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BA'CANGAS STATE UNIVERSITY 

INTRODUCTION 

The administrat'ive sector is the structural 3Upport system that facilitates the 
operations of the Batangas State University . Its. syste~s and procedures ha~e to be 
contingent with the academic operations of instruction, res_earc , ext~ns1on and 

Production functions of the Un,vers ity . '. 
I ! 

In effect the administrative sector must provide a system of plann,ng, decision
making , policy f

1

ormulation and support services for smooth operation and attainment of 
the goals of the institution . 

This sector adheres to the fol lowing goals and objectives: 

( 1) to maintain adequate, effective and efficient administrative set up in .G, der to b 
! 

facil itate the attainment of university development plan; 

(2) to keep abreast with the new and emergent policies , guidelines, rules and fa'ws 
promulgated by higher authorities; 

(3) to mainta in an efficient and effective delivery of administrative , financial, auxiliary 
and procurement services; 

(4) to maintain a system o1 work v~char_acterized by efficiency and effectiveness 
and ( "-- . 1 

\ '· ,.__ i 
- ) '" : 

(5) to maintain a system or_;wholesome inte'fp~rsonal rel ationships among 
personnel. ·,. 

··--......, 

To facilitate the adeq uate , effective and efficient adm inistrative- services, its 
personnel must be provrded with this Administrative Manual that will serve as gu.idelines 
for their actions . ' ' 

i 

This Manu~I contains governance and discusses duties and functions of 
administrative sta ff, terms anJ condit ions of employment and rules and regulations 
regarding conduct of business :.rnd financial administration . 

VISION 

A University which sha1=,;es a global Filipino , imbued with moral courage m rtured 
through values and exce llent ecJucation . l · 

MISSION STATEMENT 

Batanga~ State University is c~mmitted to implement its mandates of quality and 
excell_ence , relevance c\nd re sponsiveness , access and equity and efficiency and 
effec~1veness through instruction, research , and extension and production to med the 
grow,n~ needs o~ th~ country a,1d the world for globally competitive and morall l.i ri ht 
professionals , scientists , techno1ogists, technicians, skilled workers and entrepr:ne~rs~ 

! 

! . 
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BA TAN GA . ST ATE UNIVERSITY 

STATEMENT OF INTENT 

We aim to be -

recognized widely as confide11t, supportive and outward-looking B_SU employ~2~ ~ho 
work in partnersh ip with the other members of the BSU community toward achieving 

excellence in our individua l rol 2s. 

We will therefore -

• 

• 

• 

• 

• 

• 

• 

give particular attentio, 1 to our community and its needs, ou r students, staff and 
facu lty - and the quality of working life in the university ; 

establish priorit ies and implement plans and programs that are con~ist~nt with 
the mission of BSU and the changing needs of education in a fast ch anging 
world; 

select and support academic and non-academic staff judged to be the most able 
by the ir peers ; 

' effect ive ly increase , SE-cu re , and use budgeted resources for a cette r iearning 
environment th roughou BSU ; I • 

i 

empower our staff so tl1at effective decisions are made close to the point where 
they are to be impleme11ted and where the implications are best understood ; 

ensure that we support full y the co re activ ities of teaching, research , extension 
and producti on in an en lightened , efficient and effective manner; 

monitor our perfo rm anc ::, and make purposeful change . 

GOVERNANCE 

The govern ing body of rhe Univers ity shall be the Board of Regents hereinafter 
referred to as Board, which shall be composed of the following : 

a) The Chairman of the Commission on Higher Education (CHED), Chairman, 
' -- ·-

b) The President of the Univ2rsity, vice chairman ; 

c) Chairman of the C~~~, i~~-~ on __ Edu_cation , Arts and CultJre of th~ Senate, 
member; 

- d) 

e) 

f) 

g) 

/ h) 

i) 

Chairman of the Committ2e qn Higher and Technica l 
of Representatives , men 1ber; 

I 

Education of the House 

The Regional Direc or of the National Economic and Development Au thority /} 
(NEDA) where the main campus of the University is located , member; ! · 

The Regional Director of the Department of Science and Technolog~ (DOST) 
where the main campus of the University is located , mernber; 

~ -, .. ---· 

The President of the Federation of Faculty Associat ion of the university, m~mb~c; 
......... ___ ·- - . - \ , • .,.., ... , 

The Pres ident df the Federation of Student Councils or the stuclents' 
representatives elec ed uy the Federation of Student Councils of the University , 
member; . ·! • 

I i 
The President of the FE·deration of the Alumni Association of the University, 
member; 

ADMINISTRATIVE. MANUAL. 
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The term of office of Lhe President of the Federation of Faculty Association,' t~e 
President of the Federation of Student Cour:,cils arid the Preside~t of the Fede ratio~ · of 
the Alumni Associations shall be co- terminou~ with their respective terms of ? fftce. · 

For the purpose of the provisions of this article , the association of faculty , alum~i 
and student councils in each branch of university shall organize themselves to form their 
respective federations which 1n turn shall elect thei r federation officials. 

The two (2) prom inern citizens shall serve for a term of two (2) years . 
i 

' I 

In case of vacancy 0 1 the Office of the · President, the officer- in - charge of t~e 
University designated by the Board ' shall serve for the unexpired term only. 

I 

) } \ I t 
Promulgation and Implementation of Policies ( 

I, 

' \ 

Pursuant to R.A. 904:j otherwise known as the BSU Charter, the governing board 
shall promulgate and implement policies in accordan_9? with' the declared state polici~s 
on education and other perti 1ent provisions of th'e Philippine ·constitution on education , 
science and technolo~y , arts , culture and sports; as well as the pol icies, stand 3rds · and 
thrusts of the CHED under Republic Act No. 7722. Section · 7 of R.A. 9045 expressly 
provides the specific powers of the governing board . 

The Administration 

The administration of the university or college shall be ves ted in the pre sident of 
the university <Qr colleg~'' whu sh a.Ii render full-time service . He shall appointed by the 
Board of Regenfs7TcrLtste~, upon the recommendation of a duly constituted search 
committee . He shall afterm of four (4) years a_nd shall be eligible for reappointment for 
another term : Provided, that this provision shall not adversely affect the terms of the 
incumbents. 

The president shall be assisted by a vice president for academic affairs who shall be .. 
appointed by the Board upon the farmer 's recommendation without prejudice to the 
appointment of more that on E.: vice president when so warranted . b 

;, '' 
In case of vacancy by a r2ason of death, resignation, removal for cause or incapa~ity 

of the president to pertform ti 1e functions of his office , the Board sha ll have the authority 
to designate an officer-in-charge pending the appointment of a new president. 

In case of vacancy in the office of the president as mentioned in the I imn1ediately 
preceding paragraph, his successors shall hold office for the unexpired term: 

· ---rv i , · 
I, ! f' (/ t /, . ? 

The Se_cretary of'the University yn, \., o( . . : O(Y ;' {:: (.,; c' ( l ( / / L ,' l/r 
I 

The Board shall appoint a secretary who shall serve as such for both the Board 
and the university or rnlleg e and . shal l keep all records and proceedings of the Board. 
He shall communicate to each member of the Board notice of meeti ngs. 

The Treasurer of the Philippines 
! 

/ ;fhe Treasurer of the Philippin~;shall be ex-officio treasurer of the university 0(-- -

cg.lleg~ . . ~II account~ an~ expenses of the university &(_ce+l-eg-e shall be audited by the "' 
Comm1ss1on on Audit or its duly authorized representative . 1 

I 



ueveiuf.J f 11e1 n µ1a1111111':::l u 1 u 1c u, 1vc1 :::>1Ly u1 1.Ju11c~c ,v, al-'1-'' vl-' 1 ,cH'- c..v1. , v, 
1

• 

The Administrative Council shall have the following powers : 

a) To recommend polic ies governing the· administration , management, ·planning and 
development of the University subject to the _ approval of the Board of Regen~~; 

b) To serve as advis ory body to the President on matters perta ining · to th& 
administrative, and financial affairs of the University and to recommend 
appropriate programs and courses of action to the President subject to the 
approval of the Board of Regents ; and 

c) To perform other fu r ctions as may be assigned by the President and the Board 
of Regents . · 

Academic Council 

There shall be a ae:1demic counc il with the president of the un iversity or college 
as Chairman and all members of the instructional staff with the rank of not lower than 

' assistant professor as members . 

The Academic Council snall exercise the following powers: 

a) To review and recommend the curricular offerings and academic requirements of 
the different disciplir 1es or programs of the University , subject for appropriate 
act ion of the Board. 

' b) It shall f ix the requ irements for admission of students as well as for graduatio9 
and confe rment of degrees subject to rev iew and/or approval by the Board. 

! • 
,I 

c) It shall have disciplinary power over the students and shail formulate academic 
policies and ru les and regulations on discipline. Such policies, rules and 
regulations shall be c pproved by the Board. 

Research Council 

The BSU Research Ur1it is the University's implementing body of its research 
program .' It is under the Ur 1iversity President who serves as Chairman wiH1 the Vice 
President for Research , Extrnsion , Planning and Development as Vice - Chai rr nan. It is 
under the Research Counci l which serves as the policy making ·entity from where the 
Research Unit derives approval for its research program . The Research Director heads 
the Research Unit. Working under the Director for Research are four Assistant Directors 
for these areas : Engineeriny and Technology , Science and Agriculture an Education 
and Social Sciences . Thei r function is to oversee the research activities along these 
areas within the Universjty_J On the other hand , the Assistant Director for the Batangas 
Center for Research and Sp1.;cial Studies is also under the superv ision of the Di (ector for 
Research ; the work of the Assistan t Director on external based research .. :1 ctivities. 
Working under tt1e Assistant Director for BCRSS are three coord inators of 

1

Engineering, 
Information and Communiec:1tion Technology, Science and Agricultu re, and Education, 1 

and Social Sciences . 

Rese~rch coo~dina~ors work with the Assistant Directors representing the different 
?olleg_es 1n the Un1vers1t1 and serve as link between the Research Unit and the college 
rn therr research respective college 's undertaking . 

ADMINISTRATIVE
0
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research ; . . 
b) Formulate strategic plan s for the Research Program of the Univers1t~; 
c) Determine research priorit ies , in both long and short terms, the d,fferent areas of 

research concerns ; 
d) Approve budget f~r rese arch activities; and . ·. _ . . . 
e) Review and recommend any. amendment to , improve _ex1st,1ng pol1cIes and fJU1del1nes 

in research. _ .. , , 
i • 

Filing of Report 

On or before the fifteenth ( 15th
) day of the second ·month after the opening of 

regular classes each year, the president of the univers ity or· co llege shall file with the 
Office of the Presideht of the Philippines through the Chairman of the CHED, and with 
the Senate and House of F-< epresentative ··a detailed report on the progress, conditions 
and needs of the University . · 

ADMINISTRATION 

I The University President 
. t 

The administration of the Un ivers ity shall be vested in the President of the 
University who shall render ,·u11 - time service .···He shall be appointed by the Board, upon 
recommendation of a duly constituted search _committee. He shall have a te , rn· of four 
(4) years and shall be eligib le for reappoint~ent for another term .'· · ; ·. -· 

' · · · ividid0 ~ tiu{ a,i,l 

The administrat ive duties and functions of the Presider}1/ {R~ .0dftion fb\ :Hf8se 
S-~@ci-fid,11y.-provided -in-,Republic .-Act 9.045--shall b,e "those USl,;lally p'ectajning to .llle

1 

(i)~ffice 
0-f-,tljre~F-'-xr:,eliEfent~of" ~~/m-ifir~ L:1Jf1'i,ve.r_s'.ity,,_an~··1hcrsl delegated :by -the-Board :) ' 

The_administrative ·dJties ·and functions of the University Presiden t are as follow~-:-- · __ · ;, 

a) Executes and implements the policies and general plans laid down by 
1
the Board; 

b) E~ercises general su µervision over all · the program~ .•, projects, operati ons and 
activities of the Un ivE·rsity to render more effecti ve and efficient service to the 
public . 

c) Formulates p·lans ano recommend policies to the Board that wi!I enable the '" 
University to rend er more effective and efficient service to the publir- . 

d) Holds ultimate respo ,1sibility for collecting and accqunting all reve.r1ues and 
rece ipts , and for the proper custody of all property belonging to the University;· 

I I 

e) Coordinates and cooperates wi th other government agencies in the local ity for the 
successful implementation of community-wide programs and projects ; 

f) Appo_ints off!cials, _faculty members , and other empl·oyees of the University 
con si stent wrth pertinent laws , rules and regulations subject to confirmation by the 
Board of Regents ;_ 

g) ~epre~ents the Univers ity in public ceremonies and other social -- divi~ activities 
1nvolvIng the participat ion of heads of agencies ,offices and institutions; 

'· 
ADMINISTRATIVE MAN LJAL 5 
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The Senior Executive Assistant 

·1~ ' '. 'J ,J 
The University Pres ident deslgnate, the- Senior Executive Assistant with the 

following duties and responsibilities: 

a) Assists in formulating institutional policies and plans ' pertaining to , the efficient 
management of the University resources; 

b) Manages the period ic evaluation of the effectiveness of instructiona
1

I and 
administrative services; 

c) 

d) 

e) 

f) 

' Holds responsibility in the review and evaluation of the institutional plans,· programs 
and projects for the efficient and most economical operations of the University; A 

i • 
' 

Rates the performance of the designated Vice Presidents, and other officials of 
equ ivalent rank ; 

Exercises the review of the performance evaluation system of all personnel; 

Initiates the conduct of general meetings, conferences and workshops of all 
personnel ; 

g) Reviews recommend:Jtions on the disciplinary actions imposed[ tc, problem 
students ; 

h) Recommends fellowship, scholarship and training grants for deserving personnel; 

i) Directs disciplinary act ion against erring personnel; and ' · l; f I 

' j) Acts for and in the absence of the President on routine matters . 

The University Board s~cretary. 

The President shall designate the University Board Secretary subject to the 
approval of the Board of Reyent. 

The off ice ©f the Secretary shall discharge the following duties and 
responsibilities : 

a) Keep full and accurate recorc,is of all proceedings of the Board of Re~e~ts, furnish 
information if necessary to the units of the University concerned and file with the 
Records office, a copy of the minutes of each Board meeting; 

b) t~otify the members of lhe Board of all meetings and send to each Board rnember a 
copy _ of the a_genda at least five (5) days for regular meetings and three (3) days for 
special meetings; 

c) Assists the President iri interpreting and disseminating the plans and policies of the 
Board; , 

Aorv11N1sTRAT1vE MANuxc·i' ' 
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f) 

g) 

h) 

i) 

Responsible for the proper dissemination of information regarding plans , prngrams, 

accomplishments and 2vents in the Uni~ersity ; · : : 

Coo rdinates and correl ates the reports of all units of the Un iversity and assists the 

President in preparation of his annual report; 
! 

Takes charge of the reception and briefing of guests and_ visiting group?; and 
b 

Performs such other re lated functions and duties as the Board or the President may 

assign . 

The University Legal Counsel 
1, 

There shal l be appointed University c ·hief Legal . Couns~'I who shall' h~acf the 
Office of the University / LE: gal Counsei,> and· shall perform the following duties and 

functions : 

a) To advise and assis!_? ,1t 
1

the President in regard to all legal matters that celate to , 
and concern the University, its administrative and academic operation, and its 
relations with other governmental and n~n-governmental entities ; · 

b) To acts as Legal Consultant to the Board of Regents ; 

c) To acts as Chief Leg ctl Counsel of the University , subject to deputization by the 
Office of the Solicito ,· Genera l, in court and quasi-jud icial bodies in civil and 
adm inistrative cases i,wolv ing the University or its officials , in the course of their 
performance of official :3 duties ; 

d) To render legal opinions on official matters to the President , or. the Board of 
Regents, and to rend 2r legal advice ·through the President , on matters im.tolving 
legality of actions und2rtaken by the University officials in the course of performing 
their official duties ; [ • 

e) To act as Chairman of the Personnel Discipline Committee and the Employee 
Grievance Committee:, and to hold regular investigati ons/ hearings of ,_such 
committees over cas E: s and controversies submitted to the sa id committees for 
action , and to submit committee findings and recommendations thereon to the 
President for appropri ci te action ; and 

f) To perform such othe1 duties and functions as the President may assig n him/her 
from time to time. ! · 

Internal Assessment Unit 

The Internal Asses sment Unit shall serve as the accred itation office of the 
University . It shall determine the needs of and assess the compli ance by , the University "' 
of accreditat ion standa 1·d set by recognized accrediting agencies for state u11iversitie13 
and colleges arid by the Commiss!on of Higher Education. It shall be ,headed by a 
Director who shall perform the following duties and function: • 

a) To coordinate the accreditation activities of all academic co lleges of the University ; 
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d) 

e) 

- · · -· r---·· ..... , 

To submit to the VPD/, a periodic report containing the key ar eas for accreditation, 
and its principa l features together with the recommended courses of action; and 

To perform such other duties and functions as may be assigned to him/her by the 
President and the Viet: President. 

I 

The Internal Audit Service 

b 

There shall be an O rfice of the Internal Audit Service composed of the Chief and 
his/her assistants , to perforrn the following duties and functions : 

a) Review and examine internal control procedure to determine their adequacy and 
propriety ; recommend remedial action and changes where necessary, to make 

I . • . 
them adaptable to cha nging co~d1t1ons ; . 

b) Rev iew the reliability und integrity of financial and operating informatior 1 arid the 
means used to identify, measure , classify, and report such information ; 

c) Rev iew the systems estab li shed to ensure compliance w :th policies, plans, 
procedures , laws , and regulations which could have a significant irnpact on 
operat ions and reports : 

d) Review the means of afeguarding assets and as appropriate , verify the existence 
of such assets ; 

e) 

f) 

g) 

h) 

i) 

j) 

k) 

Appraise the quality o! performance in carrying out assigned responsibi lities and 
the economic and effic ient use of resources ; 

Review operations or programs to ascertain whether results are consistent with 
b 

establ ished objectives and goals and whether the operat ions or progr:Jms are 
be ing carried out as pie nned ; 

I 

Perform special ass1gnr nents 

Review and examine disbursement vouchers to determine compliance lwith existing 
accounting and auditiny rules and regulations; 

Observe inspections of deliveries ; observe and test-check the accuracy of counting, 
costing , and summarizi ,1g in physical inventory taking ; · 

Manage the internal auoit service operation ; 
I 

Maintain regular conucts with the management to discuss audit reports, 
implementation of recommendations and other significant matters. 

/ THE VICE PRESIDENT FOR ACADEMIC AFFAIRS 

The y ice President for Academic Affairs shall be appointed by the .. 
r~commendat,on of the Board of Regents upon the recommend ation of the President i? 
with the following duties and I esponsibilities: 
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d) 

e) 

f) 

g) 

h) 

i) 

\..,UIIUU\Jl l ll~ 1v 11 v•• ·· ut-' t-' '''--' v - v, •·· --· · · -- -- - - - - -

Review recommendations of subordinate officials regarding appointments to facul Y 

pos itions; 

Review departmenta l plans programs and. proj~cts and is responsible for the 
effic ient and econom ical operations of the Un1vers1ty ; 

Rate the performance of Executive Directors , Deans , Directors and Reg is tr ai·. 3na 

other officials ' equ ivalent rank; 

Conduct general faculty coriferences and meetings for the students and impose 

penalties less severe than d smissal; 

Review recommendations of disciplinary sanctions for the stud ents and impose 

penalties less severe A:han d.smissal ; 

Recommend fellowships , scholarships and training grants for deserving fac ulty 

members ; 

j) Direct disciplinary action aga inst erring faculty members; 

k) Consolidate and prepare final reports of accomplishments submitted by 

subordinates ; 

I) Supervise the Executi~e Di rE- ctors , Deans , Directors and other designated Heads in 
the Department; and 

m) Perform other functions as the President may' direct from time to time. 

I The Executive Directors 

For each district \here _ ~hal l be an Executive Director to be appointeo or 
designated by the President froin among the members of the faculty subject to he 
confirmat ion by the Board of Re~3ents. The manner of search ing· for candidates to the 
position of ED shall be in accorda11ce with the University rules and regulations . 

The Executive Director sh ~i ll perform the following duties and fu nctions 

a) Respons ible for the overall planning , development and operation and conduct of all 
act ivities and programs of th 2 campus . 

b) Formulate and im plem ent c~~m pus objectives , institutional plans and deveioprnent 
programs in consonance with the University vision and mission t'J ach·cve 
objectives through effective and efficient management of the resources; of. the 
campus; 

c) Exercise general supervision and admin istration of the course offe ri ngs and overall 
management of the personnd and all other resources of the campus; 

d) Prepar~ annual ~upplemer 1t budgets for personnel services, maintenance, 
operation_ and_ equ1pm,ent expenses, and capital outlay of the campus for approval 
of the Un1vers1ty Pres ident arid the board of Regents ; 
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h) 

i) 

j) 

k) 

'''-''1'--"'-' ...... \. -r-r- · -·- · , _( · -···- ...., .. 

equipment , laboratory facil ities and instructional materials needed in the diffe1 ent 

prog ram offerings ; 
! 

Supervise the recru itment and selection process , and recomrn_ends the 
appointment of new employees and promotion of qualifi ed and deserving· f~culty 
and non-academic personn E.: I of the campus to the Un iversity President cons1s Lent 
with the pertinent laws and I ules and regulations subject to the confirmation of the 
Board of Regents ; 

' Designate and or recominend designation of faculty and employees for 
administ rative activities ; 

Represent the campus in public ceremonies and other social -civic cicti;1ties 
involving the participation of heads of agencies, offices and institutions; and i 

Perform other rel ated works as may be assigned by the University Pres iden and 
other higher Un ivers ity Officials. 

' 
/ The Deans and Directors 

The Deans or a Director shall be designated or appointed by the President from 
among the faculty subject to the confirmation of the Board of Regents . He/she ·s directly 
respons ible to the Vice Presiden t for Academic Affairs in carrying out the educational 
policies and program of the Un iversity and for supervisi ng instructional research and 
other academ ic act ivities as w2II as techn ica l technology and science instruction 
activities . 

He/She shall have the foll cwi ng duties and responsibilities : 

a) Be the Presiding Officers of the facu lty of his/her college , and to notify VPAA of all 
meetings , furnishing the latter with the ir agenda and minutes. 

b) Prepare teaching ass ignmer,ts of the faculty members of her/his College. 

c) Supervise the admi~s ion cind class ification of students in according with the 
policies , rules and regulatiors of the University. 

d) Encourage his/her facu lty to conduct research and extens ion service , write books 
and articles , and prepa re instructional materials in coo peration with the 
departments of simil ar cone -rn. 

e) Subm it to the Office of the ~)resident an annual report of his/her college and such 
other reports wh ich the Pres ident may require . · 

f) Recommend to the VPAA p1 omotions, demotions, transfer or removal of members 
of the_ faculty and staff provioed that after due considerat ion , the VPAA shall in tu rn 
submit the proposal to the P, esident ubject to policies , rules and regulations. · 

./ Associate Dean 

There shall be an 
responsibilities: 

Associate Dean who shal l have the fo llowing c.rnd 
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l 
a) '· Assist the Dean in establishing and enforcinQ standards of undergraduate work ; 

j 

b) Recommend and ,coordinate plans for th 1; developm ent and improvement of 
undergraduate programs .and formu late pol iC'es to ir,plement such plans ; 

c) Monitor faculty and student p,erformance; 

d) Assist the Dean in the implementation of the University's retention policy; 
I 

e) ! Assi.st the Dean in the promotion of academi c: integrity among students ; 

. i 
f) ; Promote and spearhead the faculty in acl opting an adaptive culture that will 

promote excellent performance ; and 

g) Assume other responsibilities as assigned by the Dean and higher authorities . 

Department_ Chairman 

! 
, There shall be a Department Chairman designated by the College Dean of the 

t.Jn iversity who shall -have the following and respon sibilities : 

a) Responsible to the departmenta l faculty in matter~ related to teaching and 
research 

b) Responsible to the Dean of the College and other officers of the University for the 
implementation of University policies as they apply to the affairs of the department; 

c) Respons ible for the general conduct of departmental affairs and assume authority 
. l in all matters concerning program scheduling. activities of student organization and 

all other matter relative to the successful implementation of the department 's 
educational and scholarly object ives : and 

d) Assume other responsibilities as assigned by the Dean and hig her authorities . 

Professor/Instructor 
i 

• 
1 

There shall be a Professor/Instructor and :;hall perform the following duties and 
responsibili ties : 

a) Teach accordingly to one 's field of specializa ti on 

b) Coordinate ins~ructional activities with those teachinQ similar fields of 
specialization; 

c) Assist . the Dean/Area Chair in planning programs and activities for the 
improvement of instruction; 

d) Conduct researches pertinent to one's area of specialization ; 

e) Render extens'ion service hand in hand with i11strucfion , research and production; 

f) Try out innovative instructional strategies and share these with other faculty 

member: 

g) Utilize community resources to reinforce teachi ng ; 
. j 
h) · Prepare and subm it plans and programs for the development of instruction, 

research, extension and production; 
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i) Cooperate with the Office of Student ServicQ~ in implomonting the laHe,J5 9 u:dd1ne 
pr()gram; 

j) : ·articipate in faculty and other professiona l meetings that may be called for the 
improvement of instructional and administrative services ; 

k) Participate in social activities of the University; and 

D Perform related work . 

University Registrar 

T here shall be a University Registrar appointed by th e Board of Regents upon 
the recommendation of the President and sh all perform the following duties and 
responsibiliti es: 

! 
Supervise the accomplishn;,e~t and safekeep ·ng of all students records ; 

b) Issue transfer credentials , transcript of reco ··ds , certifications , student permanent 
records , certificates of honorable dismissal di oloma .end certificates ; 

c) Authenticate all student records on original copies and records in the office; 

d) Prepare and submit all reports on enrollm 2nt , attendance , student's academic 
performance and all other data which may be requested by othe r offices ; 

~) Prepare and submit fro approval I consultat ion with respective heads/deans , the 
record of candidates for graduation ; 

; 

f) Assist the Deans/Heads of Departments/ School during regi stration In determining 
student subject load and sequences of old students and examine admission 
credent ials of freshman students ; 

g) Prepare ma~ter lists of students and graduatinn program ; 
I ' 

1,) Act on all correspondence and verifications regarding students records ; 

i) Rate performance of subordinates ; and 

j) Represent the office in all meetings , conferences , semina rs and other activities . 

Assistant Director, Admission 
! ' : 
j' There shall be an Assistant Director for Admission and shall have the following 

fun ct ions: 

1. Implement policies , handle corresponden r:e and other inquiries about course 
offerings and application procedures of different academic programs of the 
Un iversity . 

!
,
1

2. Report to t·he administration , the scoring a11d interpretation of all graduates and 
undergrad,uate tests, such as admission and psychological tests and tests fro 

. !' selection of academic and non-academic pr. rsonnel; 

3. Process and decide on the application status of all graduate and undergraduate 
students seeking to gain entrance to BSU ; ; 

4 . Plan and maintain public relation, recruitment and admission program for the 

undergraduate and graduate departments cf the Un iversity; 
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5. Prepare and p. rint allocat·1on t'"or1'V'ls 
11 admis sion brochu res and pamphlets for the 

j diffe~e nt programs of the University'; 

J 6 . Plan and evaluate an admission and testing program for the undergraduate and 
grad~iate department of the University in coordinat ion w ith the Office of the Vice 
President for Academ ic Affairs ; 

7 . Process, scree and decide on the appl 1cation status of all students seeking 
entrance to the University; 

j 8. Consult the VP for Academic Affairs on Qeneral guidelines for recruitment and 
screen ing of applicants ; 

. i 
' 
9. Update the Un iversity Deans about the appl ication and admission of new 

students at the beginning of the school yea r; 

10 . Prepare an annual admission report wh ich includes evaluat ion and data for the 
immediately preceding s~hool year; 

j 11. ,Update and expand the psychological test collection , and conduct studies on the 
1 development ,and validation of tests for locc1 I use; 

. i' 
12. Supervise and coordinate student pract icum in the area of guidance and 

counsel ing and psychological testing at BSU. 

Assistant Director, Registration 

j ,Ther~ shall be an Assistant Director for Registration and shall have the following 
fun'ctions: 
. l 

l 

a. Assist the un iversity Registrar in the effici r; nt performance of duties assigned to 
the office ; 

b. Accompli 'sh and systematically keep all student records ; 

c . Prepare reports and other correspondence concerning student records for the 
j signature of the registrar or higher officials ; 
\ 

· I'd. ·Evaluate and recommend candidates fro graduat ion ; 

e. Represent the University Registrar in all meeting€ related to the functions of the 
Office; 

f . Report to ,·the University Registrar all prohlems, which cannot be settled at her 
level ; and 

j g. Perform r_el~ted work . 

Director, Schol,arship 

There shall be a Director for Scholarship ;:1 nd shall have the following duties and 

responsibilit ies: .. 
j a) : Supervise the i~plementation of the fun ctions of the scholarship and fina ncial 
l , assistance programs for students; 
i 

b) Maintain ; a running a data bank of recipients of scholar5hip5 and financia) 
ass istance of students . 
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c) Disseminate information of available loc1I and fore ign 
students; scholarship grants to 

j d) pesign · criteria for the selection and assist in the evaluation of credential of 
qualified students for scholarsh ip grants ; 

. J· 

e) Scout for donors of scholarship, coordinate and maintain rapport with the same ; 

f) Assist in the evaluation of credentials of appiicants for scholarship among 
students ; 

g) 

l 
;h) 

. ! 

Act as chairman of honors and awards; 

Monitor status of recipients of scholarships : 

i) Prepare and submit annual reports and other reports as may be required by the 
Director for Planning and Development ; anrl , 

j) Perform other related functions and duties as may be necessary or assigned by 
higher authorities . 

I i 

Dir_ector, Industry-Academe Cooperative Education Placement Office 
• l 

There shall be a Director, Industry Academe Cooperative Education Placement Office 
appointed by the Board of Regents upon the recomrnendatiop of the President. He/she shall 
have the following duties and responsibilities : 

a) Identify personnel who will plan implement tre industry- academe linkage prog ram 
of the University . 

?) l Prepare the scope and functions of personnel , including their duties , 
1 responsibilities and expe.cted output ; 

c) Prepare a comprehensive description of the natury of industrial training prog ram 
per cause including the objectives and traini 11g values that may be derived by the 
students ; 

d) Conduct actual personal follow-up · negotiations and presentations of the 
University's training program to the industries both local and international ; 

1 .• 

€;) 1· Prepare for the University President appropriate Memora ndum of Agreement for 
the Cooper.ating industries and letter of requests for training accommodation ; 

f) Recommend official recognition and awards to coh'lpanies who are supportive of 
the University's Industrial Linkage Program; 

g) Monitor and evaluate the progress of the industry-academe linkage program in 
terms of impact and provide feedback for improvement; and 

h) ! Perform other· related functions as may be assigned by higher authorities . 

Assistant Director, OJT 

There shall be an Assistant Director for OJT and shall perform the following duties 
and functions: 

I . 
a. : Keep updated listings of active and prospective coope ra ting industries1 includin~ 
• i the appropriate contact person; 
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I 

Desig~ , implement, monito'r and evaluate th~ training program with the accredited 
establishments ; 

Mainta_in ~1-ose collaboration with Technica l Education and Skills Development 
Authon,ty ._ (TES DA) and other training institutions in the implementat ion of RA 7686; 

Strengthen traini ng cooperation between agriculture , industry , business 
establishments and other educational institutions by designing and implementing 
relevant training programs; and 

Perform other tasks and activities as may bn necessary and in furtherance of the 
mission of the office. 

,!\s~istant Director, Job Placement 
i 

There shall be an Assistant Director fo r Job Placement and shall have the 
following duties and functions : 

a. Act as a point of reference for all communication concern ing job opening. Regularly 
pos~s on the bul letin b.oards job openings from various establishments and 
industrie~ ; 

Q. Maintain c3i running data. ~ank on manpower needs in the Calabarzon area , 
employment status of gradt,Jates, industrial establishment vacan cies , etc; 

c. Establish and maintain harmonious relation :--; hip wfth industry , public and private 
agencies ; -, 

d. Evaluate the status of employment of graduates un their respective job placement : 
and 

~- 1· Coordinate and submit reports to the Plann ing and Development Office with 
regard to Plans , programs, accomplishments and other rel ated matters ; 

Director, Student Services 

' , 

There shall be a Director, Student Services appointed by the Board of Reg ents 
upqn the recommendation of the President with the fo llowing duties and responsibiliti es: 

! ! 

1. j· Direct the management ' of student servic12s in the entire Univers ity System 
! (pursuant ~to its organizational framework ), namely: student affa irs: student 

discipline; . guidance and counseling ; student publicat ion ; culture and arts ; and 
sports . ; 

2. Create, formulate and adopt policies , rules , regulations , strategies and guideli nes 
to put into operation the various offices and units of student services in the 
University 

I 

3. Supervise the •six (6) student service office:; directly under its autho ri ty (headed 
each by an Assistant Director) ; these are the 

Office of Student Affa irs, 

• Office of Student Discipline , . i 
! 

ADMIN.ISTRATIVE MANUAL 15 



. i 
I3ATANGA T TE UNIVERSITY 

Office_ of G,uidance and Counseling, 

Office of Culture and Arts , and 

Office of Sports . 

4. i Coordinate . ~it~ other service offices not clirectly under its jurisdiction (but are 
1. concerned as well with the students ' we lfare and development) in the 
! implementation of tasks under these offices, such as the 

a) 
b) 
c) 
d) 
e) 
f) . 

! , g) 
. l h) 

i) 
j) 
k) 
I) 

Testing a'nd Admission Office , 
Registration Office , 
Scholarship Office , 
Library Services Office, 
Medical and Dental Services Office , 
Campus Ministry Office, 
Office of the National Service Training P·-ogram , 
Industry-Academe Cooperative Educatio·1 Program Office (IACEPO) , 
Community Services Office , 
Linkages and Extension Services Office , 
Securi.ty Services Office , and 
Auxiliary.· Services Office . 

5. Assist per.tin~nt ·offices in the formulation of strategies , guidelines and policies to 
develop, manage , and cqordinate other servi r.e areas which include 

. l a)' 
b) 
c) 
d) 
e) 
f) 
g) 
h), 

Services for Students with Special Need~, 
Food Services , 
Student' Housing Services , 
Student Information and Orientation Services ' , 
Student Car~er and Placement Services , 
Mu lti -faith Services , 
International Students Services , and 
Resea·r~h·, Monitoring ~nd Evaluation of Student Services . 

1 • ' ' 
6. 'Recommend .to the Office of the President offic;als who would hold positions for Asst. 

Director ( each for the 6 stL;Jd,ent service offices) 

7. Recommend to the Office of the Vice President for Academic Affairs officials to man 
the positions for heads/coordinators/persons-in-charge of 
campuses/coll,eg.es/departmer:i.ts ( each for the f student service offices) 

: ,, r 1 

8. )Prepare and execute an action plan every semester and annually to meet the 
. p perat ional ~oals of the off_ic~ .. , 

9. Implement policies , rules and regulations as provided for in the Student Handbook . 

10. Review and evaluate periodically the Student Handbook to improve, modify , refine , 
and revise all or portion_s thereof on the basis or re levancy, unambiguity, and clarity . 

11 . .Establish and maintain a student information data system in support of academic 
· !services in a~bordance with University goals. 

. l . 
12.

1

lnstitute integrity in work ethics and proficiency in work approaches in the office by 
recommending staff and personnel of the OSS to higher authority to attend pert inent 
seminars , workshops , congresses , conferences or in-service trainings . 

13. Create a mechanism to monitor, review and evaluate all facets of office work , 
including office staff, under its contro l, scope and jurisdiction 

. I 
... ' .. 

AD
0
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14. ~ecomme_nd s~udent assistants to the propgr '..) LJthority QS needed by various o((ices 

1n the University; .and monitor their work, du lies arld functions based on a set of 
guidelines wr.itten for the purpose . 

15. Allocate suppli_es and provisions for student services offices and faciliti es . 

!\sf istant Director, Student Affairs 

There shall be an Assistant Director for Student Affairs who shall have the 
following duties and functions : 
1. Monitor, review, evaluate and make a regula r report on the basic student servi ces 

put into operation in all campuses 

2. i Coordinate with correspondin.g offices i~stit11tionally assig ned on these student 
1 services ! if there are problems on the ris~ so that th ese can be assessed 

. l immediately. in order to recommend solutions tn proper authorities. 

3. Oversee the management ,of student affairs works ir the entire University Sy~tem 
through the unit offi ces ·of student affairs in every cam pus (headed by the OSA 
Head) including, but not limited to , such tasks r1 s 

• 1· 
I 

. l 

4. 

J 

a) issuance of gate pass , excuse slip , wa iver, etc. 
b) _ directing the assigned organizat ions or offices to keep their bulletin 
boards :properly utilized , updated and m ,3 intained 
c) processing of requests for student ID replacements, certifications for 
students and advisers related to student affa irs activi ti es . etc. . 
d) review . of the application fo r renewal an9/or recogn ition of the various 
student organizat ions 
e) approval/disappr~val of requests fo r posting of an nouncements 
f) safekeeping/posting/returning of th E' lost-and-found items 
g) , as~isting requests of private com oanies in their promotional activi ties 
such as product and ~vents endorsement, job recruitment , etc. in the campus 
h) ' ·c9nducting orientation programs fo r freshmen students at the beginn ing 
of the semester 
i) as?isting the .academic departments in running the various prog rams and 
activities .of the Unive'(sity such as Linggo ng Wika , Fou ndation Week , etc. 
j) cpo/ ainating with 'the Campus Minis try cartying out liturgical celebratio ns 

Direct and execute the action plans submitterl every sem ester and annually by the 
OSA Heads.of all campuses . 

I ' i . 'l, I 

5. :. Implement policies as provided for in the Student Handbook especially in matters 
· 1 affecting the_: ?.tudents' daily ~fj airs in the Un ivr; rsity . 

6. 

7. 

8. 

. 1 

9. 

10. 

Review and evaluate the Student Handbook regi,.ilarly in cooperation with the 
Supreme ~tLJdent Councils o_f every campus 

Establish an? maintain a student information data system in every campus . 

Promote competence and proficiency in office work by recommending co-workers 
under osA to the Director of Student Services to attend pertinent 

seminars/workshops. 

Allocate supplies and provisions for student a ffairs offices and fa ci lities . 

Implement, policies and guidel ines for the aprli ca ti on , recognition , and operation of 
all campus-based organizations 

11. j supervise the operation . of the Supreme Student Counci/5, College Gounci!B and 
, I student or ganizations in all campuses esp8cially ascertaining that handling of 
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fina_nces, fund-raising activities , involveme·1t in tommunity projects are done 
professionally, and that their constitution and by-laws are dutifully followed 

, l 

12. Assign the adviser position of the SSC to the Campus Head of OSA and the 
College Co,urcil to t~e OSA Coordinator/In-charge 

I I I 

13. :. Regularly monitor and evaluate the activ 1ties of student organizations in all 
· l campuses to guarantee that 

a) their implementation conform to their primary goals 
b) these are carried out according to plan · 
c) resources are used economically 
d) proper documentation is done 
e) authorities are duly informed 

14. 1 Assign I the following du~i.es and respons ibilities to the advisers of student 
l • . 
j• organizations : 

l 
1 
! 

I 

a. coorqinat~ the oath .. t_aking of officers and acqu aintance program of the 
organization with the OSA Asst. Director, Campus Head , and 
CO 11eg·e/08 pa rt men t COO rd in at Or/ In-ch at Q 8 

b. guide the organizat_i.on officers in the (drafting) review of the organization 
const!!~tio_n and by-laws , a~complishing th,e renewal papers, and planning of 

C. I 

d. 

e . 

f. 

g. 

h. 

year-long activities . · · · 
monitor the activities of t~e student organization he/she is advising. 
disseminate informat_i on to the organization officers a·s provided for by the 
OSA A

1

~~t. Director, Campus Head, anrl College/Department Coordinator/In-
charge , · 
check ._if the organization activities are in consonance with the school calendar 
of activities . · 
ensure_ that all communications for major and minor projects of the 
organization are well checked before th eir approval. 
record and monitor the financial transa ~tions of the organization for a m ore 
transparent record of its finances . 
guarantee the accomplishment of the annual and accomplishment reports to 
be submitted at the en9 of the semester schoo l year/term . 

I: .,. . 

15. Ensure that at least once every semester the Sup11eme Student Council of every 
campus , together with its student organizations , has linked with certain 
professional organizations for a seminar-worvshop activity whose subject matter is 
relevant to th·e current com·munity/national issues 

J . . . ' • ' 

16. ! Require1 student organizations , singly or joi •1tly , to accomplish at . least once . a 
• scr,ool yea/- :an outreach activity targeting any community sector which is in dire . l . 
1 need of assistance of any kind , manner, modr, and type . 

17. Assist student groups in their requests for the use oft Universi ty fa cilities ,· 

18. Assist the Office of Student Discipline in the strict implementation of the wearing of 
official st'~dent ID cards and prescribed unifor·ns . 

\, • I 

19. i - Serve as the Supervisor ,o_r Chairman of the Student Electoral Board whose main 

1. task is to oversee the election of officers for the Supreme Student Councils 
l Confederafio·n 

20. Coordinate.•with fh e Student· Grievance Board in the tform al investigation or hearing 
of any merr1be·r 'of the Uni·versity community wheneve r one is filed with a fo;mal 

grievance complaint by any' student 
. ~ \ . . ' 

21 . 
1 

Delegate these duties and responsibilities mr; ntioned above, when ~arranted and 
! applicable , · to _ the 'OSA heads/ coordinators /persons-in-charge of 

. i· campuses/9olleges/departments 
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. l 
22. Create and formulate the basic functions, duties and tasks for the OSA heads/ 

coordinators/ persons-in-c~arge of campuses /colle~es/ departments 

23 . Perform other related tasks as required by hir1her authority . 

Asiistant Djrector, Student Discipline 

! 

' l The Assistant Director of Student Discipli11e shall execute the following duties 
and responsibilities : 

1. Oversee the management of student discipline works in the entire University 
System through the unit offices of student d 1scipline in every campus (headed by 
the OSD Head) including , but not lim ited to , such tasks as enforcement of local 
policies on student format.ion, coordination w ith the local community and parents 
on stud_ent conduct in and out of the school' premises , anci the like . 

2. i' Enforce anp i_mplement all policies , rules and regulations of the_ University as well 
as those of the Commission on Higher Education (CHE0) with respect to the 
stud ents ' general conduct , behavior and disci oline . ; 

3. Look upon the rights and privileges of the students as well as their duties and 
responsibilities 

4. Disseminate extensively the Norms of CondL ct for Students to all members of the 
• i University community in all campuses 

5. Conduct programs and activities to E: nhanc;e th e comprehension r1nd 
understanding of student~ in the Norms of Conduct for Students 

6. 

. l 
7. 

8. 

9. 

• j 

Inform and/or dialogue with the parents about the Norms of Conduct for Students 
through the .PT A or PTCA 

Coordinate. :w ith or assist . the security personnel , faculty , and employees/staff in 
enforcing the, Norms of Conouct for Students 

Receive anc;:l accept the complaint/s of any aggrieved party whenever norms of 
discipline are contravened by any student/s 

Coordinate or assist with the Discipline Boa rd with regards to the preliminary or 
summary investigation of students accused of breach of discipline 

I 

1 O. Coordinate with the Office of Student Affairs and Guidance and Counseling Office 
rega rding stqdent formation 

11 . Identify and implement pro'grams on preventive measures that would help deter 
violation of rules on discipline and thus strengthen value formation 

12. j Coordinate with the Student Grievance Boa rcl in the form al investigation or hearing 
of any ;11ember of the University community whenever one is filed with a formal 

l · ! grievance complaint by any student 

13. Assist the proper authority in implementing tre order of d isciplinary sanction to any 
student/s foL;Jnd guilty of violating the Norms of Conduct 

14. Assist the studentls found guilty of vio lating the Norms of Co~dtc~- ~d 
j consequently served th'e order ·of disciplinary_ sanction to file an appea o 19 er 

authorities ·if he/she so desires and requests 
. i 

u•~..:,• •f • ,, ~~ I 
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15. Review and evaluate _regularly the Student Handbook, especially the Norms of 
Conduct for Students , in cooperation with th e Supreme Student Councils of every 
campus 

16.: Del~gate these duties and responsibilities mentioned above , when warranted and 
j applicable, , to .the OSD heads/ coordinators/ pe rsons-in-charge of campuses 
, /colleges / departments . i 

17. Create and formulate the basic functions , r:l uties and ta sks for the OS0 heads 
/coordinators /persons-in-charge of campuses /colle'ges/ departments 

18. Pe rform other related tasks as required by higher authority. 

I 

As~istant Director, Guidance and Counseling 
1· 
.' The Assistant Director of Guidance and Counsel ing sh all carry out the following 

duties and responsibilities : , , , 

1. Promote the noble aim of the University to c;i use the forrnation of young men and 
women for intellectual , moral and professional competence as prerequisites to 
living a fully _human life with, a responsible invqlvement in the development of the 
community , 

! . 

2. Plan and prepare the guidance and cou 1seling program , together with the 
heads/coordinators/persons-in-charge of cam puses/colleges /departments in 
accordance with the University mission and vision 

' , I · , i 

3. Make a proposal to the higher authorities that a budget allocat ion be made annually 
to finance all the guidance and counseling programs and act iviti es of the university. 

4 . I Assess , ne~ds for program planning , research , evaluation , improvement, and 
; establishment of accountability 
l' ' 

5. · Provide di~ection and motiva'tion among subordinates for program improvement 

6 . Ensure the proper implementation and evalucit ion al all Guidance Services 

7. Ascertain that ethical standards are observE: d by the Guidance Personnel which 
includes the Guidance Heads , Coordinators , In-Cha rge and Secretary . 

8. Identify programs for student development and va lue formation 
. i 

1 

9. Come up with valid and reliable bases of information on matters pertaining to 
student be·havior and other concerns; 

1 O. Extend assistance and guidance to studerts in matters pertain ing to personal 
problems with concern to their personaliti ~s, family problems that affect their 
academic perfqrmance , re)ationships with thei r own peers , professors , school 

personri e·I and other indivi~,uals ; 

11 .l Impart to students , faculty and employees relevant issu es and events _ from which 
they will 'gain psychologi.cal growth and he lp them understand such issues and 

events; 

12. Coordinate with the school community fo r oroper support and understanding of 
Guidance activities · and services 

13.j Determine possible research study that need -:; to be applied 

. l 

·-~-: ,J... . . , '.~~' 1 ": •·· 
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14. Delegate these .duties and respons ibilities rrentioned above , when warranted and 
applicable, to the OGC heads/ coordin ators/persons-i n-charge of campuses 
/colleges /departments 

.15 Create and formulate the basic functions, cl uties and tasks for the OGC heads/ 
coordinators/"persons-in-charge of campuses /colleges / departments 

16. Recommend to the proper authority t0 dedignate Counselors in each 
college/department 

I 

17. Perform other rela ted tasks as required by higher authori ty . 

! 
Assistant Director, Student Publications 

! 

The Assistant Director ·for Student Publicri tions shall have the following duties 
and responsibilities : ; 

a) Formulate and implement the University's scholastic journalism program as 
mandated in RA 7079 otherwise known as th ~ Campus Journalism Act of 1991 ; 

b) i Train campus journalists/artists on the variotis aspects of newspaper and ensure 
• j fruitful participation in pre$S confecences and sim ilar activit ies ; 

I j ~ I 

c) Instruct campus writers , advisers and critics on the 9pplication of laws pertaining to 
the responsiqle exercise of press freed om and th e requisites for quality 
publications; 

d) Assist duly constituted committees in the ann ual selection and appointment of staff 
! memb~rs for the different student publication~.;; 
j 

e) 1' He.Ip the ~dit~rial staff formu.late policies ancl guidelines on effective and efficient 
school paper_ management; 

; 

f) Supervi se and coordinate activities of all student pu blicat ions; 

g) Help develop 'writer 's sen set of _humanity through development-oriented activities ; 

h) l Support/ the Commissiqn on Higher Education and the Department of Education in 
, uplifting _the quality of campus journalism th r·ough expert assistance in symposia , 

. l conferen:ces 1and seminar/training-workshops ; and 

i\ Perform other related functi'ons that may be assigned by higher authorities. 
I • 

Assistant Director, Culture and Arts 

! ' ' ! , The IAs'sistant Director for Culture and Ar ts shall have the following duties and 

re s;po nsi bi I ities '. _ _ . 
' ! ·, t! h 

~. Develop strategies and proposals to enhance the Univers ity's cultural programs 

2. 

3. 

4 . 

; 

Manage and coordinate cultural programs o f the different colleges/departments of 

the University 

Plan and implement the poliyies of the University regarding cultural initiatives and 

programs that help in University's development 

Establish linkages with different organizatiors and institutions that may help create 

cultural presentations for other clienteles/aucliences 
; 
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5. ! Dev~lop .ne':" marketing progrgmg to Gnhar.(~ the Un;ve ,say's position 1n the lo cal 
and 1nternat1onal community 

6. 

7. 

8. 

9. 

10. 

' 
T~p and .enhance the artistic abilities of the students and facul ty in preparation for 
different cultural competitions t 

Coo~di~a~e ~i~h- the Admission and Testing Office and Scholarship Office regarding 
adm1ss1on pol1c1es and requirements for new culture and arts scholars . 

Superv_i se the utilization , care and maintenance of all avai lable physical education , 
j• ath letic and cultura l facilities in all campuses 

Prepare and submit requisitions for culture and arts supplies and equipment for 
training s and competitions . 

Encourage culture and arts student enthusia ::; ts to organize clubs. 

11 .i Recommend to the proper. authorit ies, the coaches , trainors and staff of OCA and 
j other inter_e-;ted faculty . and employees t0 attend culture and arts sem in ar, 

.. j workshops and trainings that would hone the ir sk ills and competencies 

12. 

13. 

:14 .l 

Delegate these· duties and . responsibi lities rrentioned above, when warranted and 
applicable .' to · the OCA heads/ coordinators/ p~rsons-in-charge of campuses 
/college I d,epartme ts 

Create and formulate the basi·c functions , duties and tasks for the OCA heads 
/coordinat~'.s /persons-in-charge of campuses /colleges/ departments 

I 

I, 

Perform other related tasks as required by rig her authority . 

Assistant Director, Sports 

The Assistant Director for Sports shc1I I have the following duties and 

responsibiliti es: 

1. Prepare/Formulate the. policies in sports of th e unive rsity. 
, i 

2 . Direct/SL:JpE:rvise the sport~ programs of the L1niversity. 

3. Prepare/Give ~oaching and officiating as ::; ignrn~nts to faculty members and 
employees of the University for local , regio 1al , national and international ath letic 
meets supject to the approval of higher authori ties . 

4. 

5. 

6 . 

Prepare and submit requisitions for sports supplies and equipment for trainings and 

competition.s .-
j · I I ' 

! 

l 

Improve the coaching and officiating com oetencies of the coaches, officiating 
officials and trainors of the un IversitY; through attendance in 

seminar/conference/workshop. 

Prepa re and submit periodic and annual r0. ports on accomplishments , problems 

and plans of. the office . 

7. ! Coordi~~tenNith the Admission and Testing Office and Scholarship Office regarding 
' l admission policies and requirements for new sports scholars . 

8 . 

9. 

. 

Establish linkages w ith local , regional, natiop~I a_nd international sports 
association~ to improve the sports program of the university . 

Make a ' proposal to the · higher authorities that a budget all~cati~n be made 

annually- ,t~ _fina_nce all the 
1

sports prog rams a d activities of the university . 

. l.¥, ~-,(~ . - ...,~-'":'.··~-._~ · r7x_>· .. ~--... _~=~_r·.~-~';\ .. -~·~.~-,.v,-.- ... . .-:·· --~- ~~y. 
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10. Encourage varsity athletes to organize sports club. 

' 11. Monitor the ·sports activities of each campus of the un iversity . 

12. Surveys the _needed sports faci_lit ies , equipmrnt and supplies in all the campuses of 
the University . and request higher authoriti ~ S to put-up and purchase the said 
needs / •. 

13 j' Supervise the utilization, care and maintenance of all available physical education , 
athletic and cultural facilities in all campuses 

; 

14. Delegate these duties and responsibili t ies rnentioned above , when warranted and 
applicable , to the OS . heads/ coordinators/ persons-in-charge of 
campuses/colleges/departments 

I 

15. l Create ·and formulate the basic functions , duties and tasks for the OS heads/ 
coordinators/ persons-in-charge of camp.uses /colleges/ departments 

16. Perform ~the~ rei'ated ta~ks ; ,s req ufred by hiri he~ authority . 
; 

Director, National __ Service T_raining Program 
; . ;, 

I TherE; sh:all be' a Director , National Servic ~ Train ing Program appointed by the 
Bo~rd of Regents upon the recommendation of the Presiden t with the following duties 
and_ respon sibilities: 

. l 

a) Enhance civic consciousness and defense pr,eparedness in the youth ; 

b) Help th~! develop _the ethics of service and patriotism wh ile undergoing 
training in any of the three (3) program components , specially designed to 
enhance the youths" active contribution to ~1eneral welfare ; 

c) P~ornote civic conscio~sness· and develop students' physical, moral , spiritual , 
intellectual and social well being; 

d) Inculcate the ideals of patriot ism , nation9Iism , and advance students ' 
involvement in public and civic affairs ; 

e) Moti~at·e , train , orga~iize ·and involve the students in military , literacy, civic 
welfare pr9grams, ahd other similar endeavors in the service of the notion; and 

~ I , , 1 ' • 1 
• 

I 

,f) Perform other related functions th ;it may be assigned by the higher 

authorities. 

I -. 

Assistant Director, NSTP · :. · 1 
! 

There. sh~II be an Assistant Director for NSTP shall have the fallowing duties and 

responsibili ties : 
! i ' 

e ) l Academic supe~vis i'on over the design , formulat ion , ad opti on and implementation 
of progra·m for instruction (POI) of NSTP co 111ponents particularly CWTS and L TS 

in line with ,the .NSTP oqjectives . 

b) Orient en.rolled NSTP students regarding the NSTP offerings . 

.. ' { 

Coordinate ,~ith othe;;r LG\,J's or_ gov~rrment agencies an d NGO's regarding the 

possib \e tie-up ·for commu'nity projects . · 
I 

c) 

I 
I 

'-1) j' Supervise ~nd administer filing of pertinent NSTP documents. 
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Supervis~ ~STP affa irs of e~tens ion campuses. e) 

f) i ' ! Prepare ~STP budget every schoo l year or semester for the approval of the 
concerned. 

• i 
1 

) ' g_ Coordinate with other NSTP designated heads , coordina tors , in-charge for 
extension campuses. ~ 

h) Coordinate with the Extension Services Office regarding the extension activities or 
community · projects . 

i) 

J) 

k) 

Report .to immediate superior (i .e . VPAA) for rurther designated functions . 

Coordinates NSTP uniforms. 

Perform other functions as assigned by other Un ivets ity officials . 

. -Assistant Director, ROTC 

There shall be an Assistant Director for ROTC and sha ll have the following duties 
and responsibilities : 
• ! . 

a) Coordinate and supervise with NROTC p~rsonnel regarding their program of 
instruction. 

I b) f-) articipate and represent the University in va rious NROTC activit ies . 
I 

c) i Exercise joint supervision and monitoring of NROTC activi ti es . 
! I 1 

d) j Facilitate ~ROTC uniforms. 

e) . Report on NSTP director regarding NROTC activit ies . 
' ; 

f) Periorm other functions as assigned by NSTP director and other University offici als . 

,Assistant Director, CWTS , I 
, i ' There shall be an Assistant Director for Civil Service Welfare Train ing Prog ram 
and srall perform the following duties and respons ibili ties: 

a) Assist NSTP director in design ing , formulati rm and implem entation of Program of 
Instruction as mandated by the CHED. 

' . . 

b) Train and orient NSTP-CWTS/L TS faculty re r1 ard ing the program of instruction and 

curricujum. 
1 

t) l' Supervise · and assist CWTS heads , coordin2tors and in-charge of their duties and 

responsibilities . 

d) Monitor classes and attendance of facu lty upon the i~struction of the director. 

e) 

g) 

Facilitate serial nu mber from the CHEDRO fo r all NSTP-CWTS graduates . 

Schedule of CWTS classes , faculty loading and classroom , especially in Main 

campus 1 and 2 . 

Coordinate with other NSTP-CWTS heacl s/coordinators/in-charge in extension 

campuses . 

h) Supervise CWTS affairs in extens ion campus :";S. 

$- i'·< .,_,.., .. ~,,-, • r·;i > ( < ~ • .::~• . ~ •~ :•· • • ~ ., ~ 
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i) 1' Coordinate with the office of the Extension Services regarding the University's 
extension activities. 

' j) Monitor and supervise CWTS' community acti vities implemented by the students . 

k) Report to NSTP director regarding CWTS pror1ram and acti vities. 

I) ! Supervi9e and facilitate filing of pertinent docun1ents. 

l 

m) l Prepare budget for the school year. 

n) Facilitate CWTS uniform . 

o) Perform other functions a~ as~igned by NSTP director and other University officials . 

□i+ctor, Re.view·center 

I' There sh~l( b~ a Director for Review Cehtc:r appointed by the Board of Regents 
upon the recommendation of the President. 

Under administrative direction from the Vice President for Academic Affairs , the 
Director of the 

1
Reyiew Center s.h~II perform the foll wing duties and responsibilities: 

a) Exercise over-a_ll supervision in the conduct of review classes for courses requi ring 
board examination or trade skill certifications tests ; 

b) implement programs de·s'igned to increase the number of exam inees by motivating 
the students to t_ake such examinations; 

c) Implement effective and updated review activities to enhance the University's 
performance in such examinations ; 

d) I Evaluate i1~wt.ructional and review materials , in coordination with deans , associate 
I deans and' ae·partment head; . r 

e) Perform cross-functional duties to accompli , h strategic goals and missio•n ·of the 
review center which may be assigned by the Vice President for Academic Affairs; ; 

f) Coordinate _examination requirements, subject of examination and other pertinent 
issues with the Professional Regulation and Commission and · other authorized 

examinati9n body. ,,.- , 1 / 

,,,_, 

! . ' ' 

THE VICE-PRESIDENT FOR RESEARCH, EXTENSION, -PLANNING AND 
\ 

DEVELOPME;N.T 

' There shaU be a Vice President for r~esearch , Extens ion , Planning and 
Development (VP.REPD) who shall be appointecl by the Board of Regents upon the 

recommendation of the President. 

; \•, ' I 

The V ice· President for Research, Extens ·on , Planning and Development shall 

ra~e th_e followi~g. d~·ties and fun~tions : 

a) Report dir~·ctly to the President 'and serve as the Chief Research, Extension_ ~nd 
Planning Officer of the University, promoting the Univers ity 's mission a_nd prov1d~ng 
the executive ~md administrative leadership for the Research , Extension Planrnng 

and Oev_elopment 

b) 
1 

Require the · Oirec or of Research and Ex ension, Planning and OeYe)opment, 
1 I deans !and ·executive directors to directly re:port to the Vice-President for REPD 
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