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 cor as it may d r Y.
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.

" dusiery

Article 12. Annual Report

) Sec. 1. The Bqard of Regents shall file with the President of the Philippines a
3°lia“°d' .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 University con i
< sisti of
the President of the University as Chairman, the Vice President of Adm);nlsualionngnd
:(l:anc:r as |\ﬁc: Chairman, and the other Vice Presidents, the Deans, Directors and
er officials of equal rank, and upon invitation the Chairman, the Presi:
University Student Government, as members. o ' esidentofthe !

Article 14. Powers and Functions ¢

Sec. 1. The Adininistrative Council shall have the following powers and functions: %
>

a. Torecommend to the Board of Regents policies governing the administration, ’
management and development planning of the University for appropriate action,

b. To implemempolidesapprwedby.theaoardolﬂ .enu formulating pertinen
rules and regulations to that effect; ’ o d 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 hereinafter be gr:
r may anted
the Board of Roggnls and by subsequent laws and regulations. ? i

o

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
Vvice 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, uniess 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 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 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 Presid for Acad ic Affairs as
Vice-Chairman, and the other Vice Pr s with demic 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 determing
provided that there shall be at least 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 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 member of the!
Council and only for meritorious and justifiable reasons shall a member be excuseq:
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 who
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 decide an issue.
unless otherwise prescribed under parliamentary rules.

Article 27. Committees

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

P Sec. 1. There shall be a Production
resident as Chairman, the Vice President for Administration and Finan
man, the Director for Agro-Industrial Production i paleciod Compe.

tent members to be designated by the President.

1

Article 29. Powers and Functions 5"
&

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

a. To formulate policies, rules and regulations governi i h

A ies, rule ng the operation of the agro- |

industrial production projects/programs of the University for the approval ;9 the ~

s::rd of Regents 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 Adminisltatior:: 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

R 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 i i
and shall render full-time service. He shall be appomtedebyetxh:cggav:dtgf Ig:gl;:;\;e‘:sny.
the recommendation of a duly constituted search committee. He shall have a rennpo';
four (4) years and shall be eligible for reappointment for another term, subject to t -
provisions of existing laws and regulations. His term may be extended be ond th aoe
of retirement but not later than the age of seventy (70), if his performanr:e has 1:32

unanimously rated by the Board of Regents as outstanding, after unanimous recom. |

mendation by a duly created search committee,

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

a. To provide leadership for the University,
’ . Preserve and protect its academi
m(egnty and ensure the observance and implementation of existing laws ;nr::

academic, research, extension, physical development, and fiscal plans, subject

d. To coordinate the activities and i
a programs of the University with the other
Ihei pertormance inreiaton 15 sven i ango0ls Snd objecives. (0 appaise
ontos I i i

byl ard of Regontor goals and recommend appropriate action
e. :?v :xerase general ac!minis!ration and supervision of all business and financial
acadgmac operations of the University, and over all officers, facult d

. non-teaching staff of the University; ' van

. ::: ;e;:omn-;end to the Bpard of Regents appointments of vice president, deans
ctors, faculty members and personnel in the supportive staff and othel:

actions, of University personnel- fix their work aves
f e - schedules; gran
and approve their ad_dmonal assignments, additional ocrgpen's';non rz:;?gbns:ﬁnoc:
and retirement, subject to the confirmation of the Board of Reger;ls asitma
N :e deemed appropriate; ' Y
- To setup machinery for the resolution of all discipli i
¢ \ plinary and non-discipli
:2'3"0‘; ;:vg:nr:% the personnel of the University, and I’g the conside::;'l)i:l‘:z
" . . N
rogulaBor e, ess of grievances in accordance with applicable laws and
i. Toaward fellowships, assistantshi i
s, Ps, and scholarships to student f.
members, and other personnel i accor olici e s._bedacuny
the Bosrs o Regent s,:>e nel in dance with the policies prescri 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;
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, conditions 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;

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. Lin: 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
vi. The Planning and Development
\ vii. The Socio-Cultural Affairs
viii. The Agro-Industnial Production Services
ix. The Internal Control Unit (Icu)
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 Fi

who shall be appointed/designated by the President of the University, subjgc':l'?: f:::
conﬁrma!ion of_me Board of Regents. Incase ofa regular plantilla position, appointment
to the said position shall be governed by the existing qualification standards and other
rules anq regulations prescribed by the Civil Service Commission for the same. For a
designatn?n as such, however, he shall be at least a holder of an appropriate M.aster's
::g;e_e with ’zl :east s'ev'::° (7) years of administrative and/or finance management

rience. His term of o as such design. i v
PrORAoS 8 reCeal ignated official shall be three (3) years without

Sec. 2. He shall assist the Universi President in th ral i
operat.ions of the fiscal and admlnisualiv‘ey affairs of the U:h?:r;?tyai: :m:m 'u::::
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 i P i
y in the absence of th
President when so designated; % Uinhvrersity
b. To supervlso: coordin?le and monitor the activities of the administrative and
suppqu services officials and employees of the University and the affiliate
° . agencies/institutions operating within the campus, if so provided in the Memorandum
gf Agreement on the establishment of the same;
€. To coordinate the recruitment of faculty and staff, and act as Chairman
. d h of th
Selection and Promotion Board of the University; ¢
d. Iz mmpro“ sent :\; Umve‘;slly in conferences, seminars and other similar meetings
ers affecting administrative programs and activities if
the University President; e
To submit a negula‘f report of work progress to the University President;
T9saveasexofﬁaod\dnnanoﬂh¢ standing committee on the prequalifications,
Thdsh;wmm:dhﬁamwmmm' of the university.
9. To help undertake activities that shall keep the Universi i t
i Soproantes P rsity abreast with recent
h. To act as Vice Chairman of the Administrative and Producti i
: uction Councils; and
Tomsewd:o(herduﬁes.ndﬁlmas Y
iy may be delegated by the University

~e

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

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

W

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 University, subject to the confirmation of the Board
of Regents. He shall have an appropriate doctoral degree in philosophy or science,

WL TINTEN L AR ATA T ]
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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

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

j the University President.

Sec. 3. He shall be directly responsible to the University 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;

d. 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;

To act as Vice Chairman of the Academic Council: and

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

President.

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

pe:

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

s s & . tam _a2a B aa. T @amtmc S S



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 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 redesignati 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 and/or work experience in personnel devel 1t and mar and at

least three (3) years of admir i P ce.

- Sec. 2. The Director for Human Resource Manaaement shall nerfarm e fmlfoe,

I

1t "

a. To promote and foster ial r 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
end s 1o the g 1 public;

c. To ish 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 prep: ion and circulation of reg
and

e. To perform such other related funclions as may be assigned to him by the
University President .

university publications:

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 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 expernence.

e
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University Chorale
University Combo

V. University Dramatics Guild
University Socio-Cultural Museum;

To draw plans and provisions for the continuous training and development of
the members of the various performing art groups/units under his supervision
and to see to it that their needs are taken cared of:
To plan and implement year-round stage presentation programs depicting the
various socio-cultural settings of the different ethnic tribes within the service
areas of the University, particularly during official and special affairs ang
activities and to properly document the same;
To gather and collate socio-cultural heritage of the various ethnic tribes and
keep them for posterity and display in the University Museum and to conduct
continuous research on the same,
To help synchronize the teaching and integration of the socio-cultural heritage
of lhe_ ethnic tribes in coordination with the Vice President for Academic Affairs
_ and the heads of appropriate academic units of the University;
To coor(:’lnate and m?ni(or all socio-cultural activities of the academic and
non-academic units of the Universit in consultation with i
and St RS oot y the heads of the units
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 m&fimm .
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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 e{ﬁc&ent
discharge of the functions of the University such as but not limited to the following:

“Fe~sanoe

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

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

a. Publications and Media Services Office
b. USM Review Center



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

Qoow

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

be headed by an Administrative Officer

a. To:?ahmffvwwamdsmuwhmmmw
and finance offices to ensure that they comply with th. l
» . - e e
. :y existing pertinent laws, policies, rules and regulalion:'q prements settorn
. To help prepare official communication: n i
of highor omciate: g, S and correspondence for the signature
c. To perform other related funcﬁon; as may be assigned to him by his superiors.

Sec. 5. The Legal Office shall be headed : i
) ' by a appointed Legal Offi
Retainer who is a member of the Philippine Bar. He shall perform m:gfolowi:; ;\Jon::::ngsa'

a. To grovlde the University President and other offices of the University |
asgslal}ce in the formulation and interpretation of laws and govern whpc
University rules and regulations; mentand

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

- lorepresent the University in court i-judici i ies i
instituted for or against :(hyemUniverss;y":d e wboties In &8 leget actions
d. To handle lflvesligflion of administrative cases INVOIVINA UNivereity more e e ot
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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

Calbocadmnm & omnndlamnae



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

a. Budget Office
b. Accounting Office
c. Cashier's Office

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. Tho Accounting Office shall be headed by a Chief Accountant who is a
Certified 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
disbhursemente and e rellordine o o w o a

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 buildings, facilities 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 and
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 Director who must be
Doctor of Medicine, preferably with at least three (3) years of administrative experience.
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 term 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 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;

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.



Sec. 3. The Dean of the Graduate College shall have the following duties ang
functions:

a. To coordinate the implementation of the Graduate Pr T
colleges/institutes of the University; ORreme ol the various

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;

-

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

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. The Undergraduate Colieges and Institutes

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

) s«;. 2. Inthe absence of a faculty member who possesses the required educational
qua'laﬁcallon 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.

. 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 regulations promulgated by higher
authorities;

e. 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:



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 Principal shall perform 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 pilan, 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

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 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.

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:

a.

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

c. 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.
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Sec. 7. The University Leaming 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, methodologies, and techniques
for the development and improvement of the center;

e. Torecommend the establishment of link ages 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-
'Ng experience and at least two (2) years of administrative experience. He shall per-

form the following duties and functione-



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. ¥

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

“Toemsanvce

a. Tomanage 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 guidance
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,

¢. 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;

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

c. To submit all reports, recommendations and plans 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.



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 Reseasch 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:

¢. 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 functions 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 iike Bible sharing, prayer
meetings, and other related activities shall all be scheduled after class hours
SO as not to deprive students from attending their r pective academic cla N

<. To encourage, initiate and supervise the holding of ecumenical religious services
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Sec. 11. The Student Scholarship 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. Tohebinﬂwpmparaﬁono(studmlsdmhnﬁpandﬁnamﬁalassis&anceprogmm
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 processing of documents and other requirements
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:

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

b. 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);

c. 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:

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 .
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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 evaluate 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
dmcwdorm philosophy with specialization in extension, rural development, 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 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;

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

d. Toorganize 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;

Toreeomm«tdmbudgeﬂofbnga\dshonmngeplansnooessawfameﬁdom

implementation of the extension function of the University;

h. To prepare and submit pernodic and other necessarv reports of accomolishments

e =~

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;

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;

To supervise and manage personnel under him;

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.

-2

oa

-

 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;

To 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.
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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 University Laboratory Schools, College/institute Secretaries, Department
Chairmen, Professors, Associate Prof ors, Assi it Prof s, Instructors, and the
non-regular Faculty. -

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

LR W

Repeated reappointment/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 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 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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