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A.1 Organizational chart of the institution displayed at the administration building
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A.2 Copy of Board resolution approving the organizational structure and other relevant

resolutions
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Republic of the Philippines

UNIVERSITY OF SOUTHERN MINDANAO Pmotmt
1S0 90012015

Kabacan, Cotabato

w; D

BOARD OF REGENTS

MINUTES OF THE 155" REGULAR BOARD MEETING OF THE USM GOVERNING

BOARD HELD ON APRIL 24, 2024 AT CHED-HEDC BUILDING, DILIMAN,
QUEZON CITY AND VIA ZOOM TELECONFERENCE

PRESENT:

ABSENT:

Hon. RONALD L. ADAMAT, PhD PD - Chairperson
Commissioner, CHED

Hon. FRANCISCO GIL N. GARCIA, PhD - Vice-Chairperson
President, USM

Hon. PHLORITA A. RIDAO - Member
Regional Director, NEDA XII

Hon. SAMMY P. MALAWAN - Member
Regional Director, DOST XII

Hon. JONALD L. PIMENTEL - Member
President, USM Faculty Association

Hon. KRISTINE C. MORALES -Member
President — University Student Government

Hon. PAUL JOHN B. ONGCOY - Member
President, USM Alumni Association

Hon. FRANCIS JOSEPH G. ESCUDERO - Member

Chairperson, Senate Committee on
Education, Culture and Arts
Represented by: DR. PALASIG U. AMPANG

Hon. MARK O. GO - Member
Chairperson, House Committee on Higher

and Technical Education

Represented by: Cong. MA. ALANA SAMANTHA T. SANTOS

Resource Persons:

1. Marcos F. Monderin — VP for Academic Affairs

2. Charisse Angela Quiambao — Supervising Administrative Officer

3. Justice James Cundangan — Office of the Solicitor General

4. Atty. Ruben Ayson, Jr - Office of the Solicitor General CE

5. Atty. Carlos Vincent Trinidad - Office of the Solicitor General ERTIFIED TRUE COPY
6. Atty. Mario U. Bello — Legal Services Office Head JAMELLA ANGIGING

Administrative Assistant |1|
Office of the Board Secretary
USM, Kabacan, Cotabato
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USM-BRD-Fo1.Rev.1.2024.01.31

Minutes of the 155% Regular Meeting
USM Governing Board

April 24, 2024

CHED-HEDC Bldg., Diliman, Quezon City
Page 1 of 62
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Republic of the Philippines
UNIVERSITY OF SOUTHERN MINDANAO
Kabacan, Cotabato

BOARD OF REGENTS

CERTIFIED

2. Revisions in the University Organizational Structure

Resolution No. 31
Series of 2024

Approving the revised USM Table of Organization adapting the creation and
realignment of staffing patterns in the University brought about by the
implementation of National Budget Circular 589, series of 2022 (Revised
Organization and Staffing Standards for SUCs) of the Department of Budget
and Management (Annex A).

CERTIFIED TRUE COPY APPROVED
JAMELLA C.)MANGIGING

Administrative Assistant |11 Minutes of the 2557 Regular Meeting
Office of the Board Secretary USM Governing Board
USM, Kabacan, Cotabato April 24, 2024
CHED-HEDC Bldg., Diliman, Quezon City

USM-BRD-Fo1.Rev.1.2024.01.31 Page 32 of 62



A.3 Functional Chart

Revised Organizational Structure of USM
(As Revised per BOR Res. No. 19, Seriesof 2019)
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Table of Organization under the office of Vice President for Academic Affairs

(VPAA)
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Table of Organization under the office of Vice President for Administration and
Finance (VPAF)
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Table of Organization under the office of Vice President for Research
Development and Extension (VPRDE)
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Table of Organization under the office of Vice President for Resource Generation
and Entrepreneurial Services (VPRGES)
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A.4 Composition of the Administrative Council including its powers and functions




Article 10. The Secretary of the University and the Board

Sec. 1. The Board of Regents, upon recommendation of the University President,
shall appoint a Secretary who shall serve as such for the Board and the University and
whose duties and functions shall be those prescribed under Article 42 of this Code.

Article 11. Committees

Sec. 1. The Board of Regents may create committees, as it may deem necessary,

for the proper performance of its functions.
Sec. 2. The President of the University shall be ex-officio member of all standing

committees of the Board.

Article 12. Annual Report

_ Sec. 1. The Board of Regents shall file with the President of the Philippines a
S"ﬁ’"’d_ 'ryepoﬂ covering the preceding year setting forth the progress and needs of the
niversity. =

B R PR

CHAPTER 4
THE ADMINISTRATIVE COUNCIL

Article 13. Composition

Sec. 1. There shall be an Administrative Council of the University con i
< sisting of
the President of the University as Chairman, the Vice President of Adm%nlsuauonngnd
Finance as Vice Chairman, and the other Vice Presidents, the Deans, Directors and
other officials of equal rank, and upon invifation by the Chairman, the President of the é

University Student Government, as members.

Article 14. Powers and Functions 9

Sec. 1. The Adininistrative Council shall have the following powers and functions: E
Y-S

a. Torecommend to the Board of Regents policies governin ini i 3

g the administration,

management and development planning of the University for appropriate action,

b. To inplememooidesappmvedby.!heéoardofﬂegcms rmulat perti
rules and regulations to that effect; ’ we e -

c. To exercise disciplinary power over University personnel, within the limits of
the rules of personnel discipline prescribed by this Code and subsequent rules
and regulations promulgated by the Board of Regents; and

d. To perform such other powers and functions as may hereinafter be gr:
ante
the Board of Reggnls and by subsequent laws and regulations. ° oy

2

Article 15. Officers

Sec. 1. The President of the University shall be the Presiding Officer of the
Administrative Council. In his absence, the Vice President for Administration and Finance
shall preside, and in the absence of both, the Vice President for Academic Affairs or the
vice President for Research and Extension, in that order, shall take over. In the
absence of all the officials mentioned in an instance where the calling of an urgent
meeting of the Council is very necessary, the most senior member of the Council may
preside.

Sec. 2. The University and Board Secretary shall be the Ex-Officio Secretary of
the Council, unless another official is designated by the Universitly President to assume
the position. As such, he shall discharge the duties and functions provided under

Sec. 2, Article 42 of this Code.

Article 16. Meetings and Quorum

Sec. 1. The Administrative Council shall meet at such time as the President may
determine, provided, that there shall be at least one regular meeting every quarter,
without prejudice to the promulgation of internal rules setting forth a specific provision
on the matter. The President shall call a special meeting whenever necessary or upon
the written request of at ieast one-fifth of the membaers of the Council.

Sec. 2. Every member of the Council shall be required to attend all its meetings,
but any member may be excused from attendance for justifiable reasons. Proxies may
be allowed on observer status without voling powers.

Sec. 3. A quorum of the Administrative Council shall consist of a majority of all its
members who are holding office at the time, excluding those on official leave or travel,
and a majority vote of all its membaers present shall be required to dispose. a question or
decide an issue, unless otherwise provided under parliamentary rules.

Article 17. Committees

Sec. 1. The Administrative Council may create committees, as it may deem
necessary and convenient for the proper performance of its functions.

CHAPTER 5
THE ACADEMIC COUNCIL

Article 18. Composition

Sec. 1. There shall be an Academic Council of the University consisting of the
President of the University as Chairman, the Vice President for Academic Affairs as
Vice-Chairman, and the other Vice Presidents with academic rank and the Deans of
Colleges/institutes, the Principals of the University Laboratory Schools and all faculty
members from the rank of Assistant Professor | and above, as members.

o
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Article 26. Meetings and Quorum

Sec. 1. The UREC shall meet at such time as the President may determine
provided that there shall be at least one regular meeting every six (6) months. A specix’
meeling may be'cl:lle\;i by plhe :ra:i{dam as may be deemed necessary or upon t
written request o e Vice President for i
i mem:em e L Toe or Research and Extension or at least one-fifth o

Sec. 2. Attendance in all its meetings shall be required of
Council and only for n_’ieritorious and justifiable reaso?:: shalloa :nv:r:rb:‘re g‘eb:;g.:s‘
from attendance. Proxies may be allowed on observer status without voting powers

So'c. 3. A quorum of the Council shall consist of a majority of all its members wh
are holding office at the time. excluding those on official travel or leave, and a majori
vote of all members present shall be required to dispose a question or d.ecide ani o
unless otherwise prescribed under parliamentary rules. .

Article 27. Committecs

Sec. 1. The UREC may create Committees,

as it ma
proper performance of its functions. yoeem hcesumy. for Wie

CHAPTER 7
THE PRODUCTION COUNCIL

Article 28. Composition
Presidso:‘t:.a:-cm‘::;as:.a &:?I:e':?:;m:? for Administration and Finance as Vi i
o e e el Progocton Survices ana other elected sompe
Article 29. Powers and Functions

Sec. 1. The Production Council shall have the following powers and functions:

TN NV

a. ‘Tt:' fom?ulate policies, rules and regulations governing the operation of the agro- |
é‘o ::;noa; ar:ductim on programs of the University for the approval of the
—t gents and to ensure the effective implementation of the same:

b. To perform such other powers and functions as may be provided by the Board |

of Regents and by pertinent laws and reguiations.

12

Article 30. Officers

Sec. 1. The President of the University shall be the Presiding Officer of the
production Council. In his absence, the Vice President for Administration and Finance
shall preside. and in the absence of both, the Director for Agro-industrial Production
services shall take over.

Sec. 2. The Director for Agro-Industrial Production Services shall be the Ex-Officio
Secretary of the Council, unless another official is designated by the University President
to assume the position. He shall perform the same duties and functions as those
prescribed for the position in the other Councils.

Where the Director for Agro-Industrial Production Services shall preside the meeting,
in the absence of the Chairman and the Vice Chairman above-mentioned, a senior
member of the Council who is present during said meeting or a duly designated official

' may act as Temporary Secretary.

Article 31. Meetings and Quorum

Sec. 1. The Production Council shall meet at such time as the President may
determine, provided, that there shall be at least one regular meeting every quarter. The
President shall call a special meeting as may be deemed necessary or upon the written

_ request of at least one-third of the members of the Council.

Sec. 2. Every member of the Council shall be required to attend all its meetings,
but any member may be excused from attendance for justifiable reasons. Proxies may
be allowed on observer status without voting powers.

Sec. 3. A quorum of the Production Council shall consist of a majority of all
members holding office, excluding those on official leave or travel, and a majority vote
of all members present shall be required to dispose a question or decide an issue,
unless otherwise prescribed under parliamentary rules.

Article 32. Committees

Sec. 1. The Production Council may create committees, as it may deem necessary
and convenient, for the proper performance of its functions.

CHAPTER 8
OFFICERS OF THE ADMINISTRATION
AND THEIR FUNCTIONS

Article 33. Composition

Sec. 1. The key officers of the administration of the University shall be the
President, the Vice Presidents, the University and Board Secretary, the Executive
Assistants, the Deans, the Directors, the Administrative Officer, the Budget Officer, the
Chief Accountant, the University Registrar, the Legal Officer, the Personnel Officer, the
Records Officer, the Supply Officer. the Chief Cashier, the Chief Security Officer and
other officials as may be determined by the University President.

13



Article 34. The President of the University

Sec. 1. The University President shall be the Chief Executive of th i
and shall render full-time service. He shall be appointed by the Board of R:g‘;:::e:;::.

provisions of existing laws and regulations. His term ma
. 5 y be extended be
of retirement but not later than the age of seventy (70), if his pedwman)é:n:al: ::g: !

unanimously rated by the Board of Regents as outstandi i eCco
mendation by a duly created search committee, W ST ™

Sec. 2. The University Presi
S y President shall have the foliowing powers and responsi-

” :: the confirmation of the Board of Regents;
- To coordinate the activities and programs' of th i i
a , e University with the oth
component units and hst{lmes. to review their goals and objectives, to apprai:;

to the Board of Regents;
e. To exercise general administration and d
‘ 1 supervision of all business and fi
and acade:mcc operations of the University, and over all officers fac:l'tand?i'
¢ non-teaching staff of the University; ' s
i ::: gzmn;:ggltt: u: B%ard of Rdegem.s appointments of vice president, deans
- 2 embers and personnel in the Sy, i . .
. gﬂia;ls ;‘sr:‘d employees as may be deemed proper; P g ot
- 1o effect the promotion, transfer detail seoondm.ent y
? . . . . and other per
acﬁond s, of Univetsav ty personnel; fix their work schedules; grant leaves :d’ea:::ncenel
and approve their ac!d‘monal assignments, additional com resignation
and retirement, subject to the confirmation of the Board of R er-ns og"
be deemed appropriate; °9 e
h. Tosetup machinery for the resolution i i
! of all disciplinary and non-discipli
:ﬁ::; ':t;v’ool:nr:% the pe;sonncl of the University, and f:)yf the oonsid:f;‘t’igrz
P . : >
e ess of grievances in accordance with applicable laws and
To award fellowships assistantshi i
. Ps, and scholarships to students. f.
members, and other personnel i i ici st eomir i
e e —biivina sma el in accordance with the policies prescribed by

14
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j. To plan, prepare and implement, upon authority of the Board of Regents, a
University program for the training and education of adult citizens and out-of-
school youths;

k. To supervise the preparation of the budget of the University, subject to the
confirmation of the Board of regents, for approval by competent higher
authorities;

I.  To submit to the Board of Regents and/or other competent higher authorities
an annual report on the operation of the University, and such other reports as
may be required;

m. To preside at commencement and other public exercises of the University, and
confer such degrees and honors as may be granted by the Board of Regents

and all diplomas and certificates issued by the University shall be signed by

him;

Te grant service credits and to change the leave status of any member of the
academic staff from teacher’s leave to vacation and sick leave or vice versa
in the interest of the service, subject to the policies approved by the Board of
Regents and other pertinent laws and regulations;

o. To execute and sign in behalf of the University all contracts, deeds and other
instruments necessary for the implementation of the mandated functions of
the University, Provided, that in regular recurring undertakings and transactions
where his action is virtually ministerial, condftions and terms thereof having been
fixed in the University existing regulations and general laws, he may direct through
written instruction, that approval in specified cases be made in his behalf by
officers of administration or heads of units concerned, subject to such safe-
guards to his power of revocation;

p. To supervise and coordinate, through the Direclor of Student Affair Services,
all organizations and activities of students. In accordance with existing regulations,
he shall issue adequate safeguards for the operation of student organizations
and other student activities;

q. To generate funds and grants-in-aid in support of the operation and development
projects of the University to augment its annual budgetary allocations; and, .

To exercise other powers and duties delegated to him by the Board of Regents

or as may hereinafter be provided by subsequent laws and regulations.,

Sec. 3.In case of his brief absence, the President may designate a ranking
officer of the Administration, who may be one of the Vice Presidents to act as Officer-In-
Charge of the Office of the President, to carry out the ministerial day-lo-day manage-
ment of the University affairs, unless otherwise provided.

Article 35. The Offices Under the University President

Sec. 1. The Offices directly under the Office of the University President shall be

the following:

a. Lins Offices
i. The Vice Presidents

15



b. Staff Offices
i The University and Board Secretary

The Executive Assistants

Scgms

The Human Resource Management
The Public Relations and Information
The Planning and Development
\ vii. The Socio-Cultural Affairs
viii. The Agro-Industnal Production Services

ix. The Internal Control Unit (cu)
x. The Chief Security Office

Article 36. The Vice President for Administration and Finance

Sec. 1. The University shall have a Vice President for Administrati i
who shall be appointed/designated by the President of the Univerut'y?::t:;:;"l‘: r:::
oonﬁrma!ion ol.n_'oe Board of Regents. Incase ofa regular plantilla position, appointment
to the said position shall be governed by the existing qualification standards and other
rules am'i regulations prescribed by the Civil Service Commission for the same. For a
desbgnatugn as such, however, he shall be at least a holder of an appropriate Me';s(er's
::’?er:: with .zl I(eas( s’ev;n (7) years of administrative and/or finance management

nce. His term of office as such design. i g

s ignated official shall be three (3) years without

Sec. 2. He shall assist the Universi President in th. i
operations of the fiscal and admlnisualivt: affairs of the L:f\?:;?r;a:ns:z:::m fv\':::
the existing government and University policies, guidelines, rules and regulations

Sec. 3. He shall have the following specific powers and functions: .

a. To act as Officer-In-Charge of the University in the absen i i
- f
President when so designated; X S
b. To supervise, coordinate and monitor the activities i i
X 3 of the administrative and
suppqﬂ services officials and employees of the University and the affiliate
y agmmmmmhm if so provided in the Memorandum
$1 Agreement on the establishment of the same;
C. To coordinate the recruitment of faculty and staff, and act as Ch
; > airman
Selection and Promotion Board of the University; sy
d. :: rr::;te:'esn; 'l'h::‘ l_.lnive‘;wy :n conferences, seminars and other similar meetings
ecting administrative programs and activities if
the University President: i
To submit a regular report of work progress to the Uni i
2 iversity President;
T9se~oasex—oﬂboduinnm of the standing committee on the prequalifications
Thda.uﬂmm:dhﬁammdomw\swm' of the university; .
9. To help undertake activities that shall keep the Universi i t
s sl : P! University abreast with recent
h. To act as Vice Chairman of the Administrative and P, i
s ; roduction Councils; and
Toemusumah«duusmﬁmumaybedﬁegmedbymmm

o

-~
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Article 37. The Offices Under the Vice President for Administration and Finance

Sec. 1. The Offices directly under the Vice President for Administration and
Finance shall be:

The Administrative Services Office
The Finance and Management Office
The Physical Plant Services Office
The Health Services Office

apos

Article 38. The Vice President for Academic Affairs

Sec. 1. The Vice President for Academic Affairs shall be appointed/designated
by the President of the University, subject to the confirmation of the Board of Regents.
He shall be a doctoral degree holder in education, with an academic rank of at least
Professor | and with at least seven (7) years of teaching background and five (5) years of

. administrative experience. Except when appointed to a plantilla position, his term of
. office as such shall be three (3) years without prejudice to redesignation.

Sec. 2. He shall act as Officer-in-Charge of the University when so designated by

' the University President.

Sec. 3. He shall be directly responsible to the Universitly President for carrying
out the educational policies and programs of the University and in supervising curricular,
instructional, and other academic-related activities of the University.

Sec. 4. He shall exercise the following specific duties and functions:

a. To supervise and coordinate all academic units and programs of the University;

b. To administer the overall execution of policies on instruction approved by the

Board of regents, as recommended by the Academic Council, and by other highe:

authorities;

To recommend to the University President academic policies pertaining o

curricula, faculty appointments and assignments, and academic programs;

To coordinate the planning and prepara’on of the proposed annual budget of

the different colleges and institutes;

To coordinate with the research and extension unit(s) of the University in promoting

the research and extension activities of the faculty;

f. To serve as ex-officio chairman of all standing and/or Ad Hoc Committees which
shall conduct regular faculty appraisal on performance evaluation, screening
of applicants for scholarship and faculty development and other related purposes;

. To coordinate with other educational institutions and/or related agencies to
insure inter-program/agency complementation and efficient maximization of
available resources;

h: To submit a regular memorandum of work progress to the University President;

i. To act as Vice Chairman of the Academic Council. and

j. To exercise such other powers and functions as may be delegated by the

President.

17



Article 39. The Offices Under the Vice President for Academic Affairs

Sec. 1. The Offices directly under the Vice President for Academic Affairs shall
be the following:

The Graduate College

The Undergraduate Colleges and Institutes
The Office of the Director for Instruction
The Office on Student Affairs

apco

Article 40. The Vice President for Research and Extension

Sec. 1. The Vice President for Research and Extension shall be appointed/
designated by the President of the Universily, subject to the confirmation of the Board
of Regents. He shall have an appropriate doctoral degree in philosophy or science,
with an academic rank of at least Professor |, with al least seven (7) years of research
and extension experience and al least five (5) years of administrative experience. His
term of office shall be three (3) years, except when appointed to a piantilla position as
such, without prejudice to redesignation.

»

Sec. 2. The Office of the Vice President for Research and Extension is a consultative,
supportive and service office of the Universily to promote the interests of the units,
centers, and institutes under the research and extension organization.

Sec. 3. He shall have the following specific duties and functions:

a. To exercise general supervision and coordination of all programs, projects and
activities of the various units under his office;

b. To recommend and implement policies and guidelines governing research and
extension affairs of the University;

c. To plan programs for research and extension activities which are geared towards
the growth and development of the university, the region and the country;

d. To direct the implementation of research programs and the execution of
extension services of the University; .

e. To coordinate, monitor and appraise the performance of the various research
and extension units of the University, including those of the research centers/
institutions established in the University and other affiliate research agencies/

" institutions;

f. To plan, promote, and carry out close working relations and linkages with
appropriate government research and development agencies and non-
government organizations;

g. To act as Vice Chairman of the Research and Extension Council; and

h. To perform such other related functions as may be directed by the President
and other competent higher authorities.

Article 41. The Offices Under the Vice President for Research and Extension

Sec. 1. The Offices under the Vice President for Research and Extension shall
pe
a. The Research and Development Office

b. The Extension Services Office
c. The Research Centers/institutes

Article 42. The Duties and Functions of the Secretary of the University and the
Board

Sec. 1. As Secretary of the Board of Regents, he shall exercise the following
specific duties and functions:

a To prepare the agenda for all regular and special meetings of the Board of
Regents in consultation with the University President and deliver/send the
agenda to the Chairman and Members of the Board at least three (3) days
before each scheduled meeting;

b. To write oul the transcription of the minutes of each meeting; have the same

attested by the Chairman/Presiding Officer for the confirmation of the Board

in its next meeting,

To prepare and pass referendum for appropriate action of the Board of Regents;

To prepare and issue excerpts of minutes of meetings of, and/or certifications

on certain policies promulgated by, the Board, and

e. To perform such other functions as may be directed by the Board of Regents
or the Universily President.

a0

Sec. 2. As Secretary of the University, he shall exercise the following duties and
functions:

a. To act as Secretary of the Adininistrative Council, unless another official shall
be designated to the position by the University President. As such, he shall
issue notices of meetings of the Cou:iwil and take down the minutes of the
proceedings thereof;

b. To prepare memoranda, circulars, bulietins and other official communications
for the signature of the University President or his duly authorized representative;

c. Toinform the members of the faculty and the non-teaching staff on various
policies, rules and regulations promulgated by the Board of Regents or by the
Council as approved by the Board;

d. To keep custody of classified records; issue excerpts or appropriate certifications
upon request of authorized officials and employees of the University and other
entities; and

e To perform such other functions as may be directed by the University President.



Article 43. The Executive Assistants

Sec. 1. There shall be as many Executive Assistants, as are necessary, to be
designated by the University President, to assist and advise him in the effective and
efficient performance of the duties and functions of his office on various areas of con-
cern such as but not limited to the following:

a. Civil Secunty Services
b. External Affairs
c. Alumni Affairs

Article 44. The Human Resource Management Office

Sec. 1. The Human Resource Management Office shall be headed by a Director
who shall be designated by the University President for a term of three (3) years without
prejudice to redesignation, subject to the confirmation of the Board of Regents. He
shall be at least a holder of an appropriate master's degree preferably with special
training and/or work experience in personnel development and management and at
least three (3) years of administrative experience.

Sec. 2. The Director for Human Resource Management shall perform the follow-
ing functions:

a. To be responsible for the emplementation of the established University policies
on personne! management and development and the maintenance of effective
liaisoning with the Civil Service Commission and other offices concerned;

b. To keep updated service records of, and other data and information pertaining
to. all personnel of the University and issue appropriate certifications and other
documents on the matter upon proper request by concerned parties:

c To assist and advise the University President and other concerned University
officials and employees in the proper execution of policies, regulations and
orders in all areas of personnel management and development promulgated
by the Civil Service Commission and other higher authorities;

d. Toundertake personne! programs, and inform the heads of units concerned of
the recent developments in all areas of personnel management and development
and, .

e. To perform such other related work as may be assigned by the University
President,

Article 45, The Public Relations and Information Office

Sec. 1. The Public Relations and Information Office shall be headed by a Director
to be designated by the University President for a term of three (3) years, without prejudice
to redesignation, subject to the confirmation of the Board of Regents. He shall be at
least a holder of an appropriate master's degree in communication with at least three
(3) years of administrative expenence.

Sec. 2. The Director of Public Relations and Information shall perform the follow-
ing functions:
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a. To promote and foster cordial relations between and among the various sectors
of the University constituents and with other agencies and institutions;
b. To help project the good image and reputation of the University in all areas of

endeavors to the general public;
To establish effective relations with the media (print, radio, TV and others) on
the dissemination of important activities and breakthroughs of the University

for the information of the general public;
d. Totake charge of the preparation and circulation of regular university publications:

and
To perform such other related funclions as may be assigned to him by the

University President
Article 46. The Planning and Development Office

Sec. 1. The Planning and Development Office shall be headed by a Director 1o
be designated by the University President, subject to the confirmation of the Board of

: Regents, without prejudice to redesignation. He shall be at least a holder of appropriate
“master’s degree, preferably with special training and/or working experience in planning

and development and at least three (3) years of administrative expenence.

Sec. 2. The Director for Planning and Development shall perform the following
functions:

To iniliate, coordinate, monitor and evaluate the planning and development
activities of all sectors of the University;

To coordinate the preparation of projectprogram plans and proposals;

To provide assistance in packaging program plans and proposals;

To serve as data bank and the center of projectUprogram plans and proposals
for the development of the University; and

To perform other related functions which the University Prasident may assign

to him from time to time.

ano

Article 47. The Socio-Cultural Affairs Office
Sec. 1. The Socio-Cultural Affairs Office sh-il be headed by a Director whe shall

" be designated by the University President for a term of three {3) years, subject to the

confirmation of the Board of Regents, without prejudice to redesignation. He shall be at
least a master's degree hoider with appropriate experience and/or special training in a
felated field, at least an assistant professor with at least three (3) years of administrative
experience and shall have undenaken a socio-cultural research on any ethnic tribe of
the Philippines, particularly within the service area of the University

Sec. 2. The Director for Socio-Cultural Affairs shall have the following functions:

a. To supervise and manage the various socio-cultural performing art groups/units
of the University, such as but not limited to the following:

i University Dance Troupe
ii.  University Band
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fli. University Chorale

iv. University Combo

V.  University Dramatics Guild

vi. University Socio-Cultural Museum;

b. To draw plans and provisions for the continuous trainin:

/ > g and development of
the members 91 the various performing art groups/units under his su:ervisi:
and to see to it that their needs are taken cared of: "
To plan and implement year-round stage presenlali' i

; J ) L On programs depictin
various socto-cu!lural_ settings of the different ethnic tribes within "‘\)o s'e?v:::’:
arga_s_of the University, particularly during official and special affairs and
activities and to properly document the same;

d :‘:egpa:::r a;\d collalelsocio-cultural heritage of the various ethnic tribes and
m for posterity and display in the University M
continuous research on the same, T LI SAd to conduct
e. To help synchronize the teaching and inte 1 i
d ¢ achir gration of the socio-cultural herita
of lher ethnic tribes in coo_:dmabon with the Vice President for Academic Ar:‘fai’;:
... ~?nd the heads of Appropriate academic units of the University;
3 n: ::z:::na{e ang: m?;:tor all socio-cultural activities of the academic and
- emic units of the University in consultatio i i

o o puchisbainiey n with the heads of the units

To receive and enterntain, upon instruction of sident, universi isil

bostrpuane ehaprahey the USM Pre: % ity visitors

To perform such other duties and res, ibiliti i :

r ponsibilities inherent t
may be directed by the University President. SRRty oo

e

Article 48. The Agro-Industrial Production Services Office

Sec. 1. The Agro-Industrial Production Service
" s Office shall be headed by a Di
:vh::‘ shall be des.'lgnaled by the University President for a term of three (3) yaayr: sn.::jce'g
sc;‘ a"eb:onmﬁ'ren;zt:c;nhofk:he B’oard of Regents, without prejudice to redesignaiion He
older of an appropri d i .
piepeagestres e ppropriate master’'s degree.} preferably with special
(3) years of administrative experience.

Sec. 2. TheDit‘edorforAg'o-lmmsuial Servieesshalpetfonnmefolowing functions:
a. To be responsible in supervisin i i

; i r 9. coordinating and monitorin the activiti
- gf l_he various agro-l_n(‘ius(nal income generating projects of thg Univcr:l’t.y.-es
. To implement the pol-c?s. rules and reg_ulalions relative to the operation of t'he

c. To formulate and recommend program proposals to improve the operation and

g
:
:
?
5
{
g
g .
§
:
.
£
5
:
§
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Article 49. Standing Committees and Special Offices/Committees

Sec. 1. The University President shall constitute Standing Committees in accordance
with the provision of existing laws and regulations for the effective and efficient
discharge of the functions of the University such as but not limited to the following:

Selection and Promotion Board
Committee on Personnel Career Development
Prequalification, Bids and Awards Committee
Bids and Awards Committee

Committee on Personnel Discipline
Committee on Student Discipline

Grievance Committee

Housing and Land Use Committee

Internal Control Committee

“Fe~panow

Sec. 2. The University President may also create Special Offices/Committees, as

it may deem necessary, to perform special functions in the light of the continuous expan-

sion and development of the University,such as but not limited to the following:

Publications and Media Services Office

a
b. USM Review Center

c. Visitors® Relations Office

d. Guest Houses Management Office
e. Information System Committee

f. Ad Hoc Committees

Article 50. The Administrative Services Office
Sec. 1. The Administrative Services Office shall be headed by a Girector who

shall be the appointed Chief Admunistrative Officer in a concurrent capacity upon proper

designation by the University President, subject to the confirmation of the Board of Regents.

Sec. 2. The Director for Administrative Services shall performn the following functions:

a. To assist the offices of the President and of the Vice President for Administration
and Finance in the day-to-day management/administrative operations of the

University;
b. To supervise the activities of the administrative services support staff under him
and ensure the efficient and effective performance of their assigned duties and

functions;
To coordinate with the various offices performing administrative and financial

(-3

functions in the performance of his duties and functions: and
d. To perform such other duties and functions as may be assigned by the President
and/or the Vice President for Administration and Finance.
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Sec. 3. The Offices directly under the Administrative Services Office shall be the

following:

Qococw

S

Administrative Office

Legal Services Office

Property and Supply Management Office
Records Management Office

ec. 4. The Administrative Office shall be headed by an Administrative Officer

who shall perform the following functions:

b.

C.

by existing pertinent laws policies, rul '
. . rules and regulations;
To help prepare official communication corr "
s a pon: )
e il ey nd es, dence for the signature
To perform other related functjons_ as may be assigned to him by his superiors.

Sec. 5. The Legal Office shall be headed 3 i
g ) by a appointed Legal Offi
Retainer who is a member of the Philippine Bar. He shall perform m:gblowig ;uor\::::r?sa'

b.
c.

-
g.

::s?;::::‘z: l'hem Ur;ivefsity President and other offices of the University legal
n the formulation and interpretati
University rules and regulations; : e g Rt and
:'I_’o act as Legal Consultant to the Board of Regents;

© represent the University in courts and asi-judici i bodies i actions
instituted for or against the University; » - R ioe
:: :a::'la investigation of administrative cases invoMng University personnel

students and, if so required. to recommend a i isciph
. X PPropriate disciplinary actions:

To advise the Board of Regents and the University President from t?::wye to timé
:n the status ol.the legal cases involving the University;
To draft and review contracts and deeds involving the University; and

© perform such other functions as may be assigned to him. ) )

Sec. 6. The Property and Su,
Pply Management Office shall i
Supply Officer who shall perform the following functions: ) e

b.

;o.::pgz‘i’s:m?‘r;? coordinate the supply and property management activities
To plan, direct, and supervi officers personnel

:r-; t:rme p::nc:;i::omol and i:s'::nmf ;;ms; e s
bnhesnsaimalid ives, rules and regulations pertaining to supply and property
:‘:)‘:r;z:;e n:ﬁ ::':r:’i; :periodic. annual and other required reports on supplies
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To account for all office equipment and supplies, act as custodian of all records
of property and conduct periodical inventory thereof as required by existing

laws and regulations; and,
f. To perform such other related work as may be assigned to him.

Sec. 7. The Records Management Office shall be headed by a Records Officer
who shall perform the following functions.

To keep custody and control of all vital documents and essential records pertaining

a.
to the University,

b. To monitor the flow of incoming and outgoing official correspondence and
communications;

c. To service the records reference requirements of the University management and
the inquiries of the University personnel and the general public who are following-
up official matters;

d. To ensure the proper storage of inactive records and prompt disposal of obsolete
and valueless records in consultation with the Records Management and Archives
Office and other appropriate offices; and,

e. To perform such other related work as may be assigned to him.

Article 51. The Finance and Management Services Office

. Sec. 1. The Finance and Management Services Office shall be headed by a Director
who shall be the appointed Chief Finance and Management Officer in a concurrent
capacity, upon proper designation by the University President, subject to the confirmation

of the Board of Regents.

Sec. 2. The Director for Finance and Management Services shall perform the
following functions:
To direct and supervise the work and activities of the finance management

a.
officers and support staff;

b. To supervise the preparation of the annual, supplemental, special budgets and
the like, of the University in consultation with the University President, and the
consolidation of supporting justifications and explanations relalive thereto;

c. To supervise the distribution and allocation of funds to the various units, projects
and programs of the University in accordance with its duly approved budget;

d. To backstop the University President in the justification of budget proposals
to reviewing authorities during budget hearings and other similar fora;

e. To confer with the officials of concerned government agencies on the release

of funds of the University. .
f. To prepare and submit reports on finance management matters as required

by proper authorities; and,
To perform such other related functions as may be assigned to him by higher

officials of the University.
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Sec. 3. The Offices under the Finance and Management Services shall be the:

Budget Office
Accounting Office
Cashier's Office

oow

Sec. 4. The Budget Office shall be headed by a Budget Officer who shall perform
the following functions:

a. To assistin the preparation of budget estimates and work and financial plans,

b. To take charge in the control of established budget allotments to the various
units/projects/programs of the University;

c. To prepare financial reports as required by higher authorities: and,

d. To perform such other related work as may be assigned to him.

Sec. 5. The Accounting Office shall be headed by a Chief Accountant who is a
Cerntified Public Accountant. He shall have the following functions:

a. To supervise the proper recording of financial transactions and the preparation
of appropriate financial reports for review of higher authorities;

b. To assist in the preparation of budget estimates;

c. To implement government accounting and auditing rules and regulations and
the ﬁnandalmmgmmdmmwwummmgammm
of allotments, expenditures and collection of revenues from the various
departments of the University; and,

¢. To perform other related functions assigned to him.

Sec. 6. The Cashier’'s Office shall be headed by a Chief Cashier who shall have
the following functions.

a. To act as the collecting and disbursing officer of the University;

b. To supervise and participate in the payment of salaries, wages and other
disbursements and the coliection of revenues for the University,;

c. To prepare and submit required reports for review by higher authorities;

d. To verify the posting of cash advances, disbursements, collection of revenues
and deposits; and,

e. To perform such other related work as may be delegated to him.

Article 52. The Physical Plant Services Office

Sec. 1. The Physical Plant Services Office shall be headed by a Director who
shall be designated by the University President for a term of three (3) years, subject to
the confirmation of the Board of Regents, without prejudice to redesignation. Preferably a
licensed civil engineer or with special training and/or working experience along his line
of responsibilities, he must have at least three (3) years of administrative experience.
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Sec. 2. The Director for Physical Plant Services shall perform the following duties
and functions:

a. To supervise the general maintenance and repair of all bn_.nldings. facililies and
' other physical structures of the University, including facilities for housing, light
and water, transport and machinery services,
To enforce established policies and regulations governing the proper care and
maintenance of the physical fadilities of the University and the use and operation
of motor vehicles; and, : ‘ )
To perform such other functions as may be assigned to him by the University
President or his authorized representative

Article 53. The Health Services Office

Sec. 1. The Health services Office shall be headed by a pnrectqr who mgst be
Doctor of Medicine, preferably with at least three (3) years of administrative expenenqe.
He shall also serve as the Director of the University Hospital in a concurrent capacity.
He shall be designated by the University President for a gerrp of three (3) years. subject
to the confirmation of the Board of Regents, without prejudice to redesignation.

Sec. 2. The Director for Health Services, assisted by a medical and dental staff,

shall have the following functions: ) i _ )

a. To supervise the operation of the University Hospital which shall provide medical
and health services to the University constituency and the community;

b. To conduct medical and dental examination of all incoming students and
personnel; » 2 ) )

c. To attend to medical and dental consultations, diagnosis and treatment of minor
ailments of students, personnel and their immediate dependents and to refer
serious cases to medical specialists;

d. To issue medical certificates to students and personnel whenever necessary;

e. To safeguard and recommend healthful measures for cieanliness and environment

% sanitation within the campus; ' .
f. To provide health and sanitation information, lectures or orientation to students

and personnel; and,
9. To perform other related functions assig..ed to him.

Article 54. The Graduate College

Sec. 1. The Graduate College shall be headed by a Dean who shall be a holder
of an appropriate doctoral degree, with at least five (5) years leacping experience in the
Graduate College, atleast three (3) years of administrative experience and holder of an
academic rank of at least Professor I

Sec. 2. The Dean of the Graduate College shall be designated by the University
President upon recommendation of the Vice President for Academic Affairs or a searqh
Committee duly created for the purpose upcn consultation with the faculty of the said
College, subject to the confirmation of the Board of Regents. He shall serve a term of
three (3) years without prejudice to redesignation.
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Sec. 3. The Dean of the Graduate College shall have the following duties ang

functions:

a. To coordinate the implementation of the Graduate Programs of the various
colleges/institutes of the University;

b. To provide leadership in the preparation, implementation, development ang
evaluation of graduate curricular programs;

c. To coordinate with the various colleges/institutes, Registrar's Office and other
appropriate offices in the admission, registration, schedule of classes, class.
room assignments, and other activities of graduate students;

d. To assist the Vice President for Academic Affairs in the designation, termination,
or transfer of graduate faculty and in the planning of the budget for the graduate
college programs;

e. To serve as faculty of the graduate and undergraduate colleges in courses

appropriate to his educational preparation; and.
f. To perform other related functions assigned to him.

Article 55. The Undergraduate Colieges and Institutes

1. Each undergraduate college or institute shall be headed by a Dean who
shall preferably be a holder of an appropriate doctoral degree, with a rank of at least
Professor I, with at least five (5) years of teaching experience in the University, and at
least three (3) years of administrative experience in the management and operation of
a department of college/institute.

Sec. 2. Inthe absence of a faculty member who possesses the required educational
qualification for the position of a Dean as prescribed in the preceding section, the most
senior faculty member of the academic unit concerned who holds an appropriate Master's
degree with a rank of at least Associate Professor | and with at least very satisfactory
performance rating in the immediaiely preceding two (2) semesters shall be considered
to be designated to the position.

) Sec. 3. The Dean of an undergraduate academic unit shall be designated by the
Umvo(sity President upon recommendation of the VP for Academic Affairs or a search
commiltee duly created for the purpose and upon Gonsultation with the faculty of the
concered college or institute. He shall serve a term of three (3) years without prejudice
to redesignation, subject to the confirmation of the Board of Regents. '

Sec. 4. The Dean of College/Institute shali perform the following functions:

a. To plan, implement, supervise and evaluate the academic offerings, programs Q
and activities of the college/institute:

b. To initiate the development and evaluation of course studies and syllabi;

c. Torecommend definite and appropriate programs of supervision of the different |
departments under him; 4

d. Toinitiate and assist in the planning and conduct of in-service training programs
for his faculty and staff: . >

e. To review the subject loads of his faculty members and assist in the evaluation

of their performance; \
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f. To coordinate with the Registrar's Office, the computerization committee and
other appropriate offices in the admission, registration, transfer of credits,
sequence of subject loads, scholarship, and other related activities of students:
To recommend to higher authorities the designation, termination, or transfer of

undergraduate faculty in his college,
To prepare and recommend the budget proposal of the college;

h.

i. To exercise jurisdiction over disciplinary cases involving the students of his unit
within the limits of the rules hereinafter prescribed in this Code;

i- Toassistin planning and recommending the facilities needed by the college or
institute, including its infrastructure components; and,

k. To perform such other duties as may be assigned to him.

Sec. 5. The College or Institute Dean shall be assisted by a Secretary who shall
be designated by the University President upon recommendation of the Dean concermned,
and shall serve for a term of three (3) years without prejudice to redesignation, subject
to the confirmation of the Board of Regents. He shall perform the following duties and

" functions:

To act as Associate Dean of the academic unit;
To act as Secretary of the College/Institute Council and as such, he shall issue
notices of meetings of the Council and take down the minutes of the proceedings

thereof;
To assist the Dean in the implementation and evaluation of academic programs

oo

c.
and other activities of the academic unit;

d. Toreceive and disseminate information to the members of the faculty and staff
of the College on various policies, rules and reguiations promulgated by higher
authorities;

e. Tokeep official custody of classified recards and properties of the College with

the assistance of the property custodian of the unit;
f. To prepare class schedules and teacher's assignments in coordination with the
department chairmen for the approval of the Dean concerned:
To assist the Dean in the preparation of the budget proposal of the academic
unit and the requisition of equipment, supplies and materials;
To assist in the planning and conduct of in-service training program for faculty
and staff of the unit;
i.  To update data and information on students and faculty of the college/institute;

. and
J. To perform such other functions as may be assigned to him by the Dean.

Article 56. The University Laboratory Schools

Sec. 1. The University Laboratory School for the secondary level and the Univer-
sity Integrated Laboratory School for the elementary level shall not only provide quality,
yet affordable, basic education, but shall also serve as training grounds to develop the
teaching skills of University students pursuing courses in education and other courses
with teaching curricula. As such, the University Laboratory Schools shall be integrated
as departments of the College of Education of the University.
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Sec. 2. The University Laboratory School and the University Integrated Laboratory
School shall each be headed by a Principal who shall be at least a holder of a master's
degree in education, at least an Assistant Professor | on the day of his designation with
at least three (3) years of teaching experience, preferably in the laboratory school to be
assigned to him, and at least two (2) years of administrative experience.

Sec. 3. AUniversity Laboratory School Principal shall perform the following functions:

To exercise supervision of the laboratory school assigned to him under the
administrative supervision of the Dean of the College of Education;

b. To plan, implement and monitor programs and activities to improve the academic
climate of the laboratory school in accordance with existing laws and regulation
and to recommend to the Dean of the College of Education development plans
to attain its objectives for the approval of higher authorities;

c. To coordinate with the other colleges and institutes concerned through the
Dean of the College of Education on the assignments of praclice teaching
students in the laboratory school:

d. To supervise the screening and/or admission of entering students/pupils and
transferees and ensure that the annual total enrollment of the laboratory school
shall not exceed the limits prescribed by law and regulations; :

e. Toinitiate measures to maintain the orderly behavior and discipline of students/
pupils; and,

f. To perform such other duties and functions as may be assigned to him.

Article 57. The Office of the Director for Instruction

Sec. 1. The Office of the Director for Instruction shall be headed by a Director
who shall be designated by the University President for a term of three (3) years, sub-
ject to the confirmation of the Board of Regents, without prejudice to redesignation. He
shall be a doctoral degree holder in Education, with at least five (5) years of teaching
experience, preferably with working experience along the line of his function and with at
least three (3) years of administrative experience.

Sec. 2. The Director for Instruction shall perform thevfollowing duties and funclions:

a. To assist the VP for Academic Affairs in supervising and coordinating lheeumwlar
instructional and other academic related activities of the University;

b. To assist the VP for Academic Affairs in disseminaling educational policies
and programs of the University for implementation by the academic units;

<. To recommend through the VP for Academic Affairs viable policies and guidelines
affecting admission of students, faculty appointments, work load assignments,
performance evaluation, and career development, and other related activities
for approval by higher authorities; and,

d. To perform such other functions as may be assigned to him.

.

X

Sec. 3. The Offices under the Office of the Director for Instruction shall be the

 following:

a. University Registrar
b. University Learning Resources Center
¢. Curriculum Review and Development

Sec. 4. The University Registrar shall perform the following functions:

a. To supervise the registration and evaluation of records of students:
To assistin the preparation of the school calendar and coordinate the holding of
commencement exercises, baccalaureate services, and academic - related

convocations or symposia;
To supervise the preparation and printing of academic catalogues, student

c.
handbooks and manuals and other curricular announcements in consonance
with the policies and guidelines promulgated by higher authorities;

d. To be responsible in the safekeeping and issuance of all academic records of
students, list of graduates, and other related records of students:;

e. To supervise the updating of student academic records; and,

f. To perform such other functions as may be assigned to him.

Sec. 7. The University Learming Resources Center shall be headed by a University

~ Librarian who shall perform the following functions:

To help build capabilities and competence of University students, faculty, staff

a.
and researchers through a well stocked, relevant quality library collections
and learning materials;

b. To efficiently and effectively organize the library collections for maximum service
to its clientele,

c. To prepare comprehensive literature searches and bibliographies;

d. Toinitiate continuous enrichment of the resources, methoddlogies, and techniques
for the development and improvement of the center:

e. Torecommend the establishment of link ages with fereign and local agencies,

colleges and universities for the development of its resources; and,
f. To perform other rélated functions assigned to him.

Sec. 9. The Curriculum Review and Development Office shall be headed by a
Section Head who shall be a holder of doctoral degree in education, with an academic
fank of at least Associate Professor I, preferably with special training and/or working
experience in curriculum review and development, with at least five (5) years of teach-
Ng experience and at least two (2) years of administrative experience. He shall per-

form the following duties and functions:

a. To undertake regular reviews and updates of the curricular offerings of the
University to keep pace with the changing needs and demands of the time:
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b. To recommend to higher authorities of the University through the Director for
Instruction the institution, revision and abolition of certain courses and curricula
in consultation with the Colleges/Institutes concerned; and,

c. To perform such other related functions as may be assigned to him from time
to time.

Article 58. The Office of Student Affairs

Sec. 1. The Office of Student Affairs shall be headed by a Director to be designated
by the University President, subject to the confirmation of the Board of Regents, for a
term of three (3) years, without prejudice to redesignation. He shall be at least a holder
of an appropriate Masler's degree, at least an Associate Professor |, with at least five
(5) years of teaching experience and at least three (3) years of administrative
experience.

Sec. 2. The Director of Student Affairs shall perform the following functions:

a. To serve as a link between the University Administration and the student body
and/or its component organizations and associations, and provide opportunities
for the students’ active involvement in the affairs of the University,

b To oversee the activities of all student organizations and provide guidance to
students along social, cultural, educational and community leadership;

¢. To coordinate all registered and recognized student organizations to operate
under the charter and rules of the University;

d. To supervise and coordinate the functions and aclivities of the offices and
personnel under him; and,

e. To perform other related functions assigned to him ¥

Sec. 3. The Offices under the Office of Student Affairs shall be the following:

University Guidance and Counseling Office

Student Publications and Yearbook Office

Student Dormitories

Career and Placement Office

Testing and Research Service

Student Organization

Campus Ministry Program

Student Scholarship and Financial Assistance Office
Student Discipline

“Fomeanoe

Sec. 4. The Guidance and Counseling Office shall be headed by the University
Guidance Counsellor who shall be at least a holder of appropriate Master's degree,
with a rank of at least Assistant Professor I, atleast three (3) years of teaching experience
and at least two (2) years of administrative experience.

The Guidance and Counseling Office shall perform the following duties and
functions:
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a  To manage students’ activities/services aimed at reinforcing their ability and
confidence in knowing and understanding themselves in relation to others and
developing their own psychological growth and development,

b. To initiate continuous enrichment of the unit's resources, approaches/
methodologies and techniques of counseling and its testing, group/peer
or dynamics and other guidance services:

c. To provide individual and group counseling, information service, academic
follow-up of problem students, guidance enrichment programs, student peer
facilitators’ program and other related services for the well-being and personal
development of students;

d. To organize in-service training of personnel engaged in guidance and counseling
services, and,

e. To discharge other duties and functions assigned to him the office.

Sec. 5. The Office of Student Publications and Yearbook Office shall consist of

an Adviser and a Co-Adviser who shall have the following functions:

a. To oversee the publication and distribution of the official student organ of the
University; and,
b. To supervise and coordinate the publication and circulation of the Yearbook for

the graduating classes of the University, and,
c. To perform such other duties and functions as may be assigned to the office.

Sec. 6. The Student Dormitories shall each be headed by a Resident Manager,
who shall have the following duties and functions:

a To manage the activities/services of the Residence Hall assigned to him to
insure the development of habits/attitudes/values of healthful living, efficient
home management and good social relationships/responsiveness among
student residents thereof,;

To supervise the activities involving student housing services/activities;

To submit all reports, recommendations and plans for improvement of the student
housing services/activities; :

To act on dormitory petty cases referred by dormitory student leaders and refer
them to the Guidance Office for corresponding solutions; and,

To perform other duties/responsibilities thal may be assigned to him/her.

e oo

o

Sec. 7. The Career and Placement Office shall be headed by a Section Head

who shall perform the following functions:
a. Tokeopamcordofthepersonaldalaoﬂhhnrsnygmduats. survey employment
needs and problem of graduates, and make follow-up studies on the nature

and slatus of graduates; .
b. To coordinate with employment agencies for possible job placements of qualified
graduates of the University;
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To initiate the holding of seminars/conferences/fairs on job placement and

employment;
d. To recommend qualified graduates for employment, on the job training, or

apprenticeship; and,
To perform such other related functions as may be assigned to him

Sec. 8. The Testing and Reseanch Service Office shall be headed by a Section
Head who shall discharge the following duties and functions:

a. To directly supervise the conduct of entrance examinations for entering freshmen
and transferees:

b. To advise entering freshmen on the appropriate course they should take based
on their performance in the entrance examination:

c. To conduct appropriate researches on various areas affecting the intellectual
potential, emotional make-up, physical well-being, social relationships, vocational
aptitude and skills and moral and spiritual formation of students; and,

d. To discharge such other duties and funclions as may be assigned to him

Sec. 9. The Student Organization Regulatory Office shall be headed by a Section
Head who shall perform the following duties and functions:

a. To take charge of the registration of campus organizations and recommend
their official recognition by the University to appropriate higher authorities
through the Director of the Student Affairs:

b. To directly supervise and coordinates the activities of student organizations
and provide them adequate training for creative community leadership;

c. Tooversee that all registered and recognized student organizations shall operate
in accordance with the rules and regulations promulgated by the University,

and,
d. To perform such other duties and functions as may be assigned to him.

Sec. 10. The Campus Ministry Program Office shall be headed by a Section Head
who shall perform the following duties and functions:

a. To encourage students to attend in their respective weekly religious activities
or congregations;

b. To supervise and see to it that religious ministries like Bible sharing, prayer
meetings, and other related activities shall all be scheduled after class hours
SO as not to deprive students from attending their respective academic classes;

c. Toencourage, initiate and supervise the holding of ecumenical religious services
Or activities during appropriate occasions in order to foster unity, solidarity
and teamwork among the students of this University; and,

d. To discharge such other duties and funclions as may be assigned to him.

Sec. 11. The Student Scholarchip and Financial Assistance Office shall be headed
by @ Section Head who shall perform the following duties and functions:

a. To assistin the screening of applicants to the various student scholarship and
financial assistance programs offered by the University in accordance with
existing rules and regulations;

b. To help in the preparation of student scholarship and financial assistance program
proposals and in soliciting donors or sponsors therefor;

c. To supervise the recruitment and placement of student assistants or student-
paid laborers from among the deserving students of the University upon the
recommendation of the unit heads concerned:

d. To assist in the preparation and pvocosshgo(dowmenuandoc\errequirements
needed for the release of the incentives of scholars and grantees; and,

e. To perform such other duties and responsibilities as may be assigned to him.

Sec. 12. The Student Discipline and Decorum Office shall be headed by a Section
Head who shall discharge the following duties and functions:

a. To assistin the enforcement of the policies, rules and regulations affecting the
students as enunciated in this Code and those promuigated by competent
authorities in coordination with the University Security Force;

b. To conduct investigation of all reported cases of misbehavior and offenses
comumitted by students which are within its authority to investigate as prescribed
in the Student Code (Book IV of this Code);

c. To help in the enforcement and execution of final and executory decision or
judgment promuigated by appropriate disciplinary authority in cases involving
students and student organizations;

d. To keep custody of all records of student disciplinary cases; and,

e To,discharge such other duties and functions as may be delegated to him.

- Article 59. The Research and Development Office

Sec. 1. The Research and Development Office shall be headed by a Director
who shall be designated by the University President for a term of three (3) years,
Subject to the confirmation of the Board of Regents, without prejudice to redesignation.
He shall be a holder of an appropriate doctoral degree in Philosophy or Science,
Preferably with at least three (3) years of experience in research and development
Management, at least three (3) years of administrative experience and an academic

fank of at least Associate Professor I.

Sec. 2. The Director for Research and Development shall perform the following
duties and functions:

a. To coordinate all research activities performed by the units and personnel of
the University on and off the campus;
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b. To establish research priority areas in consonance with and in support of
regional/national research priority areas;

c. To encourage and evaluale facully and staff research proposals and recommend
funding support therefor by the University or other agencies through the VP for
Research and Extension;

d. To initiate the establishment of strong linkages with other public and private,
domeslic and foreign research agencies and organizations;

e. To recommend worthwhile researches for publication in the University research
journals and other publications;

f. To help in soliciting and procuring appropriate incentives for outstanding
researches done by the University faculty and staff and recommend them for
recognition by intemational, naticnal and local government and private arganizations
or institutions;

To conduct periodic evaluation of research programs of the University and make
appropriate recommendations for its improvement to higher authorities; and,
To perform other related functions assigned to him.

Article 60. The Extension Services Office

Sec. 1. The Extension Services Office shall be headed by a Director who shall be
designated by the University President for a term of three (3) years without prejudice to
redesignation, subject to the confirmation of the Board of Regents. He shall be a doctoral
degree holder in philosophy with specalization in extension, rural development,
communication or community development, with an academic rank of at least Associate
Professor |, with at least three (3) years of experience in extension management and
three (3) years of administrative experience.

Sec. 2. The Director for Extension Service s shall perform the following duties and
functions:

a. To make a periodic appraisal of extension problems affecting communities,
particularly those in the services area of the University;

b. To evolve extension plans, programs, and new approaches that shall improve
the efficiency, productivity, income, and general well-being of the people in
the service area;

c. To recommend the establishment of linkages with government and private
organizations carrying on extension-type adtivities for approval and implementation;

d. To organize and manage training-seminar activities designed for various clientele
in cooperation with the other units of the University;

2. To coordinate all extension activities of the various units of the University;

f. Torelate closely the extension programs. of the University with those of research,
instruction and production services:

g. Tormnwmmumhbmwmﬁnpeplansmryfamm
implementation of the extension function of the University;

. To prepare and submit periodic and other necessary reports of accomplishments
to the President through the VP for Research and Extension;

i. Todisseminate information on new technologies and innovations and research
findings of the University to end-users; and
j. To perform other related functions assigned to him.

Article 81. The NationallRegional Research and Training Institutes/Centers
Established in the University

Sec. 1. Each National/Regional Research and/or Training Institute/Center established
in the University shall each be headed by a Director whose qualifications shall be in
accordance with the standards prescribed by the institution concerned.

Sec. 2. The Research andfor Training Institute/Center Director shall paerform the
following duties and functions:

a. To develop dynamic and feasible plans for his unit in consonance with its
mandated thrusis and objectives;

b. To determine specific priority areas and prepare project proposals based on

identified thrusts relative to the areas of concern of the Center/Institute;

To plan programs of activilies and effect systematic implementation of approved

.
projects. )
d. To supervise and manage personnel under him; o
e. To prepare and submit to proper authorities periodic reports of activities and

outpuls,;

To establish linkages and consertia with other suppomve_agencies for the
realization of the missions and objectives of the Center/institute; and,

g. To perform such other related functions as may be delegated to him.

-

Article 62. The Chief Security Officer

Sec. 1. The Chief Security Officer shall be under the administrative supervision of
the Executive Assistant for Civil Security Services. He must preferably be a former
military or police officer with training experience in campus security administration and
operation.

Sec. 2. The Chief Security Officer shall hav~ the following duties and functions:

To directly supervise the security personnel and operations of the unit;

a.

b. To implement measures to protect the University personnel, students, properties
and projects;

¢. Toenforce all rules and regulations on peace and security promulgated by the

University, )
d. To coordinate with local law enforcement agencies whenever necessary in the
solution of peace and order problems affecting the University and its constituents;
and,
e. To perform such other duties and functions as may be assigned to him by the
President or the Executive Assistant on Civil Security Services.
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CHAPTER 9
FUNCTIONS OF ADMINISTRATIVE OFFICES

Article €3. Primary Function

Sec. 1. The officials and employees of the administrative offices of the University
shall function primarily for the purpose of serving the educational programs of the insti-
tution. Their relationship with the faculty shall, therefore. be on the basis of a common
interest towards the development of the University as a premier center of higher learning.

Article 64. Other Administrative Officials and Employees

Sec. 1. All other administrative officials and employees whose duties and functions
are not specifically defined in this Code shall perform the inherent functions of their
respective positions as provided under existing law and regulations and those
prescribed by the Board of Regents and the University President from time to time

TITLE THREE
THE ORGANIZATION OF INSTRUCTION, RESEARCH,
EXTENSION AND PRODUCTION

CHAPTER 10
THE ACADEMIC UNITS, THEIR STRUCTURE AND PERSONNEL
AND THE NATIONAL SERVICE TRAINING PROGRAM

Article 65. The Academic Units

Sec. 1. Thera shall be as many colleges, institutes and laboratory schools, as are
necessary, to carry out the mandated academic thrusts and programs of the University

and to promote equal access to educational opportunities mandated by the Constitution.
Each of the said academic unit shall have as many departments as are needed to

carmy out its curricular policies and programs.

Sec. 2. Pursuant to Section 4 (1) of Republic Act No. 8292, the University may
also absorb non-chartered tertiary institutions within the Province where the University
is situated in coordination with the Commission on Higher Education and in consultation
with the Department of Budget and‘Management.

Article 66. The Academic Personnel

Sec. 1. The academic personnel of the University shall consist of the University
President, the Vice Presidents with academic ranks, the Deans of Academic Units, the
Principals of the University Laboratory Schools, College/institute Secretaries, Department
Chairmen, Professors, Associate Professors, Assistant Professors, Instructors, and the

non-regular Faculity.
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Sec. 2. The academic personnel shall be classified as regular and non-regular
faculty.

The regular faculty shall include the following categories:

a. Professors | to VI

b. Associate Professors | to V
€. Assistant Professors I to IV
d. Instructors | to (1l

The non-regular faculty shall include the following who shall serve in accordance
with the terms and conditions of their appointments;

Professors Emiriti
Substitute/Contractual Faculty
Visiting Faculty

Exchange Faculty

Affiliate Faculty

Guest Lecturers

~sanop

Repeated feappointment/redesignation of a non-regular teaching personnel shall
not create a right to another reappointment/redesignation or to security of tenure.

Article 67. The Departments

Sec. 1. The faculty of a department in an academic unit shall consist of all the
members of the academic staff of the department engaged in the instruction therein

Sec. 2. The academic departments shall be based on the field of study or discipline
of a college or institute.

L
Sec. 3. A department shall be headed by a Chairman and shall have a minimum
of three (3) full-time faculty members.

Sec. 4. The Department Chairman shall h=se the following functions:

a. To recommend for approval textbooks and syllabi for use in their respective
curricular programs;

b. To supervise projects and co-curricular activities of students in the department
and such other matters which may be assigned to the department by the Head
of the academic unit from time to time as the purposes of the University may
demand;

c. Torecommend student specialization in a specific discipline in the department
for approval by the Dean concerned;

d. To recommend to higher authorities of the University through the Curriculum
Review and Development Office the institution, revision and abolition of courses

and curricula in the department; and,
e. To supervise other academic as well as administrative matters in the department.
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USM ADMINISTRATIVE COUNCIL MEMBERS
(BY FUNCTION)

OFFICE

POSITION/DESIGNATION

1. FRANCISCO GIL N. GARCIA, PhD

SUC President IV

2. EIMERM. ESTILLOSO, EdD

VP for Administration & Finance

3. MARCOS F.MONDERIN

VP for Academic Affairs

4. DEBBIE MARIE B. VERSOZA, PhD

VP for Research, Development & Extension

5. SAMSUDIN S. PANDAY, PhD

VP for Resource Generation & Entrepreneurial
Services

Office of the President

1. RONIELYN F. PINSOY, EdD

Chancellor, USM-KCC

2. JACINTAT. PUEYO, PhD

Campus Director, PALMA Cluster Campuses

MANTINGAN S. KAMSA
4. TESSIE E. LERIOS, PhD

| Campus Director, Buluan Campus

Director, Human Resource Management & Dev't
Office

5. LAWRENCE ANTHONY U. DOLLENTE, PhD

Director, University Quality Assurance Center
(UQACQ)

6. RENEL M. ALUCILJIA, MSAE

Director, Planning & Development Office

7. VILMA M. SANTOS, MAEd

Director, University of Public Relations, and
Information Office (UPRIO)

8. RADJIA. MACATABON, PhD

Tagapamahala, Sentro ng Wika at Kultura

9. ORLANDO B. FORRO, MATIA

Director, Security Services Management

10. ROSELYN M. CLEMEN, MPA

University GAD Focal Person

11. JENNIFER E. SINCO

Secretary of the University and the Board of
Regents

Office of the Vice President for Administration and Finance

1. EIMER M. ESTILLOSO, EdD VP for Administration & Finance

2. QUENIELYN L. DURENDES, MSBA Director, Finance Management Services

3. MARGIE B. GALANG, MPS-EM OIC Director, Administrative Services

4. ORLANDO B. FORRO, MATIA Director, Physical Plant Development Services
5 EuUGENE . RAwO, B e
Office of the Vice President for Academic Affairs

1. MARCOS F. MODERIN VP for Academic Affairs

2. LEORENCE C. TANDOG, PhD Dean, Graduate School

. ARDNIEL A. BALADJAY, PhD

Dean, College of Agriculture

4. PHILIP LESTER P. BENJAMIN, PhD

Dean, College of Science & Mathematics




MARLYN RESURECCION PhD

N

Dean, College of Arts and Social Sciences

KAUTIN S. KULANO, EdD

Dean, College of Education

Dean, College of Engineering and Information

7. MARICEL G. DAYADAY, PhD R
8. URDUJA G. NACAR, EdD Dean, College of Human Ecology & Food Sciences
9. IRVING T. FAJARITO, JR,, DBM Dean, College of Business, Development

Economics and Management

10.DAHLIA S. ARANCEL, MD

Dean, College of Medicine and Allied Health
Sciences

11. MANUEL J. TAYONG, PhD

Dean, College of Trades & Industries

12. ELIZABETH C. MOLINA, PhD

Dean, College of Veterinary Medicine

13. ABDULNASSER G. MAKALUGI, EdD

Dean, Institute of Middle East & Asian Studies

14.NORGE D. MARTINEZ, PhD

Dean, Institute of Sports, Physical Education and
Recreation

15. Atty. FREDDIE H. BAYNOSA I

Dean, College of Law

16.ELSA A. GONZAGA, PhD

Director for Instruction

17. NELIA O. DU, PhD

Director, Admission and Records Office

18.SUSAN S. MARTINEZ, MAEd

Director, Kundo E. Pahm Learning Resource
Center (KEP-LRC)

19. MA. LEIDA M. DONQUE, EdD

Director, Office of Student Affairs

20.MAY EVA Z. GARCIA, PhD

Director, National Service Training Program
(NSTP)

Office of the Vice President for Research

Development and Extension

DEBBIE MARIE VERSOZA, PhD

VP for Research, Development & Extension

LYDIA C. PASCUAL, MSC

Director for Research and Development

MARY JOY S. CANOLAS, PhD

Director for Extension Services
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DEBBIE MARIE B. VERZOSA, PhD

Director, Research Publication Services

EFREN E. MAGULAMA, PhD

Director, University of Southern Mindanao
Agricultural Research and Development Center
(USMARDC)

6. ABUBAKARA. MURRAY, EdD

Director, Philippine Industrial Crops Research
Institute (PICRI)

Office of the Vice President for Resource

Generation

1. SAMSUDIN S. PANDAY, PhD

VP for Resource Generation & Entrepreneurial
Services

2. ANNALEAH B. LASAGA, MD

Director, University Health Services

| 3. Engr. KAHARUDIN P. MANAMBA

Director, Business Development Center




A.5 Composition of Academic Council including its power and functions




Article 10. The Secretary of the University and the Board

Sec. 1. The Board of Regents, upon recommendation of the University President,
shall appoint a Secretary who shall serve as such for the Board and the University and
whose duties and functions shall be those prescribed under Article 42 of this Code.

Article 11. Committees

Sec. 1. The Board of Regents may create committees, as it may deem necessary,
for the proper performance of its functions.

Sec. 2. The President of the University shall be ex-officio member of all standing
committees of the Board.

Article 12. Annual Report

) Sec. 1. The Bqard of Regents shall file with the President of the Philippines a
3elia|locl_ 'ryepod covering the preceding year setting forth the progress and needs of the
niversity. !

CHAPTER 4
THE ADMINISTRATIVE COUNCIL

Article 13. Composition

Sec. 1. There shall be an Administrative Council of the Universi i
< consisti of
the President of the University as Chairman, the Vice President of Adn‘:nlsualionngnd
Finance as Vice Chairman, and the other Vice Presidents, the Deans, Directors and
o(h.er officials of equal rank, and upon invitation by the Chairman, the President of the
University Student Government, as members.

e

Article 14. Powers and Functions 4

Sec. 1. The Adininistrative Council shail have the following powers and functions: é
<> <
|

a. Torecommend to the Board of Regents policies governing the admini
Stration,
management and development planning of the University tgf lppropﬂ.:(e action,
b. To policies appmwedby-theBoardolR ents formulating pertinen!
rules and regul. s to that effect; 4 o - o =
c. To exercise disciplinary power over University personnel, within the limits of
the rules ?1 Pcrsonnol discipline prescribed by this Code and subsequent rules
and reg 1S pr g by the Board of Regents; and
d. To perform such other powers and functions as may hereinafter be granted by

the Board of Rog?nls and by subsequent laws and regulations.

EL

Article 15. Officers

Sec. 1. The President of the University shall be the Presiding Officer of the
Administrative Council. In his absence, the Vice President for Administration and Finance
shall preside, and in the absence of both, the Vice Presidant for Academic Affairs or the
vice President for Research and Extension, in that order, shall take over. In the
absence of all the officials mentioned in an instance where the calling of an urgent
meeting of the Council is very necessary, the most senior membaer of the Council may
preside.

Sec. 2. The University and Board Secretary shall be the Ex-Officio Secretary of
the Council, unless another official is designated by the University President to assume
the position. As such, he shall discharge the duties and functions provided under

Sec. 2, Article 42 of this Code.
Article 16. Meetings and Quorum

Sec. 1. The Administrative Council shall meet at such time as the President may
determine, provided, that there shall be at least one regular meeting every quarter,
without prejudice to the promulgation of internal rules setting forth a specific provision
on the matter. The President shall call a special meeting whenever necessary or upon
the written request of at ieast one-fifth of the members of the Council.

Sec. 2. Every member of the Council shall be required to attend all its meetings,
but any member may be excused from attendance for justifiable reasons. Proxies may
be allowed on observer status without voting powers.

Sec. 3. A gquorum of the Administrative Council shall consist of a majority of all its
members who are holding office at the time, excluding those on official leave or travel,
and a majority vote of all its members present shall be required to dispose.a question or
decide an issue, unless otherwise provided under parliamentary rules.

Article 17. Committees

Sec. 1. The Administrative Council may create committees, as it may deem
necessary and convenient for the proper performance of its functions.

CHAPTER 5
THE ACADEMIC COUNCIL

Article 18. Composition

Sec. 1. There shall be an Academic Council of the University consisting of the
President of the University as Chairman, the Vice Pr for Acad ic Affairs as
Vice-Chairman, and the other Vice Presidents with academic rank and the Deans of
Colleges/institutes, the Principals of the University Laboratory Schools and all faculty
members from the rank of Assistant Professor | and above, as members.
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d
Article 26. Meetings and Quorum

Sec. 1. The UREC shall meet at such time as the President may delermine}
provided that there shall be at least one regular meeting every six (6) months. A speci.
meeting may be called by the President as may be deemed necessary or upon t
written request of the Vice President for Research and Extension or at least one-fifth o
the members of the Council.

Sec. 2. Attendance in all its meetings shall be required of every m
Council and only for meritorious and justifiable reaso‘:\qs shall a mer:tybere l':.eb:;:\:s
from attendance. Proxies may be allowed on observer status without voting powers

So'c. 3. A quorum of the Council shall consist of a majority of all its members b
are holding office at the time, excluding those on official travel or leave, and a majorit,
vote of all merpbers present shall be required to dispose a question or decide an issue,
unless otherwise prescribed under parliamentary rules.

Article 27. Committecs

Sec. 1. The UREC may create Committees,

as it may deem ne
proper performance of its functions. £ DA o

CHAPTER 7
THE PRODUCTION COUNCIL

Article 28. Composition

Sec. 1. There shall be a Production Council of the Uniw
. ersity composed of th.
President as Chairman, the Vice President for Administration and Fin:nce apso Vice Ch;i:
man, the Director for Agro-Industrial Production
tent members to be designated by the President.

LS

Article 29. Powers and Functions

Sec. 1. The Production Council shall have the following powers and functions:

T AR

a. To formulate policies, rules and regulations governi i i
A ies, ng the operation of the agro- |

industrial production projects/programs of the University for the approval :fg the =
aB::rd of Regents and to ensure the effective implementation of the same;

To perform such other powers and functions as ma i
y be provided by th
of Regents and by pertinent laws and regulations. ” L
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Article 30. Officers

Sec. 1. The President of the University shall be the Presiding Officer of the
pProduction Council. In his absence, the Vice President for Administration and Finance
shall preside. and in the absence of both, the Director for Agro-industrial Production

services shall take over.

Sec. 2. The Director for Agro-industrial Production Services shall be the Ex-Officio
Secretary of the Council, unless another official is designated by the University President
to assume the position. He shall perform the same duties and functions as those
prescribed for the position in the other Councils.

Where the Director for Agro-Industrial Production Services shall preside the meeting,
in the absence of the Chairman and the Vice Chairman above-mentioned, a senior
member of the Council who is present during said meeting or a duly designated official

may act as Temporary Secretary.
Article 31. Meetings and Quorum

Sec. 1. The Production Council shall meet at such time as the President may
determine, provided, that there shall be at least one regular meeting every quarter. The
President shall call a special meeting as may be deemed necessary or upon the written
request of at least one-third of the members of the Council.

Sec. 2. Every member of the Council shall be required to attend all its meetings,
but any member may be excused from attendance for justifiable reasons. Proxies may
be allowed on observer status without voting powers.

Sec. 3. A quorum of the Production Council shall consist of a majority of all
members holding office, excluding those on official leave or travel, and a majority vote
of all members present shall be required to dispose a question or decide an issue,
unless otherwise prescribed under parliamentary rules.

Article 32. Committees

Sec. 1. The Production Council may create committees, as it may deem necessary
and convenient, for the proper performance of its functions.

CHAPTER 8
OFFICERS OF THE ADMINISTRATION
AND THEIR FUNCTIONS

Article 33. Composition

Sec. 1. The key officers of the administration of the University shall be the
President, the Vice Presidents, the University and Board Secretary, the Executive
Assistants, the Deans, the Directors, the Administrative Officer, the Budget Officer, the
Chief Accountant, the University Registrar, the Legal Officer, the Personnel Officer, the
Records Officer, the Supply Officer, the Chief Cashier, the Chief Security Officer and
other officials as may be determined by the University President.
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Article 34. The President of the University

Sec. 2. The University President shall have the following powers and responsi-

bilities:

a. To provide leadership for the Universi 2 i i
in(egmy and ensure the observance a:g in'::::\::(:::n‘:fo by ez
regulauops and the policies laid down by the Board of Regents;

b. To exercise within the framework of the University policies a‘s approved b
the Board of Regents, primary authority and responsibility over the followin 4
areas: development planning and resource allocations; grants, endowmentg

academic, research, extension, physical development, and fi j
4 !'9 the confirmation of the Board of Regents; RS P, sutiect
- To coordinate the activities and programs of the Univer: d
a sity with the other
component units and hsh}ulos. to review their goals and objectives. to appraise

to the Bqand of Regents; .

e. To exercise general ac!ministration and supervision of all business and financial
and acadgmac operations of the University, and over all officers, faculty and
non-teaching staff of the University; ' Y

f T? recommend to the Boa' rd of Regents appointments of vice president, deans
d rc;(ors. faculty members and personnel in the supportive staff and othell'
gﬁia:ls 'ar:‘d employees as may be deemed proper;

9. To effect the promotion transfer, detail seoondm'ent and 1

! ‘ . . de b . other personnel
actions, of Umve_fsuty personnel; fix their work schedules; grant leaves of absence
::: a;;;iwove their additional assignments, additional compensation, resignation

retirement, subject to the confirmation ofth .
i g s e e e Board of Regents as it may
. Tosetup machinery for the resolution of all discipli i
¢ ! plin and non-disciplina
:zls"e‘; ;:vgvmg the peuopnel of the University, and‘fg the considera‘:ion gf'
mgula(ions;r redress of grievances in accordance with applicable laws and

i. Toaward fellowships assistantships, and s ]

o A cholarships to students, facult
members, and other personnel in accordan ici i 4
i s for-Siasisalls ce with the policies prescribed by
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j. To plan, prepare and implement, upon authority of the Board of Regents, a
University program for the training and education of adult citizens and out-of-

school youths;
To supervise the preparation of the budget of the University, subject to the
confirmation of the Board of regents, for approval by competent higher
authorities;
To submit to the Board of Regents and/or other competent higher authorities
an annual report on the operation of the University, and such other reports as
may be required;
To preside at commencement and other public exercises of the University, and
confer such degrees and honors as may be granted by the Board of Regents
and all diplomas and certificates issued by the University shall be signed by
him;
Te grant service credits and to change the leave status of any member of the
academic staff from teacher’s leave to vacation and sick leave or vice versa
in the interest of the service, subject to the policies approved by the Board of
Regents and other pertinent laws and regulations;
To execute and sign in behalf of the University all contracts, deeds and other
instruments necessary for the implementation of the mandated functions of
the University, Provided, that in regular recurring undertakings and transactions
where his action is virtually ministerial, condftions and terms thereof having been
fixed in the University existing regulations and general laws, he may direct through
written instruction, that approval in specified cases be made in his behalf by
officers of administration or heads of units concerned, subject to such safe-
guards to his power of revocation;

p. To supervise and coordinate, through the Director of Student Affair Services.,
all organizations and activities of students. In accordance with existing regulations,
he shall issue adequate safeguards for the operation of student organizations
and other student activities;

q. To generate funds and grants-in-aid in support of the operation and development
projects of the University to augment its annual budgetary allocations; and,

To exercise other powers and duties delegated to him by the Board of Regents

or as may hereinafter be provided by subsequent laws and regulations.

Sec. 3.In case of his brief absence, the President may designate a ranking
officer of the Administration, who may be one of the Vice Presidents to act as Officer-In-
Charge of the Office of the President, to carry out the ministenial day-lo-day manage-
ment of the University affairs, unless otherwise provided.

Article 35. The Offices Under the University President

Sec. 1. The Offices directly under the Office of the University President shall be
the following:

a. Ling Offices
i. The Vice Presidents
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b. Staff Offices
ii. The University and Board Secretary

iii. The Executive Assistants

iv. The Human Resource Management

v. The Public Relations and Information

vi. The Planning and Development

The Socio-Cultural Affairs

viii. The Agro-Industnial Production Services
ix. The Internal Control Unit (icu)

x. The Chief Security Office

\ vii.

Article 36. The Vice President for Administration and Finance

Sec. 1. The University shall have a Vice President for Administration and Finance
who shall be appointed/designated by the President of the University, subject to the
confirmation of the Board of Regents. Incase ofa regular piantilla position, appointment
to the said position shall be governed by the existing qualification standards and other
rules and regulations prescribed by the Civil Service Commission for the same. For a
designation as such, however, he shall be at least a holder of an appropriate Master's
degree with at least seven (7) years of administrative and/or finance management
experience. His term of office as such designated official shall be three (3) years without
prejudice to redesignation.

Sec. 2. He shall assist the University President in the general supervision of the
operations of the fiscal and administrative affairs of the University in accordance with
the existing government and University policies, guidelines, rules and regulations.

Sec. 3. He shall have the following specific powers and functions:

a. To act as Officer-In-Charge of the University in the absence of the University
President when so designated;

b. To supervise, coordinate and monitor the activities of the administrative and
support services officials and employees of the University and the affiliate

‘. agencies/institutions i Mthhmewnm.isopmvidedhmeMemoramn
of Agreement on the establishment of the same;

c. To coordinate the recruitment of faculty and staff, and act as Chairman of the
Selection and Promotion Board of the University;

d. To represent the University in conferences, seminars and other similar meetings

on matters affecting administrative programs and activities if so authorized by

the University President;

To submit a regular report of work progress to the University President;

To serve as ex-officio chairman ofmmmﬂngco:mineeomhemquaﬁﬁcauons.

m.wmmhnmwommmdumm

g. To help undertake activities that shall keep\lhe University abreast with recent
developments; -

h. To act as Vice Chairman of the Administrative and Production Councils; and

;oemtdse such other duties and functions asmaybedelegatodbymeUni\nmity

resident.

e

.~
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Article 37. The Offices Under the Vice President for Administration and Finance

Sec. 1. The Offices directly under the Vice President for Administration and
Finance shall be:

The Administrative Services Office
The Finance and Management Office
The Physical Plant Services Office
The Health Services Office

aooe

Article 38. The Vice President for Academic Affairs

" . . . . ted

Sec. 1. The Vice President for Academic Affairs sh§ll be appointed/designal
by the President of the University, subject to the confirmation of the Qoard of Regents.
He shall be a doctoral degree holder in education, with an academic rank of at least
Professor | and with at least seven (7) years of teaching background and five (5) years of

. administrative experience. Except when appointed to a plantilla position, his term of

v the University President.

office as such shall be three (3) years without prejudice to redesignation.

Sec. 2. He shall act as Officer-In-Charge of the University when so designated by

Sec. 3. He shall be directly responsible to the Universily Presidqn} for ca_nying
out the educational policies and programs of the University anq in supervising curricuiar,
instructional, and other academic-related activities of the University.

Sec. 4. He shall exercise the following specific duties and functions:

i i ¥ f the University;

a. To supervise and coordinate all academic units anq programs o

b. To adpn:lnister the overall execution of policies on instruction approved by the

Board of regents, as recommended by the Academic Council, and by other highe-

authorities; , ‘ o

To recommend to the University President academic policies peNanmng‘f )

curricula, faculty appointments and assignments, and academic programs;

d. To coordinate the planning and preparaon of the proposed annual budget of

the different colleges and institutes; _ _ ) e )

To coordinate with the research and extension unit(s) of the University in promoting

the research and extension activities of the faculty; ) )

f. To serve as ex-officio chairman of all standing and/or Ad Hoc Corr_immaes wh-ch
shall conduct regular faculty appraisal on performance evaluation, screemns!
of applicants for scholarship and faculty development and other related purposes;

. To coordinate with other educational institutions and!oxj related agencies to
insure inter-program/agency complementation and efficient maximization of
available resources; ‘ ' ) )

h. To submit a regular memorandum of work progress to the University President;

i. To act as Vice Chairman of the Academic Council; and

To exercise such other powers and functions as may be delegated by the

President.
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Article 39. The Offices Under the Vice President for Academic Affairs

Sec. 1. The Offices directly under the Vice President for Academic Affairs shall
be the following:

The Graduate College

The Undergraduate Colleges and Institutes
The Office of the Director for Instruction *
The Office on Student Affairs

apgco

Article 40. The Vice President for Research and Extension

Sec. 1. The Vice President for Research and Extension shall be appointed/
designated by the President of the University, subject to the confirmation of the Board
of Regents. He shall have an appropriate doctoral degree in philosophy or science,
with an academic rank of at least Professor |, with al least seven (7) years of research
and extension experience and at least five (5) years of administrative experience. His
term of office shall be three (3) years, except when appointed to a piantilla position as
such, without prejudice to redesignation.

L 4

Sec. 2. The Office of the Vice President for Research and Extension is a consultative,
supportive and service office of the University to promote the interests of the units,
centers, and institutes under the r ch and ext ion organization.

Sec. 3. He shall have the following specific duties and functions:

a. To exercise general supervision and coordination of all programs, projects and
activities of the various units under his office;

b. To recommend and implement policies and guidelines governing research and
extension affairs of the University;

c. To plan programs for research and extension activities which are geared towards
the growth and development of the university, the region and the country;

d. To direct the implementation of research programs and the execution of
extension services of the University; A

e. To coordinate, monitor and appraise the performance of the various research
and extension units of the University, including those of the research centers/
institutions established in the University and other affiliate research agencies/

“institutions;

f. To plan, promote, and carry out close working relations and linkages with
appropriate government research and development agencies and non-
government organizations;

g. To act as Vice Chairman of the Research and Extension Council; and

h. To perform such other related functions as may be directed by the President
and other competent higher authorities.

18

i

g

Article 41. The Offices Under the Vice President for Research and Extension

Sec. 1. The Offices under the Vice President for Research and Extension shall
pe:
a. The Research and Development Office

b. The Extension Services Office
c. The Research Centers/Institutes

Article 42. The Duties and Functions of the Secretary of the University and the
Board

Sec. 1. As Secretary of the Board of Regents, he shall exercise the following
specific duties and functions:

a To prepare the agenda for all regular and special meetings of the Board of
Regents in consultation with the University President and deliver/send the
agenda to the Chairman and Members of the Board at least three (3) days
before each scheduled meeling:

b. To write out the transcription of the minutes of each meeting; have the same
attested by the Chairman/Presiding Officer for the confirmation of the Board
in its next meeting.

c. To prepare and pass referendum for appropriate action of the Board of Regents;

d. To prepare and issue excerpts of minutes of meetings of, and/or certifications
on certain policies promulgated by. the Board; and

e. To perform such other functions as may be directed by the Board of Regents
or the University President.

Sec. 2. As Secretary of the University, he shall exercise the following duties and
functions:

a. To act as Secretary of the Adininistrative Council, unless another official shall
be designated to the position by the University President. As such, he shall
issue notices of meetings of the Couiiwil and take down the minutes of the
proceedings thereof;

b. To prepare memoranda, circulars, bulletins and other official communications
for the signature of the University President or his duly authorized representative;

c. Toinform the members of the faculty and the non-teaching staff on various
policies, rules and regulations promulgated by the Board of Regents or by the
Council as approved by the Board;

d. To keep custody of classified records, issue excerpts or appropriate certifications
upon request of authorized officials and employees of the University and other
entities; and

e To perform such other functions as may be directed by the University President.
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Article 43. The Executive Assistants

Sec. 1. There shall be as many Executive Assistants, as are y. to be
designated by the University President, to assist and advise him in the effective and
efficient performance of the duties and functions of his office on various areas of con-
cern such as but not limited to the following:

a. Civil Secunty Serv.ices
b. External Affairs
c. Alumni Affairs

Article 44. The Human Resource Management Office

Sec. 1. The Human Resource Management Office shall be headed by a Director
who shall be designated by the University President for a term of three (3) years without
prejudice to redesi W bj to the firmation of the Board of Regents. He
shall be at least a holder of an appropriate master's degree preferably with special
training d/or work experience in personnel de it and g and at
least three (3) years of admir i pernience.

Sec. 2. The Director for Human Resource Management shall perform the follow-
ing functions:

a. To be responsible for the empl, ion of the ved University policies
on personnel management and development and the maintenance of effective
liaisoning with the Civil Service Commission and other offices concerned;

b. To keep updated service records of, and other data and information pertaining
to, all personnel of the Uni ity and issue approp certifications and other
d its on the upon proper request by concerned parties:

c  To assist and advise the Uniy ity Presi it and other concerned University
officials and employees in the proper execution of policies, regulations and
orders in all areas of personnel mar g and d P promulgated
by the Civil Service Commission and other higher authorities,

d. Toundertake personnel prog . and infc the heads of units concerned of
the recent developments in all areas of personnel g wnand d P
and, .

e. To perform such other related work as may be assigned by the University
President.

Article 45. The Public Relations and Information Office

Sec. 1. The Public Rel. s and Infor Office shall be headed by a Director
lobodes&gnmedbymemwerﬁlypresidemlorlutmolm (3) years, without prejudice
to redesignation, subj to the fi ion of the Board of Regents. He shall be at
least a holder of an appropriate master's degree in communication with at least three
(3) years of administrative experience.

Sec. 2. The Director of Public Relations and Information shall perform the follow-
ing functions:
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a. To promote and foster cordial relations between and among the various sectors
of the University constituents and with other agencies and institutions;

b. To help project the good image and reputation of the Uni sity in all areas of
end s to the g 1 publi

c. To blish effective relati with the media (print, radio, TV and others) on
the dissemination of important activities and breakthroughs of the University
for the information of the general public;

d  Totake ch of the preparation and circulation of regular university publications:

and
To perform such other related funclions as may be assigned to him by the

University President

Article 46. The Planning and Development Office

Sec. 1. The Planning and Development Office shall be headed by a Director to
be designated by the University President, subject to the confirmation of the Board of
Regents, without prejudice to redesignation. He shall be at least a hoider of appropriate

‘master’s degree, preferably with special training and/or working experience in planning

and development and at least three (3) years of administrative expenence.

Sec. 2. The Director for Planning and Development shall perform the following
functions:

To initiate, coordinate, monitor and evaluate the planning and development
activities of all sectors of the University;

To coordinate the preparation of project/program plans and proposals,

To provids i ce in packaging progi plans and proposals; -

To serve as data bank and the center of project/program plans and proposals
for the development of the University: and

To perform other related functions which the University Prasident may assign
to him from time to time.

apo

(4

Article 47. The Socio-Cultural Affairs Office
Sec. 1. The Socio-Cultural Affairs Office sh_ll be headed by a Director who shall

- be designated by the University President for a term of three (3) years, subject to the

confirmation of the Board of Regents, withoul prejudice to redesignation. He shall be at
least a master's degree hoider with appropriate experience and/or special training in a
reiated field, at least an assistant professor with at least three (3) years of administrative
experience and shall have undertaken a socio-cultural research on any ethnic tribe of
the Philippines, particularly within the service area of the University

Sec. 2. The Director for Socio-Cultural Affairs shall have the following functions:

a. To supervise and manage the various socio-cultural performing arnt groups/units
of the University, such as but not limited to the following:

i University Dance Troupe
ii.  University Band
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fli. University Chorale

iv. University Combo

v.  University Dramatics Guild

vi. University Socio-Cultural Museum;

e L

b. To draw plans and provisions for the continuous trainin
/ S g and development
the members _ol the various performing art groups/units under his su:ervisioo {
and to see to it that their needs are taken cared of: -
c. To plan and implement year-round stage pfesenlati' i
‘ ] L on programs depicti
various socno-ct.a_llural_ settings of the different ethnic (ribzg within H?; slgfgv:g:
arga;._of the University, Particularly during official and special affairs ang
activities and to properly document the same:
d. To gather and collate socio-cultural heritage o i i
4 t ge of the various ethnic tribes a
keep them for posterily and display in the University Museum and to cond e
g_ommuous research on the same; -
e. To help synchronize the teaching and int 0
nchr { s egration of the socio-cultural heri
of lher ethnic tribes in coordination with the Vice President for AcademiceA"f;:?:
~ and the heads of appropriate academic units of the University;

and o(r?er officials concerned;
To receive and entertain, upon instruction of the USM President, university visitors

and guests; and,
To perform such other duties and responsibilities inherent to the office or as

may be directed by the University President.

Article 48. The Agro-Industrial Production Services Office

Sec. 1. The Agro-Industrial Production Servi
" ces Office shall be headed Di
:;h:.' shall t:-e des_ignaled by the University President for a term of three 3) y:;yr: 51::;:;‘
shalleb:o.; 'lr:a;as:“;nh‘;'ld the B’oard of Regents, without prejudice to redesignaiion He
all er of an appropriate master's degree, preferabl i oci
training and/or working experience alon his lin f iliti el
) e i e o o] ine o responsupthnes. and at least three

Sec. 2. TheDimctorfotAgvo.lrd.:suial Servioosshalpe'fcxvnmelom’ing functions:
a. To be responsible in supervis_ing. coordinating and monitoring the activities
. To implement the polidgs. rules and 'regulalions relative to the operation of the

c. To formulate and recommend program Proposals to improve the Operation and
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ial Offices/Committees

Article 49. Standing Committ and Sp

Sec. 1. The University President shall constitute Standing Committees in accordance
with the provision of existing laws and regulations for the effective and efficient
discharge of the functions of the University such as but not limited to the following:

Selection and Promotion Board
Committee on Personnel Career Development

Prequalification, Bids and Awards Committee
Bids and Awards Commiittee

Committee on Personnel Discipline
Committee on Student Discipline

. Grievance Committee
Housing and Land Use Committee

Internal Control Committee

“Fe~sacos

Sec. 2. The University President may also create Special Offices/Committees, as
it may deem necessary, to perform special functions in the light of the continuous expan-
sion and development of the University,such as but not limited to the following:

Publications and Media Services Office
USM Review Center

Visitors® Relations Office

Guest Houses Management Office
Information System Committee

Ad Hoc Committees

msapos

Article 50. The Administrative Services Office

Sec. 1. The Administrative Services Office shall be headed by a Director who
shall be the appointed Chief Administrative Officer in a concurrent capacity upon proper
designation by the University President, subject to the confirmation of the Board of Regents.

Sec. 2. The Director for Administrative Services shall perform the following functions:

a. To assist the offices of the President and of the Vice President for Administration
and Finance in the day-to-day management/administrative operations of the

University;
b. To supervise the activities of the administrative services support staff under him
and ensure the efficient and effective performance of their assigned duties and

functions;
To coordinate with the various offices performing administrative and financial

functions in the performance of his duties and functions: and
d. To perform such other duties and functions as may be assigned by the President
and/or the Vice President for Administration and Finance.
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Sec. 3. The Offices directly under the Administrative Services Office shall be the

following:

. Administrative Office

Legal Services Office

Property and Supply Management Office
Records Management Office

Qocw

Sec. 4. The Administrative Office shall be
who shall perform the following functions:

headed by an Administrative Officer

a. :‘odassistr hme'rlemewanddiedchgolaldoannemsprocesseohmom‘nismon'
nd finance offices to ensure that they compl
ina ' y with the
" :y existing pertinent laws, policies, rules and regulalior::'q b
. To help prepare official communication: corr ; )
e i e s and espondence for the signature
c. To perform other related functions as may be assigned to him by his superiors.

Sec. 5. The Legal Office shall be headed b d
3 ] Y a appointed
Retainer who is a member of the Philippine Bar. He shall perform

Legal Officer or Legal
the following functions:

a. To :_»rovlde the University President and other offices of the University |
asysla-::ce in the formulation and interpretation of laws and go sl
University rules and regulations; STt

:. ;o act as Legal Consultant to the Board of Regents;

- lTorepresent the Uni: ity i i-judici. i ies i action:
instituted for or agal'nvesrls ;;remu.;:::vsslaty";d e SRR o
d. To handle lnveslig.ation of administrative cases involving University personnel
% :nd sufdents and, if so required, to recommend appropriate disciplinary actions;
- To advise the Board of Regents and the University President from time to timé
: :ﬂ the status ol.the legal cases involving the University;
_f. To draft and review contracts and deeds involving the University; and
g. To perform such other functions as may be assigned to him. } '

Sec. 6. The Property and Supply Mana.
gement Office shall i
Supply Officer who shall perform the following functions: e e S it

a. To supervise and coordinate the
b. zmn?:::giz;\d supervise the officers personnel
. i;_; lih': roceip‘l.oc?ntr?l a’n:.‘ i'::uan“c':“;f ;;mys: e g
. management; sl . i o e
d. :::r:‘::: r;r:: ::‘:r:’l; :r.beriodic. annual and other required reports on supplies

supply and property management activities
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To account for all office equipment and supplies, act as custodian of all records
of property and conduct periodical inventory thereof as required by existing

laws and regulations; and,
f. To perform such other related work as may be assigned to him.

Sec. 7. The Records Management Office shall be headed by a Records Officer
who shall perform the following functions.

To keep custody and control of all vital documents and essential records pertaining

a.
to the Universily,

b. To monitor the flow of incoming and outgoing official correspondence and
communications;

c. To service the records reference requirements of the University management and
the inquiries of the University personnel and the general public who are following-
up official matters;

d. To ensure the proper storage of inactive records and prompt disposal of obsolete
and valueless records in consultation with the Records Management and Archives
Office and other appropriate offices; and,

e. To perform such other related work as may be assigned to him.

Article 51. The Finance and Management Services Office

Sec. 1. The Finance and Management Services Office shall be headed by a Director
who shall be the appointed Chief Finance and Management Officer in a concurrent
capacity, upon proper designation by the University President, subject to the confirmation

of the Board of Regents.

Sec. 2. The Director for Finance and Management Services shall perform the
following functions:
To direct and supervise the work and activities of the finance management

a.
officers and support staff;

b. To supervise the preparation of the annual, supplemental, special budgets and
the like, of the University in consultation with the University President, and the
consolidation of supporting justifications and explanations relative thereto;

c. To supervise the distribution and allocation of funds to the various units, projects
and programs of the University in accordance with its duly approved budget;

d. To backstop the University President in the justification of budget proposals
to reviewing authorities during budget hearings and other similar fora;

e. To confer with the officials of concerned government agencies on the release

of funds of the University: .
f. To prepare and submit reports on finance management matters as required

by proper authorities; and,
To perform such other related functions as may be assigned to him by higher

officials of the University.
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Sec. 3. The Offices under the Finance and Management Services shall be the:

Budget Office
Accounting Office
Cashier’'s Office

oo

Sec. 4. The Budget Office shall be headed by a Budget Officer who shall perform
the following functions:

a. To assistin the preparation of budget estimates and work and financial plans;

b. To take charge in the control of established budget allotments to the various
units/projects/programs of the University;

c. To prepare financial reports as required by higher authorities; and,

d. To perform such other related work as may be assigned to him.

Sec. 5. The Accounting Office shall be headed by a Chief Accountant who is a
Centified Public Accountant. He shall have the following functions:

a. To supervise the proper recording of financial transactions and the preparation
of appropriate financial reports for review of higher authorities;

b. To assist in the preparation of budget estimates;

c. To implement government accounting and auditing rules and regulations and
the financial policies promulgated and adopted by the University regarding control
of allotments, expenditures and collection of revenues from the various
departments of the University; and,

<. To perform other related functions assigned to him.

Sec. 6. The Cashier's Office shall be headed by a Chief Cashier who shall have
the following functions.

a. To act as the collecting and disbursing officer of the University:

b. To supervise and participate in the payment of salaries, wages and other
disbursements and the coliection of revenues for the University;

¢. To prepare and submit required reports for review by higher authorities;

d. To verify the posting of cash advances, disbursements, collection of revenues
and deposits; and,

e. To perform such other related work as may be delegated to him.

Article 52. The Physical Plant Services Office

Sec. 1. The Physical Plant Services Office shall be headed by a Director who
shall be designated by the University President for a term of three (3) years, subject to
the confirmation of the Board of Regents, without prejudice to redesignation. Preferably a
licensed civil engineer or with special training and/or working experience along his line
of responsibilities, he must have at least three (3) years of administrative experience.
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Sec. 2. The Director for Physical Plant Services shall perform the following duties
and functions:

a. To supervise the general maintenance and repai( of all t?g'fldings_ lacil_ilies and
other physical structures of the University, including facilities for housing, light
and water, transport and machinery services, )

b. To enforce established policies and regulations governing the proper care a.nd

) maintenance of the physical facilities of the University and the use and operation
of motor vehicles; and, _ ) )

To perform such other functions as may be assigned to him by the University

President or his authorized representative

Article 53. The Health Services Office

Sec. 1. The Health services Office shall be headed by a pufedqr who mt_xs( be
Doctor of Medicine, preferably with at least three (3) years 91’ administrative experience.
He shall also serve as the Director of the University Hospital in a concurrent capagly
He shall be designated by the University President for a |_enp of three (3) years. subject
to the confirmation of the Board of Regents, without prejudice to redesignation.

Sec. 2. The Director for Health Services, assisted by a medical and dental staff,

shall have the following functions: ) ) )

a. To supervise the operation of the University FHospital which shall provide medical
and health services to the University constituency and the community;

b. To conduct medical and dental examination of all incoming students and
personnel; ) - . _

c. To attend to medical and dental consultations, diagnosis and treatment of minor
ailments of students, personnel and their immediate dependents and to refer
serious cases to medical specialists;

d. To issue medical certificates to students and personnel whenever necessary;

e. To safeguard and recommend healthful measures for cleanliness and environment

% sanitation within the campus; : )

f. To provide health and sanitation information, lectures or orientation to students
and personnel; and,

g. To perform other related functions assig..ed to him.

Article 54. The Graduate College

Sec. 1. The Graduate College shall be headed by a Dean who shall _be a rgoldef
of an appropriate doctoral degree, with at least five (5) years teac_hing experience in the
Graduate College, atleast three (3) years of administrative experience and holder of an
academic rank of at least Professor I.

Sec. 2. The Dean of the Graduate College shall be designated by the University
President upon recommendation of the Vice President for Academic Affairs or a seargh
committee duly created for the purpose upon consultation with the faculty of the said
ollege, subject to the confirmation of the Board of Regents. He shall serve a term of
three (3) years without prejudice to redesignation.
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Sec. 3. The Dean of the Graduate College shall have the following duties ang
functions:

a. To coordinate the implementation of the Graduate Programs of the various
colleges/institutes of the University;

b. To provide leadership in the preparation, implementation, development ang *

evaluation of graduate curricular programs;

c. To coordinate with the various colleges/institutes, Registrar's Office and other
appropriate offices in the admission, registration, schedule of classes, class.
room assignments, and other activities of graduate students;

d. To assist the Vice President for Academic Affairs in the designation, termination,
or transfer of graduate faculty and in the planning of the budget for the graduate
college programs;

e. To serve as faculty of the graduate and undergraduate colleges in courses
appropriate to his educational preparation; and,

f. To perform other related functions assigned to him.

Article 5§5. The Undergraduate Colleges and Institutes

Sec. 1. Each undergraduate college or institute shall be headed by a Dean who
shall preferably be a holder of an appropriate doctoral degree, with a rank of at least

a department of college/institute.

Sec. 2. Inthe absenceof a faculty member who possesses the required educational
qualification for the position of a Dean as prescribed in the preceding section, the most
senior faculty member of the academic unit concerned who holds an appropriate Master's
degree with a rank of at least Associate Professor | and with at least very satisfactory
performance rating in the immediately preceding two (2) semesters shall be considered
to be designated to the position.

Sec. 3. The Dean of an undergraduate academic unit shall be designated by the
University President upon recommendation of the VP for Academic Affairs or a search
commiltee duly created for the purpose and upon gonsultation with the faculty of the
concemed college or institute. He shail serve a term of three (3) years without prejudice
to redesignation, subject to the confirmation of the Board of Regents.

Sec. 4. The Dean of College/institute shali perform the following functions:

a. To plan, implement, supervise and evaluate the academic offerings, programs
and activities of the college/institute:

b. To initiate the development and evaluation of course studies and syllabi;

c. Torecommend definite and appropriate programs of supervision of the different |
departments under him;

d. Toinitiate and assist in the planning and conduct of in-service training programs
for his faculty and staff: .

e. To review the subject loads of his faculty members and assist in the evaluation
of their performance;
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f. To coordinate with the Registrar's Office, the computerization committee and
other appropriate offices in the admission, registration, transfer of credits,
sequence of subject loads, scholarship, and other related activities of students:
To recommend to higher authorities the designation, termination, or transfer of
undergraduate faculty in his college;

To prepare and recommend the budget proposal of the college;

To exercise jurisdiction over disciplinary cases involving the students of his unit
within the limits of the rules hereinafter prescribed in this Code:

To assist in planning and recommending the facilities needed by the college or
institute, including its infrastructure components; and,

k. To perform such other duties as may be assigned to him.

Sec. 5. The College or Institute Dean shall be assisted by a Secretary who shall
be designated by the University President upon recommendation of the Dean concerned,
and shall serve for a term of three (3) years without prejudice to redesignation, subject
to the confirmation of the Board of Regents. He shall perform the following duties and

functions:

To act as Associate Dean of the academic unit;

a.

b. To act as Secretary of the College/Institute Council and as such, he shall issue
notices of meetings of the Council and take down the minutes of the proceedings
thereof;

c. To assist the Dean in the implementation and evaluation of academic programs

and other activities of the academic unit;
d. Toreceive and disseminate information to the members of the faculty and staff
of the College on various policies, rules and reguiations promulgated by higher
authorities;
To keep official custody of classified records and properties of the College with
the assistance of the property custodian of the unit;
f.  To prepare class schedules and teacher's assignments in coordination with the
department chairmen for the approval of the Dean concerned;
To assist the Dean in the preparation of the budget proposal of the academic
unit and the requisition of equipment, supplies and materials;
h. To assist in the planning and conduct of in-service training program for faculty
and staff of the unit;
i. To update data and information on students and faculty of the college/institute;

. and
j- To perform such other functions as may be assigned to him by the Dean.

Article 56. The University Laboratory Schools

Sec. 1. The University Laboratory School for the secondary level and the Univer-
sity Integrated Laboratory School for the elementary level shall not only provide quality,
yet affordable, basic education, but shall also serve as training grounds to develop the
teaching skills of University students pursuing courses in education and other courses
with teaching curricula. As such, the University Laboratory Schools shall be integrated
as departments of the College of Education of the University.
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Sec. 2. The University Laboratory School and the University Integrated Laboratory
School shall each be headed by a Principal who shall be at least a holder of a master's
degree in education, at least an Assistant Professor | on the day of his designation with
at least three (3) years of teaching experience, preferably in the laboratory school to be
assigned to him, and at least two (2) years of administrative experience

Sec. 3. A University Laboratory School Pnncipal shall performn the following functions:

a. To exercise supervision of the laboratory school assigned to him under the
administrative supervision of the Dean of the College of Education;

b. To plan, implement and monitor programs and activities to improve the academic
climate of the laboratory school in accordance with existing laws and regulation
and to recommend to the Dean of the College of Education development plans
to attain its objectives for the approval of higher authorities;

c. To coordinate with the other colleges and institutes concerned through the
Dean of the College of Education on the assignments of practlice teaching
students in the laboratory school:

d. To supervise the screening and/or admission of entering students/pupils and
transferees and ensure that the annual total enroilment of the laboratory school
shall not exceed the limits prescribed by law and regulations; :

e. To initiate measures to maintain the orderly behavior and discipline of students/
pupils; and,

f. To perform such other duties and functions as may be assigned to him.

Article 57. The Office of the Director for Instruction

Sec. 1. The Office of the Director for Instruction shall be headed by a Director
who shall be designated by the University President for a term of three (3) years, sub-
ject to the confirmation of the Board of Regents, without prejudice to redesignation. He
shall be a doctoral degree holder in Education, with at least five (5) years of teaching
expernence, preferably with working experience along the line of his function and with at
least three (3) years of administrative experience.

Sec. 2. The Director for Instruction shalf perform the following duties and functions:

a. To assist the VP for Academic Affairs in supervising and coordinating the cumcular,
instructional and other academic related activities of the University;

b. To assist the VP for Academic Affairs in disseminating educational policies
and programs of the University for implementation by the academic units;

<. To recommend through the VP for Academic Affairs viable policies and guidelines
affecting admission of students, faculty appointments, work load assignments,
performance evaluation, and career development, and other related activities
for approval by higher authorities: and,

d. To perform such other functions as may be assigned to him.

o Sec. 3. The Offices under the Office of the Director for Instruction shall be the
following:
a. University Registrar

b. University Learning Resources Center
¢. Curriculum Review and Development

Sec. 4. The University Registrar shall perform the following functions:

To supervise the registration and evaluation of records of students:

To assistin the preparation of the school calendar and coordinate the holding of
commencement exercises, baccalaureate services, and academic - related
convocations or symposia;

To supervise the preparation and printing of academic catalogues, student
handbooks and manuals and other curricular announcements in consonance
with the policies and guidelines promulgated by higher authorities:

d. To be responsible in the safekeeping and issuance of all academic records of
students, list of graduates, and other related records of students;

To supervise the updating of student academic records; and,

To perform such other functions as may be assigned to him.

a.
b.

~o

) Sec. 7. The University Leaming Resources Center shall be headed by a University

~ Librarian who shall perform the following functions:

3

= a. To help build capabilities and competence of University students, faculty, staff
and researchers through a well stocked, relevant quality library collections

and learning materials;
To efficiently and effectively organize the library collections for maximum service

b.
to its clientele,

c. To prepare comprehensive literature searches and bibliographies;

d. Toinitiate continuous enrichment of the resources, methodologies, and techniques
for the development and improvement of the center,

€. Torecommend the establishment of link sges with foreign and local agencies,
colleges and universities for the development of its resources; and,

f. To perform other rélated functions assigned to him.

Sec. 9. The Curriculum Review and Development Office shall be headed by a
Section Head who shall be a holder of doctoral degree in education, with an academic
fank of at least Associate Professor I, preferably with special training and/or working
experience in curriculum review and development, with at least five (5) years of teach-
g experience and at least two (2) years of administrative experience. He shall per-

form the following duties and functions:

a. To undertake regular reviews and updates of the curricular offerings of the
University to keep pace with the changing needs and demands of the time:
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b. To recommend to higher authorities of the University through the Director for
Instruction the institution, revision and abolition of certain courses and curricula
in consultation with the Colleges/Institutes concerned; and,

c. To perform such other related functions as may be assigned to him from time
to time.

Article 58. The Office of Student Affairs

Sec. 1. The Office of Student Affairs shall be headed by a Director to be designated
by the University President, subject to the confirmation of the Board of Regents, for a
term of three (3) years, without prejudice to redesignation. He shall be at least a holder
of an appropriate Master's degree, at least an Associate Professor I, with at least five
(5) years of teaching experience and at least three (3) years of administrative
experience.

Sec. 2. The Director of Student Affairs shall perform the following functions:

a. To serve as a link between the University Administration and the student body
and/or its component organizations and associations, and provide opportunities
for the students’ active involvement in the affairs of the University,

b To oversee the activities of all student organizations and provide guidance to
students along social, cultural, educational and community leadership;

¢ To coordinate all registered and recognized student organizations to operate
under the charter and rules of the University;

d. To supervise and coordinate the functions and aclivities of the offices and
personnel under him; and,

e. To perform other related functions assigned to him f

Sec. 3. The Offices under the Office of Student Affairs shall be the following:

University Guidance and Counseling Office

Student Publications and Yearbook Office

Student Dormitories

Career and Placement Office

Testing and Research Service

Student Organization

Campus Ministry Program

Student Scholarship and Financial Assistance Office
Student Discipline

“Femeapoe

Sec. 4. The Guidance and Counseling Office shall be headed by the University
Guidance Counsellor who shall be at least a holder of appropriate Master's degree,
with a rank of at least Assistant Professor I, at least three (3) years of teaching experience
and at least two (2) years of administrative experience.

The Guidance and Counseling Office shall perform the following duties and
functions:
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a. To manage students’ activities/services aimed at reinforcing their ability and
confidence in knowing and understanding themselves in relation to others and
developing their own psychological growth and development;

b. To initiate continuous enrichment of the unit's resources, approaches/
methodologies and techniques of counseling and its testing, group/peer
or dynamics and other guidance services;

c. To provide individual and group counseling, information service, academic
follow-up of problem students, guidance enrichment programs, student peer
facilitators’ program and other related senvices for the well-being and personal
development of students;

d. To organize in-service training of personnel engaged in guidance and counseling
services, and,

e. To discharge other duties and functions assigned to him the office.

Sec. 5. The Office of Student Publications and Yearbook Office shall consist of
an Adviser and a Co-Adviser who shall have the following functions:

a. To oversee the publication and distribution of the official student organ of the

University; and,
b. To supervise and coordinate the publication and circulation of the Yearbook for

the graduating classes of the University; and,
c. To perform such other duties and functions as may be assigned to the office.

Sec. 6. The Student Dormitories shall each be headed by a Resident Manager,

who shall have the following duties and functions:

a To manage the activities/services of the Residence Hall assigned to him to
fpsure the development of habits/attitudes/values of healthful living, efficient
home management and good social relationships/responsiveness among

student residents thereof,

b. To supervise the activities involving student housing services/activities;

c. To submit all reports, recommendations and pians for improvement of the student
housing services/activities;

d. To act on dormitory petty cases referred by dormitory student leaders and refer
them to the Guidance Office for corresponding solutions; and,

e. To perform other duties/responsibilities that may be assigned to him/her.

Sec. 7. The Career and Placement Office shall be headed by a Section Head
who shall perform the following functions:

a. Tokeen a record of the personal data of University graduates, survey
needs and problem of graduates, and make follow-up studies on the nature

and slatus of graduates; )
b. To coordinate with employment agencies for possible job placements of qualified
graduates of the University;
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To initiate the holding of seminars/conferences/fairs on job placement and

employment;
To recommend qualified graduates for employment, on the job training, or

apprenticeship; and,
To perform such other related functions as may be assigned to him

Sec. 8. The Testing and Reseanch Service Office shall be headed by a Section
Head who shall discharge the following duties and functions:

a.

b.

To directly supervise the conduct of entrance examinations for entering freshmen
and transferees:

To advise entering freshmen on the appropriate course they should take based
on their performance in the entrance examination:

To conduct appropriate researches on various areas affecting the intellectual
potential, emotional make-up, physical well-being, social relationships, vocational
aptitude and skills and moral and spiritual formation of students; and,

To discharge such other duties and funclions as may be assigned to him

Sec. 9. The Student Organization Regulatory Office shall be headed by a Section
Head who shall perform the following duties and functions:

d.

To take charge of the registration of campus organizations and recommend
their official recognition by the University to appropriate higher authorities
through the Director of the Student Affairs;

To directly supervise and coordinates the aclivities of student organizations
and provide them adequate training for creative community leadership;

To oversee that all registered and recognized student organizations shall operate
in accordance with the rules and regulations promulgated by the University,

and,
To perform such other duties and functions as may be assigned to him.

Sec. 10. The Campus Ministry Program Office shall be headed by a Section Head
who shall perform the following duties and functions:

b.

To encourage students to attend in their respective weekly religious activities
or congregations;

To supervise and see to it that religious ministries iike Bible sharing, prayer
meetings, and other related activities shall all be scheduled after class hours
S0 as not to deprive students from attending their respective academic classes;
To encourage, initiate and supervise the holding of ecumenical religious services
or activities during appropriate occasions in order to foster unity, solidarity
and teamwork among the students of this University; and,

To discharge such other duties and functions as may be assigned to him.

°oa
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Sec. 11. The Student Scholarchip and Financial Assistance Office shall be headed
by @ Section Head who shall perform the following duties and functions:

To assist in the screening of applicants to the various student scholarship and
financial assistance programs offered by the University in accordance with
existing rules and regulations;

To help in the preparation of student scholarship and ﬁnandalassistanceprogam
proposals and in soliciting donors or sponsors therefor;

To supervise the recruitment and placement of student assistants or student-
paid laborers from among the deserving students of the University upon the
recommendation of the unit heads concerned;

To assist in the preparation and processingoldowmentsandolheneqwaments
needed for the release of the incentives of scholars and grantees; and,

To perform such other duties and responsibilities as mzay be assigned to him.

3 Sec. 12. The Student Discipline and Decorum Office shall be headed by a Section
Head who shall discharge the following duties and functions:

To assist in the enforcement of the policies, rules and regulations affecting the
students as enunciated in this Code and those promuigated by competent
authorities in coordination with the University Security Force;

To conduct investigation of all reported cases of misbehavior and offenses
committed by students which are within its authority to investigate as prescribed
in the Student Code (Book IV of this Code);

To help in the enforcement and execution of final and executory decision or
judgment promulgated by appropriate disciplinary authority in cases involving
students and student organizations;

To keep custody of all records of student disciplinary cases; and,

To 'discharge such other duties and functions as may be delegated to him.

Article 59. The Research and Development Office

Sec. 1. The Research and Development Nffice shall be headed by a Director
- who shall be designated by the University President for a term of three (3) years,
~ Subject to the confirmation
. He shall be a holder of

. Preferably with at least
- Management, at least three (3) years of administrative experience and an academic

fank of at least Associate Professor .

of the Board of Regents, without prejudice to redesignation.
an appropriate doctoral degree in Philosophy or Science,
three (3) years of experience in research and development

Sec. 2. The Director for Research and Development shall perform the following
duties and functions:

To coordinate all research activities performed by the units and personnel of
the University on and off the campus;
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b. To establish research priority areas in consonance with and in support of
regional/national research priority areas;

c. To encourage and evalualte facully and staff research proposals and recommend
funding support therefor by the University or other agencies through the VP for
Research and Extension;

d. To initiate the establishment of strong linkages with other public and private,
domeslic and foreign research agencies and organizations;

e. To recommend worthwhile researches for publication in the University research
journals and other publications;

f. To help in soliciting and procuring appropriate incentives for outstanding
researches done by the University faculty and staff and recommend them for
recognition by intemational, national and local government and private organizations
or institutions,

. To conduct periodic evaluation of research programs of the University and make
appropriate recommendations for its improvement to higher authorities; and,
To perform other related functions assigned to him.

Article 60. The Extension Services Office

Sec. 1. The Extension Services Office shall be headed by a Director who shall be
designated by the University President for a term of three (3) years without prejudice to
redesignation, subject to the confirmation of the Board of Regents. He shall be a doctoral
degree holder in philosophy with specialization in extension, rural
communication or community development, with an academic rank of at least Associate
Professor |, with at least three (3) years of experience in ext ion management and
three (3) years of administrative experience.

Sec. 2. The Director for Extension Services shall perform the following duties and
functions:

a. To make a periodic appraisal of extension problems affecting communities,
particularly those in the services area of the University;

b. To evolve extension plans, programs, and new approaches that shall improve
the efficiency, productivity, income, and general well- -being of the people in
the service area;

c. To recommend the establishment of linkages with government and private
organizations carrying on extension-type activities for approval and implementation;

d. To organize and manage training-seminar activities designed for various clientele
in cooperation with the other units of the University;

2. To coordinate all extension activities of the various units of the University:

To relate closely the extension programs of the University with those of research.

instruction and production services;

To recommend the budget for long and short range plans necessary for the efficient

implementation of the extension function of the University;

To prepare and submit periodic and other necessary reports of accomplishments

to the President through the VP for Research and Extension;

-
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i. To disseminate information on new technologies and innovations and research
findings of the University to end-users; and
j. To perform other related functions assigned to him.

Article 81. The National/Regional Research and Training Institutes/Centers
Established in the University

Sec. 1. Each National/Regional Research and/or Training Institute/Center established
in the University shall each be headed by a Director whose qualifications shall be in
accordance with the standards prescribed by the institution concerned.

Sec. 2. The Research and/or Training Institute/Center Director shall perform the
following duties and functions:

a. To develop dynamic and feasible plans for his unit in consonance with its
mandated thrusts and objectives;

b. To determine specific priority areas and prepare project proposals based on
identified thrusts relative to the areas of concern of the Center/institute;

<. To plan programs of activities and effect systematic implementation of approved
projects;

d. To supervise and manage personnel under him;

e. To prepare and submit to proper authorities periodic reports of activities and

outputs;

To establish linkages and consortia with other supportive agencies for the

realization of the missions and objectives of the Center/Institute; and,

g. To perform such other related functions as may be delegated to him.

-

Article 62. The Chief Security Officer

Sec. 1. The Chief Security Officer shall be under the administrative supervision of
the Exeeut:ve Assistant for Civil Security Services. He must preferably be a former

. military or police officer with training experience in campus security administration and

operation.
Sec. 2. The Chief Security Officer shall hav~ the following duties and functions:

To directly supervise the security personnel and operations of the unit;

Yo implement measures to protect the University personnel, students, properties

and projects;

¢. To enforce all rules and regulations on peace and security promulgated by the
University,

d. To coordinate with local law enforcement agencies whenever necessary in the
solution of peace and order problems affecting the University and its constituents;
and,

e. To perform such other duties and functions as may be assigned to him by the

President or the Executive Assistant on Civil Security Services.

o
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CHAPTER 9
FUNCTIONS OF ADMINISTRATIVE OFFICES

Article €3. Primary Function

Sec. 1. The officials and employees of the administrative offices of the University
shall function primarily for the purpose of serving the educational programs of the insti-
tution. Their relationship with the faculty shall, therefore, be on the basis of a common
interest towards the development of the University as a premier center of higher learning.

Article 64. Other Administrative Officials and Employees

Sec. 1. All other administrative officials and employees whose duties and functions
are not specifically defined in this Code shall perform the inherent functions of their
respective positions as provided under existing law and regulations and those
prescribed by the Board of Regents and the University President from time to time.

TITLE THREE
THE ORGANIZATION OF INSTRUCTION, RESEARCH,
EXTENSION AND PRODUCTION

CHAPTER 10
THE ACADEMIC UNITS, THEIR STRUCTURE AND PERSONNEL
AND THE NATIONAL SERVICE TRAINING PROGRAM

Article 65. The Academic Units

Sec. 1. Thera shall be as many colleges, institutes and laboratory schools, as are
necessary, to carry out the mandated academic thrusts and programs of the University
and to promote equal access to educational opportunities mandated by the Constitution.

Each of the said academic unit shall have as many departments as are needed to

carry out its curricular policies and programs.

Article 66. The Academic Personnel

Sec. 1. The academic personnel of the University shall consist of the University
President, the Vice Presidents with academic ranks, the Deans of Academic Units, the
Principals of the Ui ity Laboratory Schools, College/institute Secretaries, Department
Chairmen, Professors, Associate Prof s, Assi 1t Prof s, Instructors, and the
non-regular Faculty. =
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Sec. 2. The academic personnel shall be classified as regular and non-regular
faculty.
The regular faculty shall include the following categories:

a. Professors | to VI

b. Associate Professors | to V
€. Assistant Professors I to IV
d. Instructors | to Il

The non-regular faculty shallinclude the following who shall serve in accordance
with the terms and conditions of their appointments;

Professors Emiriti
Substitute/Contractual Faculty
Visiting Faculty

Exchange Faculty

. Affiliate Faculty

Guest Lecturers

"haovow

P Uredesignation of a non-regular teaching personnel shall
not create a right to another reappointmentredesignation or to security of tenure.

Rey d reappointr

Article 67. The Departments

Sec. 1. The facuity of a department in an academic unit shall consist of all the
members of the academic staff of the department engaged in the instruction therein.

Sec. 2. The academic departments shall be based on the field of study or discipline
of a college or institute.
L

Sec. 3. A department shall be headed by a Chairman and shall have a minimum
of three (3) full-time faculty members.

Sec. 4. The Department Chairman shall hsve the tollowing functions:

a. To recommend for approval textbooks and syllabi for use in their respective
curricular programs;

b. To supervise projects and co-curricular activities of students in the department
and such other matters which may be assigned to the department by the Head
of the academic unit from time to time as the purposes of the University may
demand;

c. Torecommend student specialization in a specific discipline in the department
for approval by the Dean concerned;

d. To recommend to higher authorities of the University through the Curriculum
Review and Development Office the institution, revision and abolition of courses

and curricula in the department; and,
e. To supervise other academic as well as administrative matters in the department.
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This 2012 edition of the USM Code, also known as the CODE of GOVERNANCE
of the University of Southern Mindanao, is the successor of the 2005™ edition of the
USM Code. It has been promulgated to serve as a reference and guide to the University
constituents, while at the same time, it gives them a more holistic view of what the
University is all about.

The 2005 edition of the USM Code was painstakingly reviewed and initially
amended by the Committee led by Dr. Antonio Tacardon, former dean of the College of
Education and later Vice President of the University before his retirement in 2011, after
series of intensive consultations and coordination with the deans, directors, department
chairpersons, heads of offices, the faculty, staff and students of the University. The final
drafis of the different parts of the Code were then submitted to the BOR Committee of
the Whole for review, critiquing and improvement in a series of Committee meetings
before these were submitted to the Board of Regents for information and final approval.

Subsequently, the finals drafts of the amendments made were approved in principle
by the Board and were subjected to further review and study by a legal team composed
of lawyers from the Office of the Solicitor General pursuant to BOR Resolution No. 61,
series of 2011. It was only after the legal team declared the said amendments, in particular
and the revised Code, in general, to be safe and free from any legal impediments or
misinterpretations that the Board gave its final approval. This took place during the 107"
Regular Meeting of the USM Board of Regents (USM-BOR) held on March 20, 2012
at CHED, Quezon City by virtue of BOR Resolution No. 08, series of 2012. It was also
during the same meeting when the Board approved the revised Table of Organization
which supported the revised Code through BOR Resolution No. 07, series of 2012.

The 2012 Revised USM Code shall remain as the cornerstone of the University
governance and blueprint for the implementation of its mandated four-fold functions of
instruction, research, extension and resource generation. It consists of four (4) books,
namely: Book I - The Organizational and Functional Structure of the University, Book
1l The Administration Personnel, Finances and Properties, Book III — The Academic
Aflairs, and Book IV - The Student Code. Specifically, it consists of 10 Titles, 72 Chapters
and 250 Articles. Each Title or Chapter focuses on a single subject or function and can
stand alone without necessarily referring to the other provisions of the Code. However,
to have a clearer and more comprehensive grasp of the governance and operations of



the University, it is recommended that the reader starts from the first Book, Title and
Chapter and onwards as he / she goes through the entire Code.

In spite of the intensity of efforts put forth in coming up with this revised edition
of the USM Code, there might still be remaining stones unturned, inchoate thoughts or
ideas relative to the organizational and operational set up of the University and the like.
But one thing is definite, the University will continue to grow and be dynamic. Hence,
it is expected that the Code will be revised and updated, later or sooner, to enable the
University to meet the changing needs and demands of the time. This is precisely the
reason behind the provision of a Chapter on Amendments.

Nonetheless, sincere gratitude and appreciation are hereby conveyed to the
individual members of the Code Revision Committee and later the Critic, Editorial.
and Publication Committees for their time, hard work, dedication and perseverance
in coming up with the final revised draft of the Code. Likewise, to the distinguished
members of the University Administrative and Academic Councils, and all those, who,
individually or collectively, contributed their time, effort, knowledge, ideas and moral
support for the same purpose. More specifically, special thanks and appreciation are
conveyed to the deans, directors, other unit heads, concerned faculty members, staff and
students for their invaluable assistance in the revision of the Student Code.

Above all, to God Almighty, for the wisdom, guidance, strength and Divine
Providence, without HIM, the completion of this 2012 Revised Edition of the USM
Code would not be successful. To Him, we give back all the glory!

Table of Contents

CODE OF GOVERNANCE

BOOK I

THE ORGANIZATIONAL AND FUNCTIONAL STRUCTURE

OF THE UNIVERSITY

TITLE ONE

GENERAL PROVISIONS

CHAPTER 1 - PRELIMINARY MATTERS .
Article 1. Title, Coverage, and Interpretation N
Article 2. Declaration of University Principles and Policies o
Article 3. USM Vision, Mission, Core Values, Goals and Objectives
Article 4.  Declaration of General Objectives
Article 5. University Seal and Colors

CHAPTER 2 - DEFINITION OF TERMS

TITLE TWO

THE GOVERNANCE OF THE UNIVERSITY

CHAPTER 3 -
Article 6.

CHAPTERA4 -
Article 7.
Article 8.
Article 9.
Article 10.
Article 11.
Article 12.

Article 13.
CHAPTERSS -
Article 14.
Article 15.
Article 16.
CHAPTER 6 -
Article 17.
Article 18.
Article 19.
Article 20.

THE BOARD OF VISITORS

Composition and Special Functions

THE BOARD OF REGENTS

Declaration of Policy

Composition and Terms of Office

Meetings and Quorum of the Board
Compensation

Powers and Duties of the Board _
The Secretary of the Board and of the University
Administrative Council

Annual Report

THE ADMINISTRATIVE COUNCIL
Composition

Functions

Meetings and Quorum

THE ACADEMIC COUNCIL

Composition

Powers and Functions of the Academic Council
Officers

Meetings and Quorum

% oS W W N =

& \© o 00 o0 % oo 00



CHAPTER 7 -

Article 21
Article 22.
Article 23,
Article 24,
CHAPTER 8 -

Article 25.
Article 26.
Article 27.
Article 28.
CHAPTER 9 -

Article 29,
Article 30.
Article 31.
Article 32.
Article 33.

UNIVERSITY ACADEMIC AFFAIRS COMMITTEE
(UAAC)

Composition

University Academic A ffairs Committee (UAAC)
Sccretariat

Mcetings and Quorum

UNIVERSITY RESEARCH, DEVELOPMENT
AND EXTENSION COMMITTEE (URDEC)
Composition

Powers and Functions of the Committee
Secretariat

Meetings and Quorum

UNIVERSITY RESOURCE GENERATION
MANAGEMENT COMMITTEE (URGMC)
Composition

Powers and Functions of the URGMC

Secretariat

Meetings and Quorum

The Business Development Center

CHAPTER 10 - KEY OFFICIALS OF THE UNIVERSITY

Atrticle 34.
Article 35.
Article 36.
Article 37.
Article 38.
Article 39.
Article 40.

Article 41.
Article 42.

Article 43.
Article 44,
Article 45.

Article 46.
Article 47.

Article 48.

Article 49,

+v USM Code

The President of the University
The Office of the Presiderit (OP)

The University Planning and Development Office (UPDO)

The University Human Resource Management

and Development Office (UH RMDO)

The University Public Relations and Information
Office (UPRIO)

The University Information and Communication
Technology Office (UICTO)

The University Security Services Management Office
(USSMO)

The Vice President for Academic A ffairs
The Line and Staff Offices Under the Vice President for

Academic Affairs and their Respective Functions

The Graduate School
The Colleges and Institutes
The Line and Staff Offices Under the Vice President

for Academic Affairs

The Vice President for Administration and Finance

The Offices under the Vice President for Administration
and Finance

The Vice President for Research, Development

and Extension

The Line Offices under the Vice President

for Research, Development and Extension

14
14
14
15
15

15
15
16
16
16

17
17
17
17
18
18
19
19
21

22

22

23

24

24
25

26
27
27

28
29

30

30

31

Article 50. The Vice President for Resource Generation and
Entrepreneurial Services 32
Article 51. The Line Offices under the Vice President for Resource
Generation and Entrepreneurial Services 32
Article 52.  The Secretary of the Board and of the University 33
Article 53. The Executive Assistants 33
CHAPTER 11 - LINE AND STAFF OFFICES UNDER THE OFFICE
OF THE VICE PRESIDENT FOR ACADEMIC
AFFAIRS AND THEIR FUNCTIONS 34
Article 54. The Office of the Director for Instruction 34
Article 55. The University Admission and Records Office (ARO) 35
Article 56. The University Learning Resource Center (ULRC) 36
Article 57. The Office of Student Affairs 37
CHAPTER 12 - LINE AND STAFF OFFICES UNDER THE OFFICE
OF VICE PRESIDENT FOR RESEARCH,
DEVELOPMENT AND EXTENSION
AND THEIR FUNCTIONS 41
Article 58. The Research and Development Office 41
Article 59. The University Extension Services Center 42
Article 60. The National/Regional Research, Extension and Training
Institutes/Centers Established in the University 42
CHAPTER 13 - LINE AND STAFF OFFICES UNDER THE OFFICE
OF THE VICE PRESIDENT FOR RESOURCE
GENERATION AND ENTREPRENEURIAL
SERVICES AND THEIR FUNCTIONS 43
Article 61. The Business Development Center (BDC) 43
Article 62. The University Health and Hospital Services 44
CHAPTER 14 - LINE AND STAFF OFFICES UNDER THE OFFICE
OF VICE PRESIDENT FOR ADMINISTRATION
AND FINANCE AND THEIR FUNCTIONS 44
Article 63. Composition 44
Article 64. The Offices under the Finance and Management Services 45
Article 65. Primary Function 46
Article 66. Other Ancillary Administrative Services Officials
and Employees 46
Article 67. The Administrative Services 46
Article 68. The Property and Supply Office 47
Article 69. The University Physical Plant Development Services 47
Article 70. Standing Committees 48
USM Code +




S—— USM Codle 45

TITLE THREE CHAPTER 21 - TERMS AND CONDITIONS OF EMPLOYMENT 56
N ~ ~ Ly B icle ¢ . i 2 n.
I'HE ORGANIZATION OF INSTRUCTION, RESEARCH, f\::::t ;(: ;‘::‘:;?’,::“g: _i;
EXTENSION AND RESOURCE GENERATION Krticle 92' Faculty W(::'kload 57
< Article 93. Basic Salaries 59
CHAPTER 15- THE ACADEMIC UNITS, THEIR STRUCTURE An;:::le 94 Adc:itional Compensation 59
AND PER “
Articl SQNNFL 49 CHAPTER 22 - CAREER ADVANCEMENT AND OTHER
cle 71.  The Academic Units 49 PERSONNEL ACTIONS 60
Article 72.  The A i
Article 73 Thz Azzgzzzz Szrsonnecl " 49 Article 95. Advancement in Rank or Positions 60
Article 7 4' i i 50 Article 96.  Appointment of University and College Professors 60
eifd, TheCollege Instituieiscnbty 51 Article 97.  Other Personnel Actions 60
Article 75. The National Service Training Program (NSTP) 51 3
CHAPTER 23 - PERFORMANCE APPRAISAL, AWARDS
CHAP’I"ER 16 - RESEARCH, DEVELOPMENT AND EXTENSION 52 AND INCENTIVES PROGRAM 61
Art?cle 76. Sco.pf of Research and Extension Services 52 Article 98. Performance Appraisal System 61
Article 77.  Policies and Guidelines Governing Research, Article 99. Program on Awards and Incentives for Service
: Development and Extension 52 ' Excellence (PrAISE) 61
Article 78.  Research and Extension Personnel 52
CHAPTER 24 - TRAINING AND DEVELOPMENT 62
C"I:\:li“ﬁ:l.lgl i :i sl(s)u l::::s:: l;;c l::/eNlOERn‘:"T:(C):N 52 Article 100. General Provisions 62
Article 80, Scope PATICRE CEnicE 52 Article 101. Scholarships, Fellowships and Training Grants 62
puny pe . , , 53 Article 102. Professorial Chair 62
rticle 81.  Policies and Guidelines Governing Resource Generation 53 Article 103. Sabbatical Leave 63
Article 82.  The Res enerati :
e ¢ REsomes Ceneintion Cemc) 54 CHAPER 25- PERSONNEL RELATIONS AND DEVELOPMENT 63
TITLE FOUR Article 104. Health, Safety and Social Services 63
Article 105. Personnel Relations 63
THE INDEPENDENT/A
R ele S EICTS CHAPTER 26 - OTHER EMPLOYEE BENEFITS AND PRIVILEGES 64
CHAPTER 18 - INDEPENDENT OFFICES ” 22:2:: :g(; Egj;a;,lf:::lfa’;bmce 2‘;
Article 83.  The Commission on Audit 54 : : i i
Article 108. Social Security and Insurance Benefits 65
CHAPTER 19 - THE 3 g 5
Article 84 Rules?irf::’tlli:l:: AGENCIES/INSTITUTIONS 54 Article 109. Study Privileges of Employee’s Children 65
Articl : . %3 2 54 Article 110. Housing and Land Use Privileges 66
rticle 85.  Review of Existing Linkage Agreements 54 Article 111. Legal Service 66
BOOK II Article 112. Retirement Privileges 66
CHAPTER 27 - ACCOUNTABILITY OF UNIVERSITY PERSONNEL 67
THE ADMINISTRATION OF PERS EL F i
i ot st ERSONNEL; FINANCES Article 113. Code of Conduct and Ethical Standards 67
Article 114. Civic Service and University Rules and Regulations 67
TITLE FIVE CHAPTER 28 - GRIEVANCES 68
- S Article 115. G | Provisions 68
HUMAN RESOURCE MANAGEMENT & DEVELOPMENT OFFICE 55 Ar e O SELF-ORGANIZATION o
, . Article 116. General Provisions 69
CHAPTER 20 - RECRUI
OF PEgST(‘)Nl:fVI;{AND APPOINTMENT Article 117. Protection of the Right to Organize 69
Article 86.  General Provisions gg CHAPTER S = SEFARALION a
Article 87 ; ; Article 118. Resignation and Reassignment 70
n!c. ¢ 87. The Merit System and Promotion Plans 55 Article 119. Other Modes of Separation 70
Anfclc 88.  Regular Faculty and Academic Support Staff 56 CHAPTER 31 _ DISCIPLINE 70
Article 89.  Part-time, Contractual Faculty and Academic support staff 56 Article 120. General Provisions 70




Article 121.
Article 122,
Article 123.
Article 124.
Article 125.
Article 126.
Article 127.
Article 128,
Article 129.
Article 130,
Article 131.
Article 132.
CHAFPTER 32 -

Article 133.
Article 134,

TITLE SIX

Disciplinary Jurisdiction

Grounds for Disciplinary Action

Commencement of Administrative Disciplinary Action
Form and Content of Complaint

Where to File the Complaint

Effect of Withdrawal of the Complaint

Action on the Complaint

Preliminary Investigation

Duration of Investigation

Committee Report

Preventive Suspension

Penalties

PROTESTS AND COMPLAINTS INVOLVING
OTHER PERSONNEL ACTIONS

Protest

Complaints Involving Other Personnel Actions

ADMINISTRATION OF UNIVERSITY FINANCES

CHAPTER 33 -
Article 135.
Article 136.

CHAPTER 34 -
Article 137.
Article 138.

CHAPTER 35 -
Article 139.
CHAPTER 36 -
Article 140.
Article 141.
Article 142.
CHAPTER 37 -
Article 143.
Article 144.
CHAPTER 38 -

Article 145,
Article 146.
Article 147.
Article 148,
Article 149,

THE UNIVERSITY BUDGET

General Provisions

Preparation of Budget Proposal
EXPENDITURES

General Provisions

Prohibition of Irregular, Unnecessary, Excessive,
Extravagant, or Unconscionable (IUEEU)
Expenditures

DISBURSEMENTS

General Provisions

CASH ADVANCE

General Provisions

Types of Cash Advances

Guidelines in the Grant and Utilization of Cash Advances
PERSONNEL SERVICES

Payment of Salarics, Wages and Allowances
Salary Retention or Deduction
PROCUREMENT AND REQUISITION OF
SUPPLIES AND MATERIALS

General Provisions

Public Bidding / Electronic Procurement
Emergency Purchase

Bids and Awards Committee

Payment of Contract

76
76
76

CHAPTER 39 - SALE AND DISPOSAL OF UNIVERSITY PROPERTY 82

Article 150. General Provisions
Article 151. Disposal of Property
Article 152. Sale of Property
CHAPTER 40 - INFRASTRUCTURE CONTRACT
Article 153. Mode of Contracting
Article 154. Creation of Pre-qualification, Bids and Awards
Committee (PBAC)
CHAPTER 41 - TRAVELLING EXPENSES
Article 155. General Provisions
CHAPTER 42 - INVESTMENTS
Article 156. General Provisions
CHAPTER 43 - UNIVERSITY PUBLICATIONS
Article 157. General Provisions

TITLE SEVEN
ADMINISTRATION OF PROPERTIES

CHAPTER 44 - CUSTODIANSHIP OF PROPERTY
Article 158. Persons Primarily and Secondarily Accountable
for Government Property
Article 159. Accountable Officer: Bond Requirement
Article 160. Insurance of Property
Article 161. Use of Government Movable Property
Article 162. Use and Operations of University Motor Vehicles
CHAPTER 45 - BUILDINGS AND GROUNDS
Article 163. Names of Buildings and Other Structures
Article 164. Maintenance and Repair of Buildings
and Other Physical Structures
Article 165. Use of Buildings, Premises and Equipment
Article 166. Solicitation within the University
CHAPTER 46 - SUPPLIES, MATERIALS AND EQUIPMENT
Article 167. Recording and Inventories of Supplies, Materials
and Equipment

BOOK III
THE ACADEMIC AFFAIRS

TITLE EIGHT
ACADEMIC POLICIES

CHAPTER 47 - COVERAGE
Article 168. General Provisions

CHAPTER 48 - ORGANIZATIONAL STRUCTURE
Article 169, Organizational Structure of the University

82
82
82
83
83

83
83
83

83
84
B4

B84

84
85
85
85

86
86

86
87

87

88
88
88

UsMcCode 2




CHAPTER 49 - ACADEMIC CALENDAR
Article 170. Academic Calendar
Article 171. Class Size
CHAPTER 50 - SCHEDULE, DISMISSAL, AND SUSPENSION
OF CLASSES
Article 172. Schedule of Classes
Article 173. Dismissal of Classes
Article 174. Suspension of Classes
Article 175. Changes of Class Schedule
Article 176. Make Up Class
CHAPTER 51- ADMISSION AND ENROLLMENT
Article 177. Entrance Requirements
Article 178. Admission
Article 179. Registration
Article 180. Cross-enrollment
CHAPTER 52 - STUDENTS AND THEIR CLASSIFICATION
Article 181. Classification of Student
CHAPTER 53 - STUDENT ACADEMIC LOAD
Article 182. Number of Hours Per Unit of Credit
Article 183. Normal Load of Students
CHAPTER 54 - CLASS ATTENDANCE
Article 184. Rules on Attendance of Students
CHAPTER 55 - SCHOOL FEES
Article 185. Classification of School Fees
Article 186. Schedule of Allowable Refunds
CHAPTER 56 - CURRICULAR CHANGES
Article 187. Dropping of Subject
Article 188. Withdrawal from the Program
Article 189. Substitution of Subjects
Article 190. Changing/Adding of Subjects
Article 191. Shifting of Course/Enforcement of a New Curriculum
CHAPTER 57 - TRANSFER OF STUDENTS AND
VALIDATION OF SUBJECTS
Article 192. Transfer of Students
Article 193. Validation of Subjects
Article 194. Examination
Article 195. Grading System and Removal of Grades
of “INC” and “4”
CHAPTER 58 - SCHOLARSHIPS, GRANT-IN-AID, AND SPECIAL
ENROLMENT PRIVILEGES
Article 196. Scholarship Program
Article 197. Grant-in-Aid and Other Enrolment Privileges
CHAPTER 59 - ACADEMIC DELINQUENCY AND RESIDENCY
Article 198. Academic Delinquency
Article 199 Residency

# USM Code

88
88
89

89
89
89

90
90

91
92
92
93
93
94
94
94
95
95
96
96
97
97
97
97
98
98
98

929
99
99
100

101

103
103
104
104
104
105

CHAPTER 60 - LEAVE OF ABSENCE AND HONORABLE
DISMISSAL
Article 200. Leave of Absence
Article 201. Issuance of Honorable Dismissal
CHAPTER 61 - GRADUATION
Article 202. Graduation Requirements
Article 203. Graduation with Honors
Article 204. Commencement and Baccalaureate Exercises
Article 205. Confermeni of Doctoral Degree (Honoris Causa)
and Other Honorary Titles
Article 206. Academic Attire

BOOK IV
THE STUDENT CODE

TITLE NINE
STUDENT AFFAIRS

CHAPTER 62 - RIGHTS AND DUTIES OF STUDENTS

Article 207. Rights of Students

Article 208. Duties and Responsibilities of Students
CHAPTER 63 - STUDENT WELFARE SERVICES

Article 209. Guidance and Counseling

Article 210. Health Services

Article 211. Financial Aid

Article 212. Housing and Other Facilities
CHAPTER 64 - THE STUDENTS ORGANIZATION

Article 213. General Provisions

Article 214. University Student Government (USG)

Article 215. Supervision of Student Organizations and Activitics
CHAPTER 65 - SPORTS, PHYSICAL EDUCATION

AND RECREATION

Article 216. General Provisions
CHAPTER 66 - STUDENT CONVOCATION

Article 217. General Provisions
CHAPTER 67 - CO-CURRICULAR AND EXTRA-CURRICULAR

ACTIVITIES

Article 218. General Provisions

Article 219. Policies and Guidelines
CHAPTER 68 - STUDENT PUBLICATION

Article 220. Philosophy, Aims and Objectives

Article 221. Statement of Principles

Article 222. Organization and Recognition

Article 223. Selection and Qualification Standards

Article 224. Powers, Duties and Privileges of the Publication Staff

105
105
106
106
106
107
108

108
108

110
110
111
111
111
111
112
112
112
112
112
113

13
113
114
114

114
114
114
115
115
115
115
115
116

USMCode 2o




CHAPTER 69 -
Article 225.
Article 226.
Article 227.
Article 228.
Article 229.

CHAPTER 70 -

Article 230.
Article 231,
Article 232.
Article 233.
Article 234.
Article 235.
Article 236.
Article 237.
Article 238.

Article 239.
Article 240.
Article 241.
Article 242.
Article 243.
Article 244,
Article 245.

STUDENT CONDUCT AND DISCIPLINE

General Provisions

Norms of Conduct and Discipline

Basis of Discipline

Grounds for Student Disciplinary Action and Penalties
Sanctions and Operative Effects

RULES IN THE CONDUCT OF INVESTIGATION
OF STUDENT DISCIPLINARY CASES

University and College Committee on Student Discipline
Authority to Investigate

Form and Content of Complaint

Answer

Notice of Hearing

Hearing

Failure to Appear at Hearing

Postponement

Hearing of the University Committee on Student
Discipline; Action of the University President

Motion for Reconsideration

Appeal to the Board of Regents

Finality of the Decision

Rights of the Student-Respondent

Effectivity of Decision

Records of Proceedings

Offenses and Penalties for Non-Student

and Non-Campus Residents

CONCLUDING TITLE

CHAPTER 71 -
Article 246.
Article 247.

CHAPTER 72 -

Article 248.
Article 249.
Article 250.

ENCLOSURES AND AMENDMENTS
Enclosures

Manner of Amendment

REPEALING, SEPARABILITY

AND EFFECTIVITY CLASUES
Repealing Clause

Separability Clause

Effectivity Clause

117
117
117
117
117
121

121
121
122
122
123
123
123
123
123

124
124
124
124
124
125
125

125

126
126
126

126
126
126
126

CODE OF GOYERNANCE

BOOK 1
THE ORGANIZATIONAL AND FUNCTIONAL
STRUCTURE OF THE UNIVERSITY

TITLE ONE
GENERAL PROVISIONS

CHAPTER 1
PRELIMINARY MATTERS

Article 1. Title, Coverage, and Interpretation

Section 1. Title. This Code shall be known as the “Code of Governance of the
University of Southern Mindanao (USM) 2012” or the “USM Code of 20127,

Scction 2. The University of Southern Mindanao (USM). The University of
Southern Mindanao, hercinafter called the University, is a state institution of higher
learning created and established under Republic Act No. 763 by the 2nd Congress of
the Philippines, 3rd Session and duly signed into law by President Elpidio R. Quirino on
lune 20, 1952 providing for the conversion of the Kabacan Provincial High School to the
Mindanao Institute of Technology (MIT) with an allocation of Php50,000.00 to facilitate
it implementation.

Scction 3. The Mandate of the Charter. Pursuant to R.A. No. 4127, “An Act
Amending Certain Sections of R.A. No. 763, otherwise known as the Charter of
the Mindanao Institute of Technology,” the MIT (now USM) shall “offer not only
clementary, secondary vocational and normal courses of instruction but also collegiate
courses leading to the degrees of Bachelor of Science in Home Economics, Bachelor
ol Science in Education, Bachelor of Science in Agriculture, Bachelor of Science in
Cwvil Engineering, Bachelor of Science in Electrical Engineering, Bachelor of Science
in Mining Engineering, and such other programs leading to bachelor’s degrees. It shall
also ofter graduate programs along its fields of specialization as the needs of the college
and community so demand.

Scction 4. Coverage. This Code shall govern the operation of USM and shall apply
(0 the oficial acts of the University personnel as they relate among themselves, serve the
chientele, work with the stakeholders, and partners of the University in the approximation
of 1ts Vision, Mission, Goals, and Objectives (VMGO).

Section 5. Principal Address. The principal address of USM is at Kabacan, North
Cotabato, Philippines. USM has a branch at Kidapawan City, North Cotabato; and has
landholdings in Arakan Valley, North Cotabato. USM may have such other external
campuses as may hereinafter be granted by law, including properties that it may acquire
% @ corporate entity.




This Code is anchored on the Philippine Constitution, the USM Charter, pertinent
laws and the generally accepted traditions, policies, and principles of the Academe,
and shall be construed liberally in favor of intellectualism, truth, freedom, justice, and
students” welfare.

Article 2. Declaration of University Principles and Policies

Section 1. USM is a State University duly established by law and principally
supported by state funds and income derived from the utilization of its resources.

Section 2. USM envisions quality education for its clientele to be globally
competitive, culture-sensitive, and morally responsive human resources for sustainable
development.

Section 3. The main function of USM is instruction, supported by research, extension,
and resource generation that shall be facilitated and managed by the Administrative
Services.

Section 4. Specifically, USM shall help accelerate the socio-economic development
of its service area and promote a healthy and productive tri-people co-existence of
Muslims, Indigenous Peoples and Christians.

Section 5. USM shall continually enhance its capabilitics and develop better
possibilities in the pursuit of knowledge, technology, excellence and leadership in the
different fields of interest relevant to Southern Philippines and the total development of
Man and Society.

Section 6. Access to Education. USM shall provide equal access to education
through all forms of assistance, to the deprived, disadvantaged, and underserved
communities.

Section 7. Academic Freedom. Pursuant to pertinent provisions of the Constitution
of the Republic of the Philippines, Republic Act No. 8292, and all laws and regulations
promulgated thereafter, USM shall enjoy academic freedom and institutional autonomy.

USM shall exercise academic freedom, which is recognized as both institutional
and individual. Institutional academic freedom is the freedom of the University from
intervention and control in the conduct of its affairs as an institution of higher learning.
Individual academic freedom is the right of the academic staff and students to conduct
academic and scholarly inquiry and to discuss and publicize the results of such inquiry
unhampered by prior restraint or subsequent punishment.

Section 8. Philosophy. USM recognizes the innate goodness of the individual and
adheres to the philosophy of social equality.
a. USM is a Fortress of Truth and Progress.
b. The University is a catalytic center for creative thought. It shall probe for what
shall enlarge a person’s freedom and fulfillment and help build a Filipino Nation
to be at par with the other great peoples of the world.
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Section 1. Vision: Quality and relevant education for its clientele to be globally
competitive, culture-sensitive, and morally responsive human resources for sustainable
development.

Section 2. Mission: Help accelerate socio-economic development, promote
harmony among diverse communities and improve quality of life through instruction,

rescarch, extension, and resource generation in Southern Philippines.

Section 3. Core Values:

G - Goodness

R - Responsiveness

E -  Excellence

A - Assertion of Right and
T - Truth

Article 4. Declaration of General Objectives

Section 1. Objectives: In consonance with the national development goals, and in
order to translate and operationalize the principles and policies enshrined in the preceding
Article, USM shall pursue the following objectives:

a.  anchor student learning on practical applications by providing opportunities for
students to enhance learning through community experiences in a variety of
curricular and co-curricular programs;

b. ensure the continual integration of USM and the community by identifying,
developing, and maintaining mutually beneficial partnerships;

¢. continue to support events and activities, as well as, construction of campus
facilities that accommodate and encourage community interaction;

d. lead in engaging students and faculty in the study and development of public
policy in the region;

e. actively support the faculty and students in the teaching-leaming process;

f. provide enabling environment for faculty to pursue scholarly activities and
creative achievement;

g. maximize the utilization of the University assets for financing the integrative
learning of the academic community, as well as for establishing empowered
academic units;

h. initiate lasting social intervention in the community by opening USM as the
central source of learning experience and seat of theoretical and scientific
researches;

i.  provide programs of instruction, professional training, primarily in the fields of
science and technology, especially, in agricultural and industrial fields, in order
to produce graduates who are locally and globally competitive;

j. promote advanced studies, research and extension services, and progressive
leadership in all fields of agriculture, including agri-business, food, nutrition,
fishery, forestry, animal, and veterinary sciences. USM shall likewise promote
engineering and other allied programs, teacher education, teacher technical
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sustenance ol life, community, and the universal environment;

develop programs at the graduate level along its fields of specialization to
respond to the needs of development workers in the region;

provide non-formal education and undertake vigorous extension and research
programs in food production, nutrition, health, and sports development; and
provide scholarships, fellowships and/or part-time job opportunities to
deserving learners.

Article 5. University Seal and Colors

Section 1. The University Seal. The Seal of USM depicts the shape of a *“Talam,”
the Muslim Tray of Bounty, consisting of two (2) parts: the outer and inner inscriptions
edging the tray.

The outer edging shall bear the inscription, “University of Southern Mindanao™
written i bold flames text on top and “Kabacan, Cotabato” in times new Roman text,
the principal address.

The inner plane bears the following symbols:

a.

c.

The right hand represents the concerted effort of the Board of Regents,
Administrative and Academic Councils, faculty, students and staff and the
stakeholders of the University to pursue and uphold a culture of excellence
in carrying out the four mandated functions of USM, namely: instruction,
research, extension, and resource generation in the service of the Almighty. The
four fold functions are represented by the four (4) lit candles.

The spur gear depicts the “halo” from the four lit candles representing the four-
fold functions of the USM. The illumination torch symbolizes the University
helping accelerate a sustainable development of its service area and bring about
the integration of the Indigenous Peoples, Muslims and the Christians to pave
the path for lasting peace and harmony among the tri people, thereby hastening
the approximation of the principal mission of the institution.

The open book emblems the institution’s humane pursuit for truth and new
knowledge at the foreground. Below the hand bearing the torch is an inscription
“MIT” representing the old name, Mindanao Institute of Technology, on its
left page, and “USM” on its right page, which proudly depicts the institute’s
transformation to a premier university of higher learning.

The inscription “1952” below MIT reveals the year when the school was
established as the Mindanao Institute of Technology. The inscription “1978”
below USM marks the year of the official conversion of MIT into the University
of Southern Mindanao.

The seal bears on its ribbon the phrase, “Fortress of Truth and Progress™.

Section 2. University Colors. The University Colors are green and gold. Green
depicts USM as full of life vigor and progress. Gold depicts the finest exemplification of
its kind, in excellence and outstanding virtue and truth.
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DEFINITION OF TERMS

Section 1. Definition of Terms. As used in this Code, the following words or terms
are operationally defined:

i

b.

Administrative Experience - refers to service as a Department Chairman,
Director, Dean or Vice President.

Academic Freedom - is the freedom of the University from intervention
and control in the conduct of its affairs as an institution of higher learning.
Individual academic freedom is the right of the academic staff and students to
conduct academic and scholarly inquiry and to discuss and publicize the results
of such inquiry unhampered by prior restraint or subsequent punishment.
Appointing Authority - the person or body authorized by law to issue
appointments.

Board of Regents — refers to the highest policy-making and governing body of
a chartered state university.

Career Development — encompasses career management and career planning.
Career Management — is the process through which the organization selects,
assesses, assigns, and develops employees to provide a pool of qualified people
to meet future needs.

Career Planning — is the process through which individual employees identify
and implement steps to attain career goals.

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 carcer positions; and (3) security of tenure.

Closed Career Position - refers to those positions, which are scientific or highly
technical in nature; it includes the faculty and academic staff of state colleges
and universities, as well as scientific and technical positions in scientific or
research institutions, which establish and maintain their own merit systems.
Contract of Service — refers to employment described as follows:

. The contract covers work or services, such as, janitorial, security, or
consultancy services for which there are no existing plantilla positions.

. The job order covers piece work and intermittent job of short duration, not
exceeding six (6) months on a daily basis.

. The contracts of services and job orders shall be subject to COA rules.

. The employees involved in the contracts or job orders do not enjoy the
benefits enjoyed by regular government employees, such as: PERA, COLA
and RATA.

Designation — is merely an imposition of additional duties to be performed by
a public official. It is temporary and can be terminated anytime at the pleasure
of the designating authority

Dismissal — is a separation initiated by the employer for individual-specific
reasons, such as but not limited to, incompetence, violation of rules, dishonesty,
laziness, absenteeism, insubordination, and failure to pass the probationary
period.
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cmployee in the delivery of the mandated service.

n. Faculty - regular piantilla-based set of teaching personnel of the State
Universities and Colleges (SUC) appointed to a faculty rank and are directly
engaged in teaching, instruction, research, extension and income generation
services.

0. Faculty 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 prescribed from time to time by a duly authorized
agency classified as Professors, Associate Professors, Assistant Professors, and
Instructors.

p. Faculty Selection Board — refers to a body tasked to screen the candidates for
appointment to a faculty position by the University President subject further to
the confirmation of the USM Board of Regents.

q. Faculty Training and Development Committee — a duly created body
responsible for selecting and recommending faculty members who shall attend
specific training programs conducted by USM, government agencies or duly
accredited non-governmental organizations, either local or foreign.

r.  Full Load —consists ofa mximum number of hours spent in teaching or academic
units and quasi-teaching/administrative dutics (consultation, preparation of
lesson, checking of test papers, and rescarch, extension services), the total of
which is 40 hours of work per week.

s. Full Time Faculty Member —a faculty member occupying permanent plantilla
position and rendering an equivalent of forty (40) hours of work per week. The
40 hours may consist of academic full load and quasi-teaching administrative
duties (consultation, preparation of lesson, checking of papers, rescarch
extension services).

t. Graduation — is an act of USM conferring a degree upon students who have
completed and passed all the requirements set in the curricular program they
have enrolled in.

u. Insider — refers to an employee of the SUC who is interested in joining the
faculty or members of the faculty who are aspiring for promotion.

v. Intellectualism is the devotion to honing and exercising the intellect to
intellectual pursuits.

w. Job design — intcgrates work content, e.g., tasks, functions, relationships; the
rewards, e.g., extrinsic and intrinsic; and qualifications required, e.g., skills,
knowledge and abilities for cach job that meet the needs of the employees and
the organization.

X.  Justice - the quality or characteristic of being impartial or fair and conforming
with truth, fact or reason.

y. Layoff — refers to management decision to retrench personnel to eliminate

redundancy.

Merit System — a personnel system in which comparative merit or achievement

governs the selection, utilization, training, retention, and discipline of the

faculty and staff of USM.

aa. Outsider — refers to an applicant to a teaching or non-teaching position who is
not yet employed by USM.

N
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bb. Part-time Faculty Member — a faculty member who does not occupy @
permanent plantilla position and whose teaching load does not exceed nine (9)
units. )

cc. Personnel Action —any action denoting the movement or progress of personnel
in the civil service. ) )

Jdd. Performance Evaluation System — refers to an organized, methodical, and
standardized system of evaluating the individual performance of employees/

rsonnel for organizational effectiveness.

ce. f’i\ilippine Assﬁciation of State Universities and Colleges (PASUC) — a
CHED-recognized organization of all chartered SUCs. i o

. Position Reclassification — involves the upgrading of the position ot.a tfx‘culty
member, as a result of the evaluation of his/her credentials, without a significant
change in his/her duties and responsibilities. o . -

yg. Qualification Standards — is a statement of a set of minimum qualnﬁcauqns
for a position, which includes education, experience, training, and 'pcrsona!ll'y
traits, required for the performance of the job or set of dunes,lsuhjccl to civil
service eligibility, or to Republic Act No. 1080, an Act Dcclar?ng the Bar and
Board Examinations as Civil Service Examinations, when appllcgblc. )

hh. Recruitment — the process of scarching and attracting potential apphc_anls
through announcement, assessment, and related p.rocedurcs to sels:ct qua.h'ﬁc(?
applicants for appointment to an appropriate tcaching or non-teaching position;

ii. Resignation — is a separation initiated by the cm.ploycc. .

ii.  Retirement — is the separation of an employee from government service upon
reaching the age of retirement as provided by law.

Lk. Secondment — is a movement of an employee from one department or agency
to another which is temporary in nature and which may or may not require the
issuance of an appointment and may involve increase in compen.sauon and/or
benefits, subject to the general guidelines provided under the Omnibus Rules on
Appointments. ) ) )

Il Selection — the process of screening and ranking qualified applicants based on
their qualifications and professional potentials. ) )

mm. Senior Faculty — a faculty member with an academic rank of at least Associate
Professor I. .

nn. Staffing — is the process of moving cmploye‘e.s into, through,‘ or out of
the organization to produce the desired quantities and types of employee
assignments. o

00. Student Welfare - is the state of well-being of the students, which includes the
upliftment of their interests.

pp. SUC - refers to chartered state universities or_collcgcs. .

(. Salary Upgrading — involves adjustment of salary to a higher salary grade
without change in duties and responsibilities. .

rr.  University — refers to the University of Southern Mindanao.




TITLE TWO
THE GOVERNANCE OF THE UNIVERSITY

CHAPTER 3
THE BOARD OF VISITORS

Article 6. Composition and Special Function

Se?tion 1. The Board of Visitors of USM shall be composed of the President of the
Republic of the Philippines, the Vice President, the Senate President, the Speaker of the

House of Representatives, Chief Justice of the Supreme Court and the Chairperson of the

Commission on Higher Education.

Section 2. The Board of Visitors of USM may visit the University, individually

or otherwise, at such time and date as they may deem proper, to inspect, examine the
programs of study, accounts, properties and the general conditions of the University,
among others.

CHAPTER 4
THE BOARD OF REGENTS

Article 7. Declaration of Policy

It is the declared policy of the State to establish, maintain, and support a complete,
adequate and integrated system of education relevant to the needs of the people and
society. Towards this end, the composition of the governing board of the University is
hereby modified in order to (a) achieve a more coordinated and integrated system of
higher education; (b) render them more effective in the formulation and implementation
of policies in higher education; (c) provide for more relevant direction in its governance;
and (d) ensure the enjoyment of academic freedom as guaranteed by the Constitution.

Article 8. Composition and Term of Office

Seftlon 1. Composition. Pursuant to RA No. 8292, otherwise known as the Higher
Education Modernization Act of 1997, the governance of USM shall be vested in the
Board of Regents, as constituted by law, to be composed of the following:

a.  Chairperson of the Commission on Higher Education (CHED) as Chairperson;

b.  President of the University as Vice Chairperson;

c. Chairperson of the Senate Committee on Education, Arts and Culture as
Member;

d. Chairperson of the House Committee on Higher and Technical Education as
Member;

e. Regional Director of the National Economic and Development Authority
(NEDA) as member, where the main campus of USM is located:

I President of the USM Faculty Association as Member;

2. President of the University Student Government as Member;

h. President of the USM Alumni Association as Member;

1. Regional Director of the Department ol Agriculture or the Department of
Science and Technology as the case may be, as member, where the main campus
of USM is located; and

. Two (2) private prominent citizens of the Province where the University is
situated, as members, who have distinguished themselves in their professions
or fields of specialization to be chosen in accordance with law.

Section 2. Term of Office. The Presidents of the Faculty, of the Alumni Association
and of the Student Government shall sit in the Board of Regents until the expiration of
their terms of office. The prominent citizens shall serve for a term of two (2) years which
may be renewed only for another term.

Article 9. Meetings and Quorum of the Board

Section 1. The Board of Regents shall regularly convene at Ieast once in every
quarter. The Chairperson of the Board may call a special meeting whenever necessary.
Provided, however, that the members are notified in writing at least three (3) days prior
10 the said meeting.

Section 2. A majority of all members holding office shall constitute a quorum for
board meetings: Provided that the CHED Chairperson, who is the Chairperson of the
Hoard. or the USM President, is among those present in the meeting. In the absence
ot the CHED Chairperson, a commissioner of the CHED, duly designated by him/
her, shall represent him/her in the meeting with all the rights and responsibilities of
u regular member: Provided, however, that in the said meeting, the USM President
as Vice Chairperson shall be the presiding officer: Provided further that this proviso
notwithstanding, the CHED Chairperson may designate a CHED Commissioner as the
regular Chair to the Board, in which case said CHED Commissioner shall act as the
presiding officer.

Article 10. Compensation

Section 1. Unless otherwise provided, the members shall serve with honorarium
as provided by law, and they shall be reimbursed for necessary expenses incurred in
their attendance to meetings of the Board or in connection with their official business
authorized by a resolution of the Board.

Article 11. Powers and Duties of the Board

Section 1. The USM Board of Regents shall have the following specific powers
and duties as provided under Section 4 of Republic Act No. 8292, in addition to its
general powers of administration and the exercise of all the powers granted to the Board
of Directors of a corporation under Section 36 of Batas Pambansa Blg. 68, otherwise
known as the Corporation Code of the Philippines:

a. 1o enact rules and regulations not contrary to law as may be necessary to carry

out the purposes and functions of the University;
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b. toreceive and appropriate all sums as may be provided, for the support of USM
in the manner it may determine, to carry out the purposes and functions of
USM;

c. toreceive in trust legacies, gifts and donations of real and personal of all kinds,
to administer and dispose the same when necessary for the benefit of USM,
subject to limitation, direction and instruction of the donors, if any; and

d. to fix the tuition fees and other necessary school charges, such as, but not
limited to, matriculation fees, graduation fees and laboratory fees, as it may
deem proper to impose after due consultation with the involved sectors;

Such fees and charges, including government subsidies and other income generated
by USM, shall constitute special trust funds and shall be deposited in any authorized
government depository bank, and all interests that shall accrue therefrom shall form part
of the same fund for the use of USM. Provided, however, that income derived from the
University Hospital shall be exclusively earmarked for the operating expenses of the
hospital.

Any provisions of existing laws, rules and regulations to the contrary notwithstanding,
any income generated by USM from tuition fees and other charges, as well as from the
operation of auxiliary services and land grants, shall be retained by USM, and may be
disbursed by the Board of Regents for instruction, research, extension, or other programs/
projects of USM. Provided, that all fiduciary fees shall be disbursed for the specific
purposes for which they are collected.

If, for reasons beyond its control, USM shall not be able to pursue any project
for which funds have been appropriated and allocated under its approved program of
expenditures, the Board of Regents may authorize the use of said funds for any reasonable
purpose which, in its discretion, may be necessary and urgent for the attainment of the
following objectives of USM:

e. to adopt and implement a socialized scheme of tuition and school fees for
greater access to poor but deserving students;

f. to authorize the construction or repair of its buildings, machinery, equipment,
and other facilities and the purchase and acquisition of real and personal
properties, including necessary supplies, materials and equipment;

g to appoint, upon the recommendation of the President of the University, Vice
Presidents, Deans, Directors, Heads of Departments, faculty members and other
officials and employees;

h. to fix and adjust salaries of faculty members and administrative officials
and employees, subject to the provisions of the revised compensation and
classification system and other pertinent budget and compensation laws
governing hours of service, and such other duties and conditions as it may deem
proper;. to grant, at its discretion, leaves of absence, under such regulations as it
may promulgate, not contrary to law, rules and regulations, and to remove them
for cause with the observance of due process of law;

i, to approve the curricula, institutional programs, and rules of discipline drawn
by the administrative and academic councils as herein provided;
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to award honorary degrees upon persons in recognition of their outstanding
contributions in the field of education, public service, arts, science and
technology, or in any field of specialization within the academic competence
of USM and to authorize the award of certificates of completion of non-degree
programs;
to absorb non-chartered tertiary institutions within the province where the
University is situated, in coordiration with the CHED which must approve the
same, and in consultation with the Department of Budget and Management,
and to offer therein needed programs or courses, to promote and carry out equal
access to educational opportunities mandated by the Constitution;
to establish research and extension centers which will promote the development
of USM and its service area;
to establish chairs in the University and to provide fellowships for qualified
faculty members and scholarships to deserving students;
to delegate any of its powers and duties provided for herein above to the
University President and/or other officials of the University, as it may deem
appropriate;
to authorize an external management audit, to be financed by the CHED and to
institute reforms, including academic and structural changes, on the basis of the
audit results and recommendations;
to collaborate with other governing boards of SUCs within the province or
the region, under the supervision of the CHED and in consultation with the
Department of Budget and Management, the restructuring of said Colleges and
Universities to become more efficient, relevant, productive, and competitive;
to enter into joint ventures with business and industry for the profitable
development and management of the economic assets of USM, the proceeds of
which shall be used for the development and strengthening of USM;
to develop consortia and other forms of linkages with local government units,
institutions and agencies, public and private, whether local or foreign, in
furtherance of the purposes and objectives of USM;
to develop academic arrangements for institution capability building with
appropriate institutions and agencies, public or private, whether local or
foreign, and to appoint experts/specialists as consultants, or visiting or exchange
professors, scholars, researchers, as the case may be;
to set up the adoption of modern and innovative modes of transmitting
knowledge, such as: the use of information technology, the dual system, open
learning, community laboratory, and similar methods, for the promotion of
greater access to higher education;
to establish policy guidelines and procedures to participative decision-making
and temporary within the University;
to privatize management of non-academic services, such as: health, food,
building or grounds or property maintenance and similar other activities;
to extend the term of the University President beyond the age of retirement, but
not later than the age of seventy (70) whose performance has been unanimously
rated as outstanding and upon unanimous recommendation by the Search
Committee duly created for the purpose; and
to perform such other powers and functions which may hereinafter be granted
by subsequent laws and regulations.

i R usMCode /7"




Section 1. The Board of Regents shall appoint the Secretary of the Board and of the
University Administrative Council upon recommendation of the University President.
The Secretary shall keep all records and proceedings of the Board and Council. Further,
the Secretary shall communicate to each member of the Board notice of meetings and
provide each Regent the Agenda Folder at least three (3) days before the scheduled
meeting.

Article 13. Annual Report

Section 1. On or before the fifteenth (15th) day of the second month after the opening
of classes cach year, the University President shall file a detailed report on the progress,
condition, and needs of USM, with the Office of the President of the Philippines, through
the Chairperson of CHED, with the Senate, and with the House of Representatives.

CHAPTER 5
THE ADMINISTRATIVE COUNCIL

Article 14. Composition

Section 1. There shall be a University Administrative Council consisting of
the University President as Chairperson, the Executive Vice President, designated
by the University President, as Vice Chairperson, and the other Vice Presidents, the
Deans, Directors and other officials of equal rank, as members. Upon invitation by
the Chairperson, the President of USM Faculty Association and the President of the
University Student Government may attend as resource persons.

Article 15. Functions

The University Administrative Council shall have the power to review and
recommend appropriate measures to the Board of Regents policies governing the
operation requirements, administration, management and development planning of
USM.

Article 16. Meetings and Quorum

Section 1. The University Administrative Council shall meet at such time as the
University President may deem necessary or upon the written request of at least one-fifth
(1/5) of its members. Provided, that there shall be at least one regular meeting every
quarter.

Section 2. Every member of the University Administrative Council shall be required

to attend all its meetings. Proxies may be allowed to attend the meeting but shall have no
voting power.
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deCuon . Quonm o1 e umversity Aanumistrattve Council shall consist ot
1 majonty of all its members, excluding those who are on official leave or travel. A

mijonty vote ot all its members present shall be required to decide on a question or an

Issue,

Section 4. The presiding officer may vote only to break a tie.

CHAPTER 6
THE ACADEMIC COUNCIL

Article 17. Composition

Scction 1. There shall be an Academic Council of the University consisting of the
University President as Chairperson, the Vice President for Academic Affairs as Vice-
Chairperson, Director for Instruction as secretary, and all faculty members with the rank
ol Assistant Professor I or higher as members.

Article 18. Powers and Functions of the Academic Council

Section 1. Subject to the confirmation by the Board of Regents, the Academic
Council shall have the following powers and functions:

a.  review and recommend academic programs, curricular offerings, and rules on
discipline of the University;

b.  fix the requircments for admission, placement, and retention of students, as well
as the requisites for graduation and conferment of degrees;

c. review and recommend the graduation of students, the conferment of the title
honoris causa upon persons in recognition of their outstanding contribution in
the field of competence of USM and the award of certificates of completion of
degrees, non-degree and non-traditional programs;

d. review the findings of the committee assigned to investigate academic related
problems, within the limits of the rules of student discipline prescribed by this
Code and by subsequent rules and regulations; and

e.  perform such other powers and functions as may be allowed by law.

Article 19. Officers

Section 1. The University President shall be the chairperson and presiding officer
of the Academic Council. The Vice President for Academic Affairs shall be the vice
chairperson. The Vice Chairperson shall act as the presiding officer in the absence of the
chairperson. In the absence of both and upon the instance of the University President,
the Vice President for Administration, the Vice President for Research, Development and
Extension or the Vice President for Resource Generation and Entrepreneurial Services,
in that order, may preside the meeting of the Council.

Section 2. Secretary of the Academic Council. The Director for Instruction shall
be the Secretary of the Academic Council. The secretary shall be the custodian of the
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records of the Council. Upon the direction of the Vice President for Academic Affairs and
in consultation with the University President, the secretary shall prepare the agenda of
the Academic Council meeting and shall cause the issuance of the notice of meetings at
lcast two (2) days before the conduct of the said meeting except for emergency meetings.

Article 20. Meetings and Quorum

Section 1. The Academic Council shall meet at such time as the University President
may determine, provided that there shall be at least one (1) regular meeting each semester.
A special meeting may be called upon by the University President as may be necessary
or upon the written request of at least one-fifth (1/5) of the total members of the Council,
specifying the agenda within the ambit of any function of the Academic Council.

Section 2. Attendance to all the meetings of the Academic Council shall be required
of every member of the Council. A member who shall be absent from an Academic
Council meeting must file the appropriate leave of absence at least a day before the
said meeting. Two (2) absences incurred by any member without leave of absence in an
academic year shall be a ground for the Human Resource Management and Development
Office (HRMDO) Director to require from the member an explanation of the absence
and to reprimand him/her when warranted. The explanation and findings shall be entered
in the Civil Service Commission (CSC) 201 file of the subject member.

Section 3. Quorum of Academic Council meetings shall consist of a majority of all
its members who are currently holding office, excluding those on leave of absence or
official travel.

Section 4. A majority vote of all its members present shall be required to dispose of
a question or to decide on an issue. The presiding officer may vote only to break a tie.

CHAPTER 7
UNIVERSITY ACADEMIC AFFAIRS MANAGEMENT COMMITTEE
(UAAMC)

Article 21. Composition

Section 1. There shall be a University Academic Affairs Management Committee
(UAAMC) which shall be directly responsible to the University President. It shall be
composed of the Vice President for Academic Affairs as Chairperson with all the College
and Institute deans as members.

Article 22. Powers and Functions of the University Academic Affairs Management
Committee (UAAMC)

Section 1. Under the general supervision and control of the University President,

the University Academic Affairs Management Committee shall exercise the following
functions:
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a. assist the Vice President for Academic Aflairs in the determination of policy
proposals in the pursuance of the vision, mission, and goals of USM;

b. review and recommend policies, rules and regulations governing the academic
procedures, processes and the like to the University President for appropriate
action; and

c. perform such other related functions.

\rticle 23. Secretariat

Section 1. The Vice President for Academic Affairs shall designate a secretariat
ol two (2) from among the staff within the Management Committee. The secretariat
‘hall faithfully keep the minutes of every meeting and furnish each Academic Affairs
Management Committee member an agenda folder duly approved by the University
I’resident at least two (2) days before each meeting.

\rticle 24. Meetings and Quorum

Section 1. The Academic Affairs Management Committee shall meet every first
Monday of the month. The chairperson, however, may call for a special meeting as
(he need arises or upon the request of at least one-fifth (1/5) of the members of the
Management Committee.

Section 2. Attendance in all its meeting shall be required of every member. In the
absence of the Dean, any of the Department Chairperson may be allowed to attend as
proxy but without voting power.

Section 3. Quorum shall consist of a majority of all its members who are currently
holding office, excluding those who are on leave of absence or official travel.

CHAPTER 8
UNIVERSITY RESEARCH, DEVELOPMENT AND EXTENSION
COMMITTEE (URDEC)

Article 25. Composition

Section 1. The University Research, Development and Extension Committee
(1 'RDEC) shall be composed of the President, who shall act as the Chairperson, and
\ice President for Research, Development and Extension as the Vice Chairperson, with
the directors of the Research Facilities and Extension Services as its members.

Section 2. The Committee Chairperson may invite representatives of public and
private research and extension institutions or agencies as resource persons in Committee
hearings as he/she may deem necessary. A modest but dignified honorarium may be
wranted to the said resource persons upon recommendation of the Committee Chairperson
and approval of the University President.
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Section 1. Subject to the general supervision of the University President, the
Committee shall perform the following powers and functions:

a. review and recommend policies, guidelines, rules and regulations governing
research, development and extension services for endorsement by the
Administrative Council subject to the confirmation of the Board of Regents,
through the University President, and to compile the same as the URDEC By-
Laws;

b. assess and identify research and development gaps and extension needs, as well
as determine and recommend to the University President priorities for USM;

c. propose budgetary requirements for research, development and extension
activitics;

d. initiate and establish institutional linkages with local or foreign institutions;
and

e. perform such other functions analogous to the foregoing.

Article 27. Secretariat

Section 1. The Vice President for Research, Development and Extension (VPRDE)
shall designate the Commitice Sceretary from among its members. The Committee
Sceretary shall faithfully safe keep the minutes of every meeting and shall furnish each
Committee member with an agenda folder at least three (3) days before each meeting.

Article 28.Meetings and Quorum

Section 1. The URDEC shall meet at such time as its Chairperson may determine
and as the need arises, provided, that there shall be at least one regular meeting cvery six
(6) months or upon the written request of at least one of its members.

Section 2. Attendance in all its hearings shall be expected of every Commitice
member. A member may be represented by proxy who, however, shall have no right to
vote.

Section 3. The quorum of the Committee shall consist of a majority of all its
members. The Committee members who are on official leave, shall not be counted for
purposes of determining the quorum

Section 4. Quorum shall be required to dispose of a question or to decide on an
issue. The presiding officer may vote only to break a tie.
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U NIVERSITY RESOURCE GENERATION MANAGEMENT COMMITTEE
(URGMC)

veticle 29. Composition

Sccetion 1. There shall be a University Resource Generation Management Committee
(1 1HGMC) which shall be composed of the University President as Chairperson, the Vice
I"resident for Resource Generation and Entrepreneurial Services as Vice Chairperson,
e Durector of the Business Development Center, Director of USMARC/PICRI, Dean
olihe College of Agriculture and the USM- Kidapawan City Campus, as members. The

! IGNC Chairperson may also request the presence of resource persons to assist the
Comnmntlee.

\rticle 30. Powers and Functions of the URGMC

Section 1. Under the control and supervision of the University President, the
[ IHGATC shall exercise the following functions:

i review and recommend policies, rules and regulations governing resource
ceneration  through the University President for endorsement by the
\dministrative Council subject to the confirmation or approval of the BOR;

I cnsure thatall business and fiscal transactions under it are subjectto government
iccounting and auditing laws and procedures with utmost transparency;
review and recommend for BOR approval proposals for professional
assistance or resource generation programs and projects, whether college-based
or community-based;

- ensure and direct the submission of quarterly reports to the University President
on the status of operation of services duly passed by the URGMC; and

¢ perform such other functions as may be necessary.

Article 31. Secretariat

Section 1. The Vice President for Resource Generation and Entreprencurial
wivices (VPRGES) shall designate a secretary. The Secretary shall provide technical
ind administrative support to the URGMC.

Section 2. The Director for Business Development Center (BDC) shall be the
vxollicio Secretary of the Committee, unless another official shall designated by the
Liiversity President to assume the position. The secretary shall perform the same duties
anel tunctions as those prescribed for the position in the other Committees.

Where the Director of BDC shall preside over the meeting, in the absence of
the Charperson and the Vice Chairperson above-mentioned, a senior member of the
£ ommittee who is present during said meeting or a duly designated official may act as
Acting Secretary.
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Section 1. The URGMC shall meet at least once in every quarter. The Chairperson,
however, may call special meetings as the need arises.

Section 2. Attendance in all its meetings shall be required of every member. Proxies
may be allowed on observer status but without voting power.

Section 3. URGMC quorum shall consist of a majority (50% plus 1) of all its
members who are currently holding office. The members of the URGMC on official
travel or on leave of absence shall be excluded in the computation of quorum.

Article 33. The Business Development Center

Section 1. The resource generation unit of the University shall be known as the
Business Development Center (BDC) which shall be headed by a Director to be assisted
by the Project Managers. The BDC shall be under the Office of the Vice President for.
Resource Generation and Entrepreneurial Services. The BDC shall undertake income-
generating projects, the income of which shall form part of the special trust fund of the
University. It shall supervise and monitor all the activities of the various agri-business
and non-agri-business projects of the University and shall implement all pertinent
policies, rules and regulations promulgated by the URGMC and approved by the BOR.
The University shall engage in commercial agri-business programs such as diversified
animal production, food processing, animal feed and seed production, cafeteria,
pharmacy, hostel and guesthouses and other income-generating projects to augment
the operating budget of the University. In addition to its income-generating functions,
the BDC shall also provide an appropriate venue for training to students enrolled in
agribusiness and technical or special courses, provide areas and facilities for conducting
basic and applied researches, and provide sources of information to bolster the research,
development and extension programs of the University.

Section 2. The BDC Management Committee

The BDC Management Committee shall be the main planning and coordinating
arm of the Business Development Center. It shall be composed of the BDC Director as
Chairperson, Project Management and Market Analyst, University Veterinarian, Project
Development Officers and Project Managers as members. It shall meet every month, or
as often as necessary, to perform the following:

a. determine project objectives;

b. prepare the general development plan and budget for the agribusiness projects
and submit the same to the URGMC; i

c. assess and evaluate efficiency of operation and management of projects and
recommend remedial measures;

d. prepare and render quarterly and annual reports of operation and other reports
as needed by the URGMC; 1

e. prepare calendar of activities for all projects; and

f.  implement guidelines/policies governing the BDC.
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Whenever the need arises, the BDC may invite technical persons for support.
Section 4. Support Staff

I'he BDC support staff shall be composed of clerks, utility workers, deputized farm
yunrds, and messengers/ canvassers. They shall provide assistance to the Director in the
mnnagement of the Center.

Section 5. Central Market

I'he Central Market Committee shall handle the marketing of all products produced
by the different income generating projects of the University. It shall be composed of the
mnrket coordinator, cashier, storekeeper, and market aide. The Central Market shall also
penerate additional revenues from its “buy and sell” venture wherever and whenever
possible.

CHAPTER 10
KEY OFFICIALS OF THE UNIVERSITY

Article 34.The President of the University

Section 1. The University President shall be the Chief Executive Officer of the
! Iniversity and shall render full-time service to the University. He shall be appointed by
the Board of Regents upon the recommendation of a duly constituted Search Committee.
He shall have a term of four (4) years and shall be eligible for reappointment for another
lerm, subject to the provisions of existing laws and regulations. His term may be extended
bevond the age of retirement but not later than the age of seventy (70).

Section 2. The University President shall have the following powers and
responsibilities:

a.  Provide University leadership, conserve and protect its academic integrity and
ensure the observance and implementation of existing laws and regulations and
policies laid down by the BOR;

b.  Exercise within the framework of the University policies with primary authority
and responsibility over the following areas: instruction, development planning
and resource generation and allocation; grants, endowments and fund raising;
external relations and public affairs; and University policies relating to regional
development programs, curricula, and matters affecting the rights, privileges,
responsibilities, and welfare of the University constituency;

¢.  Inthe pursuit of the University Vision, Mission, Goals and Objectives (VMGO),
lead the University President shall lead in the formulation of an integrated and
comprehensive plan for the University, in instruction, research, development
and extension, resource generation, campus development, sustained fiscal
autonomy, subject to confirmation of the BOR;
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and confer degrees and honors as may be granted by the BOR, and personally
affix his signature in all diplomas and certificates issued by the University with
the Dean of the granting College and the University Registrar as co-signatories;

. In the exigency of the service, place any office or officer under his immediate
supervision;

u. Execute and sign on behalf of the University, all contracts, deeds and other
instruments necessary for the implementation of the mandated functions of the
University; provided, that in regular recurring undertakings and transactions
where his action is virtually ministerial, conditions and terms thereof having
been fixed by the University regulations and general laws, he/she may direct
through written instruction the approval in specified cases on his/her behalf by
the named officer or head of unit concerned, subject to the usual safeguards to
his/her power of revocation; and

v.  Exercise other powers and duties delegated to him/her by the BOR or as may
hereinafter be provided by subsequent laws and regulations.
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component units and institutes, review their goals and recommend appropriate
action to the BOR;

e. Exercise general administration and supervision of all business, financial
and academic operations of the University, and over all officers, faculty and
academic support staff of the University;

. Recommend to the BOR the designation of Vice Presidents, Deans, Directors,
Special Assistants, Faculty members and personnel in the support staff and other
officials and employees and the designation of an Executive Vice President
from among the Vice Presidents, as deemed necessary, for the efficient and
effective operation of the University;
Create standing and ad hoc committees to address specific concerns;
In the interest of the service, effect the promotion, transfer, detail, secondment,
and or other personnel movement; fix their work schedules; grant leaves of
absence, service credits, change of leave status, commutation of leave credits,
and other personnel actions and approve their additional work assignments,
additional compensation, resignation and retirement, subject to the confirmation
of the BOR;

i.  Setup machinery for the resolution of all disciplinary and non-disciplinary cases
involving the students and personnel of the University, and for the consideration
of petitions for redress of grievances in accordance with applicable laws and
regulations;

). Award fellowships, assistanceships, and scholarships to students, faculty
members and the non-teaching personnel. When proper, send exchange
professors and receive visiting professors in accordance with the policies
prescribed by the BOR;

k. Supervise the preparation of the University annual decentralized budget for
appropriate action by higher authority:

I. Approve transfer of funds to effect appropriate and necessary adjustments on
expenditures;

m. Submit to the Board of Regents and/or other competent higher authorities an
annual report on the operation of the University, and such other reports as may
be required.

n. Take appropriate action on requisitions of equipment and supplies within limits
prescribed by accounting and auditing rules and by the BOR;

0. Process employees” applications for salary commutation and for advanced
studies and the like;

p. Review, take appropriate action or approve matters pertaining to students
affairs, such as: uniforms, by-laws of student associations or extra mural
activities when sought;

q.  When appropriate, may authorize the modification of existing University rules,
such as: reduction of teaching load, deloading and determination of class size
for the BOR action;

r.  As the disciplining authority, preventively suspend any subordinate officer or
employee who is charged with dishonesty, oppression, grave misconduct, or
neglect in the performance of duty, upon recommendation of the Personnel
Discipline Committee subject to confirmation by the BOR;

R

Section 3. In case of a temporary absence of the President, the Executive Vice
I'rewident shall act as Officer-in-Charge of the Office of the President to carry out the
minsterial day-to-day management of the University affairs; however, if the Executive
Vice President shall also be out of campus or is not available, the University President
nuny designate any of the Vice Presidents to act as Officer-in-Charge. In case all of the

1o presidents are not available, the President may designate any of the deans to be the
Otlicer-in-Charge.

\rticle 35. The Office of the President (OP)

Section 1. The following offices shall be directly under the Office of the President
(OP):

a.  Line Offices
i The Vice President for Academic Affairs (VPAA).
ii.  The Vice President for Administration and Finance.
iii. The Vice President for Research, Development and Extension (VPRDE).
iv.  The Vice President for Resource Generation and Entrepreneurial Services
(VPRGES).

At the discretion of the University President, he may designate one (1) of the vice
presidents as the Executive Vice President as primus inter pares.

b.  Staff Support System
i.  Chief Executive Assistant
ii.  Executive Assistant for Alumni and External A ffairs
ili.  Executive Assistant for the National Service Training Program
iv.  Executive Assistant for Special Concerns
v.  Executive Assistant for Accounts, Liabilities and Liquidations
vi. Legal Office
vii. Internal Audit Service (IAS)
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1x.  Close-mn Security Guards
x.  Office Utilitics
The Board and University Secretary
University Planning and Development Office (UPDO)
University Human Resource Management and Development Office (UHRMDO) -
University Public Relations and Information Office (UPRIO)
f.1. Print Media
f.2. DXVL
{.3. Public Relations
g. University Information and Communication Technology Office (UICTO)
g.1. System Analysis and Design Management Section
g.2. Information and IT Quality Section
2.3. System and Network Section
h.  University Security Service Management Office (USSMO)
i.  Bids and Awards Committee (BAC)
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Article 36. The University Planning and Development Office (UPDO)

Section 1. Designation and Qualifications. The UPDO shall be headed and managed
by a Director to be designated by the President for a term of two (2) years without
prejudice to redesignation, subject to the confirmation of the Board of Regents. He/she
shall be at least a holder of appropriate master’s degree, preferably, with special training
and/or working experience in planning and development and shall have at least three (3)
years of administrative experience '

Section 2. Functions. As head of the Planning and Development Office, he/she shall
perform the following functions:
a. initiate, coordinate, monitor and evaluate the planning and development
activities of all units of the University;
b. lead the preparation of project/program plans and proposals;
c. provide assistance in packaging program plans and proposals;

d. establish data bank and the center of project/program plans and proposals

development of the University; and
e. perform such other related functions as may be assigned by the University
President.

Article 37. The University Human Resource Management and Development Office

(UHRMDO)

Section 1. Designation and Qualifications. The UHRMDO shall be headed by a

Director who shall be designated by the University President for a term of two (2) years
without prejudice to redesignation, subject to the confirmation of the BOR. The Director
must be a holder of a doctorate degree in Human Resource Management, preferably,
with special training and/or work experience in human resource management, and at
least three (3) years of administrative services.
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a lead in the implementation of the estabhished University policies on personnel
records management and development and the maintenance of cffective
laisoning with the Civil Service Commission and other concerned offices;

b keep an updated service records and other data and information pertaining to all
personnel of the University, to issue certifications and other documents on the
matter upon request of appropriate parties;

¢ assist and advise the University President, officials and employees on the
proper execution of policies, regulations and orders in all areas of personnel
management and development promulgated by the Civil Service Commission
and other higher authorities;

(. undertake personnel programs, and inform the heads of concerned units of the
recent developments in all areas of personnel management and development
and:

¢ act as secretary of the University Promotion and Selection Board;

i conduct job orientation and induction seminar to newly-hired employees;

¢ coordinate and evaluate with the academic and non-academic heads in
forecasting the hiring needs of the University;

I prepare and submit annual budget proposal for the human resources services,
employee recognition (Civil Service and PRAISE) and personnel - wellness
programs of the University;

. establish an in-house training facility and system that shall address the training
needs of administrators, faculty, and support administrative services personnel
of the university;
coordinate with all the academic chairpersons in the conduct of faculty
performance evaluation and process the results of the same;

k. implement the Performance Management System and the Employee
Development Program for the support administrative services personnel;

| lead the development and maintenance of the Human Resource Information
Systems;

m. recommend employee relations practices necessary to establish a positive
cmployer-employee relationship and promote a high level of employee morale
and motivation; and

n. perform such other functions as may be assigned by the University President.

Article 38. The University Public Relations and Information Office (UPRIO)

Section 1. Designation and Qualifications. The UPRIO shall be managed by a
i1ead to be designated by the University President for a term of two (2) years, without
prejudice to redesignation, subject to the confirmation of the BOR. He/She shall be at
l¢ust a holder of an appropriate degree in communication with at least three (3) years of
wministrative experience.




Section 2. Functions. The Head of UPRIO shall perform the following functions:

a. promote and foster cordial relations between and among the various sectors
of the University constituents, stakeholders and with other agencies and
institutions;

b. help project the good image and reputation of the University in all areas of
endeavors to the general public;

¢. establish effective relations with the media (print, radio, TV and others) on the
dissemination of important information and breakthroughs of the University to
the general public;

d. take charge of the preparation and circulation of regular University publications;

and

perform such other related functions as may be assigned to him/her by the

University President.

o

Article 39. The University Information and Communication Technology Center
(UICTC)

Section 1. Designation and Qualifications. There shall be an University
Information and Communication Technology Center to be headed by a Director who
shall be designated by the University President for a term of two (2) years without
prejudice to reappointment and subject to confirmation by the BOR. He must be a
graduate of Bachelor of Science in Computer Engineering or a Master in Information
Management System or its allied field and must have an administrative experience of at
Jeast two (2) years, and at least five (5) years of teaching experience in USM.

Section 2. Functions. Under the operational control of the University President, the
Director of UICTC shall exercise the following functions:

a. lead in the development of a university wide area network to service the e-needs
ofall the units of the University — from on-line enrolment; parents’ access to their
students performance, fiscal management transparency; available technologies,
knowledge and services; among others and upgrade the same;

b. supervise the personnel of the office; and

¢. perform such other functions as must be authorized by the University President.

Article 40. The University Security Services Management Office (USSMO)

Section 1. Designation. There shall be an USSMO headed by a Director to be
designated by the University President for a term of two (2) years without prejudice to
redesignation and subject to the confirmation of the BOR.

Section 2. Qualifications

The USSMO Director shall possess the following qualifications. He/she must be:

a.  at least a four-year degree holder;
b. acivil service eligible;

. alicensed security guard;

(. passed the psycho-neuro examination conducted by a government psycho-
neuro testing center; and

¢. preferably, with military/police officer experience

Section 3. Functions. The Director for USSMO shall perform and exercise the
llowing functions:

4. propose measures to sustain the morale of the security force and promote the
well being of all the security guards of the University;

l». propose measures to ensure that only those who are psychologically &
physically fit shall be recruited to the service;

¢ closely supervise the assignment of posts and the relief of guards taking into the
ledger the condition of the beat upon the relief of the guard;

1 hold the beat guard accountable for whatever loss or damage of property, life or
limb sustained in the duration of the guard on duty;
secure at all times the life and limb of the students. staff, faculty and officials
and the properties of the University;

| provide twenty-four (24) hour security to the University President and the
Presidential Family;
brief and update the University President on sccurity matters at least once every
week and/or are the need arises;
impose the rules, policy and regulations in the conduct of the duties of the
security force at all times; and
perform such other related functions as may be directed by the University
President.

Asticle 41. The Vice President for Academic Affairs

Gection 1. The Vice President for Academic Affairs (VPAA) shall be designated by
(e 1niversity President subject to the confirmation by the Board of Regents for a term
i two (2) years without prejudice to redesignation.

Section 2. Qualifications

i1¢ /she must possess the following qualifications:

4 holder of an appropriate doctorate degree;

by at least Professor I3

¢ weven (7) years teaching experience; and

d. five (5) years of administrative function, preferably, with at least one (1) year
experience as Dean at USM.

Section 3. He/she shall be primarily accountable to the University President and

Wl eonscientiously assist the University President in the general supervision of the

Semdetie and extra-curricular operations of the University in accordance with the

AR L dating government and University principles, policies, rules and regulations.




Section 4. He/she shall exercise the following duties and functions:

a. serve as Chairperson for the Recruitment, Appraisal, Scholarship, Retention

and Promotion Board for all academic positions, faculty development and -

other faculty movement or related purposes;

b. lead in academic program development and exercise general supervision over -

all academic units and programs of the University;

¢. when necessary, recommend to the President appropriate action on academic,

disciplinary and related matters;
d. administer the overall execution of policies on instruction duly approved by the
BOR;

e. supervise the planning, preparation and collation of the proposed annual budget |

for the operation of the colleges, academic institutes and instrumentalities;

f.  coordinate with and promote the research, development and extension and
resource generation activities of the academic units;

g. link with local, regional, national and international educational institutions and/
or related agencies to promote inter-program/agency complementation and
efficient maximization of available resources;

h. submit a regular memorandum of work progress every end of the 2nd semester
of every school year to the University President;

i.  serve as Vice Chairperson of the Academic Council;

j. act as the Chairperson of the Student Scholarship and Financial Assistance
Committee; and :

k. exercise such other powers and functions as may be directed by the University
President.

Article 42. The Line and Staff Offices Under the Vice President for Academic

Affairs and their Respective Functions

Section 1. The Vice President for Academic Affairs shall exercise direct supervision
over the Deans of Colleges/Institutes as follows but not limited to:

Graduate School (GS)

College of Agriculture (CA)

College of Arts & Sciences (CAS)

College of Business, Development Economics and Management (CBDEM)
College of Education (CED)

College of Engineering and Computing (CENCOM)

College of Health Sciences (CHS)

College of Human Ecology and Food Sciences (CHEFS)

College of Industry and Technology (CIT)

College of Veterinary Medicine (CVM)

Institute of Middle East and Asian Studies (IMEAS)

Institute of Sports, Physical Education, and Recreation (ISPEAR)
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Section 1. The Graduate School shall be headed by a Dean who shall be designated
v the University President for a term of two (2) years, subject to the confirmation of the
oard of Regents, without prejudice to redesignation.

Section 2. Qualifications

I'he Dean must be:

4. a holder of an appropriate doctorate degree;

b, at least five(S) years teaching experience in the Graduate School;
¢. at least three (3) years of administrative experience; and

. holder of an academic rank of at least Professor I.

Section 3. The Dean of the Graduate School shall be designated by the University
President from a short list of three (3) candidates duly recommended by the Search
* ommittee for Deanship (SCD) chaired by the Vice President for Academic Affairs and
purticipated in by at least three-fourths (3/4) of all the faculty members of the Graduate

«hool. subject to the confirmation of the BOR.

Section 4. The Dean of the Graduate School shall perform the following functions:

 provide leadership to the other coileges/units in the preparation, implementation,
development and evaluation of graduate curricular programs;

b coordinate with the various Colleges/Institutes and other offices in the
admission, registration, schedule of classes, classroom assignments, and other
activities of graduate students;

¢ recommend to the Vice President for Academic Affairs the designation,
termination of regular or part time graduate faculty;

Jwith the assistance of the Graduate Coordinators, propose the Graduate School
budget, submit annual and other periodic reports, among others;

¢ require each course professor to submit the course syllabus through its respective
program coordinator;
assist the colleges in the conduct of needs assessment for graduate education of
the sectors being served;

# nitiate and assist in the planning and conduct of in-service training program for
the graduate faculty;

o exercise primary jurisdiction over disciplinary cases involving faculty and
students of the unit as maybe provided by law;

i, plan and recommend the procurement of the needed facilities of the unit;

j. assess and strengthen the linkages of Graduate School with its alumni, other
graduate schools, agencies and communities needing graduate assistance; and

k. perform such other functions as may be assigned by the University President.

Article 44, The Colleges and Institutes

Section 1, Each college/institute shall be headed by a Dean, who shall be designated

- B the University President for a term of  two (2) years from a short list of three (3)
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the Vice President for Academic Affairs and with at least three-['ou;'ths (3/4) ol all the
faculty of the College / Institute as member, subject to the confirmation of the Board of
Regents, without prejudice to redesignation.

Section 2. Qualifications

He/she must be:

a holder of an appropriate doctorate degree;

Professor I for a College / Associate Professor V for an Institute;

at least five (5) years of teaching experience at USM;

at least three (3) years of administrative experience; and

a license holder for professions requiring such in the practice of the profession.

pap o

Section 3. In the absence of a faculty member who possesses the required educational
qualifications for the position of a Dean as prescribed in the preceding section, the
minimum requirements set by Commission on Higher Education shall govern.

Section 4. The Dean of each college/institute shall perform the following functions:

a. provide leadership in the preparation, implementation, development and
evaluation of undergraduate curricular programs, as well as diploma or other
short term courses;

b. coordinate with the various Colleges/Institutes and other offices in the
admission, registration, and other activities of undergraduate college students;

c. require all course teachers to submit the syllabus for each course they handle/
teach;

d. initiate and assist in the planning and conduct of in-service training programs
for faculty and staff;

e. assign the teachers to courses within their expertise in accordance to the loading
rules of the University;

f.  conduct periodic faculty performance evaluation, and together with the

department chairperson, conduct a post evaluation conference with the ratee;

g. in consultation with the department chairpersons, coordinators and the college
faculty, prepare, submit and defend the college budget proposal to the Vice
President for Academic Affairs, annual and other periodic reports, among
others;

h. exercise primary jurisdiction over disciplinary cases involving faculty and
students of the unit as maybe provided by law:

i. plan and recommend the needed facilities of the unit;

j. assess and strengthen the linkage of College/Institute with its alumni, other i

schools, agencies and communities needing assistance; and
k. perform such other functions as may be assigned by the University President.

Article 45, The Line and Staff Offices Under the Vice President for Academic Affairs

a.  Director for Instruction
a.1. Program Development and Curriculum Review Division

Z7Z USM Corde

i The Office of the University Registrar
The Office of Student Affairs (OSA)
¢.1. University Guidance, Discipline Career and Placement Division
¢.1.1. Testing, Admission and Placement
¢.1.2. Counseling and Discipline
¢.2. Scholarship, Grant-in-Aid and Financial Assistance, and Student Welfare
Division
¢.3. Student Government A ffairs, Societies and Campus Ministry Division
¢.4. Yearbook and Publications Division
d.  The University Learning Resource Center (ULRC)
d.1. Readers Services Division
d.2. Information Technology Division
d.3. Technical Services Division
d.4. Unit Libraries Division
d.5. University Museum

\rticle 46. The Office of Vice President for Administration and Finance

Section 1. Administrative Support Services shall be provided to the four (4) main
functions of the University, namely: Instruction; Research, development and Extension
andd l2esource Generation.

Section 2. The Office of Vice President for Administration and Finance shall be
deripnated by the University President for a term of two (2) years without prejudice
i redesignation, subject to the confirmation by the Board of Regents, except when
appointed to a plantilla position.

Section 3. Qualifications. The Vice President for Administration shall possess the
{ollowing qualifications:

4. Must be a holder of an appropriate doctorate degree in related fields.

b, at least Professor I; and

¢ must have at least seven (7) years of experience in administrative and financial
management.

Section 4. He/she shall be primarily accountable to the University President and
shinll conscientiously assist the University President in the general supervision of the
sdiministrative and financial management operations of the University.

Section 5. Under the general supervision and control of the University President,
ihe Vice President for Administration and Finance shall have the following powers and
functions:

4. exercise general supervision of the administrative and financial management
services personnel;

I exercise leadership and general supervision over all financial transactions of
the University and ensure its implementation in accordance with the accepted
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Article 47. The Offices under the Vice President for Administration and Finance

Section 1. The line offices directly under the Vice President for Administrative and
Finance shall be:

a.

Article 48. The Vice President for Research, Development and Extension

Sectionl. The Vice President for Research, Development and Extension (VPRDE)
shall be designated by the University President for a term of two (2) years without
prejudice to redesignation, subject to the confirmation of the BOR.

Section 2. Qualifications

He/she must possess the following qualifications:

a. a holder of an appropriate doctorate degree;
b. at least Professor I;
c. atleast seven (7) years in rescarch, development and extension experience; and
d. atleast five (5) vears of administrative experience in research development and/
or extension.
30 usmcode
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pertinent laws and policies of the govcmmcn! and of lhc University;

serve as Chairperson of the Promotion and Selection Board for the support -

administrative services personnel;
recommend to the University President support administrative services
personnel for training and scholarships;
submit updates on the administrative and financial status of the University to
the President; and
perform such other duties and functions as may be delegated by the University
President or the BOR.

The Administrative Services
a.l. Property Section
a.l.1. Procurement Section
a.1.2. Supply Section
a.1.3. Central Stock Section
a.2. Record Office
The Physical Plant and Development Services
b.1. Civil Works and Janitorial Services Section
b.2. Water System Section
b.3. Transport Section
b.4. Machinery Section
b.5. Electrical Section
Finance and Management Services
¢.1. Accounting Office
c¢.2. Budget Office
¢.3. Cashier’s Office

Section 3. He/She shall be primarily accountable to the University President and

fall conscientiously assist the Umversity President i the general supervision of the

resenreh, development and extension operations of the University in accordance with the
custing government and University principles. policies, rules and regulations.

Section 4. He/She shall perform the following duties and functions:

serve as Vice Chairperson of the University Research, Development and
Iixtension Committee;

serve as Chairperson of the Promotion and Selection Board for all research,
development and extension positions.;

exercise leadership and general supervision over all research, development and
extension programs, projects and activities of the various units of the University;
develop and recommend to the University President policies and guidelines
governing research, development and extension affairs of the University for the
BOR confirmation;

lcad in the program planning and development of research, development and
extension programs, projects and/or activities which are geared towards the
growth and development of the University, the region and the country;

direct the implementation of research and development programs and extension
services of the University;

sereen and recommend to the President, through the University Personnel Career
Development Committee, applicants for scholarship, personnel development
and other purposes;

coordinate, monitor and appraise the performance of the various research and
extension units and personnel of the University, including those of the research
centers/institutions established in the University and other affiliate research
agencies/institutions;

plan, promote, carry out close working relations and link with appropriate
government, non-government research and development organizations: and
exercise such other powers and functions as may be directed by the President.

\rticle 49. The Line Offices Under the Vice President for Research, Development
und Lxtension

Section 1. The line offices under the Vice President for Research, Development and
I vtension shall be, but not limited to, the following:

The USM Agricultural Research Center (USMARC)
The Research and Development Office

The Extension Services Center

The Research Centers/Institutes

Testing Laboratories and Processing Plants
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Article 50. The Vice President for Resource Generation and Entrepreneurial
Services

Section 1. The Vice President for Resource Generation and Entreprencurial Services

(VPRGES) shall be designated by the University President for a term of two (2) years
without prejudice to redesignation, subject to the confirmation of the BOR.

Section 2. Qualifications

He must possess the following qualifications:

a.
b.
C.

d.

holder of any appropriate doctorate degree;

at least Professor I;

must have at least seven (7) years experience in resource generation and
entrepreneurship; and

at least five (5) years of administrative experience.

Section 3. He/She shall be primarily accountable to the University President and
shall conscientiously assist the University President in the general supervision of the
finance, resource generation and entreprencurial services of the University in accordance
with the existing government and University principles, policies, rules and regulations.

Section 4. He/She shall exercise the following duties and functions:

a.

b.

g

h.

serve as Vice Chairperson of the University Resource Generation Management
Committee;

exercise leadership and general supervision over all resource generation
programs, projects and activities of the various units of the University;
develop and recommend to the University President policies and guidelines
governing the resource generation affairs of the university for the BOR
confirmation;

lead in the program planning and development for resource generation activities
which are geared towards the growth and development of the University;
direct the implementation of resource generation programs and projects of the
University;

coordinate, monitor and appraise the performance of the various resource
generation units of the University;

plan, promote, carry out close working relations and link with appropriate
government and non-government organizations; and

exercise such other powers and functions as may be directed by the President.

Article 51. The Line Offices of the Vice President for Resource Generation and
Entrepreneurial Services

Section 1. The line offices Under the Vice President for Resource Generation and
Entrepreneurial Services shall be, but not limited to, the following:

a. The Business Development Center
b. The University Health and Hospital Services
32 usmeode

Article 52, The Secretary of the Board and the University

Section 1. As Sceretary of the Board of Regents, he/she shall exercise the following

cihie duties and functions:

serve as custodian of all records and proceedings of the Board;

under the direction of the University President, prepare the agenda for Board
meetings and furnish the Chairperson and the members of the Board of Regents
the agenda folder at least three (3) days before the scheduled meeting;

where and when necessary, make available on-line the plane tickets for the
Board of Regents, the resource persons and other officials needed in the
meeting;

notify all members of the Board of the schedules of all regular meetings, special
sessions or other undertakings:;

issue excerpts of minutes of meetings, and/or certifications on acts and policies
promulgated by the Board of Regents for public information and also for the
information of the concerned units, faculty, staff and students, upon approval
of the University President; and

exercise such other powers and functions as may be directed by Board of
Regents or by the University President.

Section 2. As Secretary of the University, he/she shall exercise the following duties

J tunctions:

serve as Secretary of the Administrative Council;

keep all records and proceedings of the meetings of the Administrative Council;
notify all members of the Administrative Council of the scheduled regular and
special meetings and other undertakings;

upon orders of the University President, prepare pertinent memoranda, circulars,
bulletins and other official communications for the signature of the former:
cause the dissemination of policies, rules and regulations promulgated by the
Board of Regents or by the Council through the UPRIO;

keep custody of records of the University Administrative Council which may
be made open only to persons of interest, faculty, students, staff, or stakeholders
for scrutiny subject to such limitations as maybe provided by law and upon
approval of the President;

issue excerpts or appropriate certifications upon request of officials or employees
of the University and other entities with the permission of the University
President; and

exercise such other powers and functions deemed necessary by the University
President.

Article 53. The Executive Assistants

PO

Section 1. There shall be as many Executive Assistants as are necessary, to be
desipnated by the University President, to assist and advise him on the effective and
¢i1icient performance of the duties and functions of his Office and on various areas of
crn as may be deemed exigent to the service by the University President.
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VICE PRESIDENT FORACADEMIC AFFAIRS AND THEIR FUNCTTONS and room assignments;
i lead the preparation of the school academic calendar: ind
Article 54. The Office of the Director for Instruction ; f perform such other functions as may be assigned 1o him/her by higher

authorities.

Section 1. Policy Statement. The Office shall provide support staff to the Vice

President for Academic Affairs in carrying out academic policies, need-based and market- @ Section 5. There shall be a Program Development and Curriculum Review Division
driven program development of the University and shall exercise general supervision Binded by a Chairperson who shall be designated by the University President for a term
over the Program Development and Curriculum Review Section and Performance. Al 1w (2) years, subject to renewal and confirmation of the BOR. The Chairperson shall
Monitoring and Evaluation Section. have the following duties and functions:

Section 2. Designation. The Office of the Director for Instruction shall be headed , undertake regular reviews and updates of the curricular offerings of the
by a Director to be designated by the University President upon recommendation of the University to keep pace with the changing needs and demands of the time;
Vice President for Academic Affairs for a term of two (2) years, without prejudice to recommend to higher authorities of the University, through the Office of the
redesignation, subject to the confirmation of the BOR. Director for Instruction, the institution, revision and/or abolition of certain

courses and curricula in consultation with the concerned Colleges/Institutes;

Section 3. Qualifications. and

perform such other related functions as may be assigned to him/her by higher

He/she must possess the following qualifications. authorities.

a. holder of an appropriate doctorate degree;

b. at least Associate Professor V: Seetion 6. There shall be a Performance Monitoring, Evaluation and Accreditation

c. with at least five (5) years of teaching experience; and [3ivision headed by a Chairperson who shall be designated by the University President

d. at least three (3) years of academic administrative experience in USM. {or o term of two (2) years, subject to renewal and confirmation of the BOR. The

Jnirperson shall perform the following duties and functions:
Section 4. The Director for Instruction shall perform the following duties and

functions: exercise general supervision in the monitoring and evaluation of current
programs of the University adopting an outcome-based approach to increase
a. recommend to the Vice President for Academic Affairs measures to rationalize both the effectiveness of the quality assurance system and the quality and
faculty loading and room assignment profile of the colleges: : efficiency of the institution;
b. in collaboration with the University Human Resource Management and b take the lead role in the accreditation of the different academic programs in
Development Office (UHRMDO), supervise the conduct of the Faculty coordination with the academic deans of the units involved;
Performance Evaluation and sccure the same for tabulation by the former; ! .. provide information on the monitoring and cvaluation system of the University;
c. assist the Vice President for Academic Affairs in the conduct of curricular, and
instructional and other program related activities of the University; perform other related functions as may be assigned to him/her by higher
d. upon certification by the College/Institute Dean and the Accreditation Division authorities.
Head on the readiness of an academic program for accreditation, recommend to

the Vice President for Academic Affairs the release of the accreditation fund to \rticle 55. The University Admission & Records Office (ARO)

the concerned College/Institute;

e. undertake regular reviews and updates of the curricular offerings of the & Section 1. Policy Statement. The University Admission and Records Office plays
University to kecp pace with the changing needs and demands of the time and , critical role in determining who may be admitted to study in the University and be
recommend to the Vice President for Academic A[Tairs for appropriate action: provided with guidance and counseling services and in the efficient safekecping and

f. prepare memoranda for appropriate action by the Vice President for Academic ¢llective management of student records for the proper evaluation and validation of
Affairs to disseminate educational policies and standards issued by higher ctudent grades and credentials as bases for the granting of degrees, certificates and other
authorities for the observance of the colleges:; cudemic-related achievements.

g. in consultation with the Dean of the Graduate School. ascertain the viability
of graduate program proposals from the colleges and recommend appropriate
action to the Vice President for Academic Allairs:

‘ UsMCode 35
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VICE PRESIDENT FOR ACADEMIC AFFAIRS AND THEIR FUNC TTONS i and room assignments;
i lead the preparation of the school academic calendar: and
Article 54. The Office of the Director for Instruction 1 . perform such other functions as may be assigned 1o him‘her by higher
¥ authorities.

Section 1. Policy Statement. The Office shall provide support staff to the Vice,

President for Academic Aflairs in carrying out academic policies, need-based and market- Section 8. There shall be a Program Development and Curriculum Review Division
driven program development of the University and shall exercise general supervision fvaded by a Chairperson who shall be designated by the University President for a term
over the Program Development and Curriculum Review Section and Performance ol two (2) years, subject to renewal and confirmation of the BOR. The Chairperson shall
Monitoring and Evaluation Section. fve the following duties and functions:

Section 2. Designation. The Office of the Director for Instruction shall be headed I undertake regular reviews and updates of the curricular offerings of the
by a Director to be designated by the University President upon recommendation of the University to keep pace with the changing needs and demands of the time;
Vice President for Academic Affairs for a term of two (2) years, without prejudice to recommend to higher authorities of the University, through the Office of the
redesignation, subject to the confirmation of the BOR. Director for Instruction, the institution, revision and/or abolition of certain

courses and curricula in consultation with the concerned Colleges/Institutes;

Section 3. Qualifications. and

perform such other related functions as may be assigned to him/her by higher

He/she must possess the following qualifications. authorities.

a. holder of an appropriate doctorate degree;

b. at least Associate Professor V; Section 6. There shall be a Performance Monitoring, Evaluation and Accreditation

c. with at least five (5) years of teaching experience; and Jivision headed by a Chairperson who shall be designated by the University President

d. atleast three (3) years of academic administrative experience in USM. {or o term of two (2) years, subject to renewal and confirmation of the BOR. The

1 ¢ Luiperson shall perform the following duties and functions:
Section 4. The Director for Instruction shall perform the following duties and

functions: 4. exercise general supervision in the monitoring and evaluation of current
programs of the University adopting an outcome-based approach to increase

a.  recommend to the Vice President for Academic Affairs measures to rationalize both the effectiveness of the quality assurance system and the quality and
faculty loading and room assignment profile of the colleges; efficiency of the institution;

b. in collaboration with the University Human Resource Management and take the lead role in the accreditation of the different academic programs in
Development Office (UHRMDO), supervise the conduct of the Faculty coordination with the academic deans of the units involved;

Performance Evaluation and secure the same for tabulation by the former; .. provide information on the monitoring and evaluation system of the University;

c. assist the Vice President for Academic Affairs in the conduct of curricular, | and
instructional and other program related activities of the University; . perform other related functions as may be assigned to him/her by higher

d. upon certification by the College/Institute Dean and the Accreditation Division authorities.

Head on the readiness of an academic program for accreditation, recommend to .
the Vice President tfor Academic Affairs the release of the accreditation fund to \rticle 55. The University Admission & Records Office (ARO)
the concerned College/Institute;

e. undertake regular reviews and updates of the curricular offerings of the Section 1. Policy Statement. The University Admission and Records Office plays
University to keep pace with the changing needs and demands of the time and critical role in determining who may be admitted to study in the University and be
recommend to the Vice President for Academic AfTairs for appropriate action: provided with guidance and counseling services and in the efficient safekeeping and

f. prepare memoranda for appropriate action by the Vice President for Academic ¢Ilective management of student records for the proper evaluation and validation of
Affairs to disseminate educational policies and standards issued by higher vtudent grades and credentials as bases for the granting of degrees, certificates and other
authorities for the observance of the colleges: ademic-related achievements.

g. in consultation with the Dean of the Graduate School, ascertain the viability
of graduate program proposals from the colleges and recommend appropriate
action to the Vice President for Academic Allairs:

USM Code 55
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shall be designated by the President, upon recommendation of the Vice President for

Academic Affairs, for a term of two (2) years, without prejudice to redesignation, subject

to the confirmation of the BOR.
Section 3. Qualifications. He/She must be a holder of Registrar 111 item.
Section 4. Functions. The University Registrar shall exercise general supervision

over the management of students’ records. Among others, the University Registrar shall:
a. adopt measures to improve enrollment such as making it online;

b. develop a database system to secure the fidelity, efficiency and accuracy of -

student records and to make the same accessible to parents or guardians, and
c. perform such other functions as may be deemed necessary by the University
President or by competent higher authorities.

Article 56. The University Learning Resource Center (ULRC)

Section 1. Policy Statement. The ULRC is a repository of updated knowledge,
practices and technologies in all available media and information technology which

shall be open and accessible to all learners faculty and staff of the University and any

interested visitors who are willing to submit to the reasonable processes of the Center.

Section 2. Designation. The ULRC shall be headed by a Director to be designated

by the President upon the recommendation of the Vice President for Academic Affairs

for a term of two (2) years without prejudice to redesignation, subject to the confirmation
of the BOR.

Section 3. Qualifications
He/she must possess the following qualifications:

a. aPRC licensed librarian;
b. amaster’s degree holder in Library Science, and

c. at least five (5) years experience in professional library work with three (3)

years of supervisory experience.

Section 4. Functions. The Director of ULRC shall perform the following functions: “

a. provide every learner access to the learning resource holdings of the Center

upon validation of the learner’s intent;
b. draw the validation rules and the regulations on the learners’ access to the

holdings and equipment of the Center for the appropriate action of the University

authority;

formulate, administer, and implement library policies, rules and regulations;
coordinate the activities of all library units;

exercise general supervision over all library personnel and staff;

acquire library materials, equipment, and supplies;

supervise the maintenance of records and statistics;

prepare and supervise programs for in-service training of library personnel;
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library records and other phases of library management;
nstruct hibrary personnel on cataloguing and classifying library collection;

L imuate continuous enrichment of the resources, methodologies, and techniques
for the development and improvement of the Center;

I recommend the establishment of linkages with foreign and local agencies,
colleges and universities for the development of the Center’s resources; and

. perform other related functions deemed necessary by the University President
or higher authorities.

Ariicle §7.The Office of Student Affairs

Section 1. The Office of the Student Affairs shall be headed by a Director to be

disipnated by the University President for a term of three (3) years without prejudice to
fedesignation, subject to the confirmation of the Board of Regents. He/she shall possess
the tollowing qualifications:

i at lcast a holder of an appropriate Master’s degree;

v at least an Associate Professor I;

¢ with at least five (5) years of teaching experience; and
- at least three (3) years of administrative experience.

Section 2. The Director of Student Affairs shall perform the following functions:

i serve as a link between the University Administration and the student body and/
or its component organizations and associations, and provide opportunities for
the students’ active involvement in the affairs of the University;

I oversee the activities of all student organizations and provide guidance to
students along social, cultural, educational and community leadership;

¢ coordinate all registered and recognized student organizations to operate under
the charter and rules of the University;

. supervise and coordinate the functions and activities of the offices and personnel
under him/her; and,

¢ perform other related functions that may be assigned to him/her by the
University President or higher authorities.

Section 3. The Offices under the Office of Student Affairs shall be the following:

4. University Guidance and Counseling Office

b Student Publications and Yearbook Office

¢ Student Dormitories

d. Career and Placement Office

¢ Testing and Research Service

I Student Organization

. Campus Ministry Program

1. Student Scholarship and Financial Assistance Office
i Student Discipline
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Guidance Counselor who shall, at least be a holder of appropriate Master’s degree and
license, at least Assistant Professor I, with at least three (3) years of teaching experience
and at least two (2) years of administrative experience.

The Guidance and Counseling Office shall perform the following duties and
functions:

a.  manage students’ activities/services aimed at reinforcing their ability and
confidence in knowing and understanding themselves in relation to others and
developing their own psychological growth and development;

b. initiate continuous enrichment of the unit’s resources, approaches/methodologies
and techniques of counseling and its testing, group/peer guidance or dynamics
and other guidance services;

c. provide individual and group counseling, information service, academic
follow-up of problem students, guidance enrichment programs, student-peer- |
facilitators’ program and other related services for the well-being and personal
development of students; §

d. organize in-service training of personnel engaged in guidance and counseling
services; and

e.  perform other dutics and functions that may be assigned to him/her the office by
higher authorities.

Section 5. The Office of Student Publications and Yearbook Office shall consist of
an Adviser and a Co-Adviser who shall perform following the following functions:

a. oversee the publication and distribution of the official student organ of the
University; {
b. supervise and coordinate the publication and circulation of the Yearbook for the
graduating classes of the University; and
perform such other duties and functions as may be assigned to the office by
higher authorities.

o

Section 6. The Student Dormitories shall each be headed by a Resident Manager,
who shall be designated by the University President.

The duties and functions of a resident manager include the following : E
a. manage the activities/services of the Residence Hall assigned to him/her to’
ensure the development of habits/attitudes/values of healthful living, efficient
home management and good social relationships/responsiveness among student.
residents thereof
supervise the activities involving student housing services/activities; :
¢.  submit all reports, recommendations and plans for improvement of the student
housing services/activities;
d. act on dormitory petty cases referred by dormitory student leaders and refer.
them to the Guidance Office for approriate action/solutions; and ;
e.  perform other duties/ responsibilities that may be assigned to him/her by higher:
authorities.
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Section 7. The Career and Placement Office shall be headed by a Section Head to be
1snated by the University President and who shall perform the following functions:

i keep a record of the personal data of University graduates, survey employment
needs and problem of graduates, and make follow-up studies on the nature and
status of graduates;

b, coordinate with employment agencies for possible job placement of qualified
graduates of the University;

¢. initiate the conduct of seminars/conferences/fairs on job placement and
employment;

(. recommend qualified graduates for employment, on the job training, or
apprenticeship; and

¢ perform such other related functions as may be assigned to him/her by higher
authorities.

Section 8. The Testing and Research Service Office shall be headed by a Section
Heud 1o be designated by the University President and who shall discharge the following
Iuties and functions:

1. directly supervise the conduct of entrance examinations for entering freshmen
and transferees;

. advise entering freshmen on the appropriate course they should take based on
their performance in the entrance examination;

¢ conduct appropriate researches on various areas affecting the intellectual
potential, emotional make-up, physical well-being, social relationships,
vocational aptitude and skills and moral and spiritual formation of students;
and,

d. perform other duties and functions as may be assigned to him/her by higher
authorities.

Section 9. The Student Organization Regulatory Office shall be headed by a Section
Heud 1o be designated by the University President and who shall perform the following
duties and functions:

4. take charge of the registration of campus organizations and recommend their
official recognition by the University to appropriate higher authorities through
the Director of the Student Affairs;

b. directly supervise and coordinate the activities of the student organizations and
provide them adequate training for creative community leadership;

¢. ensure that all registered and recognized student organizations shall operate in
accordance with the rules and regulations promulgated by the University; and

d. perform such other duties and functions as may be assigned to him/her by
higher authority.

Section 10. The Campus Ministry Program Office shall be headed by a Section

Head 1o be designated by the University President and who shall perform the following
duties and functions:
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a. encourage students to attend to their respective weekly religious activities or |
congregations; ;

b. supervise and see to it that religious ministries, like, Bible sharing, prayer
meetings, and other related activities shall all be scheduled after class hours so |
as not to deprive students from attending their respective academic classes;

c. encourage, initiate and supervise the holding of ecumenical religious services
or activities during appropriate occasion in order to foster unity, solidarity and
teamwork among the students of the University; and,

d. perform such other duties and functions as may be assigned to him/her by
higher authorities.

Section 11. The Student Scholarship and Financial Assistance Office shall be headed

by a Section Head to be designated by the University President and who shall perform
the following duties and functions:

a. assist in the screening of applicants to the various student scholarship and
financial assistance programs offered by the University in accordance with
existing rules and regulations;

b. help in preparing student scholarship and financial assistance program proposals .
and in soliciting from donors or sponsors;

c. supervise the recruitment and placement of student assistants or student-
paid laborers from among the deserving students of the University upon the
recommendation of the concerned unit heads; ‘

d. assist in the preparation and processing of documents and other requirements
needed for the release of the incentives of scholars and grantees; and,

e. perform such other duties and responsibilities as may be assigned to him/her by
higher authorities.

Section 12. The Student Discipline and Decorum Office shall be headed by a Section
Head to be designated by the University President and who shall discharge the following
duties and functions:

a. assist in the enforcement of the policies, rules and regulations affecting the
students as provided in this Code and those promulgated by competent‘
authorities in coordination with the University Security Force;

b. conduct investigation of all reported cases of misbehavior and offenses
committed by students that are within its authority to investigate as prescribed
in the Student Code (Book IV of this Code); :

c. help in the enforcement and execution of final and executory decision or
judgment promulgated by appropriate disciplinary authority in cases involving
students and student organizations;

d. keep custody of all records of student disciplinary cases; and, g

e. perform such other duties and functions as may be delegated to him/her by
higher authorities.
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LINE AND STAF OFFICES UNDER THE OFFICE OF

VICE PRESIDENT FOR RESEARCH , DEVELOPMENT AND EXTENSION

AND THEIR FUNCTIONS

viticle 58. The Research and Development Office

Section 1. There shall be a Research and Development Office which shall be headed

Iy o Director to be designated by the University President for a term of two (2) years,
without prejudice to redesignation, subject to the confirmation of the BOR.

Section 2. Qualifications. The Dircctor for Research and Development shall have

the following qualifications:

T

4 He or she must be a holder of an appropriate doctorate degree.

b He or she must have at least three (3) years of experience in research and
development management.

¢ He or she must have at least three (3) years experience in administration.

J He or she must at least belong to the academic rank of Associate Professor I.

¢ He or she should have worked preferably on funded researches and have
published R&D outputs in refereed journals.

Seetion 3. The Director for Research and Development shall perform the following
fons:

4. coordinate all research and development activities performed by the units and
personnel of the University on and off the campus;

b establish research and development priority areas in consonance with, and in
support ol regional/national research priority areas;

¢, encourage and evaluate faculty and staff research proposals and recommend
funding support to the University or other agencies through the URDEC;

d initiate the establishment of strong linkages with other public, private, domestic
and foreign research agencies and organizations;

¢ recommend publication of completed researches in the University research
journal and other similar publications;

{ help in soliciting and procuring appropriate incentives for outstanding
researches done by the University faculty and staff and recommend them for
recognition by international, national, and institutional/ local government and
private organizations;

¢ conduct periodic evaluation of University research programs and make
appropriate recommendations for their improvement to higher authorities;

b index student undergraduate theses;

i, develop and update guidelines for thesis (outline and manuscript) preparation
and writing:

| revisit, review and regularly update the research manual of the University; and

Kk perform other related functions for the promotion of research and development
and other selected tasks deemed necessary by the University President or higher
nuthorities.
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Section 1. There shall be a University Extension Services Center (UESC) which
shall be headed by a Director to be designated by the University President for a term of
two (2) years without prejudice to redesignation, subject to the confirmation of the Board
of Regents.

Section 2. Qualifications. The Director shall have the following qualifications:

a.  He or she must be a holder of an appropriate doctorate degree;

b.  He or she must have at least three (3) years of experience in extension program
managemem.

¢. He or she must have at least three (3) years supervisory experience.

Section 3. The Director for the University Extension Services Center shall perform
the following functions:
a.  provide leadership in the planning and implementation of extension programs,
projects, and activities of the University;
b. conduct a periodic appraisal of extension problems affecting communities,
particularly, those within the service areas of the University;
¢.  generate extension plans, programs, and new approaches that shall improve the
efficiency, productivity, income, and general well-being of the people in the
service area;
d. propose annual budget for the implementation of the extension program/
projects/activities of the University; '
monitor the on-going extension programs/projects/activities of the University;
coordinate the University’s extension related programs, projects and activities;
ensure productivity and efficiency of R&E faculty researchers and staff and
represent them in their grievances;
h. establish linkages with Non-Government and Government Organizations;
prepare and submit periodic and other necessary reports of accomplishment to
the President through the VP for Research, Development and Extension;
j-  partner/network with researchers for dissemination of rescarch outputs to
stakeholders; and
k. perform other related functions as may be deemed necessary by the University
President or higher authorities.

® =e

Article 60. The National/Regional Research, Extension and Training Institutes/
Centers Established in the University

Section 1. Each National/ Regional Research and Training Institute/Center
established in the University shall be headed by a Director whose qualifications shall be
in accordance with the standards prescribed by the concerned institution.

Section 2. The Research and/or Training Institute/Center Director shall perform the
following functions:
a. develop dynamic and feasible plans for his/her unit pursuant to the Institute/
Center’s thrusts and objectives;

42 usMcode

ULILGHIIIIG. SPOLHIIL. PLIVLILY  dITdS a4l prepare project proposals based on
identified thrusts relative to the areas of concern of the Center/Institute;
plan programs, projects or activities and effect their systematic implementation
upon approval;

. supervise and manage personnel under him/her;
prepare and submit to authorities periodic reports of activitics and outputs;

I cstablish linkages and consortia with other supporting agencies for the
realization of the mission and objectives of the institute/center; and
perform other related functions as may be deemed necessary by higher
competent authorities for the attainment of the Institute/Center’s objectives.

CHAPTER 13
LINE AND STAFF OFFICES UNDER THE OFFICE OF THE
VICE PRESIDENT FOR RESOURCE GENERATION, AND
ENTREPRENEURIAL SERVICES
AND THEIR FUNCTIONS

\rticle 61. The Business Development Center (BDC)

Section 1. There shall be a Vice President for Resource Generation and
Fotieprencurial Services who shall exercise control and supervision over the Business
trevelopment Center (BDC) of the University.

Section 2. The BDC shall be headed by a Director to be designated by the University
tesident for a term of two (2) years, without prejudice to redesignation, subject to the
ontirmation of the BOR.

Scction 3. Qualifications. The Director for Business Development Center shall
ave the lollowing qualifications:
He or she must be at least a holder of an appropriate master’s degree with
special related training and/or working experience.
i He or she must possess at least three (3) years of relevant experience in
administration.

Section 4. The Director for Business Development Center shall perform the
following functions:

4. assist in the exercise of general supervision, monitoring and evaluation of all
resource generating activities of the University;

b implement the policies, rules and regulations relative to the operation of the
resource generating projects of the University;

¢, formulate and recommend program/project proposals to improve the operation
and productivity of existing resource generating projects of the university; and

d- - perform such other functions that may be assigned to him/her by higher
authorities.
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Section 1. There shall be a University Health and Hospital Services which shall be

headed by a Director to be designated by the University President for a term of two (2)

years, without prejudice to redesignation, subject to the confirmation of the BOR.

Section 2. Qualifications. The Director for the University Health and Hospital
Services shall have the following qualifications:
a.  He or she must be a Doctor of Medicine.
b.  Heorshe must possess at least eight (8) years of experience in hospital and health
services, three (3) years of which must be on management and supervision.

Section 3. The Director for the University Health and Hospital Services shall »

perform the following functions:

a.  direct the technical activities of the University Hospital and supervise all health

workers/personnel of the hospital;

b. lead in the planning, organization, formulation and implementation of policies
of the University Hospital;

c. lead, facilitate, and supervise the formulation of the University Hospital budget
proposals;

d.  conduct consultations and give medical attention to cases referred to by other
physicians;

e. regularly conduct medical and health inspection of the University Hospital
premises; .

f. supervise the physical, medical and dental examinations of students;

issue medical certificates to students and personnel, whenever necessary;

=0

personnel and general public;
i. evaluate performance of University Hospital personnel;
direct the training of the University Hospital staff and interns;

e

personnel; and
I perform such other functions as may be assigned by higher authorities.

CHAPTER 14
LINE AND STAFF OFFICES UNDER THE OFFICE OF VICE PRESIDENT
FOR ADMINISTRATION AND FINANCE AND THEIR FUNCTIONS
Article 63. Composition

Section 1. The key official of the Support Administrative Services of the University

shall be the Vice President for Administration and Finance. Under him/her are Support

Administrative Services, Directors/Managers of Non-Academic Units, and other officials
as may be designated by the University President.

provide health and sanitation information, lectures and orientations to students, -

recommend and enforce disciplinary measures to erring University Hospital -
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Budget Ofhice
I+ Accounting Office
Cashier’s Office

Section 1. The Budget Office shall be managed by a Senior Administrative Officer
(EA0)/ Budget Officer.

Section 2. Qualifications. The SAO/Budget Officer shall have the following
gualiticauons:

i He or she must be a holder of an appropriate Master’s degree. '
I He or she must have three (3) years of relevant experience in budgeting.

Section 3. The SAO/Budget Officer shall perform the following functions:

. prepare, consolidate, and review annual, supplemental, special or deficiency
budget of the University;

I prepare the necessary budget proposals and budget reports, related statements,
justifications and explanations of the same;
review budget estimates submitted by colleges and other units of the University;

assist in conducting budget hearings for appropriation requests;
monitor the distribution and allocation of funds of the University;

| prepare financial reports as required by higher authorities; and

i, perform such other functions as may be assigned to him/her by the University
President or higher authorities.

Section 4. The Accounting Office shall be managed by a Chief Accountant.

Section 5. Qualifications. The Chief Accountant shall have the following
yuuliications:
4. He or she must be a Certified Public Accountant.
. Heor she must possess at least three (3) years working experience in government
accounting.

Section 6. The Chief Accountant shall have the following functions;

4. supervise the proper recording of financial transactions of the University;

b. give technical advice on financial and budgetary matters to chief of office;

¢. prepare and submit statements on the financial status of the University;

. assist in the preparation of budget estimates and attend budget hearings;

¢. implement administrative and financial policies;

1. certify to the correctness of journal vouchers, journals, bills, statements of
accounts, trial balances, budget estimates, and other financial statements and
records;

. observe and implement existing government accounting and auditing rules and
regulations; and




President or higher authornities.
Section 7. The Cashier’s Office shall be managed by the Chief Cashier.

Section 8. Qualifications. The Chicf Cashier shall have the following qualifications:
a. He or she must be at least a graduate of Commerce or Business Administration.

b. He or she must possess at least three (3) years working experience in the

handling and accounting of money.
¢ He or she must have no record of crimes involving moral turpitude.

Section 9. The Chief Cashier’s Office shall have the following functions;

a. receive and pay out cash for vouchers, payrolls or other expenses;

b.  supervise the receipt of cash and checks for payments of goods, bills, rentals

and other obligations;

prepare and submit required reports for review by higher authorities:

d. review the posting of cash advances, disbursements, collection of revenues and
deposits; and

e.  perform such other functions deemed necessary by the University President or
higher authorities.

[e]

Article 65. Primary Function

Section 1. The officials and employees of the office for administration of the

University shall function primarily for the purpose of serving the four-fold functions of -

the institution.
Article 66. Other Ancillary Administrative Services Officials and Employees

Section 1. All other officials and employees of the administrative and finance
services whose duties and functions are not specifically defined in this Code shall

perform the inherent functions of their respective positions as provided under existing

laws and regulations and those prescribed by the Board of Regents and the University
President.

Article 67. The Administrative Services

Section 1. The Administrative Services shall be managed by a designated Director,

who holds the plantilla item of Chief Administrative Officer (Administration) and shall
perform the following functions:
a.  assistinthe review and checking ofall documents processed in the administration
and finance offices to ensure that they comply with the requirements set forth by
existing pertinent laws, policies, rules and regulations;

b.  prepare official communications and correspondence for the signature of higher

officials; and

¢.  perform other related functions as may be assigned to him/her by the University
President or higher authorities.
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v provade legal assistance to the University President;

b actas legal consultant to the Board of Regents:
act as legal counsel ol the University and notarize all University documents;

d o handle vestigation of” administrative cases involving University personnel,
students and - recommend appropriate disciplinary actions to the University
President:
dratt and review contracts and deeds involving the University; and
perform such other functions as may be assigned to him/her by the University

President.
Aiticle 08, The Property and Supply Office

Section L There shall be a Property and Supply Office which shall be managed by
i Adimstrative Officer V who shall perform the following functions:

supervise and coordinate the supply and property management activities in the
Liniversity:
plan, direct, and supervise the work of supply officers and personnel engaged in
the receipt, control and issuance of supplies/good:
miplement objectives, rules and regulations pertaining to supply and property
management;

J prepare and submit periodic, annual reports on supplies and property inventory
and other required reports;

¢ account for all office equipment and supplies, act as custodian of all records of
property, and conduct periodic inventory thereof as required by existing laws
and regulations; and

I perform such other related work as may assigned to him/her by higher
authoritics.

Article 69, The University Physical Plant Development Services

Scction 1. There shall be a University Physical Plant Development Services
(LPPDS) which shall be managed by a Director to be designated by the University
Prosident for a term of two (2) years, without prejudice to redesignation, subject to the

ontirmation of the Board of Regents.

Scction 2. Qualifications. The Director for Physical Plant Development Services
shall possess the following qualifications:
1. He or she must preferably be a graduate of engineering courses with special
related training and/or working experiences.
b He or she must have at least three (3) years of relevant experience in
administration.
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a. assist in the over-all supervision of the construction, maintenance and repair
of the University physical plant facilities under the general supervision of the
University President;

b. oversee the various phases of planning, design, location, construction and

maintenance of the buildings, facilities and other physical structures of the

University, including facilities for housing, light and water, transport and
machineries;

c.  prepare building plan and program of work in the construction of a building in
consultation with the requisitioner;

d. check projects for adherence to plans and specifications;

e. inspect and check the quality and quantity of construction materials delivered

to the projects pursuant to the purchase request specifications;

f.  consolidate the unit’s year-end reports on accomplishments and progress of
works;

g. enforce established policies and regulations goveming the proper care and
maintenance of the physical plant facilities of the University and the proper use
and operation of motor vehicles; and

h.  perform such other functions as may be assigned to him/her by higher authority.

Article 70. Standing Committees

Section 1. The University President shall create and constitute Standing Committees

in accordance with the provision of existing laws and regulations for the effective and
efficient discharge of the functions of the University, such as, but not limited to, the
following:

Committee on Personnel Career Development

Committee on Personnel Discipline

Bids and Awards Committec

Committee on Student Discipline

Grievance Committee

Housing and Land Use Committee

Internal Audit System

e oo o

Section 2. The University President may create other special offices or committees,
as may be deemed necessary.
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(11 ORGANIZATION OF INSTRUCTION, RESEARCH, EXTENSION
AND RESOURCE GENERATION

CHAPTER 15
'HE ACADEMIC UNITS, THEIR STRUCTURE AND PERSONNEL
AND THE NATIONAL SERVICE TRAINING PROGRAM

Avticle 71, The Academic Units

Section 1. There shall be as many colleges, institutes and laboratory schools, as are
W ssary, Lo carry out the mandated academic thrusts and programs of the University
sl promote equal access to educational opportunities mandated by the Philippine

Sunntitation.

I ich academic unit shall have as many departments as are needed to carry out its
“uinicular policies and programs.

Section 2. Pursuant to Section 4 (I) of Republic Act No. 8292, the University may
uleo absorb non-chartered tertiary institutions within the province where the University
i wituated in coordination with the Commission on Higher Education and in consultation
wotl the Department of Budget and Management.

Article 72. The Academic Personnel
Scetion 1. The academic personnel of the University shall consist of the University

Prenident. the Vice Presidents with academic ranks, the Deans of academic units,
Department Chairpersons, Professors, Associate Professors, Assistant Professors and

= Instructors.

Section 2. The academic personnel shall be classified as regular and non-regular
faculty.

I'he regular faculty shall include the following categories:
i University Professor

b College Professor

¢ ProfessorIto VI

J. Associate Professor [ to V

¢ Assistant Professor I to IV

I Instructor I to I11

I'he non- regular faculty shall include the following who shall serve in accordance

~ with the terms and conditions of their appointments:

i Professor Emeritus
b Visiting Faculty

¢ Affiliate Faculty

¢ Exchange Faculty




¢, Guest Leclurers
f. Contract of Service
g

. Part-time Faculty

Repeated reappointment/redesignation of a non-regular teaching personnel shall not:
create a right to another reappointment/redesignation or to security of tenure. :

Article 73. The Academic Departments

Section 1. The Departments shall consist of the members of the faculty engaged in
instruction.

Section 2. The Departments shall be based on the field of study or discipline of a}
college or institute. [

Section 3. A Department shall be headed by a Chairperson and shall have a minimum :
of three (3) full-time faculty members.

Section 4. The Department Chairperson shall perform the following functions:

a. lead in academic governance, especially, the collaborative development of
appropriate procedures for governance within the department;

b. cause the formulation of the department’s philosophy, goals and objectives in

conformity with the college and effectively articulate the same;

develop a career development plan for the faculty of the department in

consultation with the dean of the college;

d. serve as mentor to colleagues and work with other departments; :

e. preside over department meetings, except when he/she delegates his/her:
function;

. implement the department’s policies and programs;

g. sit as member of the Faculty Selection Board for the department;

h. conduct semestral faculty performance evaluation;

i. spearhead classroom observation;

j.lead in the curricular review and development and the formulation of syllabi
and teaching materials;

k. exercise sound academic advisement; q

I designate faculty members to necessary academic functions of the department; |

m. lead the department toward the achievement of the highest possible level of
excellence in instruction, research, extension, resource generation and other.
service activities; 1

n. be receptive 1 questions, complaints, grievances and suggestions from the
members of the department, both academic and non-academic personnel, and
students; :

0. lead in the development of the department’s academic programs within the
context of the mission of the college; and 1

p. perform other functions as maybe designated by the dean or higher competent
authority. 1

a
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Seetion L There shall be a collegeinsutuie assembly composed ol the Dean as
£ B person and the Taculty of the academic amit as members, For the Graduate School,
all tacudty members constitute the Graduate School Assembly.

Section 2. The Assembly shall have the lollowing functions;
plan, recommend academic policies, programs, projects and other activities
pertaining (o cach academic unit to be coursed through the Dean and the Vice
President For Academic Affairs and submitted to the Academic Council for
final action or recommendation to the University President and appropriate
action of the Board of Regents;

1 implement policies and guidelines governing the administration of the programs
and operations of the unit;
recommend candidates for graduation from the concerned academic units; and
perform other functions as maybe designated by higher authorities.

Section 3. The Assembly shall meet at least once every semester and such other
tirne s the academic unit head may preseribe or as proposed by a simple majority of the
fuculty of the unit present in the campus.

viticle 75, The National Service Training Program (NSTP)

Section 1. Pursuant to Republic Act. No. 9163, the National Service Training
Provram (NSTP) shall enhance civic consciousness and defense preparedness in the
vouth by developing the ethics of service and patriotism while undergoing training in
iy oftits three (3) program components.,

Section 2. The University of Southern Mindanao shall offer only two (2) program
components of the NSTP, namely:

4. The Reserve Officers’ Training Corps (ROTC); and

b, The Civic Welfare Training Service (CWTS).

I'he Literacy Training Services (LTS) components shall no longer be offered, unless
otherwase provided.

Section 3. Each of the two NSTP program components offered by the University
Al be undertaken for a period of two (2) semester programs, one (1) summer program or
s may be designed and formulated by the Department of National Defense, Commission
on Higher Education and Technical Education and Skills Development Authority.

Section 4. The University authorities shall exercise academic and administrative
crvision over the design, formulation, adoption and implementation of the two (2)
NSTP program components in Section 2 pursuant to the provisions of R.A. 9163 and its
liplementing rules and regulations.

Section 5. The provisions of Republic Act No. 9163 shall form an integral part of
i Code of Governance.
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CHAFIEK 10
RESEARCH, DEVELOPMENT AND EXTENSION

Article 76. Scope of Research and Extension Services

Section 1. The University Research, Development and Extension functions of the
University shall address the needs of the University and the community.

Section 2. The research programs of the University shall be geared towards the
discovery and expansion of scientific knowledge and development of technologies.

Section 3. The University Extension Services Center shall package research outputs
for extension purposes and community use.

Section 4. The Research and Development Office (RDO) and the University

Extension Services Center (UESC) shall respectively provide leadership in research,

development and extension related programs, projects, and activities of the University.

Article 77. Policies and Guidelines Governing Research, Development and Extension

Section 1. The overall administration and supervision of the research, development

and extension services of the University shall be vested in the Office of the Vice President
for Research, Development and Extension (VPRDE).

Section 2. Research, development and extension plans, program, or project proposals

shall be in accordance with established criteria and priorities prescribed by the University
Research, Development and Extension Committee (URDEC) and recommended by the
University President for approval.

Article 78. Research and Extension Personnel
Section 1. The Research and Extension staff shall be composed of the following:

a.  University officials and employees, who are detailed/seconded or designated
as rescarch and extension development administrators and support services
personnel; and

b. Full-time research personnel, such as: research administrators, researchers,
research assistants, lab technicians or support staff, with appointive positions.

CHAPTER 17
RESOURCE GENERATION

Article 79. The Business Development Center

Section 1. The resource generation production unit of the University shall be known
as the Business Development Center (BDC) which shall be headed by a Director who
shall be designated by the University President for a term of two (2) years without

) ‘w ihe Project Development Officer and project managers. The BDC Ofhce shall be
ity under the VPRGES

A ticle B0, Scope

soction 1. The Business Development Center (BDC) shall undertake resource

‘»“t'«m Fation activities. the income of which shall form part of the special trust fund of the

Linive iy,

Section 2. The BDC shall supervise and monitor all the activities of the various
siticnltural and non-agricultural and special projects of the University and shall
{aplement all pertinent policies, rules and regulations promulgated by the URGMC and
duly approved by the Board of Regents.

Section 3. The University shall engage in commercial agri-business programs, such

4+ diversified animal production, food processing, animal feed and seed production,
{ileterin. pharmacy, hostel and guest houses and other resource generation projects to
supment the operating budget of the University.

“ection 4. In addition to its resource generation functions, the BDC shall also provide
Wi appropriate venue for training students enrolled in agribusiness and technical or
“pecind courses, provide areas and facilities for conducting basic and applied researches,
4l provide sources of information to bolster the research, development and extension
programs of the University.

Atticle 81. Policies and Guidelines Governing Resource Generation

Section 1. The resource generation activities of the Business Development Center
(1110 ) shall operate under the special trust or revolving fund concept, subject to the
eunl povernment accounting, budgeting and auditing rules and regulations.

Scetion 2. Only projects that are likely to succeed on the basis of an appropri.ate
{vasibility study shall be approved for funding by the University upon recommendation
ol the URGMC.

Section 3. An incentive scheme based on the net income of the projects shall be
{nitituted to encourage personnel involved in resource generation activities to do their

bewt i managing their respective projects.

Section 4. The policies and guidelines referred to in this article and those which

~ iy hereinafter be provided shall be contained in a manual of operations for resource

{encration to be prepared by a competent body and for the approval of concerned
authorities.
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Article 82. The Resource Generation Personnel
BOOK 11

Section 1. The resource generation and production personnel shall be composed o . I'HHE ADMINISTRATION OF PERSONNEL, FINANCES AND PROPERTIES

the following:
e TITLE 5

a. University officials and employees, who are designated as production HUMAN RESOURCE MANAGEMENT

administrators and support services personnel; and

b. Full-time production officials and employees with appointive positions. CHAPTER 20

RECRUITMENT AND APPOINTMENT OF PERSONNEL

TITLE FOUR \rticle 86. General Provisions

THE INDEPENDENT/AFFILIATE OFFICES ; - :
Section 1. All appointments at USM shall be made according to merit and fithess.

{11 selection of employees shall be based on their qualifications and competence Lo
jwrtorm the duties and responsibilities of the position, in accordance with the policics,
and procedures laid down in the Merit System and Promotion Plans for the faculty
. tor the non-teaching personnel, whichever may be applicable, pursuant (o the rules
| e Civil Service Commission and such other evaluation criteria as may be adopted by

1 'SM,

CHAPTER 18
INDEPENDENT OFFICES

Article 83. The Commission on Audit

Section 1. The Commission on Audit (COA) shall be represented in the University:

by its duly designated Resident Auditor. . 7% o .
Section 2. There shall be no discrimination in the selection of employees on account

Section 2. All accounts and cxpenses incurred by the University, including foreign-' -ender. civil status, disability, religion, ethnicity, or political affiliation.

assisted and government-funded special projects, shall be subject to COA review.
Likewise, any disbursement of fund shall be in accordance with the COA rules and
regulations and other pertinent rules issued by competent authorities. 1

Seetion 3. Vacant positions in USM shall be filled-up through chain promotion as

eed warrants.  Preference shall be given to the qualified next-in-rank employee,
. ided that all the requirements for promotion as prescribed by laws and regulations
Ltisfactorily met and none of the disqualifications.

CHAPTER 19

THE AFFILIATE AGENCIES/INSTITUTIONS Section 4. The University President shall appoint personnel to plantilla positions

1l designate key administrative officials, subject to the confirmation of the Board of
jt-pents. The terms and conditions of appointment or designation shall be stated in

writing.

Article 84. Rules and Policies
Section 1. The University shall promulgate rules and policics aimed to promote

. . . Secti 1 s of versi heials S ‘ha ~ > 1
collaborative endeavors and linkages and to enhance its purpose. cetion 5. Appointments of University officials and personnel shall be made in

icordance with law.

Section 2. All linkage programs and projects entered into by the University with'
other institutions shall be covered by a Memorandum of Agreement or Memorandum o;
Understanding. 4

Section 6. All personnel of the University shall be appointed by the University

[ dent. subject to the confirmation/approval of the Board of Regents. The precise
(111 and conditions of every appointment shall be stated in writing.

Article 85. Review of Existing Linkage Agreements . ;

¢ g8 Geetion 7. Whenever required, the appointments of University personnel shali be

Section 1. The University shall conduct periodic review of existing contracts with submitted to the Civic Service Commission for appropriale action.

affiliate agencies/ institutions. ) - A .
Article 87. The Merit System and Promotion Plans

Section 2. In all linkage agreements for collaborative endeavors, the University
shall reserve the right to cause the termination of any contract or agreement for valid
reasons. y

Section 1. USM shall develop and implement a Merit System and Promotion Plan
1 uttend to personnel movements and actions in accordance with the Civil Service rules
Sand repulations.
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Section 2. The Merit System and Promotion Plan shall define the composition of’
the Selection and Promotion Board which shall assist the University President in the
Jjudicious and objective selection and promotion of University officials and employees.

Lection 3. Full time faculty members shall render a minimum of thirty (30) teacning
g K»“"- per week, which shall include actual classroom instruction and 10 hours a week for
Wil ieaching-related activities.

" . . 3 - o .
s e ety - ] Luction 4. Part time faculty members shall carry a worklgad of not more lhap tweI. :
; g“b Binirs per week. They shall also make themselves available for consultation wit

Section 1. The policies and procedures established in the Merit System and foritx

Promotion Plan and pertinent National Budget Circular issuances shall govern Lhé

appointment and promotion of faculty members. Wection 5. When the exigency of the service so requires, the University President

Wine nuthorize the extension of the daily working hours or }he rendition of oycrtirpe
Setvicos, even during Saturdays , Sundays, and Legal ﬁolldays. by any Umv_crsny
wlivinl or employee. The compensation of which shall be in accordance with applicable
Jusen and regulations.

Section 2. Recruitment, appointment, and promotion of the academic suppor
staff shall be made on the basis of the qualification standards, rules and regulations
promulgated by the Civil Service Commission and the policies and guidelines set forth‘l
in the Merit System and Promotion Plan for non-teaching personnel.

Loction 6. 1t shall be the duty of the head of unit or office to require all personnel

Article 89. Part-time, Contractual Faculty and Academic support staff a0 Winter Wim/her to strictly observe the prescribed working hours.

Section 1. When the exigency of the service so requires, the University shall recruit
part-time and contractual faculty and academic support staff in accordance with existing
laws, rules and regulations, subject to the availability of funds for the purpose.

 Astlele 91, Service Report

Section 1. Except as may be provided in the immediately succeeding section,

Wl members of the teaching and non-teaching personnel shall be required to submit

Section 2. Appointment of personnel to any non-regular or contractual position in il duly accomplished daily time records to the Human Resource Management and

the University shall not carry with it any vested right to reappointment or renewal of @ {3« lopment Office within five (5) days following the last day of each month. Nc;n-
contract of employment. Each contract of service for a specific work shall be treated as Libinivsion of said document shall be a valid reason to withhold the salary and other

a separate contractual employment. ~winpensation due to the concerned employee until compliance shall have been made by

b Ber/him
Section 3. For purposes of determining the effectivity of each contract of service,

the date of its execution or signing between the University President or his/her duly
authorized representative and the contractual employee shall be the control. The contract
shall automatically terminate at the end of the period stated therein, or the accomplishment |
of the purpose for which the contract has been entered into, without need of prior notice.

Gection 2. The President shall be exempted from accomplishing the daily time
woord

section 3. Every head of unit or office of the University shall require the proper

~wocomiplishment of the daily time records of all Univcrsit)_' officials and e.mployf:es under
“Jin/her using the prescribed form and place and duly registered on the biometrics or any
CELATTBR 21 " Lurrently used time keeping machine.

TERMS AND CONDITIONS OF EMPLOYMENT ‘ l
Secction 4. Falsification or irregularities in the observance'of working hours and‘t ne
* Leeping and accomplishment of daily time records shall be valid grounds for appropriate
* glisciplinary action.

Article 90. Working Hours

Section 1. Subject to government rules and regulations prescribed by CSC and !
CHED, teaching and non-teaching personnel shall render work of not less than eight (8)
hours a day, for five (5) working days (Monday to Friday) a week or four (4)days a week . ‘ -
at ten (10) hours a day (Monday to Thursday), as the case may be. 3 Section 1. The normal teaching load of each regular faculty in the tertiary leve o

; {140 <hall be based on the number of preparations per week per §emesler, i.e. 21. un'!ts
iy one (1) preparation, 18 units for two (2) to three (‘3) preparations, and l§ umtsll :;;
e (1) to five (5) or more preparations. In team teaching, thc_ workload credits shal
ivided proportionately between or among the concerned partics.

Article 92. Faculty Workload

Section 2. Any deviation from the provisions of the preceding section, such as, the
flexible working hours, shall be subject to the approval of the University President, in'
accordance with applicable laws, rules, and regulations.
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section 9. The equivalent workload-credits tor duly designated admimistrative

Section 2. The basic functiorn of the faculty in the academe is instruction;] |
iitien or their gquivalent shall be as follows:

Nevertheless, all teaching personnel of USM may be required to perform additional
functions such as: (1) administrative duties, (2) research and development work, (3 )

extension services, and (4) resource generation activities. 4 Vice Presidents IS units
i I College Deans/Directors 12 units
Section 3. Coroliary functions of the teaching personnel may include the followings ¢ Associate Dean 9 units

(  Department Chairpersons,

(1) lesson plan preparation; (2) preparation of the table of specification and correction o
Medical Technologist/ Nutritionist

of papers; (3) student consultation; (4) attendance in committee meetings; and (5);

preparation of course syllabi, teaching guides, and other related instructional materials. | Dietitian/ _
4 Guidance Counselor Coordinator .
Section 4. The compensation of visiting/affiliate professors and professionals shall; (per 500 students; prorated, if less) 6 units
be based on the number of working hours rendered, in accordance with the applicable College Coordinator 3 units

policies and guidelines of the University. g . ;
Section 10. In case of excess load, it shall be credited as service credit based on
Section 5. Exchange professors/lecturers shall be governed by an appropriate @xisting rules and regulations pertaining thereto.
Memorandum of Agreement (MOA) or contractual appointments, in accordance with
law. Their compensation shall be based on the number of working hours rendered, in

accordance with existing policies and guidelines of USM.

Article 93, Basig Salaries

section 1. All faculty members shall receive salaries in accordance with the salary

Section 6. The contact hour (CH) per week of actual teaching (AT) in the Full-Time sohedule provided for faculty positions and with existing compensation circular issued

Equivalent (FTE) of the faculty shall be based on the following weighted values: i the Department of Budget and Management.
a. For graduate/undergraduate lecture subject 1hour AT=1.00 CH Section 2. All non-teaching pgrsqnnc] shall rgqeive sala_ries in acco:t]i:]afl(}:le :v;)th i::
b. For graduate/undergraduate lecture Iab;’éhop course lhour AT= .75 CH svitem of compensation standardization and position classification established by

3 D purtment of Budget and Management.
For lecture/social laboratory classes, a load-credit unit of 0.02 shall be given to the |

faculty for every student in excess of 45 students per section. Seetion 3. Non-regular and contract of service employees shall be entitled to

: {ompensation stipulated in their contracts of service, as prescribed by applicable laws,
Section 7. A faculty member designated to undertake officially approved research, rules, and regulations.
development and extension, or resource generation activities without honorarium, shall -

be entitled to the following workload-credits or quasi-teaching assignments (QTA) Article 94. Additional Compensation

equivalent: | ‘
Section 1. All regular employees shall be entitled to other cm'npfans.an(_)nsar
a.  One (1) program 9 units allowances, such as, 13th month pay, year-end bonus, and other forms of incentives
b.  One (1) project 6 units granted by existing laws and regulations.
c.  One (1) study 3 units

Section 2, Authorized officials of USM shall be entitled to fixed rep_regentation and
{runsportation allowances (RATA) and other incentives pursuant to existing laws and

feulations.

Provided, that where one faculty member is designated to undertake more than
one research, extension, or resource generation activities at the same time, in one given g

period, the workload-credits to be granted shall not exceed a total of nine (9) units. _ ) .
Scetion 3. Members of the faculty or academic support staff, designated by the

University President to perform duties and functions, in addition to their appointive
positions, may be entitled to receive appropriate incentive pays or othe_r forms of
additional compensation, as may be allowed under existing laws and regulations.

Section 8. Faculty members assigned to supervise practice teaching/practicum/on-
the-job training shall be given a load-credit of three (3) units per 30 students, but not
to exceed 12 units; Provided, that the load-credits shall be pro-rated, if the number of
students involved is less than 30; Provided further, that such assignment is not part of the

course/subject requirements. Seection 4. The honorarium for faculty members on teacher’s leave but who teach

during summer shall be given at rates authorized by existing laws and. regulations.
Iowever, faculty members on vacation or sick leave status shall be required to teach
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one (1) three unit course during summer. Beyond this, they shall be entitled to receive an
honorarium in accordance with applicable laws, regulations or policies. i

Section 5. Non-teaching personnel who shall render overtime services based.
on approved request by the Chief of Office from the Office of the President, may be
compensated according to applicable laws and regulations. 1

CHAPTER 22
CAREER ADVANCEMENT AND OTHER PERSONNEL ACTIONS

Article 95. Advancement in Rank or Positions

Section 1. Advancement in ranks or positions of teaching and non-teaching
employees of USM shall be by promotion to next higher position or by appointment to
an upgraded or reclassified position, usually accompanied by an increase in salary.

Section 2. The policies and procedures established in the Merit System and
Promotion Plan for the teaching and non-teaching personnel of USM shall be strictly
observed in the movement or advancement in rank or position. b

Section 3. The Merit System and Promotion Plan of the University shall be subject

to the provisions of existing Civil Service laws and regulations.

Section 4. Upgrading and reclassification of appointive positions of USM shall be |

subject to pertinent government rules and regulations.
Article 96. Appointment of University and College Professors

Section 1. Every six (6) years, the University President shall appoint one (1)

University Professor from among the qualified full-fledged professors of USM pursuant
to NBC 461 and subject to PASUC accreditation and confirmation by the Board of -

Regents.
Section 2. To qualify for the position of University Professor, a faculty with a full-
fledged professorial rank must have reached the required number of credit points for the

position pursuant to pertinent government issuances and regulations.

Article 97. Other Personnel Actions

Section 1. Personnel actions, such as: transfer, reinstatement, reemployment,

detail, secondment, demotion, separation and other actions shall be governed by the
Civil Service laws, rules and regulations and other pertinent policies prescribed by the
University.

60 UsMCode

PERFORMANCE APPRAISAL AND AWARDS AND INCENTIVES PROGRAM
Article 98, Performance Appraisal System

Section 1. The performance of all University officials and employees shall be
coiited in accordance with the performance appraisal system of the Civil Service
( Cmmission (CSC) which shall be administered to continually foster the improvement
o individual employee efficiency and organizational effectiveness.

Seetion 2. The performance appraisal system may provide for at least five adjectival
[1ties, such as: outstanding, very satisfactory, satisfactory, unsatisfactory, and poor.

Section 3. No employee shall be considered for promotion without a record of two
jrlormance ratings of at least very satisfactory immediately preceding the assessment of
. lidates for movement to higher ranks or positions. Performance ratings of University

[icials and employees shall also be the main basis in the grant of the productivity
‘ntive bonus (PIB).

\rticle 99. Program on Awards and Incentives for Service Excellence (PrAISE)

Seetion 1. There shall be established and strengthened Program on Awards and
| oentives for Service Excellence (PrAISE) at USM, which shall encourage creativity,
ovativeness, efficiency and integrity in public service by recognizing and rewarding
hing and non-teaching personnel, individually or collectively (in group), for their
s uestions, inventions, researches, publications, superior accomplishments, and other
\perational improvements, or for other extraordinary acts and services in the interest
| the public, subject to existing Civil Service laws, rules and regulations and USM
ipproved policies and guidelines.

Section 2. All permanent members of the teaching and non-teaching personnel who
Lot the criteria for each specific award shall be entitled to receive such award, including
fose whose responsibilities comprise the making of suggestions, formulation of plans
11 policies or making recommendations to achieve greater efficiency and economy in
I University.

Section 3. The University shall create a PrAISE Committee that shall formulate rules
1 procedures to attain the objectives of the program in accordance with established

nudelines.

Section 4. Guided by established policies, awards shall be in cash for each idea or
\-complishment in addition to those already adopted by the government.
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TRAINING AND DEVELOPMENT
Article 100. General Provisions

Section 1. USM shall develop and implement a manpower development program
for its teaching and non-teaching personnel.

Section 2. Participants in training and development programs shall be selected

based on the actual needs of the University for specialization and enhancement.

Section 3. The University President shall create a Committee on Personnel Career

Development, with the Vice President for Academic Affairs as Chairman and the
Director for HRMDO as Secretary, that shall formulate the manpower development
program of the University and ensure its implementation subject to the endorsement by
the University President to the Board of Regents for confirmation.

Article 101. Scholarships, Fellowships and Training Grants

Section 1. USM shall establish local and international linkages and encourage its
teaching and non-teaching personnel, to pursue local and foreign-assisted scholarships,
fellowships, training grants, and/or attend seminars, conferences. workshops, and other
related human resource development programs.

Section 2. The heads of units, together with their personnel shall determine
scholarships, fellowship, and training needs of their respective teaching or non-teaching
personnel in accordance with the established faculty and staff development plans of their
respective units and the needs of the community they serve and shall submit the same to
the University President through the Committee on Personnel Career Development.

Section 3. The Committee on Personnel Career Development shall disseminate to
all concerned teaching and non-teaching personnel through their respective unit heads,
the availability of study grants scheduled conferences and seminars/workshops.

Section 4. Every faculty or staff who is a participant to, or recipient of a training/
scholarship or fellowship grant, shall execute a training/scholarship contract with the
University and shall submit a report on the grant he/she has completed. He/she shall
furnish the HRMDO a copy of his/her certificate or proof of completion for entry in
his/her personal file. He/she shall also be obliged to echo his/her training to his/her
colleagues.

Article 102. Professorial Chair
Section 1. Faculty members with the rank of Professor 1 or higher may carn

professorial chair after passing a professorial lecture, subject to the policies and
guidelines of USM.
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Seetion 1. Subject to the approval of the Board of Regents, a sabbatical leave may
b oanted to any regular member ol the faculty who plans to write a book: (.:ond\fct
W or research work, pursue a new idea or invention or perform any other activity with

fuitonal or international importance, provided he/she meets the following qualifications:

i Has rendered continuous service in USM as regular faculty membgr f.or not
less than seven (7) consecutive years immediately preceding the application for

sabbatical leave; .
I A holder of a rank not lower than Associate Professor I; A .
Must possess the capacity to fulfill the purpose of the assignment expressed in

his/her application; o .
(| Must submit a Plan of Work to the USM Scholarship Committee and must pass

the same to the Committee; and
Must not be more than 60 years old.

Section 2. A sabbatical leave shall be good for a period of one (1) year. Failure.to
¢ up with an output shall be a ground for the grantee to repay USM of the salaries
it other emoluments received during the period of his/her sabbatical leave.

CHAPTER 25
PERSONNEL RELATIONS AND WELFARE SERVICES

\rticle 104. Health, Safety and Social Services

Section 1. In order to sustain a high level of productivity and morale among the
1-aching and non-teaching personnel, USM shall:

a. take proper steps towards the creation of an atmo§phere conducive to
management-employee relations and improvement of the morale of -the
University personnel by making provisions for health, safety, counseling,
recreation, cooperatives, food, and other services;

b. kecp and maintain the workplace free from hazards that cause or may cause
physical harm to employees or damage to property.; and )

c. provide security measures for the safety and protection of persons and properties
inside the campus.

\rticle 105. Personnel Relations

Section 1. To promote harmony and better management-employee relationship and
cooperation, USM shall:

a. provide a system of informing the teaching and non-tca}ching pcrsonnc! of .thclr
rights and privileges, as well as, the rules governing their dut.lcs anﬂ obligations;
b. facilitate the dissemination of information, and the discussion of ideas among
the officers and employees through the administrative hierarchy by means



and encourage their participation, to the greatest degree practicable, in the
development of policies and other matters affecting them and their work; '
¢. conduct other activities, such as, athletics, social, recreational or ﬁclds’ trips,
that promote the well-being of all its constituents and the best interest of publi
service; and '
d. support lcfaching and non-teaching personnel to form, join, or assist employee
:)rgamzalmns or work with councils of their choice for purposes not contrary to/
aw. 1

CHAPTER 26
OTHER EMPLOYEE BENEFITS AND PRIVILEGES

Article 106. Official Leave of Absence

Section 1. In general, officers and emplo;
y S vees of the government whether permanent.
or temporary, xyho render work during the prescribed office hours shall, after six (6)
mom!ls of continuous, faithful and satisfactory service, be entitled to fifteen (15) days'
:asatno;lfin(:l ﬁlf’:leen (15) days sick leave with full pay, exclusive of Saturdays, Sundays
nd public holidays, without limitation to the number of d ir acc ated
ey r of days of their accumulated

Section 2. Casual employees shall be entitled to vacation and sick leave after havingj
rendered at least six (6) months aggregate service, provided that the six (6) month period |
does not involve a single break of more than one (1) week or several breaks of one (1) to
three (3) days, the total of which should not exceed fifteen (15) days. '

: Section 3. He?ds of units shall prepare a staggered schedule of the mandatory annual :
ve .(5) day vacation leave of officials and employees, however, in the exigency of the
service, they may cancel any previously scheduled leave.

Section 4. Subject to the provisions of the Civil Service law and other applicable -
laws, rules and .rcgulahons, leave benefits for permanent, temporary, and casual
employees, shall include, but not be limited, to the following: '

Vacation leave;
Sick leave;
Teacher’s leave;
Maternity leave;
Paternity leave;
Special Leave Privileges such as funeral/mourning leave, graduation leave )
cnrollment leave, wedding/anniversary leave, birthday leave, hospitalizatior; 1
leave, accident leave, relocation leave, and such other special leave benefits as
may be allowed by law.
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Article 107, Leave without ray

Seetion 1. Leave without pay for a period not exceeding onc ( 1) year may be granted
(0 o regular employee in addition to the vacation and/or sick leave carned. Leave without
pn tor a period exceeding one (1) month shall require the submission of clearance from
A1 property and financial accountabilities of the employees to the University.

Seetion 2. Leave without pay shall not be granted whenever an employee has
[emaining leave credits, except in case of secondment.

Section 3. Where officers and employees have pending formal administrative
harges against them, no vacation leave with pay shall be granted to the respondent

Juring the pendency of the case.

Section 4. Any official or employee, who has continually failed to report for work
. ithout an approved leave for a period of thirty (30) calendar days, shall be considered
1 absent without official lecave (AWOL) and shall be separated from the service or
iropped from the rolls without prior notice. He/she shall, however, be informed, at his/
Lo+ address appearing in his/her 201 files, of his/her separation from the service not later
(an five (5) days from its effectivity.

\rficle 108. Social Security and Insurance Benefits

Section 1. USM shall participate and enforce a compulsory membership of all its
‘mployees in the Government Service [nsurance System to provide them social security,
\surance and other benefits, subject to such limitations as may be provided by law.

Section 2. Compulsory coverage may also be extended to regular casual employees,
ither simultaneously, in phases or by groups, subject to availability of funds for the

purpose.

Section 3. Subject to the applicable laws and regulations, USM shall also effect the
membership of its employees in all other government-sanctioned programs for health
care, employee’s compensation, home development mutual fund, and other related
benefits for their welfare and well-being.

Section 4. USM shall include in its annual budget appropriations for its share of the
ontributions needed for the implementation of the provisions of this Article.

Article 109. Study Privileges of Employee’s Children

Section 1. Natural or legally adopted children of teaching and non-teaching
personnel, whether permanent or temporary, including those who died in line of duty
or in the service of USM, shall be entitled to free tuition and other privileges, as may
be deemed proper, upon enrollment, subject to the admission requirements and other
applicable policies and guidelines adopted by the University.

USM Code 55




Article 110. Housing and Land Use Privileges

Section 1. The University shall, as far as practicable, provide and maintain adequate E
and convenient housing facilities for its academic and non-teaching personnel at
reasonable and affordable rental charges, exclusive of light and water rental charges. -
The administration shall implement this provision by tapping both public and private

sources of funding.

Section 2. In the absence of an available unit of government cottage or housing 1
facility, a bona fide employee of the University may, upon permission of the University 3
President or his duly authorized representative, build a temporary residential house at
designated area within the campus. Said temporary residence shall be built using only E
light materials at the employee’s own expense. Construction shall be made ata designated
area in the campus duly reserved for the purpose. Such structure, however, can be

removed or demolished anytime, upon prior notice by the school administration, to pave

the way for the implementation of a development project intended to be established in

the said area.

Section 3. The University shall formulate and implement policies, rules and
regulations on housing and land use privileges for its personnel. In granting the privilege,
priority shall be afforded to permanent employees of the University.

Section 4. University Housing Committee. There shall be a University Housing

Committee tasked to enforce duly approved policies, rules and regulations for the
administration of all housing facilities of the University. The Committee shall be headed
by a Chairman, who shall also act as the Housing Administrator.

Article 111. Legal Service

Section 1. Subject to applicable laws and regulations, the University shall provide
frec legal and other related services to its official or employees, who is charged with
administrative, civil and/or criminal complaints by parties other than the University or
government law enforcement and regulatory authorities for acts or omissions committed
which are dircctly related to the lawful discharge of his/her official duties and functions
and/or in defense of University policies and regulations.

Article 112. Retirement Privileges

Section 1. In addition to the benefits granted under existing laws, retired members
of the teaching and non-teaching personnel shall be afforded the privilege to participate
in major University programs and activities.

Section 2. Professor Emeritus. Subject to the provisions of applicable laws and
regulations and the approval of the Board of Regents, a retired faculty member with the
rank of full professor may be appointed Professor Emeritus, provided that he/she meets
the following requirements:
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service to USM; . o )

b.  Must have achieved marked distinction as a productive scholar, scientist, artist,
or educator or is widely acknowledged as an effective and dedicated teacher;
and .

¢.  Must be a holder of doctorate degree. Preference, however, shall be given to
those who have served USM as dean or director.

Section 3. Special Committee. A special committee shall be constituted by the
| iniversity President from among the senior faculty members of the discipline wh.ere the
«tired professor belongs. The special committee shall be responsible for evaluating the

redentials of the nominee for emeritus appointment. The special committee shall submit
1 recommendation to the University President for endorsement to, and approval by, the
iioard of Regents.

Section 4. Composition. The special committee shall be composed of the Vice
iresident for Academic Affairs as Chairperson; the Dean where the nominee belongs, as
Vice Chairperson; and three (3) senior faculty members of the discipline, as members.

CHAPTER 27
ACCOUNTABILITY OF UNIVERSITY PERSONNEL

\rticle 113. Code of Conduct and Ethical Standards

Section 1. All University officials and employees must uphold the time-honored
principle that public office is a public trust and must, at all times, be accountable to the

people.

Section 2. University officials and employees shall observe the implementing rule.s
and regulations of R.A. No. 6713, the Code of Conduct and Ethical Standards for Public
Officials and Employees.

Section 3. Interpretation. The implementing rules and regulations shall be
interpreted in the light of the Declaration of Policy in Section 2 of R.A. No. 6713 as
follows:

“It is the policy of the State to promote high standard of ethics in public
service. Public officials and employees shall, at all times, be accountable to
the people and shall discharge their duties with utmost responsibility, integrity,
competence and loyalty, act with patriotism and justice, lead modest lives and
uphold public interest over personal interest. 2

Article 114. Civic Service and University Rules and Regulations

Section 1. All University officials and employees shall strictly observe and a.dhere
to the Civil Service rules and regulations which aim to promote the morale, efficiency,
integrity, responsiveness, and courtesy in the civil service.




Section 2. All Umiversity officials and employeces shall abide by the policies, rules, |
and regulations adopted by the Board of Regents. :

CHAPTER 28
GRIEVANCES

Article 115. General Provisions

Section 1. Employees of USM shall have the right to present their grievances to
the management and have them settled as expeditiously as possible in the best interest
of USM, employee/s concerned, union/association, agency/organization, and/or the
government as a whole. 3

Section 2. Gricvances may include, but not be limited to, the following: working -
conditions, work assignment, tools and equipment, work processes, job placemem.,
tenure, salary rates, reassignment, exercise of discretion, interpretations of rules,
regulations, policies and guidelines of USM. .

Section 3. Employees’ grievances shall be resolved at the lowest possible level and '
the employee shall have the right to appeal such decision to higher authoritics free from:
any form of reprisal or discrimination. '

Section 4. The University shall promulgate an Employees’ Grievance Procedure that
shall govern the expeditious, fair, and equitable adjudication of grievances in accordance
with the policies enunciated by the Civil Service Commission.

Section 5. University Employees’ Grievance Committee. A University Employees’ :
Grievance Committee is hereby created and shall be charged with the implementation of :
the provisions of this article.

Section 6. Modes of Settling Employee-Management Disputes:

a.  Conciliation — a process whereby a conciliator, designated by University
President or his/her authorized representative, calls together the parties involved
in a dispute, encourages them to discuss their differences, and assists them in
developing their own proposed solutions to their disputes. (Revised Procedures
for Conciliation of Cooperative Disputes in the Cooperative Development
Authority).

b.  Mediation — a voluntary process in which a mediator, duly chosen by the :
disputing parties, facilitates communication and negotiation, and assists the
parties in reaching a voluntary agreement regarding a dispute. (Section3(q) of :
R.A. No. 9285). ;

¢.  Arbitration — means a voluntary dispute resolution process in which one or ]
more arbitrators, appointed in accordance with the agreement of the parties, or
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(Scction3(d) of R.A. No. 9285).

A Voluntary Arbitration —a method of settling dispute/s by submitting the dispute
before an arbitrator or pancl of arbitrators chosen by both parties. The voluntary
arbitrators shall render a decision after proper hearing of the issue(s). The
decision of the arbitrator shall be final and binding on the contending parties.

¢ Compulsory Arbitration — a method of settling dispute which has become
hardened and irreconciliable and remains unresolved afier exhausting all
available remedies and exploring all avenues for a peaceful settlement of the
dispute under existing laws and procedures. The dispute is thus submitted to the
body established by law [(Public Sector Labor Management Council (PSLMC)]
that shall render a decision after proper hearing of the issue(s). The decision of
the Council shall be final and binding on the contending parties.

CHAPTER 29

RIGHT TO SELF-ORGANIZATION

\rticle 116. General Provisions

Section 1. All USM employces, regardless of employment status, may form, join, or
1+wist employees’ organization of their own choice for purposes not contrary to law, for

(e furtherance of their rights and protection of their interests. They may also form, in

ynjunction with appropriate authorities, labor-management committees, work councils,
1 other forms of workers’ participation schemes to achieve the same objectives.

Section 2. Disqualification. High-level employees, including the Vice Presidents,
Deans, and Directors, whose functions are normally considered as policy-making or
ianagerial, or whose duties are highly confidential in nature, shall not be eligible to
|0in the organization of rank-and-file employees. They may, however, form, and join an
issociation of their own.

\rticle 117. Protection of the Right to Organize

Section 1. USM officials and employees shall not be discriminated against with
respect to their employment by reason of their membership in an employees’ organization
or participation in the normal activities of their organizations. Neither shall their
~mployment be subject to the condition that they shall not join employees’ organization,
or shall relinquish their membership therein.

Section 2. USM shall not interfere in the establishment, operation, or administration

of any employees’ organization through acts designed to place such organizations under
the control of any USM official.
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with it, subject to the pertinent provisions of the Constitution and applicable laws,

rules, and regulations on the right of government employees to form associations. As |

far as practicable, employees® organizations shall use peaceful means in settling labor-
management disputes and not to resort to mass actions, which may result in disruption of
functions and stoppage of work at USM.

3

Section 4. In furtherance of the rights and interest of USM employees, the -

duly recognized and accredited sole representative of the rank-and-file employees’

organization may enter into a Collective Negotiation Agreement (CNA) with USM,

subject to the provisions of existing laws and regulations.

CHAPTER 30
SEPARATION

Article 118. Resignation and Reassignment

Section 1. No resignation or request for reassignment shall be considered unless

proper notice to that effect has been given by the concerned employee(s) to the University
President, through appropriate channels, at least thirty (30) days prior to its intended date
of effectivity. For faculty members, no resignation shall be accepted until after the end of
the current semester.

Section 2. The provision of the immediately preceding section shall not apply to a
resignation or reassignment due to serious illness or clear and present danger to the life
of the concerned employee, or when after careful evaluation of the circumstances by the
University President, the resignation or reassignment shall be for the best interest of the
University and the concerned employee.

Section 3. A resignation or request for reassignment shall take effect only after its
approval by the University President and clearance of the employee concerned from all
his/her money and property accountabilities with USM.

Article 119. Other Modes of Separation

Section 1. Other modes of separation from USM, such as: retirement, expiration of
term, death, and disability, shall be governed by applicable laws and pertinent rules and
regulations.

CHAPTER 31
DISCIPLINE

Article 120. General Provision

Section 1. No official or employee of USM shall be removed or suspended except
for cause as provided by law and after observance of due process.
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I rsonnel Discipline to be constituted by the University President.

Section 3. Duties. The Committee shall conduct the investigation of admin.is(ralivc
(i viplinary cases against University officials and employces and shall submit to the
{ liversity President its recommendations thereafter.

Section 4. Composition. The Committee on Personnel Discipline shall be composed
ol the following:

a) Chairperson.-- Vice President who has control and supervision over the person

complained of; ) ) "
b) Vice Chairperson.-- Dean of the college or director of the unit to whom the

person complained of belongs;

¢) Members: . ‘
1. The Director of the University Human Resource Management an

Development Office shall serve as the Secretary; ;i )

2. The Vice President of the recognized faculty association, if the person
complained of is a faculty member. The Vice President. of the re:cogmzed
rank-and file association, in case the person complained of is a non-

teaching personnel; and
3. The Vice President of the University Student Government.

In case any member of the Committee is the person complain_ed of, the Ur}iversity
'+ -sident shall designate another USM official or employee to sit in the Committee pro

hae vice.

In case of motu proprio complaints, the University President shall seek the assis@cc
ol the Office of the Solicitor General (OSG) or in licu thereof, a lawyer duly deputized
1w the OSG to assist in the presentation of evidence against the respondent.

Section 4. Impartiality. The members of the Committee on Personnel Discipline
<hall possess the cold neutrality of an impartial judge.

Section 5. Prohibition. No member of the Committee shall perform his/her func.tif)n
« hien the complainant is related to him/her within the fourth civil degree of consanguinity

or affinity.

Section 6. The Committee shall be guided by the rules of administrative investigations
111 accordance with the existing Civil Service Rules of Procedure.

\rticle 121. Disciplinary Jurisdiction

Section 1. As provided under existing laws and regulations, the Board of Re.gents. is
1he disciplining authority for USM officials and employees. Ner:rtl'lclfass, the Un}versny
I'resident shall have the authority to investigate and impose disciplinary sanctions on
crring USM officials and employees.




in case the penalty imposed is suspension of not more than thirty (30) days or fine in th
amount not exceeding thirty (30) days’ salary. In case the decision is dismissal, it shal
be subject to confirmation by the Board of Regents.

A motion for reconsideration of the decision dismissing the official or employeg
shall first be filed with the Board of Regents through the University President. If ( [
motion is denied, respondent can appeal the denial to the Civil Service Commission b
pending such appeal, the decision shall be executory. 1

Section 2. In case the penalty is suspension, respondent shall be considered as
having been under preventive suspension during the pendency of the appeal. In the event
of exoneration, respondent shall be entitled to reinstatement without loss of seniority
rights and payment of back salaries for the period of suspension pending appeal.

Article 122. Grounds for Disciplinary Action

Section 1. An administrative offense is an act or omission constituting a ground for

disciplinary action as provided under existing Civil Service laws, rules and regulations,
and issuances of USM.

Section 2. Administrative offenses with their corresponding penalties are classified

into grave, less grave, and light, depending on the gravity of their nature and effect of'
said acts on the government service.

Article 123. Commencement of Administrative Disciplinary Action.

Section 1. An administrative disciplinary action can be done by any member of the:
Board of Regents, or the filing of a duly notarized complaint by any person against any
official or employee of USM to the University President. If the complaint by the person,

who is not the disciplining authority, is not in writing and under oath, the same shall not
be given due course.

Section 2. If there is obvious truth or merit to the allegations in an anonymous
complaint, meaning it is supported by documentary or testimonial evidence, any member
of the Board of Regents may adopt the same as a motu proprio complaint. If the pcrson
complained of is the University President himself, the entire Board of Regents, excluding -
the University President and the Chairman of the Board of Regents, must unanimously *
adopt the anonymous complaint as their motu proprio complaint. In such case, the Board
of Regents shall constitutc Committees to conduct a preliminary investigation or of fact:
finding and eventually a formal investigation.

Article 124. Form and Content of Complaint

Section 1. The complaint shall be written in clear, simple, and concise language *
and in a systematic manner to apprise the USM officials or employees concerned on the

nature of the charge/s against said officials or employees, and to enable them to prepare
their defense.
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Section 2. 1 he complamt shatl contann.

a. the full name and address of the complainant;

b, the full name, address, position, and office of the person complained qf;

¢ a bricf statement of relevant and material facts, accompanied by ccrtnﬁt;:d true
copies of the documentary evidence, if any, and sworn statements covering the
testimony of the complainant’s witnesses; and

d. certification or statement of non-forum shopping.

In the absence of any one of the aforementioned requirements, the complaint shall
« dismissed.

\rticle 125. Where to file the complaint

The complaint shall be filed at the office of the University Presidgnt whp s!lall
“ndorse the same to the Committee on Personnel Discipline for preliminary mvgsugauon.
Otherwise, the same shall be dismissed outrightly pursuant to Section 2 of Article 125.

\rticle 126. Effect of Withdrawal of the Complaint

Section 1. The withdrawal of the Complaint shall not necessarily discharge the
jerson complained of from any administrative liability. Where there is obvious truth or
(nerit to the allegations of the complaint, the same shall be given due course.

\rticle 127. Action on the Complaint

Upon receipt of the complaint which is sufficient in form, the Committee shall
require the person complained of to submit a Counter-AffidavivComment under oath
within three (3) days from receipt of the notice.

Article 128. Preliminary Investigation

Section 1. Preliminary Investigation.—A Preliminary lnvestigation' involves the
x parte examination of records and documents submitted by the complainant and the
person complained of, as well as documents readily available from othcr_ government
offices. During said investigation, the parties shall be given the opportunity to submit
affidavits and counter-affidavits.

Failure of the person complained of to submit his counter affidavit shall be considered
as a waiver thereof.

Thereafter, if necessary, the parties may be summoned to a conference where the
investigator may propound clarificatory and other relevant questions.

Upon receipt of the counter-affidavit or comment under oath, the disciplining

authority may now determine whether a prima facie case exists to warrant the issuance
of a formal charge or not.




A fact-finding investigation may be conducted further or prior to the preliminary
investigation for the purpose of ascertaining the truth. A preliminary investigation
necessarily includes a fact-finding investigation. 3

The purpose of a fact finding or preliminary investigation is to determine whether |
there is a prima facie basis to file a formal charge against the person complained of. |
Otherwise stated, there must be a probable cause that the person complained of has.
committed the offense charged against him.

Article 129. Duration of Investigation

Section 1. A preliminary investigation shall commence not later than five (5) days‘
from receipt of the complaint by the disciplining authority and shall be terminated within i
thirty (30) days thereafter.

Article 130. Committee Report

Section 1. Within five (5) days from the termination of the preliminary investigation, 3
the investigating officer shall submit the Investigation Report and the complete records
of the case to the disciplining authority. .

Section 2. The ex parte - fact finding or preliminary investigation shall be held not
earlier than five (5) days and not later than ten (10) days from the date of receipt of the |
respondent’s answer. The said investigation shall be finished within thirty (30) days from
the filing of charges, unless extended for meritorious cases. 4

Article 131. Preventive Suspension

official or employee pending an investigation, in accordance with applicable laws, rules ;
and regulations.

under preventive suspension shall not be considered part of the actual penalty of
suspension imposed upon the employee.

Article 132. Penalties

Section 1. In meting out punishment, light penalties shall be imposed for light ~
offenses, and only one penalty shall te imposed in each case.”Each case” means one 3
administrative case, which may involve one or more charges or counts. '

Section 2. Subject to the confirmation of the Board of Regents and the provisions
of applicable Civil Service rules and regulations, the University President may impose
the principal penalty of removal/dismissal from the service, forced resignation with or
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Section 3. The penalty of dismissal may carry with it cancellation of eligibility,
| rfeiture of leave credits and retirement benefits, and the disqualification for re-
cmployment in the government service. Further, it may be imposed without prejudice to
riminal or civil liability.

Section 4. The penalty of forced resignation shall carry with it disqualification for
~mployment in the government service for at least one year. However, it may or may not
_ontain conditions relative to the forfeiture of leave credits and retirement benefits, and
e disqualification regarding re-employment in a specific class of position.

Section 5. The penalty for transfer shall carry with it disqualification from promotion
{or a period of six (6) months from the date of the respondent’s assumption of the new
position or office.

Section 6. The penalty of suspension shall carry with it disqualification from
romotion corresponding to the period of suspension.

Section 7. The penalty of reassignment shall carry with it disqualification from
romotion at the rate of two (2) months for every step or one month for every range
o1 salary by which he/she was demoted to be computed from the date the respondent’s
.ssumption of the new position or office.

Section 8. The penalty of fine shall carry with it disqualification from promotion for
, neriod twice the number of days fined.

Section 9. A reprimand shall be considered a penalty. However, a warning or an
\dmonition shall not be considered a penalty.

Section 10. In the determination of penalties to be imposed, mitigating and
\pgravating circumstances may be considered. Nevertheless, in the gppreciatio‘n
{hereof, the same must be invoked or pleaded by the proper party, otherwise, the said
_ircumstances shall not be considered in the determination of the proper penalty to be
imposed upon the concerned respondent.

Section 12. The imposition of the penalty shall be made in acoordanc.c \\{it'h.the
imanner specified hereunder, provided that the penalty attached to the offense is divisible
into minimum, medium, and maximum, to wit:

a. The minimum penalty shall be imposed where only mitigating and no
aggravating circumstances are present. .

b. The medium penalty shall be imposed where no mitigating and no aggravating
circumstances are present or when both are present, and they equally offset
each other.




c.  The maximum penalty shall be imposed where only aggravating and no
mitigating circumstances are present.
d. Where both aggravating and mitigating circumstances are present, the minimum_
penalty shall be applied where there are more mitigating circumstances present,.
and the maximum, where there are more aggravating circumstances. ‘

Section 13. The penalty of reassignment, demotion, or fine may be imposed mslead
of suspension from one (1) month and one (1) day to one (1) year.

Section 14. The penalty of fine maybe imposed instead of suspension from one (1)
day to one (1) month. However, it shall not exceed six (6) months.

CHAPTER 32
PROTESTS AND COMPLAINTS INVOLVING OTHER
PERSONNEL ACTIONS

Article 133. Protest

Section 1. A question involving an appointment or promotion may be the subject |
of a protest. A protest shall not render an appointment ineffective, but the same shall be -
subject to the outcome of the protest. '

Section 2. The above provision shall be governed by pertinent laws, rules, andl,
regulations. §

Article 134. Complaints Involving Other Personnel Actions
) Section 1. Other personnel actions, such as separation, dropping from the rolls, 5
disapproval of appointments, claims for back salaries and other benefits, may be brought *

to the Civil Service Commission by means of a formal complaint for the purpose, subjcct 4
to pertinent rules and regulations. |

76 usmcote

1LILE DIA
ADMINISTRATION OF UNIVERSITY FINANCES

CHAPTER 33
THE UNIVERSITY BUDGET

\rticle 135. General Provisions

Section 1. The annual budget of USM shall be prepared within the context of
«isting budgetary laws, policies, and regulations of the government. It shall conform
.1 the plans of USM and shall ensure cffective, efficient, and economical methods of
«hieving its objectives.

Section 2. Any income generated by USM from tuition and other fees and charges,
i~ well as those derived from the operation of auxiliary services, including land, cottage,
1 students’ dormitory rentals, shall be retained by USM and shall constitute a special
«udget subject to existing accounting and auditing laws and regulations. Such funds shall
« deposited in any authorized government depositary bank, and all interests accruing
Iiere from shall form part of the same fund.

Section 3. Pending approval of the annual budget for the current fiscal year, USM
tall operate on the basis of the budget of the preceding year.

\rticle 136. Preparation of budget proposal

Section 1. Committee on Budget Preparation. There shall be Committee on
Itudget Preparation, to be constituted by the University President, with the Vice President
{r Administration and Finance as Chairman, and the heads or representatives of the
various units of USM as members.

The Committee shall convene, not later than the end of the first quarter of every
car, to consolidate and submit to the University President the annual budget proposal of
[ 'SM for the incoming year for approval by the Board of Regents.

Section 2. Prior to the convening of the Committee, the Chairpersons of the
.arious academic departments and section heads of administrative offices of USM shall
1bmit to the Committee, through their respective representatives, the annual budgetary
rquirements of their offices to be prepared in accordance with the prescribed guidelines.
Said requirements shall be justified on the basis of the actual needs of each office and the

development programs of USM.
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EXPENDITURES

Article 137. General Provisions

Section 1. The expenditures include all charges against the funds of USM for the
current operating expenditures, capital outlays, and provisions for retirement and long
term obligations. The charges include both the amounts actually paid and those incurred

and recorded as liabilities to be paid in the future.

Section 2. No obligation shall be certified to accounts payable unless the obligation ‘
is funded on a valid claim, properly supported by sufficient evidence, and unless there is

proper authority for its incurrence.

Article 138. Prohibition of Irregular, Unnecessary, Excessive, Extravagant, or '"

Unconscionable (IUEEU) Expenditures

Section 1. No irregular, unnecessary, excessive or extravagant or unconscionable

expenditures of the University officials and employees shall be allowed.

CHAPTER 35
DISBURSEMENTS

Article 139. General Provision

Section 1. Disbursements constitute all cash paid out during a given period, whether ;

in cash or in check.
Section 2. All classes of disbursements shall comply with the following requirements:

a. certificate of availability of funds,

b. approval of claim or expenditures by the University President or a duly authorized

representative,
c¢. documents to establish validity of claim,
d. conformity of the expenditure to existing laws and regulations, and
¢. proper accounting treatment.

Section 3. Disbursement of USM funds shall be governed by the following rules:

a. Revenuc funds shall not be paid out of any depository except in pursuance of an
appropriation law or other specific statutory authority.

b. Trust funds shall not be paid out of any depository except in fulfillment of the

purpose for which the trust was created, and upon authorization of the University
President or his/her duly authorized representative, subject to pertinent laws,
rules and regulations.

upon instruments of withdrawal duly approved by the University President or
his/her duly authorized representative.

A ‘Temporary investment of investible funds authorized by competent authorities
of USM shall be construed as disbursement of funds.

CHAPTER 36
CASH ADVANCE

\rticle 140. General Provision

Section 1. Ideally, cash shall be handled under the general principles of the improst
tem, to wit:
a.  Daily receipts on collections must be deposited intact with the proper bank.
b. All payments must be made by check except in instance when it may be very
difficult, impractical or impossible to make payments by check. In such case,

payments may be made by the disbursing officer in the form of cash through
his/her cash advance.

\rticle 141, Types of Cash Advance
Section 1. Cash advances may either be regular or special.

Section 2. Regular cash advances are those granted to cashiers and disbursing

ilicers for any of the following purposes:

salaries and wages,

commutable allowances,

honoraria and other similar payments to officials and employees, and
petty operating expenses consisting of small payments.
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Section 3. Special cash advances are those granted only with the explicit authority
 the University President to duly designated disbursing officials or employees for other
<pally authorized purposes, such as:

a. current operating expenditures of an activity of USM undertaken in the field,
and
b. foreign travel expenditures.
\rticle 142. Guidelines on the Grant and Utilization of Cash Advances

Section 1. Only permanent official and employecs shall be granted cash advances.

Section 2. Only duly appointed or designated disbursing officers shall perform
Jisbursing functions, except those given cash advances for foreign travel.




Section 3. Only one disbursing officer shall.be ass?gnca/'c!esxgnatcu oy
legal purpose, except when designation of additional disbursing officers for the b‘"“b.
purpose is fully justified by the University President.

Section 4. Transfer of cash advance from one accountable official to another shall
not be allowed

Section 5. The cash advance shall be used only for the specific purpose for which it
has been granted.

Section 6. No additional cash advance shall be allowed to any official or employ! 3
unless the previous cash advance given to him/her shall have been first settled or a proper.
accounting thereof shall have been made.

Section 7. No cash advance shall be granted on account of infrastructure or othe
undertakings on a project basis.

CHAPTER 37
PERSONNEL SERVICES

Article 143. Payment of Salaries, Wages and Allowances
Section 1. The basic requirements for paymient of salaries and wagcs are:

a. existence of a legally created position, regardless of appointment status,
b. issuance of valid appointment,

¢. record of services rendered, and

d. payment to the right person.

i i ces of University ¢ hall be paid in legal
Section 2. Salaries and allowances of University unplgyecs S| }
tender of the Philippines through Automated Teller Machine (ATM) or through the:
Cashier’s Office.

Section 3. Payment of salaries and wages under spe:cial circumstances, such_as,
those intended for cmployees on detail or temporary assignment, de facto (?fﬁcerb a‘si
defined by law, employees called to military service, employees on lca\./e of absence, an
other circumstances, shall be governed by applicable laws and regulations.

Section 4. University officials and employees shall be granted allowances and
honoraria as may be allowed by law.

Section 5. Payment of salaries and wages shall be made twice a month, not beyond
the 15th and the 30th of the month.
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materials, furniture, equipment, or repair of an equipment is urgent or indispensable to
revent immediate danger, loss of life and/or property, or to avoid damage to public

Lrticle 144, Salary Retention or Deduction

Section 1. 1t shall be unlaw ful for a cashier or any other fiscal officer to withdraw or
tain from the salary any amount, contribution, or payment of an obligation other than
hose due to the government and other agencies, as may be allowed by USM.

Section 2. The following are allowable deductions:

a. withholding tax;

b.  GSIS premium and loans repayment, PhilHealth contributions, and PAG-IBIG
contribution and loan repayments;

¢ settlement of government claims against the employee;

d. cash disallowance;

¢. allotment of a fixed monthly amount to members of the family or dependent of
an employee upon written authorization of the same to the disbursing officer;
and

I deposits and payments of loans due to government lending institutions or duly
recognized associations of USM officials and employees, may be made upon
the written consent of the employee concerned.

CHAPTER 38
PROCUREMENT AND REQUISITION OF SUPPLIES AND MATERIALS

\rticle 145. General Provision

Section 1. All procurement and requisitions shall be made in accordance with the
provisions of existing government laws, rules and regulations, and other implementing
suidelines adopted by USM in accordance with the rules and regulations promulgated by
/e Commission on Audit and other competent authorities.
\rticle 146. Public Bidding/Electronic Procurement

Section 1. As a general rule, no contract for public service or for procurement
ol goods, supplies, materials and equipment shall be entered by USM without public
I'idding, in accordance with the existing accounting and auditing rules and regulations.

Section 2. USM may acquire supplies, materials, and equipment through electronic
jrocurement subject to the provisions of existing laws and regulations.

\rticle 147. Emergency Purchase

Section 1. Emergency purchases maybe allowed in cases where the need for supplies,

crvice, subject to the existing accounting and auditing rules and regulations.
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Article 148. Bids and Awards Committee

Section 1. The University President shall constitute a Bids and Awards Committee

that shall determine the mode of procurement of requested goods, supplies/materials,
infrastructure, equipment, and/or consulting services and shall recommend to the former

the winning bidder in accordance with existing laws and regulations.
Article 149. Payment of Contract

Section 1. USM shall, in no case, make advance payments for services not yet
rendered or for supplies, materials, and equipment not yet delivered under any contract.

Section 2. No full or partial payment shall be made by USM on any contract entered
into, unless all legal requirements are complied with.
CHAPTER 39
SALE AND DISPOSAL OF UNIVERSITY PROPERTY

Article 150. General Provision

Section 1. The sale and disposal of property of USM shall be in accordance with
existing government laws, rules and regulations.

Article 151. Disposal of Property

Section 1. Condemned properties of USM shall be disposed of either by shredding
and pounding beyond recovery.

Section 2. Disposable property may also be transferred with or without cost to other

government agencies after the Resident Auditor shall have approved it.

Section 3. In exceptional cases and for meritorious reasons, disposable property of
USM may be donated to charitable, scientific, and cultural organizations upon approval
by the Resident Auditor.

Article 152. Sale of Property

Section 1. Properties, which are in good condition but are not and shall never be
used by USM, may be sold through public auction.
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CHAPTER 40
INFRASTRUCTURE CONTRACT

Atticle 153. Mode of Contracting

Section 1. As a general rule, contracts on infrastructure projects shall be obtained
thicueh competitive public bidding, subject to existing laws and regulations appurtenant
ihereto. Infrastructure contracts may be negotiated under strict and limited conditions in
i tanner not contrary to laws, rules and regulations. However, it shall be the last recourse
und the exception to the general rule of competitive public bidding for infrastructure

vontract.
Article 154, Creation Bids and Awards Committee (BAC)

Section 1. There shall be Bids and Awards Committee (BAC) for USM to be
constituted by the University President in accordance with existing laws, rules, and
reptations. The BAC shall be responsible for the conduct of pre-qualification, bidding,
¢ valuation of bids, and recommending award of contracts.

Section 2. The University President or his/her duly authorized representative shall
approve awards and contracts upon the recommendation of the BAC within the limits
preseribed by law, rules, and regulations.

CHAPTER 41
TRAVELLING EXPENSES
Article 155. General Provisions
Section 1. The incurrence of expenses for official travels, local and foreign, shall be
poverned by existing laws, rules, and regulations.
CHAPTER 42
INVESTMENTS
Article 156. General Provisions
Section 1. Idle funds of the University may be invested in government securities,
money market placements, or with government financial institutions, through a duly
wuthorized body, subject to the approval of the Board of Regents.
Section 2. The investments shall be on short-term basis only. The proceeds of matured

vestments may, however, be rolled over as long as the funds are not yet needed, without
prejudice to the requirements of the University for adequate instructional facilities.




AL e AL v esuneis s bedeternined: by the University President
for a specific purpose, subject 1o the limits set by law and by the Board of Regents
Interests earned on these investments shall be expended only for such purpose and upon
authorization by the Board of Regents. i

CHAPTER 43
UNIVERSITY PUBLICATIONS

Article 157. General Provisions

Section 1. The rates of subscription to University publications shall be recommended:
by the University President or other officials designated by him/her, and duly approved
by the Board of Regents. Any income earned therefrom shall accrue exclusively to the
maintenance and support of said publication, subject to accounting and auditing rules
and regulations.

Section 2. All publication exchanges of the University shall be turned over to the
library.

TITLE SEVEN
ADMINISTRATION OF PROPERTIES

CHAPTER 44
CUSTODIANSHIP OF PROPERTY

Article 158. Persons Primarily and Secondarily Accountable for Government.
Property

Section 1. The University President shall be primarily accountable for all government
properties of the University. All other USM officials and employees entrusted with the
possession or custody of any University property shall be responsible to him/her with
correlative liability to government. i

Section 2. Each head of unit or office of the University shall be primarily accountable:
for all government properties assigned or issued to his/her unit or office covered by a
Memorandum Receipt. The faculty or staff” entrusted with the possession or custody
of government property under the accountability of head of unit or office shall be
immediately responsible to such officer. :

Article 159. Accountable Officer: Bond Requirement

Section 1. Custody or possession of government property shall be the basis of
accountability. 3
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Iresidents: b) Deans and Directors ©) Accountant; d): Cashier; ¢) Canvasser and
IMarchaser and other personnel mandated by law to post bond.

\rticle 160. Insurance of Property

Section 1. The University President, through his/her duly authorized representative,
lall secure from the Government Service Insurance System all insurance and bonds
overing properties, contracts, rights, and other insurance risks of the University,
ticluding all those in which the University has insurable interest.

\rticle 161. Use of Government Movable Property

Section 1. Movable properties issued by the Property Officer for official use of the
' niversity officials and employees shall be covered by a Memorandum Receipt (MR).

Section 2. Extraordinary care shall be observed in the use of movable properties. If
lie movable property is used by several persons, the concerned unit head shall designate
e of them to be responsible for its proper care and upkeep.

Section 3. No property shall be used or taken out of the office without prior written
ipproval of the authorities concerned.

Section 4. All accountable officers or employees for government property shall be
iable for any losses, damages or deterioration occasioned by negligence.

Section 5. When the movable properties issued to an employee are no longer
needed by him/her the same shall be returned to the property officer who shall cancel
the corresponding original Memorandum Receipt issued to the said employee. Similarly,
unused supplies previously issued from stock shall also be returned.

Section 6. No equipment shall be dismantled or repaired unless authorized by the
I’resident and certified by the accountant as to availability of funds for such activity, and
provided further, that the estimated cost for repair shall not exceed fifty percent of its
present value.

Article 162. Use and Operations of University Motor Vehicles

Section 1. Motor vehicles owned and operated by the University shall be stationed
m the motor pool under the direct supervision of the Director for Physical Plant
Development Services, who shall initiate a policy proposal for the sound, safe and
cfficient use of the said motor vehicles.

Section 2. The use and operation of motor vehicles owned by the University shall be
in accordance with the rules and operations of the University and the pertinent provisions
of existing government laws, rules and regulations, as well as the Commission on Audit
Circulars on the matter.




BUILDINGS AND GROUNDS

Article 163. Names of Buildings and Other Structures

Section 1. The University Administrative Council may propose names of buildings,

grounds, streets, and other structures of the University as it may deem fit.
Article 164. Maintenance and Repair of Buildings and Other Physical Structures
Section 1. All buildings and other physical structures of the University shall be ‘

properly inventoried and insured, and shall comply with the safety requirements provided
by law. d

Section 2. The maintenance of grounds and buildings of the University shall be '

under the general supervision of the Director for Physical Plant Development Services.

Section 3. The University buildings and premises used for academic purposes shall 3
be under the direct supervision of the concerned Deans, Department Chairpersons, and

other officials, who shall be responsible for the upkeep and maintenance of the buildings
assigned to them.

Section 4. University buildings used for the other purposes shall be under the direct ]
supervision of the building-in-charge.

Section 5. No repair of building shall be undertaken if estimated cost exceeds fifty

percent of its present appraised value.

Section 6. No building shall be demolished unless properly recommended for
condemnation by the Appraisal Committee to be composed of authorized representatives

from the University and other concerned agencies of the government as prescribed under
existing laws and regulations.

Article 165. Use of Buildings, Premises and Equipment

Section 1. It shall be incumbent upon the University officials and employees to

exercise extraordinary care and diligence in the use of the University facilities and

equipment. In this respect, the University President shall lead in the promulgation of

rules and regulations on the use of University facilities and equipment.

Section 2. Except for those specifically provided under applicable polices and
regulations, official student and/or faculty activities shall have priority in the use of
school buildings or any other University facilities intended for instructional purposes,

provided, however, that the use of facilities shall not be in conflict with more important
program/activities of the University. ’
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Section 1. No solicitations for funds, canvassing for the sale of merchandise,

ubscriptions, sale of tickets and any other promotional or charity schemes shall be

vonducted in the buildings or grounds of the University without prior approval of the
I"esident or his/her duly authorized representative.

Section 2. Streamers, placards, and similar materials, which are used (o announce,

(vertise or publicize events, products or the like, shall not be posted or placed in any of

{1 buildings or grounds of the University without the written permission of the President
o1 his duly authorized representative.

CHAPTER 46
SUPPLIES, MATERIALS AND EQUIPMENT

\rficle 167. Recording and Inventories of Supplies, Materials and Equipment

Section 1. It shall be the prime responsibility of the University to promote greater

‘vice and economy in the use of supplies and materials. For this purpose, an adequate

ind complete record system shall be maintained by the University, and periodic inventory
I the same shall likewise be conducted.

Section 2. For effective control of supplies and materials, the University shall
irictly adhere to the rules and regulations prescribed by the Commission on Audit and
other competent authorities.

Section 3. Physical stock-taking or inventory of goods is an indispensable procedure
lor checking the integrity of supplies and property custodianship and should be regarded
vith importance.




THE ACADEMIC AFFAIRS

TITLE EIGHT
ACADEMIC POLICIES

CHAPTER 47
COVERAGE

Article 168 . General Provisions

Section 1. The academic policies and guidelines prescribed in this Title shall apply

to all academic units of the University of Southern Mindanao (USM).

Section 2. The provision hereof shall be liberally construed in favor of the students.

CHAPTER 48
ORGANIZATIONAL STRUCTURE

Article 169. Organizational Structure of the University

Section 1. There shall be as many colleges or institutes as necessary in the University
for the pursuance of its mandate.

CHAPTER 49
ACADEMIC CALENDAR

Article 170. Academic Calendar

Section 1. The annual academic calendar shall be prepared by the Office of the Vice

President for Academic Affairs (VPAA) in consultation with the College/Institute Deans

and Department Chairs.

Section 2. The Academic Year (AY) shall be divided into two (2) semesters of at

lcast 18 weeks each or 54 contact hours per semester per three (3) unit non-laboratory

course and 2.25 laboratory subjects, excluding enroliment and final examination periods.
A summer session of six (6) weeks, equivalent to 54 hours per three-unit lecture subject
shall be observed.

Section 3. All academic units of the University shall operate under the semestral

system, unless provided in special programs. The first semester shall commence in June,
the second semester in November, and the summer session in April.

Section 4. The University shall observe the regular and special holidays. It shall
also celebrate its Foundation Anniversary, Recognition Day, Teacher’s Day, among
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others, subject to compulsory attendance in all duly authorized activities thereof of all
concerned officials, faculty, non-teaching personnel and students of the University.

Article 171. Class Size

Section 1. The prescribed class size in tertiary and graduate levels shall be as
follows:

Curricular Level Numbers of Students/Classes

Minimum Maximum
(1) Graduate level
(a) Lecture class 10 students
(b) Laboratory class 10 students
(2) Undergraduate level
(a) Lecture class
(b) Laboratory class
(Social) 15 students 50 students
(Technical) 15 students
15 students Depending on
15 students the size of the
27 students laboratory room
27 students

Section 2. The minimum size to warrant the opening of a requested class for a
particular subject shall not be less than fifteen (15) students, but not to exceed 50 students
per lecture class. For the laboratory class, the maximum size shall depend on the size of
the laboratory room for the undergraduate level and ten (10) students but not to exceed
25 students for both lecture and laboratory classes for the graduate level. Any deviation
from the above prescriptions shall be subject to the approval of the VPAA, provided, that
the requesting student(s) shall pay the prescribed total amount of tuition and other fees
required for the purpose.

CHAPTER 50
SCHEDULE, DISMISSAL, AND SUSPENSION OF CLASSES

Article 172. Schedule of Classes

Section 1. Schedule of classes shall be prepared by the Director for Instruction,
in consultation with the deans of academic units. The same shall be finalized and duly
approved by the VPAA thirty (30) days before the first day of enrolment for distribution
to all academic units. However, new schedules may be inserted as the need arises.

Article 173. Dismissal of Classes

Section 1. As much as practicable, classes of a section shall be scheduled in one (1)
building. However, classes that are scheduled in another building may be dismissed ten




(10) minutes before the end of the period to give ample time for students to transler from
one (1) room or building to another.

Section 2. A fter fifteen (15) minutes of waiting the students may leave the classroom
if their subject instructor or professor does not appear.

Article 174. Suspension of Classes

Section 1. When deemed necessary and appropriate, classes may be suspended upon

orders of the University President, or his duly authorized representative.

Article 175. Changes of Class Schedule

Section 1. No class schedule may be changed without the approval of the VPAA 3

through the recommendation of the academic deans and department chairs.

Article 176. Make up Classes

Section 1. Make-up classes shall be held for class hours lost due to fortuitous events, ;
such as, typhoons or other unavoidable circumstances or University activities. Similar
make-up schemes may be given to concerned students upon their return from athletic

or other competitions, as official delegates of the University. The schedule (and place)

of the make-up class may be mutually agreed upon by both the concerned faculty and

students, subject to approval of the Dean of the academic unit.

Section 2. Faculty members, whose absences are justifiable, can also avail of make-

up classes provided, they have secured the necessary approval from the Dean of their

College/Institute.

CHAPTER 51
ADMISSION AND ENROLLMENT

Article 177. Entrance Requirements

Section 1. The requirements for student admission to the University are the
following:

Incoming College Freshmen
a. USMCEE
b.  High School Card (DepEd Form 138)/TOR
¢. NSO authenticated Birth Certificate
d. 3 pieces (2X2) 1.D. pictures
¢.  Medical/Dental Certificate
Transferees
a. USMCEE
b. NSO authenticated Birth Certificate
¢.  Honorable Dismissal/Certificate of Transfer
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d. Transeript ol Records

¢.  Certificate of AACCUP, PAASCU, ACSC-AA, PACUCOA or 1SO
acereditation of the last school attended, il any.

. Medical/Dental Certificate

Second Degree Seekers
a.  Transcript of Records
b. NSO authenticated Birth Certificate
¢. Certification, Authentication and Verification (CAV) of CHED
d. Medical/Dental Certificate

Foreign Students

USMCEE

Authenticated Birth Certificate

Honorable Dismissal/Certificate of Transfer
Transcript of Records

Medical/Dental Certificate

Alien Certificate of Registration (ACR)
Permit to Study
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Graduate Students

Graduate Level Test (GLT)

NSO authenticated Birth Certificate

Transcript of Records

At least three (3) Letters of Recommendation from former Professors
Application letter
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Section 2. The entrance requirements for cach program shall be determined by the
«ademic unit offering it.

\rticle 178. Admission

Section 1. The University considers applicants for admission on the basis of
iidividual merit. No student shall be denied admission to the University by reason of
\ze, sex, nationality, ethnic origin, religious belief, political affiliation, socio-economic
tatus, conviction, ideology, sexual orientation, or physical disability.

Section 2. Transferees shall be admitted on temporary basis pending receipt of the
rcquired documents for admission.

Section 3. Returning student shall be required to undergo the re-admission process
by the concerned academic unit.

Section 4. Every applicant for admission shall undergo a medical examination
1o be conducted by the physicians from the University Hospital. No student found to
I suffering from dangerous, communicable, contagious or infectious discase shall be
\Imitted to the University.
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Section 5. An applicant for admission to the University shall be considered a student
of the University upon passing the final screening of his/her enrollment papers. 3

Section 6. A government employee seeking admission to the University shall be
required to meet the conditions prescribed for enrolment by the concerned college. He/
she shall also submit a Permit to Study duly signed by the head of the agency or his/her
authorized representative.

Section 7. Every student shall, before final admission, affix his/her signature to
the following pledge: “In consideration of my admission as student of the University
of Southern Mindanao, I hereby pledge to abide by, and comply with all the rules an
regulations laid down by the University and the College where I am enrolled. ™ Refusal t
take this pledge or violation of its terms shall be sufficient ground for denial of admission:
or dismissal from the University.

Article 179. Registration

Section 1. Enrollment of students shall be done only during the regular enrolment
period indicated in the academic calendar.

Section 2. No student shall be registered in any subject after one (1) week of regular:
meetings, unless the Dean, on the basis of the student’s scholastic records, warrants his/
her registration, provided, that if the registration is made outside the regular registration
period indicated in the University Calendar, the student shall be fined for late registration..

Section 3. The rules on sequencing of subject in the curriculum of the program must
be observed and followed in enrollment. Enrolling and attending in a subject without
passing its prerequisite shall earn the student no academic credit on the same. However,
graduating student shall be allowed to take the prerequisite and the higher subjects
simultaneously upon the endorsement of the Department Chair, the Dean and approval
of the VPAA. However, if a student fails in the prerequisite subject, the higher subject
shall not be given credit.

Article 180. Cross-enrollment
Section 1. Cross-enrollment may be permitted under the following conditions:

a. The cross-enrollment is done within the regular enrollment period and approved
by the deans of the College who are considered as the “owners” and “receivers”
of the enrollees. ‘

. The student is expecting to graduate during the term/semester.

c.  The course/s required for graduation is/are in conflict with his/her other schedule |
or is/are not offered. ¢

d. The subjects involved are not offered by the University at the time, and have the
same course description and number of units.

¢. The allowance of thirty (30) minutes to one (1) hour to commute between
schools shall be observed.
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courses approved by the College Deans/Department Chairpersons.

Section 2. Cross-cnrollment of subjects outside the University shall be approved
by the VPAA, upon the recommendation of the dean, and authorized by the University
Registrar for the subjects enrolled to be given credits, provided, that no student shall be
allowed to cross-enroll in more than one (1) school outside the University.

Section 3. Transfer credits shall be given to a course enrolled by a student in another
recognized institution upon the recommendation of an authorized official from the other
school, subject to the approval of the concerned dean of the academic unit and the
mandates of existing rules and regulations.

Section 4. The University reserves the right to deny admission to a student who
seeks to cross-enroll in the institution.

Section 5. The University shall give no credit to any course taken by any of its
students from any other university, college, or school unless authorized by the VPAA,
upon the recommendation of the concerned Dean/Director, and University Registrar or
his/her duly authorized representative.. The authorization shall be in writing.

CHAPTER 52
STUDENTS AND THEIR CLASSIFICATION

Article 181. Classification of Student
Section 1. Students shall be classified generally as follows:

1. A graduate student is one who pursues either a Master’s degree or Doctorate
degree on a full-time or part-time basis.

2. A regular undergraduate student is one who registers for formal academic
credits and who carries the full load for a given semester under the curricular
program in which he/she is enrolled.

3. Anirregular undergraduate student is one who is officially enrolled and carries
less than the normal load for a given semester.

4. A transfer student is one who comes from another institution, where he/she has
started studying for a course, and is officially enrolled in the University.

5. A working student is one who is enrolled in the University and is employed in
or outside the University.

6. A foreign student is one who is officially enrolled in the University and is a
citizen of a foreign country.

7. Ashifter is one who changes his/her course/program for another program within
the College/University.

8. A second courser is one who is a degree holder, but pursues another degrec
program in the University.

9. Areturning student is one who has sought re-admission after quitting from the
University for some time.
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for a specific period of time, but are primarily enrolled in their University or
in another institution of higher learning. However, such enrollment is subject
to the approval of the concerned dean of the college, who is the “owner” and
“receiver” of the enrollees.

Section 2. Students shall be categorized as follows:

1. A freshman is a student who has not finished the prescribed subjects of the first
year of his/her curriculum or has earned less than 25% of the total number of
units required in his/her program.

2. A sophomore is a student who has finished the first year of his/her curriculum
or has earned not less than 25%, but not more than 50%, of the total number of
units required in his/her program.

3. Ajunior is a student who has completed the prescribed subjects of the first two
(2) years of his/her curricular program or has earned not less than 50% but more
than 75%, of the total number of units required in his/her program.

4. Asenior is a student who has completed the first, second, and third years of his/
her curriculum or has finished not less than 75% of the total number of units
required in his/her program.

5. A graduating student is one who is in his/her last year of finishing a degree.

CHAPTER 53 *
STUDENT ACADEMIC LOAD

Article 182. Number of Hours Per Unit of Credit

Section 1. One unit of credit is equivalent to at least eighteen (18) hours of instruction &

per semester in the form of lectures, discussions, seminars, tutorials, or cquivalent field/
laboratory work, or any combination of the foregoing within a semester.

Section 2. The standard number of hours for every unit of credit per class session

shall be as follows:

1) Lecture class 1 hour
2) Laboratory class 3 hours
3) Physical Education 1 hour

4) NSTP(ROTC/CWTS) | hour
Section 3. Section 2 does not apply to BS-Nursing and BS-Midwifery.
Article 183. Normal Load of Students

Section 1. The normal academic load for undergraduate students per semester

shall be based on the number of units prescribed in their curricular program, including
laboratory work, unless otherwise prescribed; provided, that the student shall not have

more than 33 units in a semester.
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Section 2. During the summer term, a student shall be allowed to enroll in courses
equivalent to nine (9) units. For graduating students who shall be finishing their respective
programs that summer, they shall be allowed a load not exceeding 12 units.

Section 3. The academic load of transfer students shall be limited only to those
subjects without prerequisites, until such time when these subjects shall have already
been validated, accredited or substituted. Transferee may be given a waiver to enroll
advanced subjects with prerequisites.

Section 4. On the graduate level, full-time students shall be allowed twelve (12)
units. During the Summer session, the normal load shall be six (6) units except for
meritorious cases involving graduating students.

CHAPTER 54
CLASS ATTENDANCE

Article 184. Rules on Attendance of Students

Section 1. All the colleges and units of the University, including the NSTP, shall
observe the rules on attendance prescribed herein. In the case of the Graduate School,
the unit may modify the rules on attendance, subject to approval by the VPAA.

Regular and punctual attendance in all scheduled classes and activitics is expected
of all students and is regarded as integral to course credit. Students are responsible for
attending classes where they are enrolled in and are responsible for work covered. At the
discretion of the instructor, the student’s grade may be lowered because of class absence.
EExpectations for attendance should be established in the course syllabus.

1. Any student, who, due to unavoidable circumstances, has been absent from
class, must obtain an excuse slip from the College Dean, to be presented to the
faculty concerned not later than the second class session following the date of
the student’s return. These circumstances include, but are not limited to, the
official representation of the school, death of immediate member of the family,
sickness, calamities, and other valid reasons.

2. Whenever a student has been absent for three (3) consecutive class meetings,
a report thereof shall be sent by the concerned faculty member to the College
Guidance Counselor. The Guidance Counselor shall call the student and notify
his/her parents or guardian.

3. An excused absence shall apply only for the time missed. The concerned
student shall be responsible for all the lessons covered by the classes during
his/her absence. All works assigned to be accomplished during his/her absence,
such as: quizzes, projects, midterm and final examination, shall be made up by
him/her within a reasonable time.
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T tvAMAs LLlavae Sial ue seecurea 1irom e Hospital/Chinge, in case the
absence is due to illness or injury. The certificate must be presented by the ”
concerned student to the instructor/s within three (3) days after the absences

have been incurred.

5. In the absence of a medical certificate, the student may present a proof or

a written notice from his/her parents or guardian to his/her instructors or
professors.

Section 2. When the number of hours lost due to absences of a studentreaches twenty ,A:
percent (20%) of the hours for recitation, lecture, laboratory or any other scheduled work

in one (1) subject, such student shall be dropped from the subject.

Section 3. A student, who is absent from class and has missed a scheduled test
and/or major presentation, is entitled to a make-up after presenting to the concerned
instructor a proof or evidence that the absence was due to serious illness or death in the

immediate family. Absences authorized by the VPAA for official purposes (athletics, '-‘

performing groups, student government groups, etc.) shall also entitle a student to a
make-up a test or class presentation. However, absences due to any other reasons shall
be counted as part of the total number of absences incurred during a semester.

CHAPTER 55
SCHOOL FEES'

Article 185. Classification of School Fees
Section 1. School fees shall be classified as follows:

1. Regular school fees include: tuition, entrance, registration, medical-dental,
athletics, diploma, library, laboratory and identification card;

2. Student fund fees include: fees for student publication, student government,
insurance, guidance, charity, student manual and development projects.

3. Local fees include: society fees, workbook, local publications, alumni,
practicum/OJT.

4. Administrative fees include: fines for late enrolment and other authorized
fines; fees for changing, adding or dropping of subjects; special service fees for
validation, completion, official transcript of records, certifications, and testing
services.

5. Special fees are levied on foreign students who are qualified to enroll in the
University.

Section 2. Excessive fees shall not be allowed. No administrative fee shall be
collected in excess of ten (10) pesos.

Section 3. All published tuition fee and other fees are subject to change at any time
by action of the Board of Regents. In the event of any increase in the tuition fee or other
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fees, payments already made shall be treated as partial payment. Notification shall be
given on the additional amount due and the required date of payment.

Article 186. Schedule of Allowable Refunds

Section 1. Students who have paid their tuitions and other fees but wish to withdraw
their enrolment or are granted honorable dismissal or leave of absence, shall be entitled to
a refund of their matriculation fees, except entrance and registration fees, in accordance
with the following schedule:

1) Before opening of classes 100%

2) Within one week from opening of classes 80%

3) Within the second up to fourth week from opening of classes 50%

4) After the fourth week No refund

Section 2. Refund of tuition and laboratory fees for a subject may be allowed in case
of forced dropping due to sequencing, overload or for other valid reason(s).

CHAPTER 56
CURRICULAR CHANGES

Article 187. Dropping of Subject

Section 1. Dropping of subjects may be allowed seven (7) working days before the
first day of the final examination schedule.

Section 2. After the period prescribed in the preceding section, a student may
be allowed to drop a course only by reason of illness duly supported with a medical
certificate signed by a licensed physician, and due to other valid or justifiable reasons,
such as, transfer of residence or going abroad, etc.

Article 188. Withdrawal from the Program

Section 1. Withdrawal of registration in the University may be allowed, provided,
that a student who drops out entirely from his/her program before three-fourths (3/4)
of the total number of hours prescribed for his/her course shall have lapsed with valid
reasons as those enumerated in Section 2 of the preceding Article, and with the approval
of the Unit/College Dean. His/her case shall be classified as “WITHDRAWAL” and shall
be duly recorded by the University Registrar.

Section 2. A student who withdraws his/her enrolment shall be entitled to withdraw
the credentials he/she has submitted as requirements for enrolment and t(? refund of
school fees, subject to existing pertinent rules and regulations of the University.

Section 3. No withdrawal of enrolment shall be allowed after 75% of the total
number of hours prescribed for the course shall have elapsed.
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Article 189, Substitution of Subjects
Section 1. Substitution of subjects may be allowed on the following grounds:

a.  when a student is pursuing a curriculum that has been superseded by a new one;

b. when a student needs a required subject not offered in the major department
and/or when a required subject is not offered as scheduled; and

¢. when the petition for substitution involves subjects aliied to each other and with
the same number of units or greater than the units of the required subject.

Section 2. Substitution may be allowed in non-prescribed requirement of the course
provided that, the subjects to be substituted have equal credit units or more.

Section 3. Any request for substitution shall be checked by the faculty of the
discipline, recommended by the concerned department chair, approved by the Dean, and
recorded by the University Registrar.

Article 190. Changing/Adding of Subjects

Section 1. Adding of subjects shall be allowed when the student is graduating or
underloaded. Such is done upon the recommendation of the Department Chair and upon

approval by the College Dean, not later than one (1) week after the start of regular
classes.

Section 2. The adding of subjects shall be made using the prescribed form and upon
the recommendation of the adviser and the Department Chair and duly approved by the
Dean. The “Adding” form shall be submitted to the University Registrar for recording
purposes.

Section 3. The total load carried by a student, including the additional subject(s),
shall not exceed the maximum total load prescribed under the rules on academic load or
that which is prescribed for his/her curriculum year during the semester.

Article 191. Shifting of Course/Enforcing a New Curriculum

Section 1. Shifting from one (1) program or major field of specialization to another
may be allowed by the University.

Section 2. A student may shift from one (1) program to another by accomplishing
the prescribed shifting form from the Office of the University Registrar,

Section 3. Only freshmen students shall be affected by a new program or curriculum.,
Section 4. A student shall follow the same curriculum that he/she has started not to

exceed 1.5 times the number of the prescribed years to finish the program exclusive of
leave of absence.

98 usM code

Seetion 5. 11 a student fails 1o finish a program under an old curriculum within the
preseribed maximum number of years of residence, he/she shall be advised to follow the
pew curriculum.

Section 6. A student who has finished more than 75% of the currliculum hefshe
115 started, may be allowed to request the remaining subjects of the curriculum if such
-ubject is not offered.

Section 7. A student’s leave of absence shall not be longer than one (1) year.

CHAPTER 57
TRANSFER OF STUDENTS AND VALIDATION OF SUBJECTS

\rticle 192. Transfer of Students

Section 1. Only students from PASUC member-institutions, duly afcmdited
v PAASCU-accredited or CHED-recognized Institutions of Highelr Lgarnmg,_ may
he allowed to transfer to the University, subject to compliance with its admission
cquirements.

Section 2. It shall be the responsibility of the Admission and Records Office to
sccure the transfer documents of transferees within one (1) year. Failure to prnducc. st{ch
iransfer documents within one (1) year shall be a valid ground for the mn~adm|s§|on
of the student to the University, except for meritorious cases, such as, burned buildings
where records are stored/kept.

Article 193. Validation of Subjects

Section 1. The records of a transferee from a non-PASUC member school shall be
subjected to validation process.

Section 2. A transferee must apply for validation within one (1) year from the date ‘oI'
his/her admission provided, that a third year transferee shall validate all tran§fer credits
within his/her first two (2) semesters in the University. Failure to comply with the one
(1) year period for validation shall be a ground for the transferee to re-enroll the required

course(s).

Section 3. A transfer student may apply for validation by filling out the p‘rcS(.:rlbcd
form for advanced credits corresponding to the subjects taken in another instltutllon of
higher learning upon compliance of the following requirements: (a) presentation of
credentials showing that he/she has attended and passed in the courses cquwa_lcnt to
those given by the University for which advanced credits are sought; and (b) passing the
validation test given by the concerned College.

Section 4. A transferee must take the validation examination for_every subjt‘:cl Qaat
he/she would like to be accredited for credits in any such regular periods for validating
examinations without fees, to wit: (a) within the first three (3) weeks after the last day




of registration for any term, as scheduled by the Admission and Records Office; and (b) '
during the final examinations in any term.

Section 5. Transferees with subjects taken from non-PAASCU accredite

institutions and with ratings lower than “2.25 for each for cach shall be required to take:
the validation examination.

Section 6. All subjects taken from any PAASCU and AACCUP-accredited schoo '.
may be credited, provided, that these are prescribed in the curriculum and have the sam! e
course content and number of units as offered in the University. 1

Section 7. If the number of units in a certain subject earned outside the University is

lower than the prescribed units for the course, the student shall be required to enroll ‘,
course as offered in the University.

Section 8. Subjects taken in universities or colleges outside the Philippines shall’,
be given credits provided they have the same course content and units. Units earned
vocational courses and in high school shall not be credited towards a degree program.

Section 9. Graduates of non-education degrees from the University or any PASUC-
member/FAAP-accredited schools, after teaching for two (2) years, may apply for
accreditation of practice teaching equivalent to 12 units of credit in education upon =
submission of a service record and a performance rating of at least, “Very Satisfactory”
in teaching, duly certified by the Head of the School. This shall be accomplished by
enrolling and paying the required fees corresponding to the number of units involved.

Section 10. A returning student may apply for program unit equivalence/ A
accreditation in OJT/ In-Firm Training/ Practicum/ Apprenticeship/ Major Field
Practice upon presentation of a service record (at least 2 years work experience), with

a certification from the employer stating his/her job description, and has at least a very -
satisfactory performance rating.

Section 11. All academic units leading to the master’s and doctorate degrees earned
in consortium with the USM Graduate School shall be accredited pursuant to Article 9, =
Section 22 of GS Policies. 4

Article 194. Examination

Section 1. Examinations shall be administered on schedule by the faculty for the
purpose of evaluating student performance. A

Section 2. A midterm and final examinations schedule shall be prepared by the

Office of the Vice President for Academic Affairs, in coordination with the Deans of the
academic units. 4

Section 3. Giving of any examination earlier or later than the prescribed schedules
may be allowed upon written request, subject to the recommendation of the concerned ¢
Dean and approval of the Vice President for Academic A ffairs.
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Iowed to take the final examinations for credit in the said course, unless for validation
purposes only.

Section 5. A student advised to drop a course due to unauthorized oyerl9ad or had
1ot taken the prerequisite(s) shall not be allowed to take the final examination for the
«d course.

\rticle 195. Grading System and Removal of Grades of “INC” and “4”

Section 1. The academic performance of students shall be evaluated and graded at
ihe end of each term in accordance with the grading system.

Section 2. The grading system shall be uniform, using number gradc':s in multiples
010.25 from 1 to 5, where “1™ is the highest and “3” is the lowest passing grade. The
;rading system of the University shall be as follows:

Numerical Value % Equivalent Letter Equivalent Description
1.00 99-100 A Excellent
1.25 96-98
1.50 93-95 A- Very Good
1.75 90-92
2.00 87-89 B Above Average
225 84-86
2.50 81-83 B- Average
275 78-80
3.00 75-77 C Passed
4.00 Conditional (to be removed within 10 days

after the final examination)
5.00 - - Failed
INC - - Incomplete
Drp - - Dropped
P In Progress (For Thesis Outline/

Manuscript & OJT only)

Section 3. The faculty shall determine the grades of his/her students following the
srading system of the University.

Section 4. Every faculty member shall submit his/her Report of Grades ten (10)
Jays after the conduct of final examinations, inclusive of holidays and weckends.

Section 5. Failure on the part of the faculty to submit the grade as stipula.tcd in the
preceding section shall be a ground for reprimand. Faculty mcmb.cls, v.v!lo fail to meet
Jdeadlines for the submission of grades, shall be required to explain in writing why he/she
-hould not be penalized and should present proof of cause of the delay.

Section 6. As a general rule, no grades shall be changed once filed with the University
RRegistrar. In exceptional cases, however, where an error in computation, wrong entry,




or omission of names/grades has been committed, the faculty may request authority
from the Vice President for Academic Affairs, through the Department Chairperson
and concerned Dean to make the necessary change and/or rectification. If the request is
granted, a copy of the endorsement authorizing the change and/or rectification shall be
forwarded to the University Registrar for recording and filing purposes.

Section 7. In case an error in the entry of grades is committed by any personnel of
the Registrar’s Office, he/she shall also be reprimanded. Rectification must be done with
the knowledge of the concerned faculty.

Section 8. No grade shall be issued beyond one (1) year after taking the course |
by a faculty member, who, at that time of submission, is no longer employed in the 3
University. When the cause of his/her separation is death or permanent incapacity, the |
grade shall be given by a faculty duly recommended by the Department Chairperson and
approved by the Dean.

Section 9. The grade of “INC” is given to a student, whose class standing throughout k|
the semester is passing but fails to take the final examination, or fails to complete other
requirements for the course due to illness or other valid reasons. i

Section 10. Completion of the “INC™ shall be within the prescribed time of one (1)
academic year by passing an examination or meeting all the requirements for the course. ;
After one year the INC remains INC if not completed, but the student shall be required
to re-enroll the subject. '

Section 11. Only the Instructor who gave the “INC” could issue a completion grade. |
If the faculty cannot give the grade, another faculty handling the same subject as thef
one involved may administer the completion of the said INC grade, provided, that said
Instructor is duly authorized by the Dean through the Department Chairperson.

Section 12. For unfinished thesis/OJT, a notation of “IP” (In Progress) shall be
given, provided, that after its completion within one (1) year, a numerical grade shall
be indicated in the Report of Grades to be submitted to the University Registrar. If not.
completed within the prescribed period, the student shall re-enroll it. ;

Section 13. In case of a suspended student, completion of thesis/OJT during th
period of suspension shall not be honored. Re-enrolment may be required later after t
termination of the suspension.
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SCHOLARSHIPS, GRANT-IN-AID, AND SPECIAL ENROLMENT
PRIVILEGES

Article 196. Scholarship Program

Section 1. The University shall provide an academic scholarship program for
deserving students, except for self-liquidating programs. The scholarship awards under
the program shall be classified as follows: (a) entrance scholarship and (b) institutional
scholarship.

Section 2. Entrance scholarship. This scholarship award shall be enjoyed by: (1)
students who graduated “valedictorian™ or “salutatorian” from recognized public and
private secondary schools; and (2) USM secondary graduates, who obtained a grade
point average (GPA) of 87% or better, categorized as follows:

a. Full entrance scholarship — is awarded to a student who graduated
“yaledictorian” in a class of at least 60 high school students, as certified by
the Principal, and to USM secondary graduates who obtained a GPA of 90%
or better. The scholarship awardees are exempted from payment of all regular
school fees.

b. Half entrance scholarship — is awarded to a student who graduated
“salutatorian” in a class of at least 60 high school students, as certified by the
Principal, and to USM secondary graduates who obtained a GPA of 87 - 89%.
The scholarship awardees are exempted from payment of one-half (1/2) of all
regular school fees.

Section 3. Institutional scholarship. This scholarship award may be categorized as
follows:

a. University scholarship — is awarded to an undergraduate student who obtains
a GPA of 1.5 or better at the end of the semester. The scholarship awardees are
exempted from payment of all regular school fees (entrance fee, tuition fee,
registration fee) in the following semester.

b. College scholarship — is awarded to an undergraduate student who obtains a
GPA of *1.51” to **1.75,” at the end of the semester. The scholarship awardees
are exempted from payment of one-half ( 1/2) of all regular school fees.

Section 4. To qualify for any of the scholarships, the student must carry a minimum
load of 18 units or as prescribed in his/her curricular program for the semester.

Section 5. A student who incurs an INC may qualify for scholarship, provided, that
said INC be completed before enrolment period, and the student meets the required GPA.

Section 6. The institutional scholarship shall be valid only for a period of one (1)

<emester and shall continue to the succeeding semesters, provided, that the student
satisfics the prescribed GPA and other requirements.

e



ATUCIC 1Y/, UGrani=1i=AlU AU WL L001 UIELIES & 887 ey

Section 1. The University shall extend free school fees as grant-in-aid to poor and
deserving college students belonging to the Cultural/Indigenous People Communities,
subject to renewal every semester, provided, that the grantec has passed all his/her
subjects and/or other requirements in the preceding semester. The grantees shall be
required to present the Income Tax Return (ITR) of their parents, indicating their names
as tax-exempt individuals.

Section 2. The following students shall be granted free regular school fees privilege
as stipulated in Section 1, Article 179 of Chapter 50, namely:

a. Members of the USM Band, Combo, Dance Troupe, Dramatics, Chorale and
Art Groups;

. Children, 21 years and below, of USM permanent employees;

¢. Natural and adopted children, 21 years and below, and spouse of USM
permanent employees, who died while in the service of the University;

d.  Members of the USM varsity as certified by the Dean of ISPEAR;

e. Holders of educational benefits under the Armed Forces of the Philippines —
Presidential Decree (AFP-PD) 557, Batas Pambansa (BP) 337 and Sangguniang
Kabataan (SK), provided that the LGUs, where they come from must enter into
a MOA with the University and must satisfy the requirements of USM;

f  President of the University Student Government (USG), Governors of the Local
Student Government (LSG) and the Editor-in-Chief of the Mindanao Tech and
Corp Commander of ROTC during their tenure of office; and

g.  Other enrolment privileges, such as, but not limited to, the President Asinas
Scholarship Award (PASA), to be established by the University. The same
shall be governed by a contract mutually agreed upon by the USM and the
sponsoring body, stipulating the scholarship purposes.

Section 3. Other scholarships sponsored by external donors shall be governed by a
MOA between USM and the sponsor.

CHAPTER 59
ACADEMIC DELINQUENCY AND RESIDENCY

Article 198. Academic Delinquency
Section 1. Categories of academic delinquencies:

Warning. Any student, who, at the end of the semester, obtains final grades below
“3" in 25 percent to 49 percent of the total number of academic units for which he/she
is registered, shall receive a warning from the University Registrar and be subjected to
appropriate academic follow-up by the College Guidance Counselor. However, he/she
may enroll the normal load as specified in his/her curriculum except for prerequisite
subjects where he/she has failed.
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Probation. The academic status of a student, who s under PROBATION lor a
particular Semester, can be improved by cnrolling and caming passing marks during
summer, provided, that he/she shall not exceed nine (9) units load during the summer
rerm.

Debarred. Any student who obtains failing grades in more than 75 percent (75%) of
his/her academic load shall be debarred from the University and be advised to rest for one
(1) year. Any student debarred for the second time shall not be eligible for readmission to
the University.

Section 2. Units earned by debarred students from other school during the period of
their debarment shall not be credited. However, enrolment in a non-degree program in
the University shall be allowed.

Article 199. Residency

Section 1. Residency shall mean the maximum number of years required ofa student
to finish his/her program.

Section 2. Residency shall be computed by multiplying the required curricular years
for a given course by 1.5 years. However, a student may choose to remain in school
beyond his/her residency by applying for re-admission.

Section 3. The residency period for the master’s degree program shall be five (5)
academic years excluding leave of absence of not more than two (2) years. However,
a student may choose to remain in the Graduate School beyond his/her residency by
applying for re-admission. The student shall be required to take three (3) additional units
for every year of extension or a fraction thereof.

Section 4. The residency period for the doctorate degree program shall be seven (7)
academic years, excluding leave of absence of not more than two (2) years. However,
a student may choose to remain in the Graduate School beyond his/her residency by
applying for re-admission. The student shall be required to take six (6) additional units
for every year of extension or a fraction thereof.

CHAPTER 60
LEAVE OF ABSENCE AND HONORABLE DISMISSAL
Article 200. Leave of Absence

Section 1. Leave of Absence (LOA) refers to an official deferment of study, which
shall be excluded from the computation of the student’s residency.

Section 2. The University Registrar shall furnish the parents/guardians of every
student granted the LOA with a copy of the leave application and the reason for such.
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Article 201. Issuance of Honorable Dismissal

Section 1. A student who desires to leave the University, shall accomplish and i
submit the prescribed Separation Clearance to the University Registrar for the issuance ]
of the Honorable Dismissal or Certificate of Transfer. :

Section 2. The University Registrar shall not issuc Honorable Dismissal/Ceniﬁcatea
of Transfer and Transcript of Records to those students, who are still undergoing
disciplinary action. s

CHAPTER 61
GRADUATION

Article 202. Graduation Requirements

Section 1. No student shall be recommended for graduation unless he/she has
complied with all academic and other requirements for graduation. :

Section 2. Candidates for graduation, who have completed all the requirements of .’.
a curriculum but failed to apply, shall have their graduation approved on the date they &
should have originally graduated.

Section 3. The University Registrar shall post the tentative list of candidates B
for graduation before the enrolment for the second semester of the school year. In &
consultation with the program evaluator, the Registrar shall examine the academic =
record of each listed candidate to ascertain if he/she has any deficiency or whether all
other requirements for graduation have been satisfactorily fulfilled or not. The Registrar
shall bring to the attention of the concerned deans the deficicncies of their students. )

Section 4. All candidates for graduation shall clear all their deficiencies and records
not later than five (5) weeks before the end of their last semester, except for their currently g |
enrolled subjects for the last semester. k-

Section 5. No student shall be graduated from the University unless he/she has
completed at least two (2) years of residence work.

Section 6. The University Registrar and academic unit evaluators shall examine the
academic records and other requirements of each candidate for graduation to ascertain &
completion of the requirements for graduation. 3

Section 7. The University Registrar shall publish the complete list of prospective =
candidates for graduation a semester before graduation.

Section 8. All candidates for graduation must have their deficiencies satisfactorily 1

complicd with, and their records cleared, not later than the scheduled College Academic &
Council Meeting. "
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and approve candidates for graduation from the academic units prior 1o e vinveraiy
Academic Council Meeting,.

Section 10. No student shall be graduated from the University unless his/her name
shall have been approved as a candidate for graduation by the University Academic
Council and confirmed by the USM Board of Regents.

Section 11. No student shall be issued his/her Certificate, Transcript of Records, and
diploma unless he/she has paid all school fees, including graduation fees.

Article 203. Graduation with Honors

Secction 1. Students who complete their courses with the following ranges of
weighted average, computed to the third decimal places without rounding off the final
grades, shall be graduated with honors:

Summa Cum Laude 1.249 or better in all academic subjects
Magna Cum Laude 1.250 - 1.499
Cum Laude 1.500 - 1.750

The student who has garnered the highest GPA shall be declared as the class
valedictorian and shall, thercfore, be honored to deliver the Valedictory Address.

Provided, that only final grades shall be considered and that the grades in all academic
subjects prescribed in the curriculum shall be included in the computation of the final
average; that the candidates for graduation with honors shall not have any failing grades
or unresolved “INC” in any academic or non-academic subject, whether prescribed or
not, in his/her curriculum taken in the University, or in any other educational institutions;
and provided, further, that students who are candidates for graduation with honors must
not have repeated a subject in another school.

Section 2. For students who are candidates for graduation with honors in courses/
program with prescribed length of less than four (4) years, the English equivalent: “With
Highest Honors”, “With High Honors”, and “With Honors”, respectively, shall be used;
provided, that all students who are candidates for graduation with honors must not have
been found guilty of any violation of moral turpitude.

Section 3. Students who are candidates for graduation with honors must have
completed in the University, at least, 75 per cent of the total number of academic units
required for graduation and must have been in residence for at least two (2) years
immediately prior to graduation.

Section 4. Students who are candidates for graduation with honors must finish their
courses/program within the prescribed period of the curriculum.
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Section 1. Unless otherwise provided, the University may have two (2)
commencement exercises for the tertiary level: a regular graduation at the end of the
school year and a mid-year graduation at the end of the first semester, as may be deemed
appropriate by the Administrative Council, provided there are at least 250 candidates for
graduation.

Section 2. The University Registrar shall be in charge of the management of the "

commencement and baccalaureate exercises and may request other offices for assistance.

Section 3. The baccalaureate and commencement exercises for graduating students
of the University shall be determined by the Academic Council.

Section 4. The commencement exercises for graduating students of the University,
except those from the laboratory schools, shall be held on the same date fixed for
graduation in the University Academic Calendar.

Section 5. The commencement exercises for the units not included in the general
commencement exercises shall be held on specific dates and places fixed by the President
of the University upon the recommendation of the concerned heads of unit.

Section 6. Graduating students, who cannot attend the commencement exercises
for valid reasons, must apply for graduation in absentia at the office of the University
Admission and Records Office at least two (2) days before the commencement exercises.

Section 7. The diploma shall bear the actual date of the commencement exercises
and the signatures of the President and the Dean of the College.

Article 205. Conferment of Doctoral Degree (Honoris Causa) and Other Honorary
Titles

Section 1. Upon the recommendation of the University President, through the
Academic Council, and duly approved by the Board of Regents, the University may
confera Doctorate Degree (Honoris Causa) within the program offerings of the University
to a personality who has demonstrated distinguished achievements in the furtherance of
peace, progress and development.

Section 2. Upon the recommendation of the University President, other honorary
titles within the program offerings of the University may be conferred upon individuals
who manifested exemplary achievements and contributions to the University and the
country, subject to the approval of the USM Board of Regents.

Article 206. Academic Attire

Section 1. Candidates for graduation shall be required to wear prescribed academic
attire during the baccalaureate service and commencement exercises of the University.
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attend the Commencement exercises in therr academic attire.

Section 3. Candidates for graduation shall wear their prescribed academic attires
during the commencement exercises:

a.  Bachelor of Arts/Science — black gown, black cap with tassel, and a cape with
tassel for 4 year courses and hood for 5 and 6-year courses. The color of the
cape, tassel and hood shall depend on the degree earned.

b. Master of Arts/Science — black gown, black cap with tassel and hood. The color
of the cape, tassel and hood shall depend on the degree carned.

c. Doctoral Degree — black gown with 3 stripes on both sleeves, a cap and a hood.
The color of the cape, tassel and hood shall depend on the degree earned.

Section 4. Candidates for graduation in the non-degree programs of the University
shall wear their appropriate attire.

Section 5. Officers of the administration and faculty members who have part in the

zeneral commencement ceremony, shall wear academic attire of the institution from
where they obtained their degrees.
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Articles 207. Rights of Students

Section 1. In addition to the fundamental rights under the Constitution, and subject
to the limitations prescribed by law and regulations, students of USM shall enjoy the
following rights:

THE STUDENT CODE

TITLE NINE
STUDENT AFFAIRS

CHAPTER 62
RIGHTS AND DUTIES OF STUDENTS

receive, primarily through competent instruction, relevant quality education in 3
line with national goals and conducive to full development as persons with =

human dignity;

freely choose a field of study subject to existing admission and retention policies :

of the University;

access guidance and counseling services;

access own scholastic records;

receive pertinent certificates, diplomas, transcript of records, grades, transfer

credentials, and other similar documents upon compliance of the requirements

set by USM within thirty (30) days from the date of request;

establish student publication and invite resource persons during assemblies, &

symposia and other activities of similar nature;
freely express opinions and suggestions and channels of communication with
appropriate bodies of USM;

join, form, establish, and participate in organizations and socicties recognized '

by USM to foster intellectual, cultural, spiritual, and physical development;

be free from involuntary contributions except those approved by his/her

organization or society;

participate in the formulation and development of policies affecting USM;
receive reasonable protection and security within the premises of USM;

be informed of the rules and regulations affecting him/her;

participate in relevant curricular and co-curricular activities duly authorized
and recognized by USM;

be given due process of law;

be assisted by USM through current and adequate information on work
opportunities;

receive medical and dental services as well as first-aid services; and

be exposed and learn from the operations of the income generating projects and
other available avenues for learning at USM for free , even if this is outside the
program, subject to the approval of the Project-in-Charge/Manager.
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Section 1. In addition to those provided for under existing laws, every student shall:

a.

exert utmost diligence in pursuing an education suited to his or her abilities in
order to develop his/her potential for service and, eventually, become an asset
to his/her family and the society;

uphold the academic integrity of the University and endeavor to achieve
academic and moral integrity;

promote and maintain peace and tranquility in USM by observing the rules on
discipline and exerting efforts to attain harmonious relationships with fellow
students, academic staff, and other school personnel;

actively participate in civic affairs that promote social, economic, cultural
development, and general welfare of the community to attain a just,
compassionate, and orderly society; and

exercise rights responsibly.

CHAPTER 63
STUDENT WELFARE SERVICES

Article 209. Guidance and Counseling

Section 1. USM shall provide guidance and counseling services to students in
connection with their programs of studies.

Section 2. The University Guidance Center shall be composed of personnel who
shall provide the following services:

Individual Inventory Service

Information Service

Counseling Services

Academic Follow-up

Testing Service

Other Guidance Programs such as, but not limited to, Group-Growth Program,
University Orientation Program, Student Work Assistance Program (SWAP),
and Tutorial Program.

Article 210. Health Services

Section 1. USM shall provide and maintain health facilities and services to students
in terms of the following:

Medical
Dental
First Aid




Section L Scholarship grants, assistance, grants-m-aid. and other forms of financial

aid shall be provided and awarded to deserving students under the supervision of the P

Office of Student Affairs and in accordance with the provisions stated in the Academic

Policies (Book I11, USM Code of Governance).

Section 2. The Office of Student Afiairs shall provide opportunities to deserving i
'8

and promising students.

The total number of scholars, however, shall depend on the financial capability of
the University. 3

Article 212. Housing and Other Facilities

Section 1. USM shall provide residence halls/dormitories for students. Students not 4

living in the residence halls/dormitories shall be advised to reside in USM-accredited

boarding houses, homes, or dormitories.

Section 2. The residence halls/dormitories shall be governed by the policies

promulgated by the Dormitory Managers.
Section 3. USM shall provide services to cater to the other needs of the students, ,
most especially the differently abled students. 3
CHAPTER 64
STUDENT ORGANIZATIONS

Article 213. General Provisions

Section 1. A duly recognized student organization of USM is an organization that ]

is registered and accredited in accordance with existing rules and regulations of the

University.

Section 2. Only duly recognized student organizations shall be allowed to assume
their functions at USM.

Article 214. University Student Government (USG)

Section 1. There shall be a University Student Government with the following
functions:

a.  help promote the general welfare of the University students;

b.  foster the intellectual, cultural, spiritual and physical growth and development
of the students in consonance with the ideals and aspirations of the University;

¢. serve as an active forum for exchange of students’ ideas and sentiments and as
a training ground for future leaders of the nation;
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e help nsull in the minds of students the values of academic excellence. kooial
awareness, culture sensitivity, and moral responsiveness,

1. develop a sense of cthies in public service;

g organize and direet student activities in accordance with existing rules and
regulations: and

h.inform or consult the University President through the Office of Student Affairs,
on student matters, affairs, and activities.

Section 2. As provided by law, the President of the University Student Government
shall serve as member of the Board of Regents of USM during his or her term of office.

Section 3. The President of the University Student Government shall also be
allowed, by invitation, to represent the students in the Administrative Council of USM
during his term.

Section 4. The University Student Government shall adopt its own Constitution and
By-laws for the governance of the studentry and for other purposes not contrary to law.

The By-Laws are the rules that govern the relationship between the student
organizations and the USG.

Article 215. Supervision of Student Organizations and Activities

Section 1. All student organizations shall be under the direct and general supervision
of the Director for Student Affairs.

Section 2. A student organization shall choose one (1) or more faculty adviser/s
to be confirmed by the University President upon the recommendation of the Director
for Student Affairs. Before the appointment of an adviser/s, no student organization
shall hold any meeting or undertake any activity for any purpose whatsoever, except for
adopting its own Constitution and By-Laws.

Section 3. No student organization shall be allowed to function without a copy of its
By-Laws duly received by the Director of Student A ffairs.

CHAPTER 65
SPORTS, PHYSICAL EDUCATION AND RECREATION

Article 216. General Provisions
Section 1. Every student of USM shall be deemed a member of the University’s
Athletic Association and is entitled to use the University’s athletic facilities and

equipment during official time for free.

Section 2. There shall be a Sports, Physical Education and Recreation Committee
(SPEARC) which shall be headed by the University President, the Vice President for

. . - -
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Academic Affairs as Vice Chairman, ISPEAR Dean as Scerctary, and the deans and
directors of the different academic units as members.

Section 3. The SPEAR Committee shall formulate and implement the athletic
policies of USM and administer its financial requirements.

CHAPTER 66
STUDENT CONVOCATION

Article 217. General Provisions

Section 1. USM student convocations shall be held under the auspices of any of the
University academic units or student organizations upon approval of the President as
recommended by the Vice President for Academic A ffairs.

Section 2. Any person, with invitation or permission from the University President
or his/her duly designated representative, may speak before student group(s) or
organization (s) of the University.

CHAPTER 67
CO-CURRICULAR AND EXTRA-CURRICULAR ACTIVITIES

Article 218. General Provisions

Section 1. The promotion of the holistic development of students, through
participation in co-curricular and extra-curricular activities, shall be highly encouraged.

Section 2. Curricular activities shall take precedence over co-curricular and extra
curricular activities. However, where the student’s participation in such activities is
necessary, he/she may be excused from attending class.

Section 3. No co-curricular and extra-curricular activities shall be held one (1) week
before the mid-term examination and two (2) weeks before the final examination.

Article 219. Policies and Guidelines

Section 1. The Vice President for Academic A ffairs, through the Director for Student
Affairs, in consultation with the Deans and the Student Government, shall formulate
policies and guidelines on the conduct of co-curricular and extra-curricular activities of
students, subject to the approval of the Administrative Council and confirmation of the
Board of Regents.
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CHAPTER 68
STUDENT PUBLICATION

Article 220. Philosophy, Aims and Objectives

Section 1. The student publication shall define its philosophy, mission orientation,
aims, goals, and objectives for the information and guidance of the students, members of
the academic community of USM, and the general public.

Section 2. The mission orientation, goals and objectives of the student publication
shall aim to support USM in its quest for educational excellence, particularly, in the
improvement of instruction, promotion of research, and involvement in meaningful
activities of the community.

Section 3. The student publication shall maximize its leadership and influence to
foster and enhance the attainment of institutional, regional, and national development
goals.

Article 221. Statement of Principles

Section 1. Freedom of expression, which subsumes free speech, press and assembly,
is an inalienable and cherished right enshrined and guaranteed by the Philippine
Constitution, existing laws, as well as, national policies, and democratic traditions.

Section 2. Freedom of expression is the mother of all human rights. For as long as
this freedom exists, violation of other rights can be prevented and denounced.

Section 3. Because freedom of expression, like other human rights, is not absolute
nor unbounded, it carries with it the correlative duty to exercise the right responsibly
with due regard to the rights of others in the larger interest of harmony and welfare of
society, and to preclude mob rule.

Article 222. Organization and Recognition
Section 1. There shall be a student publication which shall be the official organ of
the students of USM. It shall adhere to the principle of freedom of the press and shall be

funded out of the publication fees paid by the students.

Section 2. The student publication and its mechanism for implementation shall be
established, organized, and maintained in USM.

Article 223. Selection and Qualification Standards

Section 1. The editor-in-chief, associate editor, section editors and business
circulation manager are the chief staff members of the student publication.
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staff members, who shall assist the chief staff members in the performance of their
respective functions in the publication.

Section 3. The chief staff members and the support members of the publication
shall be chosen through interviews and competitive examinations to be conducted by

the Screening Committee headed by the Director of Student Affairs. The result of the
selection shall be recommended by the Vice President for Academic Affairs to the

University President for approval.

Section 4. To qualify for the examination, the Committee shall determine a general

weighted academic average requirement from all candidates and shall include the
provision that the candidates must not have failing grades.

Good and unblemished character and reputation and potential experience in campus
Jjournalism shall also be considered by the Committee.

Section 5. If a vacancy arises by reason of death, illness, transfer, removal from
office, resignation, and/or similar causes, the same shall be filled up through succession;
otherwise, the screening and appointment shall be made by the cditor-in-chief, subject to
the approval of the Screening Committee.

Article 224. Powers, Duties and Privileges of the Publication Staff

Section 1. The powers, duties and privileges of the student publication staff,

including disciplinary actions, shall be the subject of policy guidelines formulated by the

University Student Government, subject to the confirmation of the Director for Student
Affairs.

Section 2. Only members of the publication staff shall determine the content of the
students’ publication. The editor and staff members are responsible for the consequence
that may arise out of the publication, such as, but not limited to, editorial, comment, or
news or feature articles.

Section 3. The publication staff shall nominate the Board of Advisers. The nomination
shall be approved by the President upon the recommendation of the Director of Student

Affairs, subject to existing internal policies, rules and regulations. The functions of the
Board of Advisers shall be limited to technical guidance.

Section 4. Editors shall enjoy security of tenure. However, they can be removed for
cause as provided by law and regulations and after due process.

Section S. Unless otherwise provided by law, the student publication staff shall
enjoy the right to access to records of USM.

Section 6. Student publications shall be published independently by the students.
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STUDENT CONDUCT AND DISCIPLINE
Article 225. General Provisions

Section 1. Every student shall obey the laws of the land, the rules and regulations
of USM, the moral and social norms, and the hallowed traditions and principles of the
academe.

Section 2. The provision on Student Conduct and Discipline shall apply to college
students of USM for offenses committed within the University campus. For violations
committed while performing an activity sponsored or sanctioned by USM or where the
misconduct affects the student’s status or the good name or reputation of USM, the same
rules shall apply.

Section 3. A teacher’s responsibility shall end where the rights of the students begin.
Article 226. Norms of Conduct and Discipline

Section 1. The following norms of conduct and discipline shall be expected of USM
students:

*  Moral character

*  Personal discipline

+  Ethical behavior

»  Civic conscience and patriotism

Article 227. Basis of Discipline

Section 1. Every student shall observe and abide by the laws of the land and the
policies and regulations of USM. The investigation, disposition and corresponding
sanctions on student disciplinary case shall follow the procedures set in this Code and
other applicable laws.

Section 2. Every student shall observe his/her pledge of loyalty to USM.

Section 3. All USM personnel are mandated to enforce and implement policies,
rules, and regulations of USM and the provisions of this Code. As such, they are all
deemed persons in authority and/ or agents of persons in authority.

Article 228. Grounds for Student Disciplinary Action and Penalties
Section 1. No student of USM shall be subjected to disciplinary action except for

a just cause as provided in the Code, other laws, and regulations and only after duc
process.
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Section 2. Grounds for student diSCIPINArY actON WILL 1> LUlLuapuisiig purss
are classified into grave, less grave, and light, depending on the nature and gravity of
their effect.

Section 3. The penalties under these rules shall be without prejudice to the filing of
appropriate civil or criminal charges against the respondent(s).

Section 4. The following are grave offenses with their corresponding penalties:

2.

10.
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Prohibited drug trafficking
1st offense- Expulsion from USM
Use or possession of prohibited drug
Ist offense - Suspension for one (1) school year to expulsion from USM,
2nd offense - Expulsion from USM
Sexual Harassment: Act of Lasciviousness; Seduction
1st offense- Suspension for one (1) semester to one (1) year
2nd offense- expulsion from USM
Rape at any stage of execution
15t offense- Expulsion from USM
Hazing, such as, but not limited to, those committed during military training or
initiation rites of fratemities or organizations
1st offense- Suspension for one (1) semester to one (1) year for the respondent(s)
and suspension of the recognition/accreditation of the concerned
organization, for a similar period :
2nd offense — Expulsion from USM of the respondent(s) and banning of the
concerned organization from USM.
Where the hazing committed shall cause serious physical injury or death to the
neophyte, the respondent(s) shall be meted with expulsion on the first offense,
and the organization shall be banned from USM without prejudice to the filing
of appropriate court charges against. the respondent (s).
Forging of signatures, falsification of public documents, perjury, false testimony,
and misrepresentation of facts, tampering of official records and documents, and
unauthorized solicitation, other acts of fraud and illegal exaction or transaction.
1st offense — Suspension for one (1) year to expulsion from USM
2nd offense — Expulsion from USM
Serious physical injuries
1st offense — suspension for one (1) year to expulsion from USM and payment
of damages
2nd offense — Expulsion from USM and payment of damages
Assault upon a person in authority and/or their agents
Ist offense — Suspension for one (1) semester to one (1) year
2nd offense — Expulsion from USM
Robbery at any stage of execution
1st offense — Suspension for one (1) year 10 expulsion, and restitution of things
stolen and/or payment of damages
2nd offense — Expulsion from USM and restitution of the thing(s) stolen/and/or
payment of damages

the things stolen
2nd offense — Expulsion from USM and restitution of the thing(s) stolen

12. Grave Misconduct, being notoriously undesirable or conduct grossly prejudicial

to the best interest of the University

1st offense — Expulsion from USM
13. Unauthorized possession of firearms and/or other deadly weapons

1st offense — Suspension for one (1) semester to one (1) year

2nd offense — Expulsion from USM
14. Grave threat

1st offense — Expulsion from USM
15. Bribery

1st offense — Expulsion from USM

Section 5. The following are less grave offenses with their corresponding penalties:

1. Offenses against decency and good customs, such as, immoral doctrines,
obscene publications and exhibitions, and other similar offenses
1st offense — Suspension for thirty (30) days to one (1) semester
2nd offense — Suspension for one (1) semester to one (1) year
3rd offense — Expulsion from USM
2. Less Serious Physical Injuries
15t offense - Suspension for thirty (30) days to one (1) semester
2nd offense - Suspension for one (1) semester to one (1) year
3rd offense - Expulsion from the University
3. Vandalism, including destruction of University property and other malicious
mischief
1t offense — Suspension for thirty (30) days to one (1) semester and payment of
damages, restitution of the whole span of tarnished wall or both
2nd offense — Suspension for one (1) semester to one (1) year and payment of
damages, restitution of the whole span of tarnished wall or both
3rd offense — Expulsion from USM and obligation to pay damages, restitution of
the whole span of tarnished wall or both
4. Illegal assembly/association as defined by law
1st offense - Suspension for thirty (30) days to one (1) semester
2nd offense - Suspension for one (1) semester to one (1) year
3rd offense - Expulsion from USM
5. Disobedience of lawful order of persons in authority and/or their agents or
violation of University rules
1st offense - Suspension for thirty (30) days to one (1) semester
2nd offense - Suspension for one (1) semester to one (1) year
3rd offense — Suspension for one (1) year to expulsion
6. Libel or unlawful use of means of publication and unlawful/false utterances as
defined by law
Ist offense - Suspension for thirty (30) days to one (1) semester
2nd offense - Suspension for one (1) semester to one (1) year
3rd offense - Expulsion from USM
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Section 6. The following are light offenses with their corresponding penalties:

I. Insulting, uttering defamatory or derogatory remarks or flagrant indecency in
language against a fellow student
1st offense — Suspension for one (1) week to one (1) month
2nd and subsequent offenses — suspension for thirty (30) days for each offense
2. Drunkenness within the premises of USM
1st offense — Suspension for one (1) week to one (1) month
2nd offense — suspension for thirty (30) days to one (1) semester
Subsequent offenses — Suspension for one (1) semester for each offense
3. Slight physical injuries
1st offense — Suspension for one (1) week to one (1) month
2nd offense — Suspension for thirty (30) days to one (1) semester
3rd offense — Suspension for one (1) year to expulsion
4. Fighting or resorting to physical force or violence
1st offense — Suspension for two (2) weeks to one (1) month
2nd offense — Suspension for thirty (30) days to one (1) semester
3rd and subsequent offenses — Suspension for one (1) semester to one (1) year
for cach offense
5. Gambling/Betting
1st offense — Suspension for one (1) week to one (1) month
2nd and subsequent offenses — Suspension for thirty (30) days to one (1) semester
for each offense
6. Cheating during an examination or quiz
Ist offense — Automatic failing grade for the subject where cheating was
committed
7. Tumults and other scandalous disturbance to University activity
1st offense — Suspension for two (2) weeks to one (1) month
2nd offense — Suspension for thirty (30) days to one (1) semester

3rd and subsequent offense — Suspension for one (1) semester to one (1) year -

for each offense
8. Littering or misuse of school property
Ist offense — Picking up of litters or cutting of grasses or cleaning the University
premises for one (1) hour
2nd offense — Picking up of litters or cutting of grasses or cleaning the University
premises for two (2) hours

3rd offense and subsequent offenses — Picking up of litters or cutting of grasses

or cleaning the University premises for three (3) hours

9. Violation and marring legally posted signs and notices

1st offense — Reprimand to suspension for one (1) week

2nd offense — Suspension for one (1) week to one (1) month

3rd and subsequent offenses — suspension for one (1) month for cach offense
10. Over speeding within USM and causing noise pollution

Ist offense — Reprimand to suspension for (2) days

2nd offense — Suspension for three (3) to seven (7) days

3rd and subsequent offenses - suspension for seven (7) to thirty (30) days for -

cach offense

11. Non-possession of school 1D and/or non-wearing of school uniform when
required
Ist and subsequent offenses — Exclusion from classes and be declared absent and
non-admittance to University offices or facilities for cach offense.
12. Unauthorized cutting/uprooting of trees/plants, stoning/picking of fruits,
hunting and fishing
1t offense — Reprimand or suspension for two (2) days and payment of damages
2nd offense — Suspension for three (3) to seven (7) days and payment of damages
3rd offense — Suspension for seven (7) to thirty (30) days and payment of
damages for each offense

Section 7. Mitigating, aggravating, and other circumstances affecting liability for an
offense shall be considered in determining the penalty to be meted out.

Article 229. Sanctions and Operative Effects

Section 1. The penalty of expulsion shall carry with it the accessory penalty of
perpetual disqualification from re-enrolling in USM.

Section 2. When suspension is meted outas a penalty, it shall take effect immediately.

CHAPTER 70
RULES IN THE CONDUCT OF INVESTIGATION OF STUDENT
DISCIPLINARY CASES

Article 230. University and College Committee on Student Discipline

Section 1. There shall be a University Committee on Student Discipline to be
constituted by the University President. The Committee shall be composed of: (a) a legal
retainer of USM, as Chairperson; (b) the Senate President of the USG, as Vice Chairman;
(c) the OSA director, as member, (d) Dean of the College/Institute where the respondent
belongs, as member; (¢) Dean of the College/Institute where the complainant belongs, as
member; and (f) University Guidance Counselor, as non-voting member.

Section 2. There shall be a College/Institute Conciliation, Mediation and Arbitration
Committee to be constituted by the Director of Student Affairs. The Committee shall be
composed of: (a) Head of the Student Decorum and Discipline Section, as Chairperson;
(b) the College Governor, as Vice Chairperson, to be designated by the Chairperson,
provided, that none of the parties belong to the College where the College Governor
belongs; (¢) the Chairperson of the Department where the respondent belongs, as
member: (d) Chairperson of the Department where the complainant belongs, as member;
and (¢) University Guidance Counselor, as non-voting member.

Section 3. The Committees stated in the preceding sections shall be independent
from one another, In the conduct of their duties. The chairperson and the members shall
foster the characteristics of the “cold neutrality of an impartial judge”. They shall also




Article 231. Authority to Investigate

Section 1. The University Committee on Student Discipline shall have the authority

to investigate and hear student disciplinary cases forwarded by the College/Institute
Conciliation, Mediation, and Arbitration Committee.

Section 2. The University Committee on Student Discipline shall have the authority

to resolve or review cases certified by College/Institute Conciliation, Mediation v
and Arbitration Committee, as provided above, and shall submit its findings and

rccommendations to the University President for implementation.

Section 3. The College/Institute Conciliation, Mediation and Arbitration Committee 5 1
shall have primary jurisdiction or authority over all disciplinary student cases. If the

Committee cannot resolve such cases, the same shall be certified by at least majority of
the members and the record of the case shall be forwarded to the University Committee
on Student Discipline.

Article 232. Form and Content of Complaint

Section 1. The complaint shall be written in a clear, simple, and concise language,
and well organized to sufficiently apprise the respondent of the nature of the charge
against him/her and to enable him/her to prepare his/her defense.

Section 2. The complaint shall contain:

» the full name and address of the complainant;

+ the full name and address of the respondent as well as his/her program, section
and college/institute; and

*  a brief statement of relevant and material facts, accompanied by certified true
copies of the documentary evidence, if any, and sworn statements covering the
testimony of his/her witnesses.

Section 3. There shall be a preliminary inquiry to be conducted by the College/
Institute Conciliation, Mediation and Arbitration Committee to determine whether the
complaint is sufficient in form and substance or not to warrant a formal investigation.

Section 4. Within five (5) days from receipt of the complaint, the College/Institute
Conciliation, Mediation and Arbitration Committee shall serve a notice to the respondent.
Said notice shall inform the respondent of the charges against him/her and of the conduct
of a preliminary inquiry.

Failure of the respondent to appear in the preliminary inquiry shall be deemed as a
waiver on his/her right to participate in the said inquiry and the same shall proceed ex-
parte.

Section 5. In cases where the complaint is found insufficient in form or substance,
the Committee shall dismiss the case and notify the parties involved.
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Section 6. 11 the Committee, alter the conduct of prehmimary mquiry, tinds a proma

Jacie case against respondent, it shall issuc a formal charge against respondent.

Article 233. Answer

Section 1. The respondent shall be given three (3) days from receipt of the charge
within which to file and answer it in writing. Formal investigation shall be held on notice
as provided in the succeeding Articles.

Article 234. Notice of Hearing

Section 1. All parties concerned shall be notified of the time, date, and place of the
hearing at least two (2) days before the hearing schedule.

Section 2. For the purpose of this article, notice to counsel of a party or his’her duly
authorized representative shall be considered sufficient notice to such party.

Article 235. Hearing

Section 1. Hearing shall commence not later than three (3) days after the receipt of
the respondent’s answer or after the expiration of the period within which the respondent
shall have filed his/her answer.

Section 2. The hearings shall be conducted successively within ten (10) calendar
days.

Article 236. Failure to Appear at Hearing

Section 1. In case the complainant fails to appear in the place and date sct for the
initial hearing afler due notice and without sufficient justification, the case shall be
dismissed without prejudice.

Section 2. In case the respondent fails to appear in the place and date set tor the
initial hearing after due notice and without sufficient justification, this fact shall be noted
and the case against him/her shall proceed ex parte.

Section 3. In case both parties fail to appear at the initial hearing despite notice and
without justifiable reason, the case shall be dismissed with prejudice to refiling of the
same case.

Article 237. Postponement
Section 1. Application for postponement may be granted for a valid cause for such
period as the ends of justice and the rights of parties to a speedy hearing require, provided

that each party shall only be granted one (1) postponement. Provided, further that notice
of postponement shall be filed three (3) days before the scheduled hearing.
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Article 238. Hearing of the University Committee on Student Discipline; Action of
the University President

Section 1. The University Committee on Student Discipline shall formulate and
adopt fair and just procedure in the conduct of hearings.

Section 2. Within seven (7) days after the receipt of the records of the case, the
University Committee on Student Discipline shall submit its report to the University
President through the Vice President for Academic Affairs, for appropriate action.

The report shall contain a brief statement of the facts of the case, the findings,
conclusions and recommendations and the laws and regulations upon which the decision
is based.

Article 239. Motion for Reconsideration

Section 1. The aggrieved party shall be allowed to file one (1) motion for
reconsideration before the University Committee on Student Discipline within three (3)
days from receipt of a copy of the decision.

Article 240. Appeal to the Board of Regents

Section 1. In appealable cases stated under paragraph two (2) of Section 1, Article
235, the respondent may file an appeal with the Board of Regents within fifteen (15) days
from the receipt of the decision denying the motion for reconsideration.

Article 241. Finality of the Decision

Section 1. The decision shall become final and executory: (a) upon the lapse of
three (3) days from receipt of a copy of the decision without a motion for reconsideration
being filed with the University Committee on Student Discipline; or (b) when a motion
for reconsideration being filed, upon the lapse of fifteen (15) days from receipt of a copy
of the decision denying the motion for reconsideration without filing an appeal to the
Board of Regents.

Where the penalty imposed for the offense committed is expulsion or permanent
disqualification from enrolment, a suspension for one (1) semester or more , or other
penalties of equivalent severity, the confirmation of the Board of Regents shall be
required for its finality.

Article 242. Rights of the Respondent Student

Section 1. Every respondent student shall enjoy the cardinal rights accorded to
respondents in administrative proceedings.
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Section 1. Decision(s) shall take elect immediately without prejudice to the right ol
appeal. An appeal, however, does not stay the execution of the decision

Article 244. Records of Proceedings

Section 1. All proceedings on student discipline shall be recorded and reproduced in
six (6) copies.

Section 2. Original records pertaining to student discipline shall be under the
custody of the Head of the Decorum and Discipline Committee. Such records are
hereby declared confidential and no person shall have access to the same for inspection
or copying unless he is officially involved therein or has a legal right, which cannot be
protected or vindicated without access to or copying such records.

Section 3. Any official or employee of the USM who violates the confidentiality of
the records shall be subject to disciplinary action.

Article 245. Offenses and Penalties for Non-Student and Non-Campus Residents
Section 1. For the offenses of non-students and non-campus residents and in cascs

where the provisions of this Code cannot be applied, the same shall be brought to the
appropriate court of justice or any other law enforcement agency.
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CHAPTER 71
ENCLOSURES AND AMENDMENTS

Article 246. Enclosures

Section 1. All existing laws, orders, and other government rules and regulations,
including those, which shall hercinafter be promulgated and which reinforce any
provisions of this Code of Governance, shall be incorporated as integral parts hereof.

Section 2. This Code of Governance shall also incorporate all existing and
subsequent policies and implementing guidelines, rules and regulations promulgated by
the Board of Regents, the University President and all other competent authorities of
USM, provided that the same are not inconsistent with any of its provisions.

Article 247. Manner of Amendment

Section 1. The University Administrative Council may propose amendments to this
Code of Governance relative to administrative matters in any of their meetings, subject
to the approval of the Board of Regents.

Section 2. The University Academic Council and the Research and Extension and
Production Committees may propose amendments to this Code of Governance relative
to academic, research extension and production matters in any of their meetings, subject
to the approval of the Board of Regents.

Section 3. Any amendment to this Code of Governance shall take effect fifteen (15)
days after its publication in at least one (1) official organ of USM.

CHAPTER 72
REPEALING, SEPARABILITY AND EFFECTIVITY CLAUSES

Article 248. Repealing Clause

Section 1. All other existing policies, rules, and regulations of USM, which are not
embodied in or inconsistent with any of the provisions of this Code of Governance, are
deemed repealed or superseded.
Article 249. Separability Clause

Section 1. If any part or provision of this Code of Governance shall be declared
invalid, the other parts or provisions hereof, which are not affected, shall continue to be
in full force and in effect.

Article 250. Effectivity Clause

Section 1. This Code of Governance shall take effect fifteen (15) days after its
publication in at least one (1) official organ of USM.

(26 ¥sMCode
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the Bids and Awards Committee

CHAPTER 2
ADMINISTRATIVE AND FINANCIAL SERVICE PROCESSES
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Process Flow Procedure Details

-The Budget Officer shall draft proposed
Q budget estimates of programs, projects, and
activities  detailed by the object of
expenditures based on the actual obligations
incurred in the prior year. These are to

ording of Obligation
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Submission of PRE &
PPMP

-

Verify accuracy of figures
& objects in PRE & PPMP

Forward PPMP to BAC
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-Various Head of Offices, Deans,
Directors, and Project-In-Charge shall
submit specific Projects Receipts and
Expenditures (PRE) program together
with the Project  Procurement
Management Plan (PPMP) of their
unit/project to the budget office before
the set due date;

-The Budget Office in-charge personnel
shall verify accuracy of figures and
objects in the PRE and PPMP to ensure
that the thing of expenditures are
appropriated correspondingly;

-The Budget Office shall forward the
PPMP to the Bids and Awards
Committee the accurate PPMP for
consolidation; o




15
paration of Annual Procurement Plan (APP)

Process Flow Procedure Details
n-charg
-For the Funds o5, 06 and o7, the Deans,
° Directors and Project leaders of each
college/department/unit/project shall submit
through electronic copy through email of
Deans/ their respective Project Procurement
Jirecto Management Plan (PPMP) together with
Proje Is it Fund 01? WW::J:W“ Program of Receipts and Expenditure
eaders (PRE)/Special Budget and Work Plan to the
Budget Section’s designated email address
prescribed for checking and review of proper
disposition of the object of expenditures. In
the case of General Fund o1, upon the release
Prepare PPMP of National Expenditure Program (NEP) by
Commensuration the Department of Budget Management
l (DBM), the Deans of Colleges, Directors of
Offices and Departments Heads shall prepare
Budget Checking and Review of their PPMP commensuration to the |
Officer the PPMP allocation stipulated in the NEP. The same |
shall be submitted to the Budget Section for |
l checking and reviewing. i
BAC Forward to the BAC .. ot
cretariat In- Secretariatfor -After going through the review b
charge Consolidation Budget Section, the final copy
l printed and submitted to the Bud
for signature of the Budget Offi
personnel | | Forward Final APP to the
Budget Section
Submission of APP to the
Office of the President
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1. The Records Management and Archiving Unit is responsible for the systematic handling, storage, retrieval, and disposal of institutional records.

OFFICE/DIVISION RECORDS MANAGEMENT AND ARCHIVING UNIT
CLASSIFICATION SIMPLE
TYPE OF TRANSACTION | GOVERNMENT TO GOVERNMENT/GOVERNMENT TO CITIZEN/GOVERNMENT TO BUSINESS
WHO MAY AVAIL FACULTY, STAFF, STUDENTS, GOVERNMENT & PRIVATE INSTITUTIONS AND OTHER STAKEHOLDERS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Communication/Document for submission or distribution 1. Provided by Client
CLIENTS STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
RECEIVING AND
RELEASING OF FILES IN
HARD COPY
1. Receivingvarious | 1.1 Verify the documents/communication None 3-5 minutes Administrative Officer
documents. as to purpose.
1.2 Stamp the receiving copy with None 3-5 minutes Administrative Officer
'RECEIVED’, and affix signature, date and
time.
1.3 Ask the client if they want it processed None 3-5 minutes Administrative Officer
by hand or by the records office.
2. gticekriat;:?nangackin :.1 tfter checking t.he document, a None 3-5 minutes
3 g g | tracking number wull.be generated through Administrative Officer
number. the Document Tracking System.
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OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS

Memorandum No. 11 _

Series of 2021
TO : UNIVERSITY IM DEVELOPMENT COMMITTEE MEMBERS
gl
FROM : cousuELjR. TAGARO, RPAE, EdD
Vice President for Academic Affairs
SUBJECT : Instructional Materials Review
DATE : February 18, 2021

Let us meet this Friday, February 19, 2021, 9:00 AM online through Google Meet to review
the following Instructional Materials (IM) endorsed by the College of Human Ecology and Food
Sciences (CHEFS) Instructional Material Review Committee:

1. Learning Module in Applied Business Tools and Technologies Management
2. Laboratory Manual in Applied Business Tools and Technologies Management

The link will be posted later in the official Facebook chat group of the IMDC.

Your attendance is highly expected.

DR. ELSA A. GONZAGA

DR. ANITA C. SORNITO

DR. LAWRENCE ANTHONY U. DOLLENTE
PROF. PIA AMABELLE M. FLORES

PROF. ALLAN C. FACURIB

PROF. EUGENE G. RANJO

ENGR. KHARLO J. SUBRIO

PROF. JP E. FORTINEZ

[TT111% §

opP (os]]

“UNITY IN DIVERSITY AND
SUSTAINABLE DEVELOPMENT IN

MINDANAO THROUGH QUALITY AND RELEVANT EDUCATION.”
USM-SYS-F71-Rev.:..zozo.o7.11,



Republic of the Philippines

UNIVERSITY OF SOUTHERN MINDANAO (A ) e
Kabacan, Cotabato

Tel. No. 63(64)572-2406

OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS

MEMORANDUM No. 10

Series of 2021
TO - ALL USM CURRICULUM REVIEW COMMITTEE &
DEVELOPMENT COMMITTEE MEMBERS
/
FROM :CO . TAGARO, EdD
Vice i for Academic Affairs
SUBJECT : CURRICULUM REVIEW
DATE : February 22, 2021

T — e e e e s e s s e s e s
o o o o o o e e e e e e e o —====

Let us please convene on Wedm‘dc\y-, February 24, 2021, 1:00PM at the VPAA
Office, Admin, Building to review the COVID Curriculum of BS Fisheries, BS
Biology(4™ yr), BS Chemistry, BS Nursing, BSIT and BTVTEd, proposed revision of
BS Biology(incoming 1% yr) and proposal to offer Bachelor of Public Administration
for first semester 2021.

Regular Members:

Chairman:  Dr. Consuelo A. Tagaro

Members: Provisional Member:
Dr. Elsa A. Gonzaga Dr. Jeannie Duka

Dr. Ma. Lezel P. Pataray Dr. Josephine Migalbin
Dr. Lawrence U. Dollente Dr. Jonald Pimentel

Dr. Tessie E. Lerios Prof. Emmalyn Mamaluba
Dr. May Eva Z. Garcia ___Prof. Solomon Presto

Dr. Ma. Luz B. Calibayan

v7_Dr. Anita C. Sornito

Dr. Julius Jerome G. Ele

Prof. Salik D. Makakena

Prof. Eugene G. Ranjo

__Engr. Kharlo J. Subrio

|

|

Your attendance is highly regarded.
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Purpose of this Manual

The University of Southern Mindanaco is committed to a transparent and
responsible preparation of financial statements consistent with appropriate
issuances of the government through the Department of Finance, the Department of
Budget and Management, the Commission on Avudit, and other pertinent
government agencies. This manual aims to facilitate the work of employees involved
in administrative and financial work tasks. The manvual will also work as a tool for the
management in implementing internal control.

Hopefully, these policies and procedures will address concerns on the various
administrative, accounting, and financial policies, internal control policies, and
relevant office administration policies affecting the University's day-to-day
operations. The written policies will also ensure financial accountability and
transparency, minimize misunderstanding, sustain good governance, and protect the
assets of the University. This first phase of the operation manual covers only the

offices under the Vice-President for Administration and Finance.
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Article 10. The Secretary of the University and the Board

Sec. 1. The Board of Regents, upon recommendation of the University President,
shall appoint a Secretary who shall serve as such for the Board and the University and
whose duties and functions shall be those prescribed under Article 42 of this Code.

Article 11. Committees

Sec. 1. The Board of Regents may create committees, as it may deem necessary,
for the proper performance of its functions. 2

Sec. 2. The President of the University shall be ex-officio member of all standing
committees of the Board.

Article 12. Annual Report
.

Sec. 1. The Board of Regents shall file with the President of the Philippines a

detailed report covering the preceding year setting forth the progress and needs of the M

University.

CHAPTER 4
THE ADMINISTRATIVE COUNCIL

Article 13. Composition

Sec. 1. There shali be an Administrative Council of the Universi i
¢ consisti of
the President of the University as Chairman, the Vice President of Adrv?i'nlsu.lior:‘gnd
Finance as Vice Chairman, and the other Vice Presidents, the Deans, Directors and
other officials of equal rank, and upon invifation by the Chairman, the President of the !

University Student Government, as members. ’

Article 14. Powers and Functions ‘]

Sec. 1. The Adininistrative Council shall have the following powers and functions: E
<>~ ™

a. Torecommend to the Board of Regents policies governing the admini tion,
stra 2
management and development planning of the University lgr lpptoprgle action,

b. To mmmmwwbwmua ents formulati perti
rules and regulations to that effect:; ’ - by o e

<. To exercise disciplinary power over University personnel, within the limits of
the rules of personnel discipline prescribed by this Code and subsequent rules
and regulations promulgated by the Board of Regents; and

d. To perform such other powers and functions as hereinafter be
may ant.
the Board of Roggms and by subsequent laws and regulations. e
2.

8

Article 15. Officers

Sec. 1. The President of the University shall be the Presiding Officer of the
Administrative Council. In his absence, the Vice President for Administration and Finance
shall preside, and in the absence of both, the Vice Presidant for Academic Affairs or the
vice President for Research and Extension, in that order, shall take over. In the
absence of all the officials mentioned in an instance where the calling of an urgent
meeting of the Council is very necessary, the most senior member of the Council may
preside.

Sec. 2. The University and Board Secretary shall be the Ex-Officio Secretary of
the Council, unless another official is designated by the University President to assume
the position. As such, he shall discharge the duties and functions provided under

Sec. 2, Article 42 of this Code.

Article 16. Meetings and Quorum

Sec. 1. The Administrative Council shall meet at such time as the President may
determine, provided, that there shall be at least one regular meeting every quarter,
without prejudice to the promulgation of internal rules setting forth a specific provision
on the matter. The President shall call a special meeting whenever necessary or upon
the written request of at ieast one-fifth of the members of the Council.

Sec. 2. Every member of the Council shall be required to attend all its meetings,
but any member may be excused from attendance for justifiable reasons. Proxies may
be allowed on observer status without voting powers.

Sec. 3. A gquorum of the Administrative Council shall consist of a majority of all its
members who are holding office at the time, excluding those on official leave or travel,
and a majority vote of all its members present shall be required to dispose. a question or
decide an issue, unless otherwise provided under parliamentary rules.

Article 17. Committees

Sec. 1. The Administrative Council may create committees, as it may deem
necessary and convenient for the proper performance of its functions.

CHAPTER 5
THE ACADEMIC COUNCIL

Article 18. Composition

Sec. 1. There shall be an Academic Council of the University consisting of the
President of the University as Chairman, the Vice President for Academic Affairs as
Vice-Chairman, and the other Vice Presidents with academic rank and the Deans of
Colleges/institutes, the Principals of the University Laboratory Schools and all faculty
members from the rank of Assistant Professor | and above, as members.

o



¢
Article 26. Meetings and Quorum

Sec. 1. The UREC shall meet at such time as the President may delerminj
provided that there shall be atleast one regular meeting every six (6) months. A speci
meeling may be called by the President as may be deemed necessary or upon t
written request of the Vice President for R. i !
S M v :em e e esearch and Extension or at least one-fifth -

$°°- 2. Attendance in all its meetings shall be r uired of
Council and only for meritorious and justifiable reaso?:; shalloa ;vfgb?f t’reb:;;:s"‘
from attendance. Proxies may be allowed on observer status without voting powers

So'c. 3. A quorum of the Council shall consist of a majority of all its members b
are holding office at the time, excluding those on official travel or leave and a majorit
vote of all merpbers present shall be required to dispose a question or t;ecide ani 42
unless otherwise prescribed under parliamentary rules. .

Article 27. Committecs

Sec. 1. The UREC may create Committees,
proper performance of its functions.

as it may deem necessary for the

CHAPTER 7
THE PRODUCTION COUNCIL

Article 28. Composition

Sec. 1. There shall be a Production Council
y of the University co
President as Chairman, the Vice President for Administration and F m;mn;;;o\;: g:.:::
man, the Director for Agro-Industrial Production Services and other selected compe-
tent members to be designated by the President. e

Article 29. Powers and Functions

AR T

Sec. 1. The Production Council shall have the following powers and functions:

o

a. To formulate policies, rules and regulations i i
k Hes, governing the operation of the agro- |
g\g:f:voa; g-odeuctnt on projects/programs of the University for the approval :‘g the
betic egents and to ensure the effective implementation of the same;
b. To perform such other powers and functions as may be provided by the Board

of Regents and by pertinent laws and regulations.

12

Article 30. Officers

Sec. 1. The President of the University shall be the Presiding Officer of the
production Council. In his absence, the Vice President for Administration and Finance
shall preside. and in the absence of both, the Director for Agro-industrial Production

services shall take over.
Sec. 2. The Director for Agro-Industrial Production Services shall be the Ex-Officio

Secretary of the Council, unless another official is designated by the University President
to assume the position. He shall perform the same duties and functions as those

prescribed for the position in the other Councils.
Where the Director for Agro-Industrial Production Services shall preside the meeting,

in the absence of the Chairman and the Vice Chairman above-mentioned, a senior
member of the Council who is present during said meeting or a duly designated official

may act as Temporary Secretary.
Article 31. Meetings and Quorum

Sec. 1. The Production Council shall meet at such time as the President may
determine, provided, that there shall be at least one regular meeting every quarter. The
President shall call a special meeting as may be deemed necessary or upon the written
request of at least one-third of the members of the Council.

Sec. 2. Every member of the Council shall be required to attend all its meetings,
but any member may be excused from attendance for justifiable reasons. Proxies may
be allowed on observer status without voting powers.

Sec. 3. A quorum of the Production Council shall consist of a maijority of all
members holding office, excluding those on official leave or travel, and a majority vote
of all members present shall be required to dispose a question or decide an issue,
unless otherwise prescribed under parliamentary rules.

Article 32. Committees

Sec. 1. The Production Council may create committees, as it may deem necessary
and convenient, for the proper performance of its functions.

CHAPTER 8
OFFICERS OF THE ADMINISTRATION
AND THEIR FUNCTIONS

Article 33. Composition

Sec. 1. The key officers of the administration of the University shall be the
President, the Vice Presidents, the University and Board Secretary, the Executive
Assistants, the Deans, the Directors, the Administrative Officer, the Budget Officer, the
Chief Accountant, the University Registrar, the Legal Officer, the Personnel Officer, the
Records Officer, the Supply Officer. the Chief Cashier, the Chief Security Officer and
other officials as may be determined by the University President.

13



Article 34. The President of the University

of retirement but not later than the age of seventy (70), if his performance has been |

unanimously rated by the Board of Regents as outstandi i ecom-
mendation by a duly created search committae, e

Sec. 2. The Universi
e ity President shall have the following powers and responsi-

areas: development planning and resource all i

) ocations; grants, en
ar;d _lund rais!ng; external relations and public affairs; a?-»d Univer:i‘:;v:‘ole?c':
relating to regional developm'ep( programs, curricula, and matters affecting the

academic, research, extension,
4 _l;: the confirmation of the Board of Regents;
- To coordinate the activities and programs. of th i i
a ] e University with the other
component units and institutes, to review their goals and objectives. to appraise

!'9 the Board of Regents;
€. 1o exercise general administration and supervision of all busi 7
‘ 1 usiness and fi i
and acadgmac operations of the University, and over all officers fac:f:an?:l’
; non-teaching staff of the University; ' o
. ;‘? recommend to the Bpard of Regents appointments of vice president, deans
;_egtors. faculty members and personnel in the supportive staff ar;d olhe;
5 gooca:ls 'a:';'d employees as may be deemed proper;
i effec € promotion, transfer, detail seoondm'en! and 1
‘ . de . 3 other rsonnel
ac:ons. of Unive(sny personnel; fix their work schedules; grant leaves :feabsenoe
and approve their aqdvbonal assignments, additional compensation, resignation
and retirement, subject to the confirmation of the Board of Reget;ls as itma
i :o deemed appropriate; Y
- 'O set up machinery for the resolution of all discipli i
. ! plin and non-discipli
:2::; :;vgvu:;% the personnel of the University, and.!g- the considera‘:i:l‘:g
& " x . %
imeie e ess of grievances in accordance with applicable laws and
;oe'anv;a‘rrg r:gmlps. assistantships, and scholarships to students faculty
o er personnel i olici i
me o R spo In accordance with the policies prescribed by

-
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j. To plan, prepare and implement, upon authority of the Board of Regents, a
University program for the training and education of adult citizens and out-of-

school youths;

To supervise the preparation of the budget of the University, subject to the

confirmation of the Board of regents, for approval by competent higher

authorities;

I.  To submit to the Board of Regents and/or other competent higher authorities
an annual report on the operation of the University, and such other reports as

may be required;

To preside at commencement and other public exercises of the University, and

confer such degrees and honors as may be granted by the Board of Regents

and all diplomas and certificates issued by the University shall be signed by
him;

Tc grant service credits and to change the leave status of any member of the
academic staff from teacher’s leave to vacation and sick leave or vice versa
in the interest of the service, subject to the policies approved by the Board of
Regents and other pertinent laws and regulations;

o. To execute and sign in behalf of the University all contracts, deeds and other
instruments necessary for the implementation of the mandated functions of
the University, Provided, that in regular recurring undertakings and transactions
where his action is virtually ministernial, condftions and terms thereof having been
fixed in the University existing regulations and general laws, he may direct through
written instruction, that approval in specified cases be made in his behalf by
officers of administration or heads of units concerned, subject to such safe-
guards to his power of revocation;

p. To supervise and coordinate, through the Director of Student Affair Services.
all organizations and activities of students. In accordance with existing regulations,
he shall issue adequate safeguards for the operation of student organizations
and other student activities;

q. To generate funds and grants-in-aid in support of the operation and development
projects of the University to augment its annual budgetary allocations, and,

To exercise other powers and duties delegated to him by the Board of Regents

or as may hereinafter be provided by subsequent laws and regulations.

Sec. 3. In case of his brief absence, the President may designate a ranking
officer of the Administration, who may be one of the Vice Presidents to act as Officer-In-
Charge of the Office of the President, to carry out the ministerial day-to-day manage-
ment of the University affairs, unless otherwise provided.

Article 35. The Offices Under the University President
Sec. 1. The Offices directly under the Office of the University President shall be
the following:

a. Lins Offices
i The Vice Presidents

15



b. Staff Offices
ii. The University and Board Secretary

iii. The Executive Assistants

iv. The Human Resource Management

v. The Public Relations and Information
The Planning and Development
The Socio-Cultural Affairs

- The Agro-Industrial Production Services

ix. The Internal Control Unit (cu)

x. The Chief Security Office

Article 36. The Vice President for Administration and Finance

Sec. 1. The University shall have a Vice President for Administration and Finance
who shall be appointed/designated by the President of the University, subject to the
confirmation of the Board of Regents. Incase of a regular piantilla position, appointment
to the said position shall be governed by the existing qualification standards and other
rules and regulations prescribed by the Civil Service Commission for the same. For a
designation as such, however, he shall be at least a holder of an appropriate Master's
degree with at least seven (7) years of administrative and/or finance management
experience. His term of office as such designated official shall be three (3) years without
prejudice to redesignation.

Sec. 2. He shall assist the University President in the general supervision of the
operations of the fiscal and administrative affairs of the University in accordance with
the existing government and University policies, guidelines, rules and regulations.

Sec. 3. He shall have the following specific powers and functions:

a. To act as Officer-In-Charge of the University in the absence of the University
President when so designated;

b. To supervise, coordinate and monitor the activities of the administrative and
support services officials and employees of the University and the affiliate

4 agmmma&\gmmem.iwpmidedhmeMmm
of Agreement on the establishment of the same;

c. To coordinate the recruitment of faculty and staff, and act as Chairman of the
Selection and Promotion Board of the University;

d. To represent the University in conferences, seminars and other similar meetings
on matters affecting administrative programs and activities if so authorized by
the University President;

e. To submit a regular report of work progress to the University President:

f. To serve as ex-officio chairman of the standing committee on the prequalifications,
bids, wmsdhnmwmwmmdumw;

g. To help undertake activities that shall keep the University abreast with recent
developments; .

h. To act as Vice Chairman of the Administrative and Production Councils; and

i. ;oexemisewah«duﬁesandﬁnwa\sasmaybedelegaedbymemw

resident.

.~
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Article 37. The Offices Under the Vice President for Administration and Finance

Sec. 1. The Offices direclly under the Vice President for Administration and
Finance shall be:

The Administrative Services Office
The Finance and Management Office
The Physical Plant Services Office
The Health Services Office

apoe

Article 38. The Vice President for Academic Affairs

Sec. 1. The Vice President for Academic Affairs shall be appointed/designated
by the President of the University, subject to the confirmation of the Board of Regents.
He shall be a doctoral degree holder in education, with an academic rank of at least
Professor | and with at least seven (7) years of teaching background and five (5) years of

. administrative experience. Except when appointed to a plantilla position, his term of

office as such shall be three (3) years without prejudice to redesignation.

Sec. 2. He shall act as Officer-In-Charge of the University when so designated by

v the University President.

Sec. 3. He shall be directly responsible to the Universily Preside.n.! for ca_rrying
out the educational policies and programs of the University and in s.uper\nsmg curricuiar,
instructional, and other academic-related activities of the University.

Sec. 4. He shall exercise the following specific duties and functions:

To supervise and coordinate all academic units and programs of the University;
To administer the overall execution of policies on instruction approved by the
Board of regents, as recomimended by the Academic Council, and by other highe:
authorities; _ ) o
To recommend to the University President academic pohcze§ pertaining .
curricula, faculty appointments and assignments, and academic programs;
To coordinate the planning and preparaton of the proposed annual budget of
the different colleges and institutes; ) e '
To coordinate with the research and extension unit(s) of the University in promoting
the research and extension activities of the faculty; _ ¢
f. To serve as ex-officio chairman of all standing and/or Ad Hoc Con:nmmees whud'n
shall conduct regular faculty appraisal on performance evaluation, screemng_
of applicants for scholarship and faculty development and other related purposes;
To coordinate with other educational institutions and/or related agencies to
insure inter-program/agency complementation and efficient maximization of
vailable resources; ‘ .
hi '?'o submit a regular memorandum of work progress to the University President;
i. To act as Vice Chairman of the Academic Council; and
To exercise such other powers and functions as may be delegated by the

President.

a.
b.

17



Article 39. The Offices Under the Vice President for Academic Affairs

Sec. 1. The Offices directly under the Vice President for Academic Affairs shall
be the following:

The Graduate College

The Undergraduate Colleges and Institutes
The Office of the Director for Instruction *
The Office on Student Affairs

apcwe

Article 40. The Vice President for Research and Extension

Sec. 1. The Vice President for Research and Extension shall be appointed/
designated by the President of the Universily, subject to the confirmation of the Board
of Regents. He shall have an appropriate doctoral degree in philosophy or science,
with an academic rank of at least Professor |, with al least seven (7) years of research
and extension experience and at least five (5) years of administrative experience. His
term of office shall be three (3) years, except when appointed to a piantilla position as
such, without prejudice to redesignation.

»

Sec. 2. The Office of the Vice President for Research and Extension is a consultative,
supportive and service office of the Universily to promote the interests of the units,
centers, and institutes under the research and extension organization.

Sec. 3. He shall have the following specific duties and functions:

a. To exercise general supervision and coordination of all programs, projects and
activities of the various units under his office;

b. To recommend and implement policies and guidelines governing research and
extension affairs of the University;

c. To plan programs for research and extension activities which are geared towards
the growth and development of the university, the region and the country;

d. To direct the implementation of research programs and the execution of
extension services of the University; .

e. To coordinate, monitor and appraise the performance of the various research
and extension units of the University, including those of the research centers/
institutions established in the University and other affiliate research agencies/

“institutions;

f. To plan, promote, and carry out close working relations and linkages with
appropriate government research and development agencies and non-
government organizations,;

g. To act as Vice Chairman of the Research and Extension Council; and

h. To perform such other related functions as may be directed by the President
and other competent higher authorities.
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Article 41. The Offices Under the Vice President for Research and Extension

Sec. 1. The Offices under the Vice President for Research and Extension shall

a. The Research and Development Office
b. The Extension Services Office
c. The Research Centers/Institutes

Article 42. The Duties and Functions of the Secretary of the University and the
Board

Sec. 1. As Secretary of the Board of Regents, he shall exercise the following
specific duties and functions:

a To prepare the agenda for all regular and special meetings of the Board of
Regents in consultation with the University President and deliver/send the
agenda to the Chairman and Members of the Board at least three (3) days
before each scheduled meeting:

b. To write out the transcription of the minutes of each meeting; have the same

attested by the Chairman/Presiding Officer for the confirmation of the Board

in its next meeting;

To prepare and pass referendum for appropriate action of the Board of Regents;

To prepare and issue excerpts of minutes of meetings of, and/or certifications

on certain policies promulgated by, the Board, and

e. To perform such other functions as may be directed by the Board of Regents
or the University President.

ao

Sec. 2. As Secretary of the University, he shall exercise the following duties and
functions:

a. To act as Secretary of the Aduinistrative Council, unless another official shall
be designated to the position by the University President. As such, he shall
issue notices of meetings of the Cousiwl and take down the minutes of the
proceedings thereof;

b. To prepare memoranda, circulars, bulletins and other official communications
for the signature of the University President or his duly authorized representative;

c. Toinform the members of the faculty and the non-teaching staff on various
policies, rules and regulations promulgated by the Board of Regents or by the
Council as approved by the Board;

d. To keep custody of classified records, issue excerpts or appropriate certifications
upon request of authorized officials and employees of the University and other
entities; and

e To perform such other functions as may be directed by the University President.
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Article 43. The Executive Assistants

Sec. 1. There shall be as many Executive Assistants, as are necessary, to be
designated by the University President, to assist and advise him in the effective and
efficient performance of the duties and functions of his office on various areas of con-
cern such as but not limited to the following:

a. Civil Security Services
b. External Affairs
c. Alumni Affairs

Article 44. The Human Resource Management Office

Sec. 1. The Human Resource Management Office shall be headed by a Director
who shall be designated by the University President for a term of three (3) years without
prejudice to redesignation, subdject to the confirmation of the Board of Regents. He
shall be at least a holder of an appropriate master's degree preferably with special
training and/or work experience in personnel development and management and at
least three (3) years of administrative expenence.

Sec. 2. The Director for Human Resource Management shall perform the follow-
ing functions:

a. To be responsible for the emplementation of the established University policies
on personne! management and development and the maintenance of effective
liaisoning with the Civil Service Commission and other offices concerned;

b. To keep updated service records of, and other data and information pertaining
to, all personnel of the University and issue appropriate certifications and other
documents on the matter upon proper request by concerned parties:

¢ To assist and advise the University President and other concerned University
officials and employees in the proper execution of policies, regulations and
orders in all areas of personnel management and development promulgated
by the Civil Service Commission and other higher authorities,

d. Toundertake personnel programs, and inform the heads of units concerned of
the recent developments in all areas of personnel management and development
and, .

e. To perform such other related work as may be assigned by the University
President.

Article 45. The Public Relations and Information Office

Sec. 1. The Public Relations and Information Office shall be headed by a Director
10 be designated by the University President for a term of three (3) years, without prejudice
o redesignation, subject to the confirmation of the Board of Regents. He shall be at
least a holder of an appropriate master's degree in communication with at least three
(3) years of administrative experience.

Sec. 2. The Director of Public Relations and Information shall perform the follow-
ing functions:
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a. To promote and foster cordial relations between and among the various sectors
of the University constituents and with other agencies and institutions;
b. To help project the good image and reputation of the University in all areas of

endeavors to the general public;
c. To establish effective relations with the media (print, radio, TV and others) on
the dissemination of important activities and breakthroughs of the University

for the information of the general public;
d. To take charge of the preparation and circulation of regular university publications:

and
e. To perform such other related funclions as may be assigned to him by the

University President

Article 46. The Planning and Development Office

Sec. 1. The Planning and Development Office shall be headed by a Director to
be designated by the University President, subject to the confirmation of the Board of

, Regents, without prejudice to redesignation. He shall be at least a hoider of appropnate
‘master’s degree, preferably with special training and/or working experience in planning

and development and at least three (3) years of administrative experience.

Sec. 2. The Director for Planning and Development shall perform the following
functions:

To initiate, coordinate, monitor and evaluate the planning and development
activities of all sectors of the University;

To coordinate the preparation of projectprogram plans and proposals,

To provide assistance in packaging program plans and proposals: -

To serve as data bank and the center of project/program plans and proposals
for the development of the University: and

e. To perform other related functions which the University Prasident may assign
to him from time to time.

ano o

Article 47. The Socio-Cultural Affairs Office
Sec. 1. The Socio-Cultural Affairs Office sh.ll be headed by a Director who shall

- be designated by the University President for a term of three (3) years, subject to the

confirmation of the Board of Regents, without prejudice to redesignation. He shall be at
least a master's degree hoider with appropriate experience and/or special training in a
reiated field, at least an assistant professor with at least three (3) years of administrative
experience and shall have underntaken a socio-cultural research on any ethnic tribe of
the Philippines, particularly within the service area of the University

Sec. 2. The Director for Socio-Cultural Affairs shall have the following functions:

a. To supervise and manage the various socio-cultural performing art groups/units
of the University, such as but not limited to the following:

i University Dance Troupe
ii.  University Band
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fii. University Chorale

iv. University Combo

V.  University Dramatics Guild

vi. University Socio-Cultural Museum;

To draw plans and provisions for the continuous training and development of

b.
the members of the various performing art groups/units i i
and to see to it that their needs are taken cgaredpof' idiecis sopervtsion
c. To plan and implement year-round stage presentation programs depicting the

various socio-cultural settings of the different ethnic tribes withi
| d : within the servi
are'a's.ol the University, pParticularly during official and special affairs ar‘t::
:la_chvmcs and to properly document the same;
@ To gather and collate socio-cultural herita ; i ic tri
_ _ ge of the various ethnic tribes
keep them for posterity and display in the University Museum and to <:on<la n;t’
continuous research on the same, Y
e. To help synchronize the teaching and int I
nchr ¢ ! egration of the socio-cultural heri
of lher ethnic tribes in eoo_rdmalion with the Vice President for Academic?f;:?r:
o :nd the heads of appropr_vato academic units of the University;
A nznc:z::::al_ec ang: m?nmno:, all socio-culturai activities of the academic and
- mic units of the University in consultati i i
Pzt prealupestod y tion with the heads of the units
To receive and entertain, upon instruction of 1 i i isi
b pmtohapt.o the USM President, university visitors
To perform such other duties and res ibilities i :
r Ponsibilities inherent
may be directed by the University President. Mo

Article 48. The Agro-Industrial Production Services Office

Sec. 1. The Agro-Industrial Production Service:
" s Office shall be headed by a Di
::,h::, shall t:_e des_lgnaled by the University President for a term of three 3) ys?rs st::;:::
shalleb:O:t -'ren;astl-onhouhe B'oard of Regents, without prejudice to redesignaiion He
all a hoider of an appropriate master’'s degree, preferab with i
training and/or working experience along his line of responsibilities, and'yat leasstpl:::ae'

(3) years of administrative experience.
Sec. 2. The Director for Agro-Industrial Services shall perform the following functions:
a. To be responsible in supervising,
o. To implement the policigs. rules and }egulalions relative to the operation of the

c. To formulate and recommend program proposals to improve the operation and
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Article 49. Standing Committees and Special Offices/Committees

Sec. 1. The University President shall constitute Standing Committees in accordance
with the provision of existing laws and regulations for the effective and efficient
discharge of the functions of the University such as but not limited to the following:

“Fe~eanow

Selection and Promotion Board
Committee on Personnel Career Development

Prequalification, Bids and Awards Committee
Bids and Awards Committee

Committee on Personnel Discipline
Committee on Student Discipline

Grievance Committee

Housing and Land Use Committee

Internal Control Committee

Sec. 2. The University President may also create Special Offices/Committees, as
it may deem necessary, to perform special functions in the light of the continuous expan-
sion and development of the University,such as but not limited to the following:

ssapos

Article

Publications and Media Services Office
USM Review Center

Visitors® Relations Office

Guest Houses Management Office
Information System Committee

Ad Hoc Committees

50. The Administrative Services Office

Sec. 1. The Administrative Services Office shall be headed by a Director who

shall be the appointed Chief Administrative Officer in a concurrent capacity upon proper
designation by the University President, subject to the confirmation of the Board of Regents.

Sec. 2. The Director for Administrative Services shall perform the following functions:

b.

To assist the offices of the President and of the Vice President for Administration
and Finance in the day-to-day management/administrative operations of the

University;
To supervise the activities of the administrative services support staff under him
and ensure the efficient and effective performance of their assigned duties and

functions;
To coordinate with the various offices performing administrative and financial

functions in the performance of his duties and functions: and
To perform such other duties and functions as may be assigned by the President
and/or the Vice President for Administration and Finance.
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