
 

S.6. There is a mechanism to facilitate the teaching-learning process. 
 
 The following ISO Procedures and Work Instructions directly govern academic and instructional 

operations under the Quality Management System (QMS) at the University of Southern Mindanao 
(USM): 

 
1. USM-EDU-001: Procedure for Academic Advising Provides guidelines for designated faculty 

advisers in guiding students regarding enrollment, course sequencing, allowable unit loads, 
program shifting, and academic progress monitoring. 

2. USM-EDU-002: Procedure for Classroom Observation Ensures efficient and effective classroom 
delivery by guiding immediate supervisors, department chairs, and college deans in conducting 
regular classroom observations and post-observation evaluations. 

3. USM-EDU-003: Design, Development and Revision of Curriculum Outlines the standardized, multi-
tiered process for conceptualizing, reviewing, verifying, validating, and approving new or revised 
degree program curricula across academic bodies and stakeholders. 

4. USM-EDU-005: Assessment of Academic Performance and Submission of Grades Standardizes 
academic evaluation, grade computation, passing percentage criteria, grade analysis, and online 
grade submission protocols. 

5. USM-EDU-006: Procedure on Evaluation of Instructional Materials Establishes systematic 
procedures for reviewing, evaluating, recommending, approving, and archiving faculty-developed 
instructional materials (IMs) such as modules, workbooks, and software. 



 

6. USM-EDU-007: Facilitating Initiatives for Poor Academic Performance Procedure Provides 
intervention mechanisms and support procedures for students experiencing academic 
performance difficulties (grades below 3.00). 

7. USM-EDU-008: Evaluating Learning Outcomes and Test Construction Guides faculty members in 
constructing summative test items using a Table of Specifications (TOS) mapped to Bloom’s 
Taxonomy and learning outcomes. 

8. USM-EDU-010: Procedure for Course Syllabus Preparation and Revision Provides a standardized 
Outcomes-Based Education (OBE) guide for planning, designing, revising, and approving course 
syllabi. 

9. USM-EDU-011: Distribution of Faculty Workload Procedure Ensures systematic assignment and 
equitable distribution of teaching loads and preparations for faculty members each term. 

10. USM-EDU-012: Procedure for Facilitation of Examinations Guides faculty in scheduling, 
proctoring, platform selection, and conducting major summative examinations (Midterm and Final 
Exams). 

11. USM-EDU-014: Use of Facilities and Borrowing of College Equipment Defines guidelines and 
approval flows for borrowing college tools, machinery, and laboratory equipment, as well as 
utilizing facility spaces. 

12. USM-EDU-015: Practice Teaching Procedure Governs pre-service teacher deployment, 
cooperating school coordination, field monitoring, and performance evaluation. 



 

13. USM-EDU-016: Procedure for Delivery of Instruction (Face-to-Face) Guides faculty through 
lesson preparation, instructional material utilization, classroom management, attendance 
tracking, and learning assessments. 

14. USM-DIO-006: On-The-Job-Training Procedure Governs internship application, screening, 
Host Training Establishment (HTE) placement, MOA execution, field monitoring, and grading for 
student internship programs. 

15. Make-up Class Procedure Provides documented guidelines for faculty members in requesting, 
scheduling, securing student agreement for, and conducting make-up classes for unfinished 
topics. 

 
  



 

Sample ISO Forms Related to Instruction 

 
ISO Syllabus form  



 

 
Acknowledgement receipt of syllabus contents 



 

 
 
 
 

  
Sample monitoring of instruction form 

  



 

 

 
Sample ISO TOS Form 

 



 

 

 
ISO Item Analysis Form  



 

 

 
Acknowledgement receipt of return of evaluated exam exam 



 

 
Sample class record excel file 

 



 

 

  

Sample Request and Agreement for Make-up Class ISO Form 



 

 
Sample Certificate for Conduct of Make-up Class ISO Form 

 



 

 
Sample class observation form 

 


