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Special Order No. 700l

Series of 2024

TO: VPAA - Chairman
HRMDO Director - Secretariat
USMFAI Representative -
University Professor chosen by the
President
Director for Instruction - (For the Teaching and Learning Pathway)

"

SUBJECT: COMPOSITION OF REGULAR MEMBERS OF USM FACULTY SELECTION
BOARD (FSB)

DATE: Friday, August 30, 2024
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Pursuant to C5C MC 1g, s. 2005 and for the best interest of the University, you are
hereby constituted to compose the Regular Members of USM Faculty Selection
Board (FSB) with VPAA as Chairperson, in addition to your appointive positions
effective immediately.

You will be joined by three (3) provisional members to include the College Dean,
Department Chairperson and the highest ranking professor in the department where
the vacancy exist.

As such, you will assist the University President in appointing the most qualified
candidate for hiring, promotion, secondment, transfer and other personnel actions as
stipulated in the Strategic Competency-based Merit Selection Plan of the University.

You are also expected to promote and observe honesty, integrity, efficiency,
responsiveness, and courtesy in your unit and help create a working climate
conducive to public and accountability in consonance with existing laws and
requlations.
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This designation shall remain in force and in effect on September o2, 2024 until
September 01, 2025 otherwise the same is revoked by the undersigned or by a
higher competent authority.

FRANCIS G . GARCI ABE, PhD
Canforre; SUC President %
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Chapter 5

5. FACULTY RECRUITMENT, SELECTION, APPOINTMENT, AND PROMOTION
5.1. General Policy (BOR Resolution No. 32, s 2024)

USM adheres to the merit and fitness principle and to uphold professional

transparency in the recruitment, promotion, reclassification and other human resource
actions of its academic personnel to ensure that justice and fairness are applied to all
concerned. The selection of faculty members shall be based on their relative qualifications,
competence to perform the duties and responsibilities of the position, and alignment to the
strategic priorities and goals of the University. There shall be no discrimination in the
selection of teaching staff on account of age, sex, sexual orientation, gender identity and
expression, civil status, disability, religion, ethnicity or political affiliation.

This Merit Selection Plan shall apply to the closed career positions of the University.
These are positions or ranks in the faculty such as the following:

Faculty Ranks Sub-Rank
Instructor -1l
Assistant Professor -1V
Associate Professor -V
Professor [-VI

University Professor

5.2. Faculty Recruitment, Selection, and Placement Systems and Standards
5.2.1. Qualification Standards

The qualification standards for appointment and other personnel actions for faculty
shall be those provided under CSC MC No. 1, s. 1997 as amended by MC 22 s 2016 and such
other issuances that may henceforth be issued.

Hereunder are the minimum qualification standards for appointment to faculty
positions/ranks provided under MC No. 1, s. 1997 and amended by MC No. 22, s 2016.
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CSC MC No.1, s. 1997 as amended by MC 22., s 2016

INSTRUCTORITOII

Education :Masters’ Degree in the area of specialization or its allied/related fields
Experience:None required
Training :None required
Eligibility  :None required
RA1080 (For programs requiring BAR of Board eligibility)

INSTRUCTORIII

Education:Masters’ Degree in the area of specialization or its allied/related fields
Experience :1lyear of relevant experience

Training :4hours of relevant training

Eligibility  :None required

RA1080 (For programs requiring BAR of Board eligibility)

Education :Masters’ Degree in the area of specialization or its allied/related fields
Experience :2years of relevant experience

Training  :4hours of relevant training

Eligibility  :None required

RA1080 (For programs requiring BAR of Board eligibility)
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ASSISTANT PROFESSOR II-IV

Education :Masters’ Degree in the area of specialization or its allied/related fields
Experience :2years of relevant experience

Training  :8hours of relevant training

Eligibility  :None required

RA1080 (For programs requiring BAR of Board eligibility)

A IATEPROFESSOR I-III

Education :Masters’ Degree in the area of specialization or its allied/related fields as
showninrelevant CHED CMO PSG

Experience :2years of relevant experience
Training  :8hours of relevant training
Eligibility  :None required
RA1080 (For programs requiring BAR of Board eligibility)

A IATEPROFESSORIV-V

Education :Masters’ Degree in the area of specialization or its allied/related fields as
showninrelevant CHED CMO PSG

Experience :3years of relevant experience
Training :16hours of relevant training
Eligibility  :None required
RA1080 (For programs requiring BAR of Board eligibility)
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PROFESSOR I

Education :Masters’ Degree in the area of specialization or its allied/related fields as
showninrelevant CHED CMO

Experience :4years of relevant experience
Training :24hours of relevant training
Eligibility  :None required
RA1080 (For programs requiring BAR of Board eligibility)

PROFESSORII-III

Education :Masters’ Degree in the area of specialization or its allied/related fields as
showninrelevant CHED CMO

Experience :5years of relevant experience
Training  :32hours of relevant training
Eligibility  :None required
RA1080 (For programs requiring BAR of Board eligibility)

PROFE RIV-VI

Education :Relevant doctorate degree
Experience :5year of relevant experience
Training  :32hours of relevant training
Eligibility  :None required
RA1080 (For programs requiring BAR of Board eligibility)
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UNIVERSITY PROFESSOR

Education :Relevant doctorate degree
Experience :5year of relevant experience
Training  :32hours of relevant training
Eligibility  :None required

RA1080 (For programs requiring BAR of Board eligibility)

Education refers to the formal academic studies that will enable the candidate to
successfully perform the duties and responsibilities indicated in the Position
Description Form (PDF) (DBM-CSC Form No. 1, Revised 2017) of the position to

B\edcpé%'ate of the master’s or doctoral degree aligned to the academic program
offered and its allied programs as defined by the respective CHED CMO PSGs
shall be considered to have met the master’s or doctoral degree requirement for
purposes of meeting the education requirement for faculty members.

Experience refers to the previous faculty jobs in either the SUC, private higher
education institutions (HEIs), research institutes, and extension agencies, whether full-
time or part-time, which, as certified by the Human Resource Management Officer or
authorized officials of the previous employer, are functionally related to the duties in
the PDF of the position to be filled. For this purpose, relevant job includes teaching,
research, extension and production. Relevant experience may be acquired through:

a) a Job Order or Contract of Service covered by a contract or a Memorandum of

Agreement.
b) volunteer work, on full time basis, as certified by the Human Resource

Management Officer or authorized officials
c) a designation covered by an Office or Memorandum Order may be considered

for meeting the experience requirement.

Training refers to formal or non-formal training courses and HRD interventions such
as coaching, mentoring, job rotation, seminars, workshops, and others that are part of the
employee’s Individual Learning and Development Plan. These trainings/learning and
development interventions are intended to enable the candidate to successfully perform
the duties and responsibilities as indicated in the PDF or Job Description (JD) of the
position to be filled. These are evidenced by the Learning and Development Plan/Coaching
and Mentoring Program approved by the University President and Certificates issued by
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the HRMDO or authorized official from the government or private sector and verified by
the HRMDO.

Training obtained from external providers maybe credited provided appropriate
documentations are presented and verified by the HRMDO. Training acquired from
external providers must be relevant to instruction, research, extension, resource
generation or to the administrative designations of the candidate and aligned with the
strategy map or development goal of the university.

USM-initiated or in-service training/learning and development intervention may be
considered for purposes of meeting the training requirement of positions. In-service
training/ learning and development activities should be registered in the Linang Tao
Academy. The equivalent number of hours shall be certified by the Chief Learning
Architect.

Attendance to annual agency planning sessions/workshops/ conferences as a
requirement for operations and/or services rendered as facilitator/ resource person in
seminars/workshops/trainings shall not be considered for meeting the training
requirements.

Eligibility for faculty positions refers to the result of passing a merit and fithess test
which may be determined as far as practicable by competitive examination or based
on highly technical qualifications or other tests of merit and fitness conducted by the
Civil Service Commission, Professional Regulation Commission (for Board
Eligibilities), Supreme Court (for Bar Eligibility).

The National Budget Circular (NBC) pertaining to compensation and position
classification plan for faculty positions in SUCs shall govern the compensation and
position classification of faculty positions in USM.

The Faculty Selection Board may, for promotion purposes, shall review and
recommend revisions to the promotion indicators and metrics to fully utilize available
data that corresponds to the criteria promulgated herein.

Evaluation for recruitment and promotions shall be guided by the competency
framework for faculty members. The HRMDO shall develop, periodically review and
enhance the competency standards for faculty members subject to the approval of the
BOR.

5.3. Faculty Selection Board

The USM “Faculty Selection Board” herein referred to as the FSB shall assist the
University President in selecting applicants or candidates for recommendation to the
governing board, who shall confirm the appointment of faculty members to positions/ranks.

The regular members of the FSB of the University/College are the following:

a. The Vice President for Academic Affairs as Chairman;
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b. The Director of the Human Resource Management and Development Office
(HRMDO) as the FSB Secretary,

c. The President of the USM Faculty Association, Incorporated (USMFAI);
d. Any of the University Professors chosen by the University President;

e. In addition, other members may be added to wit:

1. The Director for Instruction if the position is for Teaching and Learning
Pathway

2. The Director of Research and Development Office if the position is for
the Research Pathway

3. The Director of Extension Services Offices if the position is for the
Extension Pathway

4. The Director of Business Development Center or Human Resource
Development and Training for Production Pathway

5. The Director Administrative Services for Leadership Pathways

6. The Dean/Director of the College/Unit where the vacancy exists;

7. Chairman of the department to which the appointee will be assigned,;
8. Highest ranking faculty member of the department

The HRMDO Director being the FSB Secretary shall continuously make an

inventory of all vacant positions and coordinate with the department chairman/head
in determining qualified insiders who may be considered for appointment. He/She
shall keep records of the proceedings of the FSB, maintain all records or documents,
and keep the same available for inspection and audit by the Civil Service
Commission. He/she is likewise tasked to coordinate with the Director for

Instruction in the projection of faculty manpower needs per department.

Recruitment, Selection, Appointment and Promotion
5.4.1. Recruitment, Selection, and Appointment

5.4.1.1. Recruitment shall be limited to those who meet the minimum
requirements prescribed for the rank.

5.4.1.2. Transferees from other state or local universities and colleges,
research institutes, and practice-related government agencies may be
admitted at their present faculty or equivalent rank in the absence of
qualified insider faculty members in USM subject to assessment
described herein.

5.4.1.3. If a faculty member is appointed as USM President, he/she loses
his/her faculty rank. However, if it is a designation, he/she retains his/her
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faculty rank. This is without prejudice to a possible appointment to a fallback
faculty position as the Board of Regents may decide.

5.4.1.4. The statuses of appointment for the members of the faculty are the
following:

1. Permanent appointment shall be issued to a person who meets
the qualification standards established for the faculty rank and
who shall have successfully completed the probationary period of
two years or four regular semesters.

2. Temporary appointment shall be issued to a person who
meets all the minimum requirements except the education but
only in the absence of applicants who possess the minimum
educational qualification, as certified by the University President.
He/she may be appointed not exceeding twelve months,
reckoned from the date it was issued but the appointee may be
replaced sooner if a qualified eligible who is willing to accept the
appointment becomes actually available. The temporary
appointment shall be limited to five (5) times only.

Appointees under temporary status do not have security of
tenure and may be separated from the service, with or without
cause. As such, they shall not be considered illegally
terminated and hence, not entitled to claim back wages and/or
salaries and reinstatement to their positions.

The employment or services of appointees under temporary
status may be terminated without necessarily being replaced by
another. Temporary appointees may also be replaced within the
twelve-month period by qualified eligible or even by non-
eligible. A temporary appointment to a position which involves
practice of profession may be issued to a person who lacks the
required experience or training but only in the absence of an
applicant who meets all the qualification requirements of the
position as certified by the appointing authority.

When there are no available qualified faculty candidates in the
region, place or locality, as certified by the appointing
officer/authority, temporary appointments may be issued until the

required Master’s degree is met/complied with in pursuant to CSC MC
25 s 2017.

A 30-day written notice signed by the appointing authority shall be
given to the temporary appointee prior to termination of
service/removal or replacement.
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3. A contractual appointment may be issued to a faculty member
when the exigency of the service requires, subject to existing
policies. Such appointment is for a limited period not to exceed
one school year. The appointing authority shall indicate the
inclusive period covered by the appointment for crediting services.

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

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

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

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

5. Substitute — an appointment issued when the regular
incumbent of a position is temporarily unable to perform the duties
of the position as when the incumbent is on an approved leave of
absence, under suspension,on a scholarship grant or is on
secondment. This is effective only until the return of the incumbent.

5.4.1.5. Contract of Service (COS) Faculty is not covered by this
selection plan. COS Faculty refers to learning service provider to
undertake instruction/ teaching activities for a semester of academic
workload. Part-time teaching covered by a contract of service does not
give rise to employer employee relationship between USM and the person
hired, and it is stipulated in the contract that services rendered cannot be
accredited as government service. Furthermore, the teaching staff
member covered by a contract of service or a job order is not entitled to
benefits enjoyed by government employees. Hiring through COS shall be
governed by the relevant provisions of RA 9184 and CSC-DBM-COA
Joint Circular 1 series of 2017 as amended by Joint Circular 1 series of
2018 or other applicable issuances hereinafter promulgated.
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5.4.1.6. Procedures

The University shall recruit and appoint its faculty in accordance with
the following procedures:

5.4.1.6.1. The HRMDO shall periodically assess the manpower
requirements for each academic department. A five-year manpower
projection shall be prepared by each department chairperson and to
be submitted to the HRMDO for consolidation.

5.4.1.6.2. The HRMDO shall coordinate with the Planning and
Development Office in identifying the human resource needs to
support the strategic directions of the University. Priority academic
program shall be identified based on the human resources need of the
region. In addition, the academic departments that support the
research and extension of the region shall also be given the priority.

5.4.1.6.3. The strategic directions of the university and the manpower
needs assessment form the basis of the USM President for declaring,
matching, and allocating vacant items to various departments/
specialization. If the available items are limited, the need for faculty
members shall be satisfied by COS faculty.

5.4.1.6.4. The HRMDO shall call for talent banking a semester
before the filling up of vacant faculty positions. Men and women and
from diverse backgrounds are encouraged to apply.

5.4.1.6.5. The HRMDO shall conduct a preliminary evaluation of the
qualifications of all candidates. The preliminary evaluation includes the
applicants’ educational background, training, and appropriate
eligibility.

5.4.1.6.6. The HRMDO shall notify all applicants of the outcome of
the preliminary evaluation. Those candidates who passed the
preliminary evaluation shall be invited to undergo the SINTIDO 1.0
Boot Camp or equivalent.

bedriiGrEie tHRMEO andikiplice TasimMwlademy stall facilitate digital
demonstration exercises allowing the candidates to showcase their
potential and performance.

5.4.1.6.8. The result of the assessment shall be uploaded to the Dynamic
Candidates Assessment System (DYCAS) which shall serve as a talent
bank for candidates for further selection process.

5.4.1.6.9. The FSB shall refer to the faculty manpower needs as
determined in step c to generate comparative matrix of candidates using
the data from DYCAS.
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5.4.1.6.10. The HRMDO Analytics team shall coordinate with the Chief
Learning Architect of the Linang Tao Academy to generate data for
DYCAS on the following framework:

Assessment Domain Point Allocation | Assessment Strategigs
Potential of the Candidate
Ability 30 Workplace simulation
and competency
demonstration through
SINTIDO 1.0
recruitment boot
camps
Aspiration 30 Motivational  Factorg
and Behaviora
Indicators as observed
during SINTIDO 1.0
recruitment boot
camps
Engagement 30 Futieat  anhagemen
Capital as observed i
SINTIDO 1.0
recruitment boot camp

D —

Performance of the Candidate

Individual Performance 30 Individual SINTIDO
Project Score
Performance Contribution 30 Individual contribution

to SINTIDO Groug
Project score
Exemplary Performance 30 Awards, performance
prior recruitment

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

—tesotrece—generation—Tthe—evalvation—report—shat—specify the
placement
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of candidates in the nine-box potential-performance matrix giving
emphasis on the high potential - high performance star candidates.
5.4.1.6.12. The HRMDO shall also conduct background investigation of
the star candidates and form part of the report to be submitted to the
appointing authority. The report shall include personal circumstances of
the candidates that have bearing on the equal opportunity principles or
they're being a PWD, Solo Parent, and Indigenous Peoples groups
(IPs). 5.4.1.6.13. The Board of Regents or the USM President, as the
case may be, shall assess the merits of the FSB’s evaluation report of
candidates screened for appointment and in the exercise of sound
discretion, shall select, in so far as practicable, from among the star
candidates deemed most qualified for appointment to the vacant
position.

5.4.1.6.14. The Board of Regents or the USM President, as the case
may be, shall issue the appointment in accordance with the provisions
of this Merit Selection Plan as approved by the Board of Regents, and
submitted to the CSC.

5.4.1.6.15. The HRMO shall post a notice announcing the
appointment of an employee in three (3) conspicuous places in USM
for at least ten (10) days, immediately a day after the issuance of the
appointment. The date of posting should be indicated in the notice.

5.4.1.6.16. Instructor | to Instructor Il and Assistant Professor | to 1V
shall be appointed by the USM President and confirmed by the Board
of Regents. For faculty positions with a Salary Grade of 19 and
above, including University Professor, Professor | to VI with Salary
Grade of 19 and above, and Associate Professor | to V,
appointments shall be made by the Board of Regents.

5.4.1.6.17. The USM President may use the DYCAS points (e.g. High
Potential, High Performer or Star Candidates) as basis for hiring or
issuing an original appointment to a new faculty member to any
position from Instructor Il to Assistant Professor IV provided that
vacant items are available and minimum requirements are met.

5.4.1.6.18. The Board of Regents may also opt to appoint recruits for
Associate Professor | to Professor VI on meritorious cases (e.g.
leading expert in the industry/profession or with high PROFESS
accreditation system scores) provided minimum requirements are
met and vacant items are available.

5.4.1.6.19. The President may appoint faculty members in meritorious
cases (e.g. board exam topnotchers, etc.) from Instructor | to Assistant
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	5.4.1.6.4. The HRMDO shall call for talent banking a semester before the filling up of vacant faculty positions. Men and women and from diverse backgrounds are encouraged to apply.
	5.4.1.6.5. The HRMDO shall conduct a preliminary evaluation of the qualifications of all candidates. The preliminary evaluation includes the applicants’ educational background, training, and appropriate eligibility.
	5.4.1.6.6. The HRMDO shall notify all applicants of the outcome of the preliminary evaluation. Those candidates who passed the preliminary evaluation shall be invited to undergo the SINTIDO 1.0 Boot Camp or equivalent.
	5.4.1.6.7. The HRMDO and Linang Tao Academy shall facilitate digital
	competency demonstration exercises allowing the candidates to showcase their potential and performance.
	5.4.1.6.8. The result of the assessment shall be uploaded to the Dynamic Candidates Assessment System (DYCAS) which shall serve as a talent bank for candidates for further selection process.
	5.4.1.6.9. The FSB shall refer to the faculty manpower needs as determined in step c to generate comparative matrix of candidates using the data from DYCAS.
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	SINTIDO
	SINTIDO
	SINTIDO
	of candidates in the nine-box potential-performance matrix giving emphasis on the high potential - high performance star candidates. 5.4.1.6.12. The HRMDO shall also conduct background investigation of the star candidates and form part of the report to be submitted to the appointing authority. The report shall include personal circumstances of the candidates that have bearing on the equal opportunity principles or they’re being a PWD, Solo Parent, and Indigenous Peoples groups (IPs). 5.4.1.6.13. The Board of Regents or the USM President, as the case may be, shall assess the merits of the FSB’s evaluation report of candidates screened for appointment and in the exercise of sound discretion, shall select, in so far as practicable, from among the star candidates deemed most qualified for appointment to the vacant position.
	5.4.1.6.14. The Board of Regents or the USM President, as the case may be, shall issue the appointment in accordance with the provisions of this Merit Selection Plan as approved by the Board of Regents, and submitted to the CSC.
	5.4.1.6.15. The HRMO shall post a notice announcing the appointment of an employee in three (3) conspicuous places in USM for at least ten (10) days, immediately a day after the issuance of the appointment. The date of posting should be indicated in the notice.
	5.4.1.6.16. Instructor I to Instructor III and Assistant Professor I to IV shall be appointed by the USM President and confirmed by the Board of Regents. For faculty positions with a Salary Grade of 19 and above, including University Professor, Professor I to VI with Salary Grade of 19 and above, and Associate Professor I to V, appointments shall be made by the Board of Regents.
	5.4.1.6.17. The USM President may use the DYCAS points (e.g. High Potential, High Performer or Star Candidates) as basis for hiring or issuing an original appointment to a new faculty member to any position from Instructor II to Assistant Professor IV provided that vacant items are available and minimum requirements are met.
	5.4.1.6.18. The Board of Regents may also opt to appoint recruits for Associate Professor I to Professor VI on meritorious cases (e.g. leading expert in the industry/profession or with high PROFESS accreditation system scores) provided minimum requirements are met and vacant items are available.
	5.4.1.6.19. The President may appoint faculty members in meritorious cases (e.g. board exam topnotchers, etc.) from Instructor I to Assistant
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