to public school
teachers to fully utilize the six (6) hour 2ctual classroom
teaching, I.€,, six teaching loads at one hour per teaching
load, with du= regard for possitile teaching intervals,

Al advisorship and/or special assignments for the entire
school year combined shall be considerec as one teaching

load;

3. A teacher with less than six (6) hours of adual classroom
teaching shall render additional hours of appropriate

5. In the exigencies of the service, a public school teacher may
be required o rerder more than six (6) hours of actual
classroom teaching or more than eight (8) hours of work In
a day; Provided that additional compensation computed at
the same hourly rate of the regular compensation, plus 2
premium of twenty-five percent (25) of the hourly rate shall
be paid for actual classroom teaching in excess of sx (6)
hours and for work performed |n excess of aight (8) hours.

Cvertime pay can only be claimed for actual teaching and/or
work performed within the school premises. In the event of
non-availability of funds, servic2 credits shall be granted and
one hour overtime work shail be 1.25 hours for ourposes of
datermining the service credits.

6.In adcltion to the general guidelines herein provided,
specific guidelines shall be formulated at the school levei
taking into account the unique conditions in scheols such as
the shifting of classes, If applicable, the availability of faculty
rooms, classrooms and teachers, and the nature of the
teaching-related duties to be given priority.

LEAVE BENEFITS OF NON-TEACHING PERSONNEL

A leavs of absence Is a right granted to cfficials and

pl htheg to be absent and no: report for
duty for one or more days with thei- positions keld fo- them until
thelr rsturn. A leave of absence may either be with or wthout
pay and may be taken any cfficer or employe2 In the national,
provincial and municipal govemnments, state cclleges and
universities, inciuding  government-owned  or controlled

corporations.

teaching-related activities and duties enumerated below

Within the school pramises to complele six (6) hours;
(l

S

- A teacher with six (6) hours of actual chssroom tezching

and/or equivalent teaching-related acti
activities and duti
;hezdes; ::’r:r;‘a'::ensg ‘t:m (2) hours of work within or:xssri‘:lel
compiy with the eight-hour
Dy engaging in the foliowing taaching-related actlvi‘t'::;kad:g

dutles:

a. Praparation of [esson
f plans, acion/work plans,
instructional materials, evaluatlon/qssessmenE

tools/rubrics;

b. Preparation and checkine of i
d Id exercises; racording of
academic  parformance  results and dassrgom

accomplishments;

¢. Conduct of research;

d. Attendance 1o seminars, workshops  and  similar

programs;

e. Counseling, mentoring, cvaching of students inciuding

home visits;

f. Consuitations and conferences vith parents;

g. Performance of coordination activities and duly

recognized community social services;

h. Participation in the maintenance ancd improvement of

school facillties and 2quipment; and,

I Other activities identified in the spedific guidalines.

Kinds of Leave
VACATION LEAVE

- Absences for personal reasons must contingent
needs of the “service. . i
- The grant of vacation leave
mummwm.m‘luammm“m
- a:lapplntions‘ forlﬁlldayormshollbesubmhedon
epvucrlbedformfortheacuonoimepropuheadofﬂm
agency, whenever possible, five days prior to the effective

- Granted only on account of sickness or
disabllity on part
thefzmployeeotanymmberafﬂteempbyee’slmmp:dla:e'
fam:ly,andshouldbeﬂedimmechuelyupmmmom’
/relumfmmmchleave. i
However, the employee must send a
notice of such absence
2 to the Immedhtesupervsorand/ormmugm head.
For absences of more than five successive days, the
employeelsmqulredbosubmltapropermedlcal oern;'lcate
xith dt(he application for sick leave,
- A sick leave application, supported b medical certifi
3 y a
mﬂbd/nadmwhenanempbyeehastomdﬂyom:
examii
ikt nation or operation or is advised to rest due to
- In case of doubt, the head of the d
lepartment or a
require the submission of a medical cerﬂﬂcatemgn;yortm::
applicauonforskkluveoflsstlunﬂvedaysalmdyukm
by the employee.
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Il
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'

Granted to every woman in the government service,

- Rendered an aggregate of two (2) or more years of service - MG No. 9,8 2012

|s entitied to matemity leave of 60 cafendar days with full

pay.

Q 1 year or more but less than 2 years of government ’ MEMORANDUM CIRGULAR

service = 60-day ML with proportionate pay

: TITUTIONAL  BODIES;

O Less than 1 year of service = 60-day ML with half pay. T0 slétmmns‘ wor ooAu's‘D u o °"m","‘:
- i P NATIONAL GOVERNMENT; LOCAL GOVERNMENT 3

Granted In every instance of pregnancy, frrespective of its NATIRAL GOVESE 0oL -

frequency. CORPORATIONS (GOCCS) WITH ORIGINAL CHARTERS;
- Female employee can report back to duty beforz the " AND STATE UNIVERSITIES AND COLLEGES

expiration of ML, provided she presents a medical certificate BUBJECT :  Amendment to Section 6 (Teacher's Leave) Rule XVi of the

that she is physicaly fit for work. bus Rules on

Granted even if the dellvery, occurs nct more than 15

Pursusnt to CSC Resclution No. 1200547 dated Apd 17, 2012, Section 6
calendar days after the terminaton of an employee’s 9 Aprt

(Teacher's Leave), Rule XVI of the Omnibus Rules on Leave. & amended to read 35

service. ows:
- Granted even on an extended Jeave of absence without pay S D T e e e
immediately prior to delivery. vacation and sick Mave credits but 1o proportional vecation pay (FVF). The
- Granted even with pending administrative case. fotal PV that shall be eamod by Ieachers shal bo based on the computation

1o be providad by the Department of Education (DepEd) every school year,

umm_wmmmmn-mnma
Incuming ebeences wihouwt poy of not more than 1 % days sha¥ be gpitied io
[h2.dalal PVP same Som the mumber of sunmer gy Christmas vacation diys

Granted to a contractual female employees, whether or not
receiving 20% premium on their salary,

64 gedamined by the DepEd. x x x
PATERNITY LEAVE '
The amended Rule shall take effect after ifteen (15) days from the publication
of CSC Resotion No. 1200647 in 8 newspager of generai Grouation
Granted to:

» Married male employee

» 7working days {
» Legitimate spouse who has delivered a child or suffered 2 E 20 T/DUGUE NI, MD, M8c
miscarriage. v Chairman

» First 4 dellveries or miscarriage of the legal spouse 118

More than 1 legal spouse?
Note CSE Manchution Ma. 1200647 duted Al 17, 3017 wan Suthutad 1 P Phillppine Star on My 11, 2012

I 2Race 2 Serve: Responsion, A corssible, Coarteous and E fective Publc Service
(32 C5C Bubding, 1B Roed Constisetioa Hills, 126 Quanson Cay + 0 931-T935451- 110931-8092 + B cacpiiieberailisc gornph * @0 worw o grarsh

He will be entitled to paternity leave for a maximum of 4
deliveries regardless of who among his legal spouses gives
birth.

v Continuous or intermittent manner
v Non-cumulative and non-convertible to cash.

MATERNITY AND PATERNITY LEAVE TO ADOPTIVE
PARENTS

- Granted to adoptive parents upon the birth of a child shall
be enjoyed if the adoptee is below seven (7) years of age

PARENTAL LEAVE TO SOLO PARENTS

- Granted to any solo parent employee to perform parental
duties and responsibilities where physical presence is
required for seven (7) days

> Woman who gives birth as a result of rape
» Unmarried person
> Duly licensed foster parent or duly appointed legal
guardian
> Any family member who assumes the responsibility of
head of family as a result of death, abandonment,
disappearance or prolonged absence of the parents or
solo parent (at least 1 year)
» Parent left solo or alone with the responsibility of
parenthood:
= Death of spouse
= Detention of the spouse or serving sentence for a
criminal conviction for at least one (1) year;
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* Physical/mental incapacity of spouse as certified
by a pubiic medical practitioner;

* Legal separation or de facto separation from
Spouse for at least one (1) year provided be/she
has custody of the children;

+ Dedlaration of nullity or annulment of marriege as
decreed by a court or by a church, provided
he/she has custody of the children;

* Abandonment of spouse for at east one (1) year.

Requirements:
¥ Solo Parent 1.D from the City/Municipal Soclal ‘Weifare and
Development Office.
¥ The L.D is valid for one (1) year;
¥ C.S Form 6 supported with certified coples of solo parent ID

and birth certificate of child/childrer or other requirenents
such as medical certificats,

Ten-Day Leave Under RA 9262

Granted to:
*Any woman employee In the government servics regardless
of employment status, who is victim of violence
= Any woman employee whose child is 2 victim of violence as
defined therein and whose age is below eightzen (18) or
above 18 but unable to take care of himself/herself,

When to File:

The application for leave shall be filed, before the actual
leave of absence or Immadiately upon the woman
employee’s return from such leave.

¥ Personal milestones

v Parent  al obligations

v Filial obligations

¥ Domestic emergencies

¥ Personal transactions

¥ Calamity, accident, hospitalization

> This leave privilege may be avalled of when the occasion is
personal to the employse and that of his/her immediate
family.

> Non-cumulative and non commutative,

REHABILITATION LEAVE

- Granted to all officials and employess including those with
fixed term of office may avail themselves of rehabilitation
privilege for & maximum period of six (6) months for wounds

and/or injuries sustained while In the performance of official
duties,

¥ Apglicaticn for leave of absence should be flled on the
prescribed form within one week from the time of the
accdent.

¥ Supported by jelevant reparts such as police report, if
any,

¥ Medical certificate on the nature of the injuries, the
course of treatment involve, and the need to undergo
rest, recuperation and rehabilitation as the case maybe,

¥ The head of agency shall direct that absence during the
period of disability thus occasioned to be on full pay but
not to exceed six months.

¥ Authorize the payment of the medical attendance,
necessary transportation, subsistence and hospital fees.

0

Requirements:
ay Protection Order (BP0) -
: ‘Brzazrampmaﬂg yry/Permanem Protection Order (TPO/PPO) from
il et issued by the barangay of
protection order Is not yet
dig court, a certification jssued by the mn:r:gt
i y/K'Agawad or Prosecutor or the Clerk of Com‘:h i
E:era::;laﬁon for BPO, TPO or PPO has b;cenaﬂled wlon =
said office shall be sufficient t0 support the applicat
ten-day leave;or i i
¥ tl:ethe absence of the Bm/t::g :'r thn: o:;:?::me x
ice report specifying ; 5
p?c::::ce on the victim and 2 medical certificate :lzrof
:onsiaemd 3t the discretion of the immediate supe

the female employee concerned.

ti-Violence Against Women and their Children (RA 9262)
Ani

nner of Avallment
e Continuous or intermittent manner

ure of Ten-Day Leave . .
. Non-cumulative and not convertible to cash

Leaves not availed of are considered walved.

i billty
? Mm:‘:\:ﬂoma‘fuwho denies the application for |eave‘fema:;
employee-victim  of VAW, h;:splilt:msubf;r:lss:;:dw
be
BPO/TPO/PPO, shall
prejudidal to the best interest of the service.

SPECIAL LEAVE PRIVILEGES

and
Granted to officials and employees except teachers
those covered by special |eave laws:
19

7 Absence in this case Is not charged against sick or
vacation leave, if there are 2ny.

- Official and employees on rehabilitation privilege do m’; e:rur;
and accumulate vacation leave and sick lea\rr:ﬁ m:s suc,h =
hall receive thelr salaries and regular bel Sl
PERA, ADCOM, Year-End Bonus and Cash Gift ma

law.

TERMINAL LEAVE

& Granted to an official or employae who intends to sever
loyer,
his connection with his emp i
# Terminal leave will be paid only uponh m:m a:yee
resignation, retiremant, or separation of the emp!
from the service.
& Paid on a lump sum or staggered basis.

e
- ie the money valua of the total accumulated u'j::ei Le:;t
t;redlts of an official or employg based onm; R
monthly salary received at anytime during th2 p!
cssithegp Ombudsman is not
. ce from the Office of the
c:cae?;c; for the processing and payment of terminal l::;e
:ay or in availing of the exhaustion of accrued leave credits.

EXHAUSTION OF LEAVE

- non-reporting for viork for 2 number of days corres&cnd;::
to the accrued leave credits immediately pdormr L.
intended date of resignation, retirement or separatior

the service
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FORCED/MANDATORY LEAVE

# Officlals and empioyees with 10 days or more vacation leave
credits are required to go on vacation ieave for a minimum
of five (5) working days annually,

® The enjoyment of this leave nesd not be successive,

# If not taken during the year, this will be forfelted,

% However, in the exigency of the service, a scheduled forced
leave may be cancelled by the agency head and the jeave
not enjoyed will no longer he deducted from the total
accumulated vacation leave,

# In case of retirement or resignation from the service without
Completing the calendar year, employee opted not te avail
leave credits for that particular year will not be ferfeited.

# An employee with accumulated vacation leave of less than
ten (10) days has the option to go on forced leava or not.

STUDY LEAVE

Officials and employees, excluding those in the
teaching profession who are covered by different provisions
of law, may be entitled to study leave. The study leave is
the time off from work not exceeding six (6) months with
pay for the purpose cof assisting qualified officials and
employees to prepare for their bar or beard examinations or
to complete their masteral degree.

Qualification Requirements:

Q Must have a bachelor's degree

Q Profession/field of study to be pursued must be relevant to
the agency’s mandate or to the duties and responsibilities of
the concerned official/employee

2

Q Non-cumulative and non-convertible to cash

Q CS Form 6 shall be -accompanied by medical certificate,
clinical summary reflecting the gynecologics! disorder,
histopathological report, operative technique used for the
surgery, duration of the surgery inciuding pre-operative
period, as well as amployee’s estimated pericd of
racuperation

Q May be applied for in advance, at least 5 days prior ‘o the
scheduled date of the gynecological surgery ; or ‘mmediately
upon the employee’s return from such leave

Q Submit medical certificate (physically fit to assume the
duties of the position) upan employee’s return to work

Q The guldelines snhall take effect retroactively starting
September 15, 2009.

Who are entitied to leava;
¢ Permanent Employees
v Temporary Employees
Casual Employees
Contractual Employees
Elective Officials
Emplcyees on Extanded Service
Part-time employees

RKK K

Covered by Speclal Leave Law:

¥ Justice of the Supreme Court, Court of Appeals and
Sandiganbayan;

¥ Judges of Regional Trial Courts, Municipal Trial Courts,
Metropolitan Trial Courts, Court of Tax Appeals, Sharia
Circuit Court and Shari‘a District Court;

¥ Justice of the Supreme Court, Court of Appeals and
Sandiganbayan;

O At least two (2) years of servica with VS performance for the
last two (2) rating periods n

O No pending administrative case and/or criminal cr?arges

O Must not have any current foreign/local scholarship grant

O Must have fulfilled the service obligation of any previous
training/scholarship/study leave grant

O Permanent amployee/Coterminous  (not related to the
agency head or to any member of a coliegial body/board
within the 4th degree of affinity or consanguinity)

Period of Grant Service Obligation
1 month 6 months

2-3 morths 1 year

More than 3-6 months 2 years

Special Leave Benefits for Women under RA 9710
(Magna Carta of Women)

OGranted to any female public sector employee, regardiess of
age and civil status, provided she has rendered at least 6
months aggregate service in any or various government
agencies for the last 12 months prior to undergoing surgery
for gynecological disorders.

DOThe special lzave may De availed for every Instance Of
gynecological disorder requiring surgery for a maximum of 2
months per year.

Classification of Procedure: :
O MINOR - Surgical procedures raquiring a maximum period of
recuperation of 2 weeks

O MAJOR - Surgical procedures raquiring a minimum period of
recuperation of 3 weeks to a maximum period of 2 months

v Judges of Regional Trial Courts, Municipal Trial Courts,
Metropolitan Trial Courts, Court of Tax Appeals, Sharia
Circuit Court and Shari‘a District Court;

¢ The Chalrmen and the Commissioners of the constitutional
commissions (e.q. COA, CSC, COMELEC, Human Rijhts);
and

v Cther officlals and employees covered by special laws. (Sec.
10)

Other Salient Features on Leave

Ar lation of ion and Sick Leave

Vacation and sick leaves are cumulative and any part portion
thereof not taken within the calendar year are carried over
to the succeeding year.

Commutation of Leave Credits

Commutation of lsave credits or leave with pay s the
conversion of unused accumulated leave credits to their
corresponding money value while the official or 2mployee IS
on leave.

Commutation of Salary Pricr to Leave
In the exercise of discretionary power, the head of the
agency may authorize the commutation of salary that would
be received during the period of an employee’s vacaticn and
sick leave ard direct its payment at the beginring of such
leave from the fund out of which the salary would have been
paid.
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Period Within Which To Act on Leave Application

An appiication for leave of absence, including terminal ‘eave,
Is deemed approved If It is nct acted upon by the head of
agency or the duly authorized representative within five (5)
working days after receipt thereof.

Effect of Unauthorized Leave

Employees who are absent withowt approved leave are not
entitied to receive their satary corresponding to the period of
the unauthodzed leave of absence. It is understood,
however, that the absence wil no lenger be deducted from
the accumulated leave cradits, If there are any,

Absence Without Leave (AWOL)

- Contl by without 3pproved leave for at least
thirty (30) working days will be considered on absence
without ieave (AWOL) and the employee can be separated
h;r'n the seivice or dropped from the rolls without prior
notice,

However, when it is clear under the obtaining circumstances
that the official or employee concerned, has established a3
scheme to circumvent the rule by Incurring substantial
absences though less than 30 working days 3x In @
samester, such that a pattem 5 already aoparent, dropping
frvmn*omllswmmnmlv Ikewise be justified. (MC
No. 13, s. 2007)

I the numbe- of unauthorized absences incurred Is less than
thirty (30) working days, 2 written Return-to-Work will be
sarved at the employee's fast known acdress on record.
Failure to regort for work within the period stated n the

leave s considered astomatically separated fron the
sarvice,

Monetization of Laave Credits

- Employees In the careser and non-career servce whether
permanent, provisionsl, temporary, co-terminous or ‘asual

ployse, and have lated Mifteen (LS) deys vacation
fcave c-edits are aliowed to monetize 8 mirimum of ten cays
but at least five (5) days must ba retsined after
monetization =

Monetization of leave credits can be avalled once & year. An

employee who has availed of monetization of leave credits

continues reporting for work and shoulkd be paid the
corresponding salary for services actually rendered.

+ A maximum of thiny (30) days may be menetized In a given
yar. Monetization _of fifty percent (50%) or more of the
accumuiated jeave credits may aise be allowed for vald and
Jjustifisble reasons upon favorable recommendstion of the
agency head and the avalability of funds,

Transfer of Leave Credits

- Employees who transfer from one government agency to
another have the option either to have their unused vasation
&nd sick leave credits commuted or transferred to the new
agency

Tne second option can be exercised as a matter of right oniy
when the emoloyee does not Nave gaps in service. A gap of
not mare than one month may bdbe alowed provided the
Same |£ Not due to the employee’s fault.

crder will be a valid ground te drop the employee from the
rolis.

- Upon y of the aco sick leave credis, an

employee can use the accrued vacation leave credits but not
vice versa, Thus, 2n emoloyee who goes on vacation leave
and has exhausted all vacation leave credits is considered on
leave withoul pay although he/she may stil have sick leave
cradits.

- A fraction of one-fourth or more but less than three-fourths

shall be considerec as one-hal’ day and a fraction of three-
fourths or more shall bé counted as cne full day for purposes
of granting leave of absence.

Leave without Pay

- Leave without pav not exceeding one (1) year miy De
granted in addition to vacation and/or sick leave eamed.
Leave withot pay In excess of one month requires a
clearance from the agency head,

< Leave without pay wil not be granted whanever the
employee still has ‘eave with pay to his/ner credit, except in
the case of secondment.

- A seconded employee will be on leave without p2y from the

mother agenzy for the duration of the secondment. During

such period, an employea may earn leave credits which are
commutable Immediately theweafter and payable by the
raceiving agency.

An employee who Is on lsave vithout pay and fails to report

hwkatmmimhnofommrﬁommedatedm

- The option to transfer tha accumulated leave credits can be
axarcised within one year from the date of transfer o the
new agancy.

- A teacher who transferred to the non-teaching service ten
days before the close of the school year or during summar

is 1 10 pr pay as
the right thereto has already accrued,

Intervening Y or Y

Saturdays, Sundays or gublic holidays occurning during the
pariod of leave will not be charged agzinst the accrued
vacation or Sick leeve. Employees paid or a dally basis sre
not entitled to compensation for & Saturday, Sunday or
public noliday unkess their services are especially recuired
and rendered on that day.

Leave of Absence Without Pay on a Day Immediately
or or

Employees who are absent on @ day immediately praceding
or succeeding a Saturday, Sunday or holiday, whethes such
absence Is continuous or not, shall not be considered zbsent
on said Saturdays, Sundays, and holdays, Only abserce on
a working day shall be deducted from their leave credits.

Absence on a Regular Day for which Suspension of Work is
Announced

When employees fall to report for work on a regular a3y for
which suspension of work ¥ declared after the start of
roguiar working hours, they are not considered absent for a

"
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whole day but only corresponding to the time when official
hours start up to the time the suspension was announcad.

Government Office Hours

SEC, 1. It shall be the duty of each head of the department or agency to require
% Tardiness and undertime are deducted from vacation leave all officers and employees under him to strictly observe the prescribed
creclits and are not charged against sick leave credits, unless OM“ hours. ‘W:‘:" o:'h‘:“':l:n:' :\::y::h:u.f::?‘mc: :‘;‘:‘N":::
allows governm
e »undwm. Jai foe heakthy wanon; supRoctarts i mecial office :ours snd not for officlal business, but to attend social
sertincate 4 spphcation for iasve. events/functions and/or wakes/interments, the same shail be reflected in
their time cards and charged to their leave credits,” (As amended by CSC
4 When emoloyees are on vacation or sick leave with or without MC No. 1, 5. 1994 dated January 6, 1934)
pay, their positions are not corsidered vacant. During the SEC, 2. Each head of department or agency shall require a dally record of
period of the leave therefore, only substitute appointment can 'mn:an:‘:' :\l:u m:, o:‘k:;: ;v:. u;b; . co:?:mn::row "omﬂ::s;
serving U] R i
be made to temporarily fill the position. whenever possible, registered on the Bundy clock.
Service “in the field” shall refer to service rendered outside the office
*# For purpeses of computing the ength of service for the grant proper and service “on the water” shail refer to service rendered on the
of step Increment, the approved vacation leave without pay for board a vessel, which is the usual place of work.
an aggregate of fifteen [15) days will not interrupt the SEC. 3. Chiefs and Chiefs of les who are ap by the
continuity of the three-yea- service requirement for the grant Vm‘:ont,” ama;: wn: n»‘:(f m:nm than tns'; cnid: am:huma.:tu c.r:‘lnt:s'
in e three anches the government, an other pri
:::;‘;an:c‘:n:kh?:e;:;' Z&L?'Mn::mf :::':_’:z;dr appointees need mot punch in the Bundy clock, but attendance and al
absences of such officers must be recorded.
period) exceeds fifteen (15) days, the grant of one-step SEC. 4. Falsification or irregularities in the keeping of time records will render the
increment will only be delayed for the same numoer of days guiity officer or employee administratively llable without prejudice to
absence without pay. p as the warrant.

SEC. 5. Officers and employees of 2ll departments and agencies except those

covered by special laws shall render not less than eight (8) hours of work
< :mpfndmgfmformalo .l::mlmlstnllve" case will not bar the ? dix_hr five (5) days a week or a total of forty (40) hours a week,
froyse m enjaying leave priviages. exclusive of time for lunch. As a general rule, such hours shall be from
eight o’clock in the morning to twelve o'clock noon and from one o'clock
to five o'clock in the afterncon on all days except Saturdays, Sundays and
Holidays,

SEC. 6. Flexible working hours may be allowed subject to the discretion of the
head of department or agency. In no case shall the weekly working
hours be reduced n the event the department or agency adopts the flexi-
time schadule in reporting for work,

SEC. 7.

In the exigency of the service, or when necessary Dy the nature of the
work of a particular agency and upon representations wih the

»n

Commissicn by the department heads concerned, requests for the
rescheduling or shifting of works schedule of particular agency for a
number of working days less than the required five (5) days may be
allowed provided that government officials and employees render a total
of forty (40) hours a week and provided further that the public Is assured
of core working hours of eight in the morning to five in the afternoon
continuously for the duration of the entire work week.

SEC. 8. “Officers and eamployees who have incurred tardiness and uncertime

regardless of the number of minutes per day, ten (10) times a month for
at least two (2) consecutive months during the year or for at least two
(2) months In a semaester shall be subject to disciplinary action.” (As
amended, CSC Rasolution No, 98-2025 dated August 11, 1998).

SEC, 9. Off-setting of tardiness or absences by working for an equivalent number

of minutes or hours by which an officer or employee has been tardy or
absent, beyond the regular or approved working hours of the employees
concerned, shall not be allowed,

SEC. 10, When the interest of public service so requires, the daily hours or work

for officers and employees may be extended by the head of the agency
concerned, which extension shall be fixed In accordance with the nature
of the work: Provided, that work in excess of eight (8) hours must be
properly compensated.

CSC MC 16, s. 2010: Policy on Undertime

. Any officer or employee who incurs undertime, regardiess of the number of

minutes/hours, tan (10) times a month for at least two months in a semester
shall be llable for Simple Misconduct and/or Conduct Prajudicial to the Best
Interest of the Service, as the case may be; and,

Any officer or employee who Incurs undertime, regardless of the number of
minutes/hours, ten (10) times a month for at ieast two (2) consecutive months
during the year shall be liable for Simple Misconduct and/or Conduct Prejudicial
to the Best Interest of the Service, as the case may be.

CSC MC 17, s. 2010: Policy on Half-Day Absence

Any officer or employee who is absent in the morning is considered to be tardy
and Is subject to the provisions on Habitual Tardiness; and,

. Any officer or employee who is absent in the afternoon is considered to have

incurred undertime, subject to the provisions on Undertime.

32
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Appendix G

MABALACAT CITY COLLEGE POLICY ON INTELLECTUAL RIGHTS, ATTRIBUTION AND DISHONESTY

EXCERPTS FROM THE MINUTES OF THE

Repeblic of the Philippines
Province of Pampanga
Mabalacat City

MABALACAT CITY COLLEGE

T QUARTER MEETING OF THE BOARD OF

TRUSTEES OF MABATACAT CITY COLLEGE HELD ON SEPTEMBER 4, 2020, 2200 P VIA

GUOGLE MEET (VIRTUALY

Fresent.
Chairperson: Han. Crisostoma C. Gaebo

Members:  HoonKrizzanel C. Garbo

lmelda DP. Sorano, Ed. D,

Ms. Inene Cristy M. Bacolod

Neil P Rigdmo

Rosawl L. Dimanecul
Guests: Michelte Aguilar-Ong

Minyvor, Mabalacat Cily, Pasganga
OIC President, MCC

i Committes on Edocation,
Sangmeniang Panlungsod. Mabalacs City,
Pampangs
Represeptative, ALCU-Naticesal
Prosidest, MOC Faculty Association
President, MOC Alumni Association
Presidem, MOC Swadent Concil
Chief Admimastrative Officer

RESOLUTION NO. 24
Series of 2020

APPROVING THE MABALACAT CITY COLLEGE POLICY ON INTELLECTUAL
RIGHTS, ATTRIBUTHON AND DISHONESTY

4=
: WHEREAS. Articke 111 Section 6 of the City Ondknance No. 60 s 2016 pencrally known &3 The
New Charter of Mahalacat City Colllege, the Sanggrwiong Parlsmgrod empowses Mabalacat
Cil)'Cdm(ommMMmmmwb'mhominwﬂeru)e.-rya-md
perfioem the powers and fimctices are hereby vemed exclusively by the Bosed of Trustees;
WHEREAS. Aricle I section 7 {q), of the City Ordinance No, &0 & 2016 generally knowm &
The New Charter of Mabalscat Clty College, The Sampualang Panfomgrod of Mabalacw Oy
empowers the Basnd of Trustees %o exercise and perform such other powers and functicns not
Inconsistent with existing w or ardinance s 3 may docm necessary for the effective mnd efficicnt
governance of the College;

WHEREAS, this policy outfines e standards on intelloctl property sights, zom wicranee of
hicliocoual dishonesty and the proper attritwtion of Open Edocution Resources.

RESOLVED by the Boand of Trusiess of Mabalacst Caty Collepe thar:

1.  SCOPE AND COVERAGE

Ihis polscy shall cover all stedents, rescarchers, visiting peofessors, Jocturers,
and employoes, sauncly: regular, probationsey, femporary. comtractusd, cisusl, and
persannel under comtracts of seovice and job anders.

) RECORDS OFF!;Cé:
CRECEIVED "

———

f 2BEC T
1

Start Here,
Be Successful 4”’”‘10”0!

wwwn.mcc.edegh
(D45) 305 8729
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Repeblic of the Phillppines
Province of Pampanga
Mabalec<at City

MABALACAT CITY COLLEGE

M-pol}ci@adnllwmdt)wofmwmnywnmwd
under Philippeoe laws, iocloding applicable intemational ws.

1L DEFINITION OF TERMS

A Intellectunl Property refors 1o cresficns of the mind such i laventsons; literary
s srtistic works; and destgres, symbals, mmes and images usod frr comamerce,”

B. mwwmmn&mwmmamlm
minmuhinqﬁtﬁrmudsthauhlsmmnynlmedmdaa
Creative Comenans or similar lcense that supports open of nearly open use of
the contese. It may inclade textbooks, course readings, aad other keaming
mamuluﬁwwmwmsﬁmmmmm
adacativoal muserials.”

C. Crestive Commons license 13 1ssucd to orealoes 10 reiain copyright whide
= dh-igothmmmpy.dinhe.u-lm‘emumoﬂh&mkhwm
' licensoes 1o get credit for their work they deserve.”

L INTELLECTUAL PROPERTY RIGHTS

Jb A. Facully membess and students alike are trestied ax the owners of lovencions,
wirks sead other Insellectunl crestaons they produce without the e of College
and/oc thied perty fundies, and without the wse of substantial Colloge sndior
midmnymma.uﬁchmmﬂummwmnvﬁl&hwan
facuity and students for traditional academic purposes. Otherwise, such creation

is doemed owned by the College.

B Other intellectual propeities that are owned by the College, regardless of who
the manhar 2

1. Commissianed or contracted work

2 Teaching or Irsiming moterals or modules ereated us pant of the
regulardy-assigned dutics of College personael

i Assignmont 1o the College

4. Fisancially supported by the College theough tuition waiver, stipend.
allowanie, seholarshép and other means, regambiess of amount

5. Unknows o undesermined sathorshap

| Werld Bt liocenn) Bropeety Orgasiaation. (8. 4.5 Wi s Sl Frogwen ™ Resthened from
&'}2‘.".'!:‘;4}. S0 W0 Dt o puisdin e Ankpe opwty A4S DAIRe, pra 43051

Saevi, 1. Dhasersian, G & Pilay, I (0151 Open Edpestonal Resverces: Endanding Educanion Providon s
Prctice, ADN Nrist Ve #5. Rearicved from (D v s anss B S s biicanan | 7693 Lnac
;Loxma—:rmkv)«.umw

Creadve Commons. {nd ) Aboad the Liconsesy. Rewrhrvad troen Itp conslibcoounn o a e Dierses’

Start Here, |
Be Successful AN,WhCPO! e l 2
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MABALACAT CITY COLLEGE

Republic of the Philippines
Pravince of Pampangs
Mabaslazat City

The College or any member of the academic comemunity shall be allowed froe
mnlhc»uno(worxsnotmmdbyiao(.'oll:gcmp-nuotdadomh:
same for mcodemic purpoees, withoot mftinging the author’s lnscliectual
peoperty rights.

. AR mmmwmmmummmm in

1he publication of Their results sabject Jo the adequate pecfonuance of thesr other
academic obligations.

Al redemarks, service murks. logos, coablems, symbols, and marks wed by
M&lm«-dqiamrrﬁpshﬂlaclu&i\dybzawmdbyhcw.

; Aﬂmmwﬁb}'wmlhywkupmmmm

it mon disclose the sime, especially i 71 arose from ressarch, pateniable
works. trade secrets and other properties that the College @i nat expressiy
atlow %0 he disclosed.

IV.  INTELLECTUAL ATTRIBUTION AND DISHONESTY

C.
.
E.
F
q-
==k
b
é\\ :
C

Al studends and omployoss, especially instruckors, Icachers, professoes,
Jecturers, coaches and other edocatoes, must shamys attribote intclioctoal
pupuﬂwh‘bnmmmd:ﬁguﬁmmduw&ubumlw
1o assignment papers, theses, josensls, articles, books and other publicatioes.
Proper cilation mees abways be observad (2, APAMLA S, Harvard, 1c )

When wsing OERs, the user nwest always e csutions of creative commons
icense and shoald observe the new imellectual peuperty recogsition and
anribution system, He/she must also use the siad intellestal work based oo the
permutaion of creative commons [ieense attached 10 it

. Amvee fowsd o be plagsrizing any intellectual work shall be deadt with ia

socordsewce with the peovisions of the Code of Student Conduct. Code of
Conduct for the Faculty ssdor Code of Conduct amd Frhical Standards for
Public Officials and Employoes, and other applicable law, mamuals and
hamdbooks.

OW. THEREFORE, BE IT RESOLVED, a5 it is hereby RESOLVED by the Beard of
Trustees, Beough its 3 Qurier Mectiong herein assembled o spprove the Mabalaeat City College

RESOL VED furthes that & copy of this resalutive be furnished so the Sangguninng Paslungsod of
Mskalpeat City, Pampenga and other concemed offices.

Start Here,
Be Successful

Anywiere! | 555" l 3
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Republic of the Philippines
Province of Pampanga
Makalacar City

MABALACAT CITY COLLEGE

APPROVED this 4% day of Sepeembor 2020

Approved by:

o, e tos—

City MayooBOT Char

IMELDA DP. SORIANO, E&D.
Representative, ALCU-Naticnal

usm u%cmm

Membey, President - MOC Faculty Association

MS. ROSANEL DIMARUCUT
Meomber, Presidents MOC Stodent Councitl

Start Here,
Be Successful A"’Wh‘!"! ki ‘
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hame:
Pasition:

Appendix H
EVALUATION TOOL

Republic of the Philippines
Province of Pampanga
Mabalacat City

Mabalacat City College
Rizal 8t Brgy. Dolores Mabalacat Cty, Pampanga

TEACHING EFFECTIVENESS

Inztruction: Pleaasa rale tha following statements on a scale of 1 o 5 by checking the comasponding ba.

Seale Qualitative Deseription
: The performance almost always exceeds the job raquiraments. The
faculty is an axcaptional role model.
4 The performance meets and ofien exceeds the job requirements.
] The parformance mests job requiraments.
2 The performance needs some development fo meet the job

reQUIEMants.

Th facuity fails to mest job requiremants.

|. COMMITMENT 20%

Remarks

1. Demonstrates sensiivily to students’ abiity o attend to and abearb contant

information.

2. Integrates sensifvely hiz/her leaming objectives with those of the sludents in a
collaborative procass.
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3. Makes himsalihersef available fo sludants beyond the oficial time shots using MS
Teams of cther appropnate Social Media Platiorm

4. Punctuality. Masts the ciass on fime or aarfier than the schadula fime for thair
virhuadl classes.

Il. KNOWLEDGE OF SUBJECT 20%

1. Demonsirates masiery of the subject matter.

2. Draws and share information on the stale on the arf of theory and praciice in
his/her discipling.

3. Integrates subject to practical circumstances and leaming intentsipurposes of
shudents.

& Utiizes the art of questioning to develop higher lavel of thinking.

lll. TEACHING FOR INDEPENDENT LEARNING 30%

1. Creates virfual teaching strategies that allow students fo actively engage and
discuse the topic/lezson using concepts they to understand (inferactive discussion).

2 Enhancaes student self-esteem by properly acknowledging inputs and showing
respact during discourse.

3. Aiows studants to create their own course with objectives and reakstically defined
shudent-professor nubes and make them accountable for their performance.

4. Alows studants to think independantly and make their own dacisions and holding
them accountable for their performance based lamely on their SUCCess in executing
decisions.

IV. MANAGEMENT OF LEARNING 30%

1. Craates opportuniies for extensive contribution of sfudants (8.9. breaks class into
dyads, friads or buzzfiask groups).

2 Effectivaly assumes the role as facilitalor, resource, coach, inguisitor, integrator,
refiaree in drawing students to contribute o knowladge and understanding of the
concepts at hand.

3. Shows mastery in the utiization of the keaming mangament platform and designs
and implemants leaming conditions and experience that promote healthy exchange
andior confrontations.

4_ Biructuras/re-stnuctures leaming and teaching-bleaming context 1o enhanoce
attainmant of collective learning objectives.

TOTAL POINTS

Evaluated by:
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Appendix|

JUANA AT WORK POLICY

Republiic af the Palippines
Frovince of Fempangs
Nabalacat Tity

MABALACAT CITY COLLEGE

FROM THE MINUTES OF THE Ist SPECIAL MEETING OF THE BOARD OF
TRUSTEES OF MABALACAT CTTY COLLEGE
HEYLD ON MARCH 02, 2021, 2200 P AL VIA MICROSOFT TEAMSIVIRTUAL)

FRESENT:

Vice Clwringsersow - e Michelle &, Ong
Maewbers -

D lmelda DP. Soctdne

Ms. Bebheoce Q. Lisang

Mr, Niel P, Rigdeo

Mr. Jobwn Khyie David B Villanueva

Secretary of the Meetieg »
Aty Charmaioe P, Lamsengan-Vesdurina

ABSENT:

Caollege Presacent

Representabinvg, ALCU-National
Peesident, MOC Facuy Association
President MOC Alumni Assocation
Presidont, MOC Student Cognard

Mayor, Mabalacat Tity, Pampanga

Chairperson, Committes on Education,
Sanggumiang, Panlungsod, Madalacal
City, Pampanga

RESOLUTHIN NO. 08
Serws of 2021

Chwirpersow - Hoo, Cnsestomo C. Garbo
Hoo Krizzanel C, Garbo
L

APPROVING THE POLICY ON FAMILY CAREGIVING FOR WORKING
MOTHERS
JUANA AT WORK POLICY:

TEREAS, Article HI Soxtion & of the City Ondinanc: Na, 60 5. 2016 generally known as

he New Charter of Mabalacat City College, the Singgvmvnyg Puvlungod empowers
Matulacar City Colloge o exercise hw general powers prescribed by this Ovdinance in
order Lo carry out and perform the powers andd functions are hereby vested exclusively

by the Bourd of Trastoes,
- WHEREAS, Asticio H sevtion 7 o) of the City Ondinance No. o0 s. 2016 geserally known
as The New Uharter of Mabalacat City College, the Sangpuniang Panlangsod of
v Mabalacat City empowers the Board of Trustews o presoribe mplementing rubes and

rwpwlstivo for the administration and managesseat of the College,

Start Here,

Be Successful A“ywk”"! l{'.:;',';'g';?z'o” T :i
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Fepublic of the Philippines
Pravince of Pampangas
Matalaczet City
4

et MABALACAT CITY COLLEGE

WHEREAS, The State shall provide the necessary mechanssms to entorce women's nghts
and adopt and usdertake a8 logal measusos secessary $0 Soster and prromote the wqual
oppostunity for women to pasticipate n and contribute to the developssent of the
political, economic. social, and cultural realms

.\_3

NOW FHEREFORE, BE 1T RESOLVED, i it is beredn RESOLVED, by the Board of
Frustees in ks 1st Special Mevting borvin assemble w0 appeove the foflowing policy:

POEICY ON FAMILY CAREGIVING FOR WORKING MOTHERS
“Juumx Ar Work Policy™

Mabalacal City Colloge supports gender equality and diversaty. This policy is
created particulardy foe women in revogniton of the dual functson they do. 1t s
commilted o fosler a supportive emvironment that contnbutes o the
impronement of their health, welleess. and family redationship, As o school
Entitusion, Mabacalat City College 15 also commithixd 10 ralse awarvenss about
SOUROS wrdnp expoectation of woesen to still be the primary sourco of childcan
oo U they are oo a full-time job,

SCOPE AND COVERAGE

Fhis policy shadl cover all feuching and non-teaching, personnel of Mabalacat Ciay
College.

DEFINITION

For purposes of this policy, women shall be defiowad as Bictogscally female and

thecews w o ilontify themselves as female.
OBJECTIVES
To support Mabalacat City College personnel as parent and  peomate  their

wedlbeing a5 working parents.

GCENERAL POLICTES

L ISMINUIE NAF

To provide additional rest to women who arc given the prisary and oegaing
responsibality foe the care of « child one (1) vear okd and below. they shall by
entithed to an extra IS minute nap Gme durisg work hours. This may be availed

?

Start Here, |
Be Successful 4”]‘(&‘0‘0! o 200 4720 I I
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1.

Arpobdlic of the PRilippioes
Province of Pampange
Mabalacat City

MABALACAT CITY COLLEGE

at any time of the day on top of the regular breaktime at the health office/clinkc
pravided that v will nod delay urgent tasks.

FRIORITY GRANT FOR LEAVE

To enable women %0 attend to their child /children’s special activitivs and
milestooes, thesr keave application shall be given prsority for approval. This &
in Cases whesvin in one office or déprartment, two or maore personnd file leave
applications on the same date and sot all can be ssmuftaneousiy granbsd, the
women's lave application shall be prioritized. This special activities and
milestorws include, but nol limited 10, scheol play, graduation, peneral
assembly, card giving and birthday colebration.

FLEXIHLE WORK SCHEDULE

To allow women bo canry oul their dutios and sesponsibilibes as parvats, they
shall be entithed for Bexiblie working schadule provided that the soquired
working hours under the Cival Service Commussion Memoranduss Circular
Nea 01 senes of 2017 are complied with. They shall file formal regoest o their
mmediaste supervisor and shall be subpect %0 sappeoval of Human Resource
Deparinent.

ANSWERING FHONE CALLS DURING WORKING HOURS

To onsure that the needs of their chad /chiklren s/ are properly addressed, the

womer:  shall be allowod to asswer the phone call of thesr child S children oven
during the working hours.

g In the evont that kocal logislalive standands are mone generous towards

offices.

Start Here, .
Be Successful A”’thi'c.’ tonss 209 4138 I

Woesen/parents than the bersefils set forth in thas polcy, the local Jegesiative
standards stall apply

The Human Resource Managemsent Office shall draft regulations/orders to
tmplement this policy to ersure that it would achseve its parpose and 1o prevent
abuse of the privileges epumerated in this policy.

RESOLVED FURTHER, That & copy of this resolution b farnished to the concermed

APPROVED this 02 day of March 2001,
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Approved by

HON. CRISOSTOMO C.GARBO
Chairperson, Mayor of the LGU of Mabalacat Caty

%ﬁmc
Vice Chairperson, b Pevsicion

HON. KRIZZANEL C, GARBO
Member, Chainperson - Commithse on Fducaton
Sengpeniang Fanlungsod of the UGU of
Mabalacat City

A DP. SORIANG
tative, ALCU - Nasional

TRIGDAO
ACC Alumm Assocation

MR, JOF S T DAVTD B VILLANUEVA
r, Mresadent - MOC Student Counced

BESOLUTION NGO
e ol 2y

APPROA G THE NOIC Y O
PAMILY CARPCIVING O
WD I A THEES
QUANS AT WURE FOcY)

Start Here,
Be Successful
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