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FOREWORD 
 
 

Faculty management and development is a dynamic process, its direction 

of which depends on the needs of the times.  These needs are viewed from the 

perspective of the University itself, the faculty, the students and other 

stakeholders of the Western Philippines University. 

The revised edition of the WPU Faculty Manual aims to incorporate recent 

policies and guidelines directly related to faculty matters, and to update the 

faculty members’ knowledge of the tasks they are expected to perform.  An 

enlightened faculty is the first ingredient to the achievement of the vision, 

mission, goal and objectives of an educational institution. 

A number of these recent policies/guidelines were formulated as a result 

of the collaborative efforts of faculty representatives from the different Colleges of 

WPU.  An empowered faculty also insures the efficient and effective realization of 

these vision, mission, goal and objectives. 

 

 

Faculty Manual Revision Committee 

Chairperson: Dr. Susan M. Gauran 

Members: Dr. Lourdes S. Arcilla 

 Dr. Eulenia C. Pizana 

 Prof. Lucia L. Peneyra 

 Engr. Benjie S. Madarcos 



WPU VISION 

 
The Western Philippines University (WPU) will be recognized 

internationally as a knowledge center for sustainable resource 
development and management 

 
 

WPU MISSION 
 

WPU commits itself to develop quality human resource and 
technologies for a dynamic economy and sustainable development through 
relevant instruction, research, extension and production activities 

 
 

WPU GOAL 

To increase the capability of WPU towards sustained production of 
globally competitive manpower, generation of relevant technologies, and 
packaging of development programs in response to the needs of the region 
and the country. 

 
 

WPU OBJECTIVES 
 

The objectives of the University are: 
 

 Attain academic excellence 

 Make higher education more accessible; 

 Increase research, invention, creative work and extension output; 

 Increase efficiency and effectiveness of the University programs; 

 Attain distinction for WPU as a major University in the 
MIMAROPA and BIMP-EAGA region; 

 Manifest a strong commitment to rural development; 

 Manifest a strong commitment to environment; 

 Develop and implement resource generation strategies; 

 Establish an efficient administration and well-managed financial 
system; 

 Modernize the University; and  

 Enhance faculty and staff welfare 
 



THE FACULTY 

1. RECRUITMENT, APPOINTMENT AND PROMOTION 
 

A faculty is a member of the academic personnel engaged in actual 
teaching, research, extension, and production assignment either on a full-time 
or part-time basis. 

1.1. Faculty Responsibilities 

Every faculty member is expected to uphold the university charter, 
its philosophy, vision, mission, objectives and policies. 

1.1.1. Instruction 

Instruction focuses on the process of facilitating the 
acquisition of knowledge and skills to develop the analytical and 
creative abilities of the learners.  It also includes other specific 
tasks, such as student consultation, academic advising, and all 
other initiatives that facilitate the process of learning. 
1.1.1.1. Respect the dignity of each student and can be 

concerned about his/her total development in pursuit of 
the supreme and over-reaching value of human dignity 
and infinite value of each person; 

1.1.1.2. Teach assigned courses conscientiously; hold classes 
regularly and punctually; grade students fairly and inform 
them of one’s bases for grading at the beginning of the 
term; submit grades and other reports required on or 
before due dates; and whenever possible, inform his/her 
superior of his/her absence in advance; 

1.1.1.3. Be prudent in the exercise of academic freedom in 
his/her teaching activities by staying within the limits of 
university rules, regulation and policies and the laws of 
the land; 

1.1.1.4. Keep abreast of educational issues and continuously 
improve and update one’s teaching methodologies; 

1.1.1.5. Prepare and follow a course syllabus based on the needs 
identified; 

1.1.1.6. Facilitate the learning process through active 
engagement in classroom tasks and activities; 

1.1.1.7. Develop students’ analytical and creative thinking skills 
through purposive activities with focus on higher order 
thinking skills; 

1.1.1.8. Design alternative and innovative models of teaching for 
all types of students: regular, gifted and those with 
special needs; 
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1.1.1.9. Make oneself available for consultation, academic advising 
and other relevant functions that help improve the students’ 
well being; 

1.1.1.10. Manifest a strong commitment to development of highly 
competent and qualified graduates by constantly improving 
one’s craft; 

1.1.1.11. Vary teaching methodologies and techniques in the pursuit 
of effective teaching and learning process; and 

1.1.1.12. Attend University/College affairs such as academic 
councils, commencement rites, foundation and 
University/College week activities and faculty development 
programs. 

1.1.2. Research 

Faculty members need to continually explore areas of inquiry 
through active participation in research endeavors.  They are 
expected to: 
1.1.2.1. Maintain high standard of scholarship through research 

and extensive reading; 
1.1.2.2. Participate in formulating the research agenda for the 

University/College; 
1.1.2.3. Generate research paradigms to enhance instruction in 

their field of specialization; 
1.1.2.4. Encourage students to become creative, innovative and 

productive researchers; 
1.1.2.5. Study recently published papers on basic and applied 

researches, materials development, feasibility studies, and 
others; 

1.1.2.6. Participate actively in local and international conferences; 
and  

1.1.2.7. Publish articles/monographs in recognized and refereed 
journals and magazines. 

1.1.3. Extension 

Faculty members are strongly encouraged to participate or to 
render service either in University/College-sponsored community 
extension projects or in their own community, sectoral and/or 
professional organizations.  Faculty participation in these activities is 
regarded as part of their professional and personal commitment to 
the academic profession. 

To strengthen the University/College’s institutional linkages, 
collaboration and networking, faculty members are encouraged to: 
1.1.3.1. Conduct in-service training programs to teachers, school 

administrators and other educators in both public and private 
sectors; 
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1.1.3.2. Contribute in strengthening institutional ties and network with 
other national and international educational institutions;  

1.1.3.3. Be involved in developing and implementing activities on 
agriculture, fisheries, forestry, engineering, environment, 
education, arts and sciences, and community development; 
and 

1.1.3.4. Participate in extension programs aimed at developing and 
implementing projects that help preserve indigenous 
cultures. 

1.1.4. Production 

Faculty members at the tertiary level are encouraged to produce 
scholarly outputs that showcase their expertise and scholarship.  
These knowledge-based projects can help generate additional 
income for the institution. Faculty members are expected to: 

1.1.4.1. Publish and develop scholarly works like books, magazines, 
journals, research articles, and monographs, lectures, 
modules, instructional materials. 

1.1.4.2. Design, develop and share multimedia courseware and 
resources such as tapes, videotapes, powerpoint 
presentation and other courseware packages; and 

1.1.4.3. Design and produce materials for presentation and 
production in the performing arts. 

In addition, faculty members specialized in various 
technical fields is expected to share their expertise by being 
project incharge in income generating projects of the University. 

1.2. Recruitment and Appointment 

1.2.1. Hiring Procedures 

1.2.1.1. Pursuant to the University Merit System (Appendix A) for 
faculty members, the minimum educational qualification for 
recruitment shall be a master’s degree or its equivalent in 
the appropriate specific area of specialization. 

1.2.1.2. In the absence of one qualified, the following will be 
recruited/hired in the order of preference, provided the 
appointment shall be temporary until such time the person 
concerned has acquired the requisite qualification within a 
period of no more than two (2) years. 

BS/BA degree holder of needed specialization and the 
following shall be the order of preference: 

 Has achieved national/international prominence in the 
area of specialization.  
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 Has received scholarship grants, fellowships, travel 
grants and the like which are related to his/her area of 
specialization. 

 Graduated with academic honors such as summa cum 
laude, magna cum laude, or cum laude.  

 Belongs to the top ten in the appropriate Board 
Examination.  

 Has taught for a minimum of two (2) years in the tertiary 
level.   

1.2.1.3. Entry to faculty and academic staff positions shall be at an 
appropriate faculty rank based on the prevailing criteria for 
evaluation. 

1.2.2. Screening Procedure 
1.2.2.1. Hiring of faculty members is primarily based on the need of 

the department for services, which cannot be fulfilled by full 
time members of the department. 

1.2.2.2. This need is determined by the department head and is 
reported to the Dean of the College. 

1.2.2.3. Search for the faculty member is done through the following: 

 Search and recommendation from colleagues who are 
aware of the need; 

 Search from the college or department data file of 
previous applicants.  Files of applications sent to the 
Office of the President and forwarded to the Office of the 
Vice President for Academic Affairs are sorted and sent 
to the Deans of Colleges for their evaluation and filing; 
and/or 

 Advertising the need for faculty members. 
1.2.2.4. Selection of the faculty member is done through the 

following procedures: 

 Evaluation of the applicant’s credentials by the Personnel 
Selection Board to determine primarily the 
appropriateness of the educational qualification and the 
adequacy of the teaching experiences required by the 
position as well as his/her scholastic standing as 
revealed by the transcripts of records. 

 As required by all SUCs and the merit system of the 
University/College, a Master’s Degree or its equivalent 
degree is required for a person to teach at the tertiary 
level.  Exemption is given when the applicant is about to 
finish a Master’s Degree and he/she is backed up by 
adequate experience. 

 The Personnel Selection Board interviews the applicant 
to validate the credentials and to determine the 
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communication skills and predispositions of the applicant.  
He/she may require the applicant to demonstrate an 
actual teaching episode to further validate performance.  
The demonstration is no longer required when the 
applicant has previously rendered satisfactory service at 
the University.  The Dean of the College in need of the 
applicant sits as one of the members of the Personnel 
Selection Board, 

 The Personnel Selection Board endorses the applicant 
that met the criteria and the standard requirements to the 
Office of the President for approval. 

 The application does not reach the Office of the 
President if the application does not meet the criteria and 
the standard requirements of the academic units that 
screen the application. 

1.2.3. Levels of Appointment 

Faculty appointment may be temporary or permanent. 

1.2.3.1. Temporary Status 

A temporary appointment, renewable every year, is 
issued to a new recruit who shall undergo probationary 
period of 2-4 consecutive semesters.  Those in the 
probationary status shall either be retained in the service 
or dropped within the probationary period for 
unsatisfactory performance. 

 In case of the University non-renewal of appointment, a 
notice of termination shall be served at least thirty (30) 
days before the last day of employment. 

 A temporary appointment shall be given to an individual 
who is employed due to exigencies of the service and 
shall be given three (3) years to meet the required 
minimum educational qualification.  In case of failure, a 
more qualified applicant may replace the appointee. 

1.2.3.2. Permanent  
The policies for a permanent appointment or tenure 

are (BOT Res. 97, s. 2001): 
 

1.2.3.2.1 A permanent appointment is given to 
transferees from other SUC’s, who have 
permanent appointments there, provided there 
is a vacant position in WPU plantilla, subject to 
the usual academic screening process through 
the Selection Board. 

1.2.3.2.2 Other appointees with masteral degrees may 
be given tenure if: 
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 they are board passers in their field of 
specialization; and/or 

 they have served the probationary period of 
2 semesters with a performance rating of at 
least satisfactory. 

1.2.3.2.3 Non-masteral degree holders may be given 
tenure if they: 

 are board passers in their field of 
specialization; 

 have served the probationary period of four 
(4) semesters with a performance rating of 
at least very satisfactory; and 

 have earned their masteral degree. 

1.2.4. Discipline and Termination of Appointment 

The service of a permanent faculty member may be 
terminated due to major offense and after due process has been 
undertaken (Refer to Table of Offenses and Sanctions, Chapter 8, 
Section 870). 

1.2.5. Transfer and Resignation 

A faculty member who opts to transfer or resign must 
secure a clearance from the following offices: Department Head, 
Dean, University Librarian, Accountant, Registrar, and other units 
concerned, Vice President for Academic Affairs and the University 
President.  This clearance form is available at the Human 
Resource Management Office (HRMO).  Transfers within the 
semester shall not be allowed. 

1.2.6. Types of Faculty Appointments 

1.2.6.1. Regular  (Full-time) Faculty 

These are faculty members who are hired on a full-
time basis and whose main functions include instruction, 
research, extension, and production in pursuance of the 
vision-mission of the University. 

1.2.6.2. Non-Regular  

Non-regular faculty members are classified as 
follows: 

 Part-Time Faculty 
These are faculty members employed to teach 

on a term basis (semester or summer).  They receive 
remuneration on an hourly rate.  Though their 
presence is required during class hours only, they are 
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also expected to undertake assigned tasks and spend 
time to conduct research, improve and augment 
productivity, and promote and develop extension 
services in pursuance of the vision-mission of the 
University.  

 Visiting Professor 
Visiting professors are those invited by the 

University from other institutions to render services in 
the form of instruction, research, extension, and the 
like for the duration of a program.  Foreign professors 
who are invited to speak in a forum, symposium, or a 
lecture series fall under this category. 

 Exchange Professor 
Exchange professors are those coming from the 

campuses and invited to render services in the form 
of instruction, research, extension, and the like in the 
main campus or vice versa for a fixed period of time, 
usually from six (6) months to two (2) years. 

 Associate Faculty 
These are faculty members based in a particular 

College/Department who are invited to render 
instruction, research, and extension or production 
services to other Colleges/Departments within the 
University. 

 Adjunct Faculty 
These are cooperating teachers who are directly 

involved in the supervision of students performing 
their off-campus practice teaching.  The 
University/College can provide incentives to the 
adjunct faculty and to the cooperating institution, 
which can be in the form of staff development, 
instructional materials or financial assistance.  

 Contractual Faculty 
These are faculty members hired on a full time, 

monthly basis to conduct special instruction and/or 
research services to the University/College. 

 Professor Emeritus 
This is a retired faculty member or administrator 

who holds the rank of at least Full Professor at the 
University upon his/her retirement and is given the 
title in recognition of exceptional competence in 
his/her field of specialization.  He/she is likewise 
invited to render instructional or research services. 
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1.2.7. Appointment of Full Time Faculty 

The classification of academic ranks of full time faculty is 
based primarily on the common criteria for evaluation of SUCs. 

1.2.7.1. Instructor 

Appointment to the position of Instructor shall be 
subject to the following requirements: 

 A Master’s Degree in the area of specialization;  

 A Bachelor’s Degree with academic honors such as 
summa cum laude, magna cum laude, or cum laude 
or one belonging to the top ten in the appropriate 
Board Examination provided the appointment shall be 
temporary.  He/she is given three years to finish the 
appropriate Master’s degree. 

1.2.7.2. Assistant Professor 

Appointment to the position of Instructor II and 
Assistant Professor shall be subject to the following 
requirements: 

 CCE points of at least 66 points for the higher sub-
rank of the Instructor position and at least 88 points 
for the Assistant Professor position; and 

 Master’s Degree for Assistant Professor II to IV. 

1.2.7.3. Associate Professor 

Appointment to the position of Associate Professor 
shall be subject to the following requirements: 

 CCE points of at least 124; 

 Master’s degree in the area of specialization; and 

 Qualitative contributions in instruction. 

1.2.7.4. Professor 

Appointment to the position of Professor shall be 
subject to the following requirements: 

 CCE points of at least 159; 

 Doctorate Degree for Professor IV to VI; 

 Qualitative contributions in instruction, research, 
extension and production or in at least two of the four 
functional areas; and  

 In cases where a doctorate degree is not normally 
part of career preparation or where such doctoral 
program is rare, the doctorate requirement may be 
waived provided that the candidate has an 
appropriate master’s degree, has at least 159 CCE 
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points (including educational qualification) and has 
earned at least 20 points in the following areas: 

 Books, monographs, compendiums and major 
bodies of published work 

 Scientific articles in publications of international 
circulation, and other works of similar nature 

 Discoveries, inventions and other significant 
original contributions 

1.2.8. Appointment of Part-time Faculty 

1.2.8.1 General Guidelines 

Part-time faculty members are those employed to 
teach an assigned number of loads based on the needs 
of a department.  They must hold Master’s Degree or 
must have finished at least the academic requirements 
for a Master’s Degree in accordance to the existing 
policies on Faculty Recruitment and Appointment.  They 
are obliged to submit a permission to teach from their 
mother agency or school, if applicable.  The regular 
number of loads for a part-time faculty member is nine (9) 
units.  This number may be increased if the faculty 
member meets the following criteria: 

 Obtains a very satisfactory teaching performance as 
determined from the evaluation of students, peers, 
Department Head, and whenever applicable, the 
Dean. 

 Complies reasonably with school regulations and 
administrative requirements for attendance, 
punctuality, and deadline for grades, among other 
factors. 

 Participates actively in the activities of the 
department, college, and University. 

The maximum teaching loads of a part-time faculty 
member shall be twelve (12) units.  Part-time faculty 
members should be informed of their tentative teaching 
loads at least two (2) weeks before the start of classes.  If 
there are changes in the schedule, these shall be 
communicated to the faculty member concerned at least 
twenty-four (24) hours before the start of classes. 

Contracts of part-time faculty members expire at the 
end of every term (semester or summer).  The 
Department Head and the Dean shall recommend 
renewal after consultation with the Department Faculty 
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and if the part-time faculty member has passed all the 
criteria set for evaluating faculty performance. 

Part-time faculty members are expected to serve 
the entire term of their employment.  Any violation of the 
contract will result to non-renewal of contract. 

1.2.8.2  Appointment as Part-time Faculty 

 Lecturer 
Appointment to the rank of Lecturer requires a 

Bachelor's Degree and at least one (1) year of 
teaching experience.  Those with additional teaching 
and/or other professional experience may be 
accorded a higher hiring rate.  

 Assistant Professorial Lecturer  
Appointment to this rank requires the completion 

of a Master's Degree and a minimum of two (2) years 
of competent teaching experience on the tertiary 
level. Additional teaching and/or professional 
experience may be counted for determining the hiring 
rate. Completion of a specialized degree (LLB, MD) 
may be considered equivalent to a master's degree 
when applicable to the area to which the faculty 
member belongs.  

 Associate Professorial Lecturer  
Appointment to this rank requires a Master’s 

Degree in the required field of specialization. 

The following may be considered for determining 
a higher hiring rate: 

 Completion of at least seventy-five percent (75%) 
of academic units, inclusive of dissertation units, in 
a doctoral program related to one's discipline;  

 Significant research evidenced by the publication 
of one's output in a reputable journal or venue or 
recognition by a reputable organization of the 
faculty member's contribution to the field of 
specialization;  

 At least five (5) years of competent teaching on 
the tertiary level and/or seven (7) years of 
outstanding managerial and professional 
experience as an equivalent of the minimum 
teaching experience; and  

 Membership and leadership in professional, 
community, and government or non-government 
organizations. 
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 Professorial Lecturer 
Appointment to this rank requires a Doctorate 

Degree.  In the absence of a Doctorate Degree, all of 
the following must be considered as a substitute for 
the doctoral requirements, except for those where the 
terminal degree is a master's degree.  

 Recognition in the form of an award, grant, or 
fellowship by a reputable and recognized 
national/international organization for one's 
outstanding contribution to the field of 
specialization; 

 Consistent involvement in a major research project 
either as proponent or as major consultant;  

 Consistent scholarly publication in one's field of 
specialization; and 

 Significant service to the academic community 
and/or active membership and involvement in 
University’s community, professional, national, or 
international organization. 

1.3. Promotion and Advancement 

1.3.1. General Guidelines 

A faculty shall be promoted/advanced to a higher faculty 
rank/sub-rank on the basis of the extent to which he/she meets 
the specific requirements and/or standards as set forth in this 
document. 

1.3.1.1. Basis for Promotion and Advancement 

 Common Criteria for Evaluation (CCE)  
There shall be a quantitative evaluation of the 

educational qualification, experience and length of 
service, and the professional development, 
achievement, and honors of every faculty. 

 Educational Qualification 

 Experience and Professional Services 

 Professional Development, Achievement and 
Honors 

 Qualitative Contribution for Evaluation (QCE) 
This is a qualitative evaluation of a faculty in two 

of the four functional areas:  

 Instruction 

 Research 

 Extension 

 Production 
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1.3.1.2. Definition of Terms 

For purposes of implementation of the NBC 461, 
the following terms are herein defined:  

 Advancement refers to the upgrading of the academic 
rank of a faculty from one sub-rank to a higher sub-
rank within a rank and accompanied by an increase in 
salary in accordance with the provisions of the Salary 
Standardization Act.  The Board of Regents approves 
advancement and subsequently issues a Notice of 
Salary Adjustment to the faculty.  

 Promotion refers to the upgrading of the academic 
rank of a faculty from a lower rank to a higher rank, 
for example, from Instructor to Assistant Professor, 
Associate Professor to Professor etc. and 
accompanied by an increase in salary in accordance 
with the provisions of the Salary Standardization Act.  
A promotion is approved by the Board of Regents and 
the Commission on Civil Service and an Appointment 
and Notice of Salary Adjustment is subsequently 
issued to the faculty. 

 Merit promotion refers to the movement of a faculty 
from one rank/sub-rank to another on the basis of 
meritorious performance and despite the absence of 
the required educational qualification for the rank/sub-
rank.  

 Presidential discretion refers to the authority of the 
president to advance/promote a faculty on the basis 
of meritorious performance despite the absence of the 
educational qualification required for the position, rank 
or sub-rank to which a faculty shall be finally 
promoted/advanced on the basis of qualitative factors 
other than those herein specified.  

 Rank - refers to academic positions of faculty, namely 
Instructor, Assistant Professor, Associate Professor, 
Professor, College Professor, and University 
Professor.  

 Sub-rank refers to the academic positions within a 
rank. The sub-ranks for the Instructor rank are 
Instructor I, II, and III; for the Assistant professor rank 
- Assistant Professor I, II, III, and IV; for the Associate 
Professor rank - Associate Professor I, II, III, IV and 
V; for the Professor rank - Professor I, II, III, IV, V, VI. 
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1.3.1.3. Performance Appraisal for SUCs 
There shall be a Performance Appraisal System 

which shall be used to assess the instructional 
competencies of every faculty.  Performance appraisal 
shall be conducted at the end of each term that is 
semester and summer (Appendix A). 

1.3.1.4. Promotion and Advancement Cycle 
Promotion/advancement shall be done every three 

years without prejudice to interim 
promotions/advancement on account of degree(s) earned 
during the period.  In no instance, however, should a 
faculty be promoted/advanced within a period of two 
terms after the latest promotion.  
Advancement/upgrading shall be done every odd year. 

1.3.1.5. Accreditation Committee 
All candidates for the rank of Professor shall 

undergo screening by a Regional Accreditation 
Committee and shall be confirmed by a National 
Accreditation Committee. 

1.3.2. Procedures for Promotion 

1.3.2.1. The Human Resource Management Office (HRMO) or its 
duly authorized representative, upon the approval of the 
University President, shall announce all vacant positions 
to be filled.  Submission of the required documents shall 
be deemed as an application for a particular vacancy. 

1.3.2.2. The committee shall evaluate the candidate’s credentials 
and other supporting documents submitted by the HRMO 
and shall make appropriate recommendation to the 
President. 

1.3.3. Procedures for Advancement/Upgrading of Rank/Position 

1.3.3.1. The Chairperson of NBC 461 Evaluator Committee shall 
advise the faculty members to update their records and 
submit pertinent documents to the Committee at the start 
of the evaluation period. 

1.3.3.2. The rules and procedures in the prevailing criteria for 
evaluation on position or rank advancement/upgrading 
shall be followed. 

1.3.3.3. The Committee shall evaluate the credentials of the 
faculty and shall officially transmit them to the computer-
processing center for SCUs.  This will be accompanied 
by the results of the QCE done by the QCE Committee of 
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the University. Advancement/upgrading shall be done 
every after three years (NBC 461). 

1.3.3.4. The computer printouts issued by the recognized 
processing center shall be used to determine the 
appropriate rank or sub-rank of the faculty. 

1.3.3.5. Aggrieved parties shall file protests within 15 days from 
date of notice of the promotion, upgrading, or 
advancement. 

1.3.4. Point Allocation and Salary Grade  

The point allocation for each academic sub-rank and the 
salary grade thereof shall be as follows: 

 
FACULTY 

RANK 
MIN. EDUCATIONAL 

QUALIFICATION 
SUB-
RANK 

SALARY 
GRADE 

POINT 
BRACKET 

Instructor Bachelor’s Degree  I 12 65 and below 

  II 13 66 – 76 

  III 14 77 – 87 

Asst. Professor Master’s Degree I 15 88 – 96 

  II 16 97 – 105 

  III 17 106 – 114 

  IV 18 115 – 123 

Asso. Professor Master’s Degree I 19 124 – 130 

  II 20 131 – 137 

  III 21 138 – 144 

  IV 22 145 – 151 

Associate 
Professor 

 
V 23 152 – 158 

Professor Doctorate Degree I 24 159 – 164 
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  II 25 165 – 170 

  III 26 171 – 176 

  IV 27 177 – 182 

  V 28 183 – 188 

Professor VI  VI 29 189 – 194 

College Prof.   30 195 – 200 

University Prof.   30 195 - 200 

 

2. FACULTY WORKLOAD 

2.1. Work Load 

The current workload system of WPU faculty, approved by BOT 
Res. No. 7, s. 1998 was updated to:  a) strengthen the terms of 
reference in quantifying faculty workload; b) revitalize the coordination 
and the focus of the use of resources in order to achieve greater 
outputs; c) improve the bases for equitable remuneration of services 
rendered beyond fulltime workload; d) provide updated guidelines on 
workload activities other than classroom teaching; and e) establish a 
more specific basis for formulating criteria in evaluating the workload 
performance of a faculty. 

The fulltime workload of a faculty shall consist of the workload units 
of instruction only, or shall be the sum of the workload units of the 
various activities in the functions of instruction, administration, research, 
extension, and production.  Workload per week in instruction is 
computed by multiplying the actual teaching hours by 1.5.  A faculty 
member should have a minimum of 18 hours and maximum of 24 hours 
actual teaching per week. 

The maximum load should be satisfied before giving overtime 
pay/service credits. 

2.1.1. Guidelines for the Implementation of 1:1.5 Workload Equivalent 
(BOT Res. No. 29, s. 1993). 

2.1.1.1 Based on Board of Trustees Resolution No. 29, s. 1993, 
the approved workload requirement for WPU Faculty is 
1:1.5 ratio, that is, 1 hour teaching is equivalent to 1.5 
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units to meet the maximum workload requirement of 40 
hours per week.  This will only affect permanent, 
temporary and contractual faculty/teachers in the 
undergraduate level. 

2.1.1.2 The official time based on approved academic load must 
be certified by the Dean and approved by the Vice 
President for Academic Affairs (VPAA), which will be 
submitted in four (4) copies to the Vice President for 
Academic Affairs (VPAA).  One copy each will be 
provided to the Records Office, Accounting Office, and 
HRMO for reference. 

2.1.1.3 The official time must be reflected in the Daily Time 
Record (DTR) as punched in the bundy clock and 
correspondingly entered in a log book.  Schedule of time 
is fixed.  Any change in the schedule should be approved 
by the President or the VPAA. 

2.1.1.4 Aside from classes, faculty members are required to be 
present during: 

 Flag ceremony in their respective Colleges every 
Monday morning except during the first Monday of the 
month, at the Administrative Building where Flag 
Ceremony is held. 

 Meetings conducted by the University, College and 
Committees involved in. 

 Activities carried out or participated in by their 
respective Colleges and University. 

 Consultation hours of at least 2 hours per week for 
faculty members with actual contact hours of 27 or 
more. 

Faculty members will be considered absent for 
non-attendance to classes or any of the above 
activities. 

2.1.1.5 Computation of absence in classes shall also be 1:1.5 
except when teachers are on official business, sick or 
vacation leave. 

2.1.1.6 Work equivalent of 1:1.5 should only be availed for 
maximum of four (4) hours a day. 

2.1.1.7 Each College/Unit must implement a standard monitoring 
scheme of respective faculty members to ensure efficient 
delivery of services in addition to the monitoring system 
of the Administration. 

Details on how the workload units of the faculty are computed 
are found in Appendix B. 
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2.1.2 Overload 

Nine (9) hours a week of extra teaching is allowed to faculty 
members provided they maintain a very satisfactory efficiency 
rating during the last two consecutive semesters. 

The time for overloads should be outside the regular official 
time and the one-hour lunch break. 

Faculty members desiring to do extra teaching in other 
departments or colleges should secure permission from their 
department head and college dean. 

Payment for extra teaching will be made only if the load is 
indicated in the Report on Faculty Load. 

2.1.3 Emergency Load 

When no qualified faculty member is available to teach a 
subject, an additional load of no more than three (3) units, may be 
given to a faculty member carrying 3 overloads.  This load is 
considered an emergency overload.  

An emergency overload must be justified by the department 
head in writing and approved by the dean and the Vice President 
for Academic Affairs. 

The schedule for an emergency overload must be outside 
the regular official time and the one-hour lunch break. 

Payment for an emergency overload will be made only if it is 
reflected in the Report on Faculty Load. 

2.1.4 Substitution 

Substitution is given only to faculty members who take over 
for those on short-term leave (e.g. maternity leave, sick leave, on 
official business). 

It is allowed only if it is arranged and authorized by the 
department head.  Internal arrangements involving substitutions 
are not allowed among faculty members. 

The schedule for a substitution must also be outside the 
regular official time, the time for overload teaching, the 
emergency overload teaching, and the one-hour lunch break.  

2.1.5 Services Outside WPU 

Services outside of WPU may include outside teaching, 
consultancy, or secondment. 
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2.1.5.1 Outside Teaching 
A faculty member with a normal teaching load, may 

accept an outside teaching load under the following 
conditions (BOT Res. No. 97, s. 2001). 
 

2.1.5.1.1 There is written request addressed to the WPU 
President from the head of the institution 
needing his/her services.  The subject for 
which the faculty member is requested to 
handle should be within his/her field of 
specialization. 

2.1.5.1.2 The faculty member requested for outside 
teaching does not have a teaching overload.  
This is to insure that the quality of his/her 
teaching at WPU is not sacrificed in favor of 
the requesting organization (which is expected 
to give honorarium for his/her services). 

2.1.5.1.3 The schedule of the outside teaching load is 
not within the regular class hours of the 
University.  This may be after official time on 
weekdays or Saturdays (if the requested 
faculty member is not handling graduate 
classes). 

2.1.5.1.4 To avoid conflict in schedule, request for 
outside teaching is entertained only after the 
semestral workload has been distributed by the 
Deans. 

2.1.5.1.5 Permit to teach outside is valid only for one 
semester.  Should there be a need for him/her 
to teach again in the succeeding semester, 
another request should be filed. 

2.1.5.1.6 An outside teaching load should not be given 
as a reason for declining assignment at WPU. 

2.1.5.2 Consultancy 
A faculty member may be allowed to render 

consultancy service to another organization under the 
following conditions (BOT Res. No. 97, s. 2001): 

 

2.1.5.2.1 There is written request addressed to the WPU 
President from the head of the organization 
needing his/her services, wherein the specific 
services requested of the faculty number are 
described and the period for the consultancy is 
indicated.  The service requested should be 
within the expertise of the faculty member. 
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2.1.5.2.2 If an official tie-up exists between WPU and the 
requesting organization (as evidenced by a 
MOA signed by both parties), the time spent in 
the consultancy may be part of the official time 
of the faculty member.  If none exists, the 
requested service should be done outside of 
the official time. 

2.1.5.2.3 If full-time consultancy is required, the faculty 
member may be allowed to file a leave of 
absence from the University for a maximum of 
one (1) year. 

2.1.5.2.4 A faculty member who is serving a contract 
scholarship or other grants may be allowed to 
accept a fulltime consultancy only after having 
served the equivalent of 25% of his contract 
years.  However, he may accept a part-time 
consultancy any time he is serving his contract 
years; provided rules of government on 
consultancy are followed with a maximum of 
two years. 

2.1.5.2.5 A quarterly report to the head of the University 
is required of a faculty member who is allowed 
to do consultancy work within his official time.  
Failure to comply with this requirement would 
mean cancellation of his permit.  For short-term 
consultancy (less than three months), a report 
will be submitted at the end of the term. 

2.1.5.2.6 A consultancy should not be given as a reason 
for declining additional assignment. 

2.1.5.2.7 Violation/defiance of this provision shall be 
subjected to disciplinary action. 

2.1.5.3 Secondment 
The general guidelines/conditions governing 

secondment are stated in the Civil Service Law and 
Rules. 

 

2.1.5.3.1 Definition 
Secondment is a movement of an 

employee from department or agency to 
another which is temporary in nature and which 
may or may not require the issuance of an 
appointment and may either involve reductions 
or increase in compensation. 

2.1.5.3.2 General Guidelines/Conditions that govern 
Secondment.  The general 
guidelines/conditions governing secondment 
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are stated in the Civil Service Law and Rules, 
Book V of E.O. 292 and Omnibus Rules (Sec. 
9, Rule VII, Book V, E.O. 292 & Omnibus 
Rules): 

 Secondment for a period exceeding one (1) 
year shall be subject to approval by the 
Commission. 

 Secondment to international 
bodies/organizations recognized by the 
Philippine Government may be allowed. 

 Secondment shall always be covered by a 
written agreement between the mother 
agency and the receiving agency and 
concurred by the employees seconded.  
Such agreement shall be submitted to the 
commission for second purposes. 

 Payment of salaries of seconded employee 
shall be borne by the secondary agency.  In 
case of a higher compensation covered by 
issued appointment with the Philippine 
Government, the same may be used for the 
purpose of computing retirement benefits 
but not for the purpose of commutation of 
accrued leave in the mother agency.  In the 
case of lower composition the mother 
agency shall pay the difference. 

 The seconded employee shall be on leave 
without pay in his mother agency for the 
duration of secondment, and during such 
period he may earn leave credits which are 
commutable immediately thereafter and 
payable by the receiving agency. 

2.2 Guidelines for Special Assignment 

Faculty members who serve as thesis/dissertation panelists during 
an oral defense receive a corresponding honorarium equivalent to four 
(4) hours of their overload teaching rate.  Moreover, faculty members 
assigned as thesis/dissertation advisers receive an honorarium 
equivalent to ten (10) hours of their overload teaching rate. 

Services rendered such as proctors and/or checkers of admissions 
exams may receive a rate as determined by the University.  

The payment of faculty members who teach laboratory, typing, 
drafting, and other similar subjects will be based on two (2) lecture hours 
for every three (3) hours of the class schedule.  
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2.3 Extension of Working Hours/Overtime 

When the interest of public service so requires, the daily work for 
officers and employees may be extended by the head of the agency, 
which extension shall be fixed in accordance with the nature of the work.  
They may also be requested to render overtime work which shall be 
compensated subject to existing regulations. 

2.4 Undertime 

An employee who incurred undertime regardless of the number of 
minutes/hours, ten (10) times a month in semester or for at least two (2) 
consecutive months during the year shall be subjected to Collective 
Negotiations Agreement (CNA) between MCFA and the University. 

 

3 ACADEMIC PROCESSES 

3.1. Scheduling and Conduct of Classes 

3.1.1. Course Scheduling 

The Office of the Registrar is tasked to provide policy and 
oversight to course scheduling.  The College is furnished a 
tentative schedule of courses two months before each term, 
which will be used to decide faculty assignment.  The Department 
Head of every College, through the Dean, coordinates with the 
Office of the Registrar on matters concerning the final scheduling 
of courses as well as room assignment.  Faculty schedules are 
prepared by the Department Head after due consultations with 
the faculty members.  The assignment of loads should be based 
on the existing policies of the institution governing faculty loads.  
A tentative schedule is usually given to faculty members at least 
two (2) weeks before the opening of the semester to give them 
enough time to prepare.  Loads are considered final once 
approved by the Dean and submitted to the Office of the Vice 
President for Academic Affairs.  The Department Head and Dean 
of the College sign the official Report on Load of the faculty 
before it is forwarded to the HRMO. 

3.1.2. Change of Class Schedule 

The regular schedule of classes, as approved by the 
Department Head and the Dean, should be observed strictly.  
Faculty members should conduct their classes for instruction or 
consultation purposes on the scheduled time and venue.  In case 
of a plan to change the class schedule, faculty members should 
first inform, consult, and get the approval of their Department 
Head and the Dean.  Internal arrangements between faculty 
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members and students are not allowed.  Any deviation from the 
approved schedule should be communicated to the Office of the 
Registrar. 

3.1.3. Class Size 

A minimum number of students are required to open a class:  

 Undergraduate – thirty (30) students 
(For agriculture, forestry, fishery courses having a 
problem on declining enrolment, an undergraduate 
program can open a class even with a minimum of 10 
students only) 

 Specialization/Majorship – ten (10) students  
 Masters – five (5) students  
 Doctoral – five (5) 

Should the class size fall below the minimum number, the 
Department Head should be informed immediately to decide 
whether to dissolve the class or to maintain it as a special class 
approved by the Dean of the College.  Should the class be 
dissolved, faculty members should advise the students to transfer 
to other classes. 

3.1.4. First Day of Classes 

During the first day of classes, faculty members should sign 
the registration forms of their students and collect their class 
cards.  The class cards serve as evidence that the students are 
officially enrolled in the class.  

A student is considered officially enrolled only after the 
following steps are satisfied: 

 University Registrar has duly certified the enrollment 
on the registration cards,  

 University Cashier has stamped on the required forms 
an acknowledgment of payment of fees, and  

 Professors/instructors have placed their initials or 
signatures on the registration cards. 

The class list, issued by the Office of the Registrar, provides 
the name of students, regular or irregular, officially enrolled in a 
course.  Faculty members should get their class lists from their 
Department Head on the first day of classes. 

Moreover, faculty members should orient the students about 
the objectives, contents and requirements of the course, and 
explain the bases for evaluating students’ performance.  It is 
recommended that the students be provided with a copy of the 
course syllabus. 
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3.1.5. Class Meetings and Dismissal of Classes 

Punctuality should be observed at all times in the conduct of 
classes.  If the class should start at 7:00 A.M., the faculty should 
be in the classroom at exactly 7:00 A.M.  Classes should before 
the end of each period to allow students to move and transfer to 
their next class. 

3.1.6. Make-Up Classes 

Faculty members who miss their classes due to official 
functions should conduct make-up activities/classes.  Make-up 
activities/classes should be for both extra and regular teaching 
assignments.  Request forms for make-up classes are available 
at the Dean’s Office. 

3.1.7. Substitution 

In case of absence by a faculty, the Department Head 
assigns another faculty to substitute.  Priority must be given to a 
faculty who is competent to teach the course, is yet to complete 
the maximum number of extra teaching load and whose schedule 
does not conflict with that of the substitute class.  Payment for the 
substitute faculty should be in accordance with his/her hourly rate. 

3.1.8. Suspension of Classes 

Classes shall not be dismissed or suspended without 
authority from the President of the University/College.  In case of 
forced suspension, classes in the elementary and high schools 
may be dismissed/suspended after Typhoon Signal Number Two 
(2) has been raised by PAG-ASA.  If Typhoon Signal Number 
Three (3) has been raised, classes in all levels are suspended.  In 
case of a sudden suspension of classes as declared by the Office 
of the President of the University, faculty members should stay in 
their workplace until further instruction has been received. 

3.2. Examinations and Quizzes 

3.2.1. Schedule of Examinations 

There shall be two examinations in every term.  The “Mid-
term Examinations” which are given at the middle of the 
semester/summer; and the “Final Examinations” at the end of the 
same period.  The schedule of examinations shall be prepared by 
the University Registrar upon consultation with the College Deans 
and shall be posted one week before. 
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3.2.2. Types of Examinations 

Faculty members enjoy the full academic freedom of 
deciding the type of examination to give to their students.  It is 
suggested that the examinations assess the significant learning 
outcomes covered in the course particularly the Higher Order 
Thinking Skills (HOTS) such as creative and critical thinking skills.  
Performance-based examination should be scored by using 
rubrics. 

Some departments may also give departmental 
examinations in some basic subjects.  The department head may 
assign a committee who will prepare the examination for each 
course. 

Written midterm or final examinations shall be given for a 
period of not less than one hour but not more than two (2) hours 
per subject.  Practical midterm or final examinations may require 
a period of more than two (2) hours, depending on the skills being 
evaluated, however, the time schedule shall be part of the 
laboratory class period and/or an arranged time period wherein 
the students affected have no conflicting time 

3.2.2.1 Special Examination 

A student fills a request form available from the 
University Registrar’s Office to take a special 
examination addressed to the College Dean concerned 
stating among others, the reason(s) why he/she was not 
able to take the examination during the scheduled 
examination period.  The request should be duly 
endorsed by his/her registration adviser and approved by 
the College Dean concerned.  The Dean approves the 
request and the student presents this for payment to the 
University cashier. 

Upon payment of fees, the student reports to the 
Instructor/Professor concerned and presents his/her 
permit with the receipt of payment to arrange for the data 
of the special examination. 

After a student has taken the special examination or 
has completed all the requirements, his/her final grade 
shall be recorded by the teacher concerned in the 
prescribed completion report form accomplished in 
triplicate.  The report for special examination should be 
submitted to the Registrar within ten (10) days after the 
examination. 
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3.2.3. Preparation and Reproduction of Examination Questions 

The individual faculty member prepares his/her own 
examination and uses the resources of the department, if 
available, for reproducing it.  As much as possible, the students 
must not be made to pay for reproduction expenses.  In case of 
departmental examinations, the department shoulders the 
expenses for the reproduction of the exam questions. 

3.2.4. Examination Proctors and Correctors 

Examinations are integral components of any given subject 
and shall be administered by the teacher handling it for the 
purpose of evaluating the student’s performance.  Proctors may 
be assigned by the subject teachers to help him/her administer 
examinations in cases where are two or more sections having the 
same time schedule.  To protect the integrity of the examination 
results/grades, cheating is strictly prohibited.  Students caught 
cheating in examinations will be subject to the university rules of 
discipline. 

Staff and students are not allowed as proctors. 

3.2.5. Reporting Cases of Cheating and other Forms of Dishonesty  

Any form of dishonesty and/or deceit, especially cheating 
during recitation, examination or any class work, shall be subject 
to penalty ranging from reprimand to suspension for a year or the 
remainder of the school year.  Faculty members should report 
suspected cheaters to the department head who coordinates with 
the College Dean for an investigation and the corresponding 
appropriate sanction and may be forwarded to the Office of 
Student Services (OSS) if necessary. 

3.3. Grading System 

3.3.1. Guidelines 

At the beginning of the semester, faculty members should 
inform their students on the criteria for grading.  Some aspects 
that can be considered for grading are: periodic examinations; 
term papers; projects; oral report/presentation; and class 
participation.  The following guidelines should be observed in 
preparing reports on rating: 

Rating reports should be printed by a computer and 
submitted in quadruplicate to the Department Head of every 
College. 
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The weight allocation for each aspect is dependent on 
what needs to be given emphasis by the faculty. 

Only duly registered students should be given ratings and 
this can be double checked through the official class list. 

3.3.2. Policies on Reporting Failure and Dropping of Courses 

Approved policies on reporting failures and dropping of 
courses should be properly observed.  The following rating 
system should be used: 

 
Excellent 1.00 
 1.25 
 1.50 
Very Good 1.75 
 2.00 
Good 2.25 
 2.50 
Fair 2.75 
Passing 3.00 
Failed 5.00 
Unofficially dropped 5w 

Dr Officially Dropped 
INC Incomplete 
IP In Progress 

 
Inc – overall rating is passing but student fails to submit major 

requirement or take major examination.  “INC” should be 
completed within one year; otherwise, it becomes a 5.0. 

5W – given when a student has incurred unexcused absences 
more than 20% of the total required number of class hours 
in a semester; or when a student has stopped attending 
classes without official permission. 

Drp – given when a student was officially allowed to discontinue 
enrollment in a subject; request is done before the midterm 
examination.  If request is done after the midterm 
examination, midterm grade should be passing. 

IP – given when the units enrolled in thesis is less than what is 
required. 

3.3.3. Bases for Grading, Submission of Grades and Class Records 

Faculty members are allowed to exercise academic freedom 
in the conduct of their classes and their evaluation of students’ 
performance. 
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Grading sheets should be submitted to the Office of the 
Department Head during the designated dates and forwarded to 
the Office of the Registrar within fourteen (14) days after the last 
day of the final examinations for the regular non-graduating 
students.  For graduating students, however, their grading sheets 
should be submitted ahead of the schedule for the non-graduating 
students.  The dates for submission of grading sheets are posted 
on the school calendar. 

A clear copy of the class records and the report on ratings 
should also be submitted and filed at the Colleges for reference in 
cases of inquiries regarding computations and incomplete grades. 

3.3.4. Changes in Grades 

A change of grade is valid only if the faculty member has 
erroneously entered a grade on the grading sheet or made an 
error in the computation.  The request is officially made by the 
concerned faculty and noted by the Department Head and the 
Dean before it is forwarded to the Office of the University 
Registrar. 

Errors on the Report on Ratings should be corrected clearly 
and legibly.  Rectification of an erroneous grade should be done 
within one year following the semester when the student takes the 
subject.  In addition, faculty members should affix their signature 
for any erasures or correction done on the Report on Ratings. 

3.3.5. Penalty for Late Submission of Grades 

In case a faculty member fails to submit the grading sheets 
on time, the salary for the last week of the term will be withheld 
until a clearance from the Office of the University Registrar is 
secured. 

3.3.6. Incomplete Grades and Guide for Completion 

Students who fail to take the final examinations without any 
valid reason should receive a failing grade for the final exam and 
their grade should be computed based on their previously earned 
points or ratings.  Only students with valid reasons may receive 
an incomplete grade (INC) for not taking the finals.  Some of the 
valid reasons are: grave illness as certified by a licensed 
physician, death of an immediate relative as supported by a death 
certificate, for being an official representative of the school in 
conferences or contests with supporting documents, and other 
similar reasons as determined by the faculty member in 
consultation with the Department Head.  
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Students having academic difficulties such as those who 
failed to complete a project or assignment may also receive an 
INC.  Exemptions are given only to students doing research works 
with a longer time frame, but completion should be done within 
one semester for both graduate and undergraduate students. 

3.3.7. Guidelines for Completion of Grades 

Once the student is ready to submit the requirements set by 
the professor to complete the subject, the student upon payment 
of completion fee secures an Application for Completion of 
Grades from the Office of the Registrar to be given to the 
professor concerned.  

The professor concerned sign and submit the form to the 
Office of the University Registrar. 

3.3.8. Failing Grades 

Failing grades, i.e. lower than 3.0, are given to students who 
do not perform satisfactorily according to standards required in 
the course.  The professor, however should render all possible 
assistance to help and encourage the student to pass the course. 
He/She may give special projects or additional assignments to 
compensate or make up for any deficiency.  

On the Report on Ratings, a grade of 5.0 should be followed 
by the remark “Failed” and the faculty should be ready to present 
evidence(s) of the student’s unsatisfactory performance. 

3.3.9. Dropping from a Course 

Students may be dropped from a course if they have been 
absent for more than seven (7) consecutive class meetings.  In 
addition, students may be dropped if they have an accumulated 
absence of at least twenty percent (20%) of the total number of 
class hours (54 hours) in a semester, or an equivalent of nine (9) 
meetings.  

Students may be allowed to drop only before the conduct of 
the Mid-Term Examination, except in cases found meritorious by 
the faculty. 

3.4. Academic Honors and Awards 

3.4.1. Academic Honors 

The University/College provides a system of awarding 
students with excellent academic standing.  Below is a list of the 
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academic honors, together with the suggested grade point 
averages (GPA).  Grade requirements may vary from institution to 
institution. 

 

Academic Honors General Weighted Average 

Summa Cum Laude 1.00 – 1.25 

Magna Cum Laude 1.26 – 1.50 

Cum Laude 1.51 – 1.75 

Aside from the academic honors listed above, departments 
or colleges also give special awards to outstanding students at 
the end of each school year through other forms.  

Faculty members should encourage and promote 
academic excellence among their students by extending their 
support not only on academic matters but also in personal 
endeavors. 

3.4.2. Guidelines for the Selection of Honor Students 

Students considered for academic honors must have 
satisfied the following criteria: 

 Must have taken all courses at the University/College 

 Enrolled on full load during all the semesters. 

 The grades obtained in Physical Education subjects 
(general education) and the National Service Training 
Program (NSTP) will not be included in the computation 
of the GPA. 

3.5. Advising 

3.5.1. Academic Advising 

The Dean of the College assigns an academic adviser to 
each class or group of majors.  The assigned faculty should 
monitor students’ academic progress and ensure that they live up 
to the University/College’s standard of excellence.  Specifically, 
academic advisers are expected to: 

 Keep a Cumulative Academic Folder (CAF) for each 
student, 
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 Update the CAF every semester by asking the students 
to enter the grades obtained during the previous 
semester, 

 Post a schedule for consultation at the department 
cubicles, 

 Advise and sign the registration cards of students 
during enrolment, and 

 Refer to OSS students who need professional guidance 
and counseling. 

 Meet the advisory class on a regular basis 

3.5.2. Thesis/Dissertation Advising  

Thesis and dissertation advisers are officially assigned by 
the Dean of the Colleges and the Dean of the Graduate School. 

3.5.3. Guidance and Counseling Services 

While in college, many students experience personal 
difficulties that can be exacerbated by the challenges of 
maturation, an unfamiliar environment, and academic pressure or 
stiff competition.  Some students resolve their difficulties over 
time on their own; a few, however, are able to do so only with 
professional help.  

Guidance and counseling services are available for all 
students at the OSS.  Such services can involve the assessment 
of students’ difficulties in their studies, through appropriate testing 
and assessment mechanisms, for the individual student to realize 
his/her full potential.  

Faculty members are, therefore, encouraged to refer 
students who have problems to the Office of Student Services 
(OSS).  Faculty members should have at hand the phone number 
and hours of operation of the services available for the students.  
Above all, they should listen and be sympathetic to students, 
express concern, and make referrals, but not to take on the role 
of a trained counselor. 

For more information on advising students, faculty members 
should refer to the Student Handbook. 

3.5.4. Advising Student Organizations 

Each student organization recognized by the institution shall 
have a faculty adviser.  For co-curricular clubs, the College Deans 
shall appoint the adviser/s.  In the case of interest clubs, 
University chapters of national organizations, and curricular year 
assemblies, the Dean of Student Services shall appoint the 
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adviser/s upon recommendation of the members and officers of 
the club/organization. The faculty adviser should: 

 Be available for consultation with club officers and 
members; 

 Attend general meetings of the organization and if 
unable to attend, be informed about the minutes of the 
meeting; 

 Be well-versed with the constitution and by-laws of the 
organization; 

 Be consulted and should assist in the planning of 
activities, ensuring that they attain the organization’s 
objectives; 

 Be present or be with the students, if the organization’s 
activity is held off-campus, or when the organization is 
representing the University/College; 

 Require the parent’s permission for students who join 
off-campus activities; 

 Check and approve the posters/notices/announcements 
of the organization before posting; 

 Evaluate the performance of the organization and 
submit a report of this to the OSS and College Dean 
concerned which will be used as one of the bases for 
re-accreditation and for determining awards; and 

 Act as a liaison between the organization and the 
University/College administration, hence, can sign the 
organization’s communications and requests for 
reservation of rooms and facilities. 

Activities of department organizations must be conducted 
only after the prior approval of the Department Head/College 
Dean is obtained.  To avoid delays, the adviser should secure a 
schedule of activities of the organization at the beginning of the 
school year and help the students prepare the permits and 
necessary documents in pushing through with the activities. 

The adviser of a student organization may, upon 
accomplishing the Permit to Hold an Activity (available at the 
Office of the Administrative Officer), request the use of 
University/College facilities needed for a specific event or activity 
sponsored by the organization.  The adviser is held responsible 
for any untoward incident that may occur during the conduct of 
said activity. 

At least three weeks before the end of the second semester, 
the faculty adviser should require and secure a copy of the 
financial report of the organization.  This report includes the 
membership fees collected, if any, the expenses incurred during 
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all activities, the receipt and disbursement of funds, and all the 
funds obtained through solicitation and/or donation.  The financial 
report should be submitted to the Office of the Department Head 
at least a week before the semester ends. 

Financial statements are to be submitted to the Department 
Head, to the College Dean and should be duly signed by the 
President and Auditor of the organization and noted by the 
adviser. 

3.5.5. Classroom Regulations and Management 

3.5.5.1. Student Attendance 

A student may be dropped from the class roll after 
having been absent for twenty percent of the total 
number of hours of recitation, lecture, laboratory, or any 
other scheduled work.  The Office of the University 
Registrar, Office of Admissions and Office of Student 
Student Services (OSS) shall, at the same time, be 
advised of the action taken by the professor by 
submitting a Form for Dropping Students available at the 
faculty member’s department. 

If majority of the absences incurred by a student are 
excused, the student may not be given a grade of 
FAILED instead may just be DROPPED from the roll.  
When a student has been absent from class for one 
whole week, the professor should send a Form on Report 
of Absences to the OSS through the class secretary.  
The form is available from OSS upon request. 

A student may be accepted in class even after being 
late for 15 minutes but the student should be marked 
absent during that session.  If a student is habitually late, 
the professor should refer the student to OSS for 
appropriate sanction. 

Any absence incurred immediately after a short 
vacation (Christmas, Election Day, and others) is 
normally considered unexcused unless there is a clear 
and valid reason for the absence. 

3.5.5.2. Classroom Discipline 

Faculty members must ensure that students are 
doing meaningful tasks inside the classroom, that any 
noise produced would be wholly productive.  Disruptive 
behavior is discouraged. 
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Faculty members have the right to discipline a 
student who commits infractions, such as cheating, 
shouting, making unnecessary noise, using vulgar 
language, and being impolite and for cheating.  However, 
no faculty member should inflict corporal punishment on 
offending students; nor should he/she make deductions 
in their scholastic ratings for acts that are clearly not 
manifestations of poor scholarship.  

3.5.5.3. Class Participation 

Class participation of students means their being 
present and attentive in class.  When applicable, at least 
10% of the final grade should be accorded to class 
participation.  With class participation, students are 
encouraged to interact by reciting, asking questions and 
by taking part in group activities, but these are not 
necessary to receive full credit.  Faculty members should 
also conduct a period of recitation to test students’ 
knowledge, reasoning/thinking ability and preparation.  

3.5.5.4. Evaluating Student Performance 

 Faculty members should evaluate students’ 
performance objectively by constructing valid and 
reliable tests and examinations.  

 For classes with departmental exams, questions for 
the midterm and final examinations are submitted to 
the Department Head at least two weeks before the 
scheduled date of examination. 

 All quizzes and tests should be returned promptly to 
the students after the test for immediate feedback. 

 A new set of questions must be prepared for a special 
midterm or final examination should this be needed. 

 Exemptions from taking the final examinations may be 
extended to deserving students.  Moreover, faculty 
members should strictly observe the schedule on the 
ban of co-curricular activities to enable students to 
concentrate on their academic requirements and 
review for final examinations. 

 Course professors should identify students with 
academic difficulty such as those failing a mid-term 
exam, having excessive absences, failing to submit a 
required paper and others, and inform them of their 
class standing.  Professors should be sympathetic to 
students who seek assistance for the proper course of 
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action to be taken to improve their performance.  
They should give regular feedback to the students. 

3.5.5.5. Medium of Instruction 

An institution adopting the Bilingual Education Policy 
uses Filipino and English as media of instruction and 
communication.  Specifically, this means that Filipino and 
English shall be used as media of instruction in definite 
subjects taking into account the nature of the discipline 
and the learners’ needs.  

The use of Filipino and English in the classroom 
shall be implemented as follows: 

English 

English    Mathematics 
Drama and Theater Arts  Technology 
Natural Science   Library Science 
General Science  Education 

Filipino 

Filipino    Music and Arts 
Social Science   Physical Education 
History    Values Education 
Psychology              Euthenics 
Tech. Education and Home Economics 

Faculty members are expected to express 
themselves fluently in English.  Outside the classroom, 
faculty members are encouraged to maintain 
conversations in English, especially when talking to 
students. 

3.5.5.6. Preparation of Course Syllabi/Other Requirements 

Each department has a compilation of subject 
syllabi and each faculty member is furnished copies of 
the most recently updated syllabi of all the subjects they 
are handling before the start of classes.  Faculty 
members handling the same subjects should cooperate 
to update the course syllabi in terms of content and 
reforms.  The faculty should be guided by the course 
syllabus. 
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4 BENEFITS, INCENTIVES, PRIVILEGES AND AWARDS 

4.1. Benefits  

4.1.1. GSIS Benefits 

The Government Service Insurance System (GSIS) of the 
Philippines was created under Commonwealth Act. No. 186 as 
amended by Presidential Decree No. 1146.  It is a government 
owned controlled corporation and partly engaged in government 
financial institution operations, acting as a trustee for government 
sector. 

Government employees on permanent status are covered by 
the GSIS on compulsory basis.  On the other hand, non-
permanent employees who have been in the service for not less 
than sixty (60) days are also entitled to a term insurance 
renewable yearly. 

4.1.1.1. Retirement 

Retirement requires a specified age and a minimum 
number of years in service. Separation from the service 
at the mandatory age of sixty-five (65) is called 
compulsory retirement.  A retirement at any earlier age 
is referred to as optional retirement.  Both retirement 
schemes require a minimum number of years of service 
rendered. 

Retirement shall be compulsory at age 65. 

Employees who entered the service before June 1, 
1977 and who have not received any separation or 
retirement benefits have the option to retire under 
Republic Act Nos. 1616, 660 or 8291. 

Retirement benefits shall be paid on the last day of 
service in the government if all requirements are 
submitted to the GSIS at least thirty (30) days prior to the 
effective date of retirement. 

The government offered various retirement benefits 
in accordance with the retirement laws, namely, R.A. 
1616, 660 and R.A. 1146 (GSIS Information on 
Retirement). 

4.1.1.1.1  RA 1616 of the Gratuity Retirement Benefits 

Any official or employee regardless of age 
provided he has rendered at least twenty (20) 
years of service, the last three (3) years of 
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which are continues is eligible to retire under 
RA 1616. 

4.1.1.1.2  R.A. 660 or the Annuity (Pension) Benefit Plan 

Any official or employee may retire under 
R.A. 1616 provided he fulfills the following 
contributions: 
1. He is a member of the GSIS Retirement 

Insurance Fund. 
2. He has reached the compulsory age of 65 

years. 
3. He has obtained and/or completed the 

required age and length of service as 
indicated below: 
Age: 52. 53, 54, 55, 56, 57, 58, 59, 60, 

61, 62, 63, 64 65 
Service: 35, 34, 33, 32, 31, 30, 29, 28, 27, 

26, 25, 24, 23, 22 
4. His last three (3) years of service must be 

continuous. 

4.1.1.1.3  PD 1146 

Any official or employee regardless of age 
may retire under P.D. 1146 provided he has 
rendered at least 15 years of service.  
However, if he is below 60 years, he may avail 
of the retirement benefit under P.D. 1146 upon 
attaining age of 60 years. 

4.1.1.2 Retirement Privileges 

Retired members of the faculty shall enjoy the 
following: 

4.1.1.2.1 Access to the use of books and references in 
the library. 

4.1.1.2.2 Participate in major programs and other 
activities of the University. 

4.1.1.2.3 Allowed to continue to occupy the cottage of 
the University issued to him at most one year 
after retirement. 

4.1.1.2.4 Retired faculty members with the rank of full 
professor may be appointed to Professor 
Emeritus subject to the following conditions: 
4.1.1.2.4.1 He/she must have rendered at 

least 20 years of active and 
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faithful service to the University; 
and 

4.1.1.2.4.2 He must have achieved marked 
distinction as a productive 
scholar, scientist, artist or 
educator or is widely 
acknowledge as effective and 
dedicated teacher. 

4.1.1.3 Separation 

A cash payment of 18 times the basic monthly 
pension at the time of separation and a life pension to 
start at age 60 will be given to those who separate from 
the service with at least 15 years service and are below 
60 years of age. 

Two types of separation benefits and eligibility 
requirements are discussed below: 

 A member who has rendered at least three years but 
less than 15 years of service is eligible for separation 
benefit in the form of a cash payment equivalent to 
one-hundred percent (100%) of the Average Monthly 
Compensation for every year of service payable upon 
reaching the age of 60 or upon separation, whichever 
comes later, if he/she is not receiving a monthly 
pension benefit from an incurred permanent total 
disability. 

 A member who has rendered at least 15 years of 
service and who is below 60 years of age at the time 
of resignation or separation is eligible for separation 
benefit in the form of a cash payment equivalent to 18 
times the Basic Monthly Pension payable at the time 
of separation plus the basic monthly pension for life 
starting at age 60.  

4.1.1.3 Compulsory Life Insurance  

A permanent faculty is entitled to an automatic 
endowment insurance based on the following criteria: 

Age at Issue  Endowment Plan 

Up to 30 years    E-45 
Over 30 to 40 years   E-55 
Over 50 to 59 years   E-65 
60 and above    whole life 
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The amount of insurance is based on the 
member’s insurance plan, age and salary.  If the salary 
increases, the amount of insurance correspondingly 
increases effective on the date of aforesaid salary 
increase.  However, if the salary decreases, the member 
has the option to maintain the amount of his/her 
insurance by paying the difference in premium within 
ninety (90) days of such decrease.  Otherwise, the 
amount is automatically reduced. 

If the employee is still in the service at the time of 
endowment plan, insurance coverage is automatically 
renewed. 

4.1.1.4 Sickness Income Benefits 

This is for non-work connected sickness or injury 
that results in temporary or total disability.  It is available 
after a member has exhausted all his/her sick leave 
credits but not earlier than the fourth day of sickness or 
injury.  The member cannot avail himself/herself of the 
sickness income benefits and sick leave simultaneously.  
Benefit of not less than four pesos (P4.00) nor more than 
twenty pesos (P20.00) a day can be availed of by the 
member who has paid at least six monthly contributions 
in the twelve-month period preceding the sickness or 
injury. 

4.1.1.5 Medical Benefits 

All eligible members of the GSIS under Medicare 
Program (now PhilHealth) shall immediately and 
automatically be made members of the National Health 
Insurance Program (NHIP) and are entitled to free 
medical services.  Upon retirement, a member is entitled 
to the same benefits, which he/she had as an active 
member. 

4.1.1.6 Death, Accidental Death and Burial Benefits 

The member’s beneficiaries receive this if a member 
dies prior to the maturity of the policy.  When a member’s 
death is accidental or death occurred within ninety (90) 
days after the accident, the accidental death benefits are 
twice the value of the insurance.  Moreover, the 
beneficiaries can claim burial expenses as stipulated by 
the GSIS. 
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4.1.1.7 Survivorship Benefit 

This is for non-work connected deaths, which will be 
paid to primary and secondary beneficiaries of deceased 
members or pensioners.  The basic survivor pension is 
equivalent to 50% of the basic monthly pension plus 
dependent pension not exceeding 50% of the basic 
monthly pension.   

4.1.1.8 Cash Surrender Value 

This is paid to a member who resigns or is 
separated from the service, provided that the insurance 
has been in force for one year.  If the member is 
dismissed, only half of the value will be paid. 

4.1.2 GSIS Loans 

A faculty who has been insured for at least one (1) year can 
obtain insurance loan in the form of salary. 

Policy loan is granted to a faculty who has been insured for 
at and one (1) year equivalent to sixty percent (60%) of the total 
contributions, employees-employer share. 

4.1.2.3 Emergency Calamity Loan 

When the President of the of the Philippines 
declares by law that a specified of area is in a state of 
calamity, the faculty member residing/working in the area 
may avail of the Emergency Calamity Loan equivalent to 
eighty percent (80%) of his/her total contribution or the 
amount as mandated by GSIS. 

4.1.2.4 Housing Loan 

Through the National Home Mortgage and Finance 
Corporation (NHFC), any qualified member may be 
granted a housing loan by the GSIS. 

4.1.3 Leave Benefits in General 

4.1.3.3 Leave of Absence 

Leave of Absence (LOA) is a privilege to be absent 
from duty for one or more days, with his/her positions 
held for him/her until his/her return.  A leave of absence 
requires authorization and consent of the faculty’s 
immediate supervisor/head or his/her designated 
representative. 
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All kinds of leave of absence taken by the faculty 
should be applied for and submitted to the Dean through 
the Department Head for action. The prescr ibed form for 
leave application is Civil Service Form No. 6 series 
(revised 1984), where the purpose/reason for such leave 
has to be clearly indicated. 

An official or an employee who is continuously 
absent without approved leave for at least thirty (30) 
calendar days shall be considered on absence without 
official leave (AWOL) and shall be separated from the 
service or dropped from the roll without prior notice.  A 
notice of separation for service shall be sent to his/her 
last known address not later than five (five) days. 

If the number of unauthorized absences incurred is 
less than thirty (30) calendar days, a written Return-to-
Work Order shall be served to him/her at his/her last 
known address on record.  Failure on his/her part to 
report for work within the period stated in the order shall 
be a valid ground for dismissal. 

4.1.3.4 Vacation Leave 

A regular faculty member shall not be entitled to the 
usual vacation and sick leave credits but to proportional 
vacation pay (PVP) of 70 days summer vacation plus 14 
days of Christmas vacation.  A faculty who has rendered 
continuous service in a school year without incurring 
absences without pay of not more than 1 ½ days is 
entitled to 84 days of proportional vacation pay. 

All applications for vacation leave of absence for 
one (1) full day or more shall be filed in advance or 
whenever possible five (5) days before the effective date 
of such leave and shall be submitted on the prescribed 
form for proper action by the head of agency. 

4.1.3.5 Sick Leave 

A faculty, who is unable to report for work due to 
illness, may apply for sick leave with pay provided he/she 
has accumulated service credit.  He/she is entitled to a 
sick leave of absence after presenting a medical 
certificate. 

All applications for sick leave of absence for one full 
day or more shall be made on the prescribed form and 
filed immediately upon employee’s return from such 
leave.  Notice of absence, however, should be sent to the 
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immediate supervisor and/or to the agency head.  A 
proper medical certificate shall accompany an application 
for sick leave in excess of five (5) successive days. 

Sick leave may be applied for in advance in cases 
where the faculty will undergo medical examination or 
operation or advised to rest in view of ill health duly 
supported by a medical certificate. 

In ordinary application for sick leave already taken 
not exceeding five days, the head of the department 
concerned may duly determine whether or not granting of 
sick leave is proper under the circumstances.  In case of 
doubt, a medical certificate may be required. 

Sick leave shall be granted only on account of 
sickness or disability on the part of the faculty concerned 
or any member of his/her immediate family.  A sick 
faculty member can take an indefinite sick leave of 
absence stating in his/her application form the 
appropriate maximum number of days on leave as 
recommended by a government physician. 

4.1.3.6 Maternity Leave 

A married female faculty can avail of a 60-day 
maternity leave after rendering an aggregate of two or 
more years of service.  She can avail herself of maternity 
benefits even if the period of delivery occurs during the 
long vacation, in which case, both the maternity benefits 
and the proportional vacation pay shall be received by 
the faculty concerned. 

Maternity leave of those who have rendered one (1) 
year or more but less than two (2) years of service shall 
be computed in proportion to their length of service, 
provided that those who have served for less than one 
(1) year shall be entitled to 60-day maternity leave with 
half pay. 

The maternity leave cannot be deferred but it should 
be availed of either before or after the actual period of 
delivery in a continuous manner, not exceeding sixty (60) 
calendar days. 

When a married female faculty wants to report back 
to duty before the expiration of her maternity leave, she 
may be allowed to do so provided she presents a medical 
certificate that she is physically fit to assume the duties of 
her position. 
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The commuted money value of the unused portion 
of the leave need not be refunded and so that when the 
faculty returns to work before the expiration of her 
maternity leave, she may receive both the benefits 
granted under the maternity leave law and the salary for 
actual services rendered effective the day she reports 
back for work (Sec. 11 & 14,CSC MC No. 14 s. 1999). 

4.1.3.7 Paternity Leave 

A married male faculty may go on paternity leave of 
seven (7) days that shall be nonconvertible to cash. 

4.1.3.8 Terminal Leave 

A faculty who resigns or retires or to be terminated 
may apply for a terminal leave with unspent leave service 
converted to cash based on existing civil service rules. 

4.1.4 PAG-IBIG (Home Development Mutual Fund) 

PAGIBIG or the Home Development Mutual Fund (HDMF) 
was created on June 11, 1978 by virtue of P.D. No. 1530, later 
amended by P.D. No. 1752 on December 04, 1980 making 
membership mandatory effective July 1981.  The fund aims to 
provide employees with an integrated nationwide savings and 
housing credit system.  Fixed dividends of 7.55 percent per 
annum are distributed to all members.  These are tax free, and 
are credited to the total accumulated value of the members’ 
personal contribution and the employer’s counterpart share.  

4.1.4.3 Short Term Loan 

The short-term loan program in the form of the 
Multi- Purpose Loan benefits members who have made 
at least 24 monthly contributions to the fund and have 
been contributing members upon loan application.  The 
amount of loan depends upon the member’s total 
accumulated value. 

4.1.4.4 Expanded Housing Loan Program 

Primarily, the fund promotes home ownership 
through the establishment of an affordable and adequate 
housing credit system for each member.  Thus, an 
expanded housing loan program is offered for 
construction of a residential unit, purchase of a lot only; 
purchase of a lot and construction of a residential unit on 
this lot; home improvement; refinancing of existing loan, 
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and redemption of a foreclosed mortgage. (Phil Civil 
Service Employee Handbook) 

4.1.5 Employees Compensation Program 

In the event of work-related injury or death, a member is 
given adequate, tax-exempt income benefit and medical or 
related benefits. 

Work- related injury, resulting to disability or death is to be 
compensated, i.e., the injury must have been sustained during 
working hours and at the work place, and the member must have 
been performing official functions.      

Moreover, the sickness and the resulting disability or death 
to be compensated must be the result of an occupational disease 
or the chances for contacting it have been increased by the 
working conditions.  

ECP benefits include Cash Income that covers:  

 Temporary Total Disability (TTD) 

 Permanent Partial Disability (PPD) 

 Permanent Total Disability (PTD) 

 Death Benefit  

 Funeral Benefits 

 Medical and/or Related Services 

 Rehabilitation Services 

4.2 Incentives 

4.2.1 Basic Incentives 

4.2.1.3 Personal Emergency Relief Allowance (PERA) and 
Additional Compensation (ADCOM) 

All faculty members, permanent or temporary, are 
entitled to a monthly PERA and ADCOM, which 
amounts to P500.00 each. 

4.2.1.4 Year-end Bonus and Cash Gift 

Republic Act. No. 6686, as implemented by 
National Compensation Circular No. 54, both dated 
Dec. 04, 1988, provides for an annual year-end bonus 
equivalent to one-month basic salary known as 
“Thirteenth Month Bonus” and a cash gift of P5,000.00 
to all government officials and employees who have 
rendered at least four months of service with pay within 
the year.  
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4.2.1.5 Clothing Allowance 

The provision on annual clothing allowance is an 
additional economic aid for permanent or temporary 
faculty members.  This is given to a faculty, regardless 
of status, provided he/she renders six (6) months of 
service at the time of payment and should stay another 
6 months after payment. 

4.2.1.6 Productivity Incentive 

An amount of P2,000.00 is given each year to a 
faculty member with permanent, full-time, or temporary 
appointment, who has rendered at least one year of 
service in the government. 

4.2.1.7 Length of Service Incentive (Longevity Award) 

This is given to a faculty member who has 
rendered at least three (3) years of continuous very 
satisfactory service in a particular position.  This 
incentive shall consist of salary step increments in 
accordance with the provisions of Joint CSM – DBM 
Circular No. 1 s, 1990. 

4.2.2 Scholarship Grants and Assistance 

4.2.2.1 Scholarships 

Qualified faculty members may apply for 
scholarship grants sponsored by local or international 
organizations. These scholarships are categorized 
into two: 

 Local 

These are scholarships sponsored by such 
agencies as the Commission on Higher Education 
(CHED), Philippine Association of State Universities 
and Colleges (PASUC), Department of Science and 
Technology (DOST) and Faculty Development 
Program of the Western Philippines University. 

 International  

International scholarships are those sponsored 
by agencies such as NEDA (National Economic and 
Development Agency), PROBE (Australia), Fulbright 
Foundation (USA), the Japan Ministry of Education 
(MONBUSHO) among others. 
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In an effort to attain academic excellence and to make 
institutional programs attuned to the development needs of 
Palawan, the region and the whole country, Western Philippines 
University, Aborlan, Palawan has adopted a standing policy to 
continuously upgrade its faculty and administrative staff (BOT 
Res. No. 89, s. 2001, Appendix C). 

4.2.2.2 Sabbatical Leave  

A sabbatical leave is a privilege granted to an 
individual who has demonstrated above average ability in 
instruction, scholarship, research, or other creative 
accomplishment as seen in one’s publication, teaching, 
exhibition or performance.  

The program aims to maintain and improve the 
quality of the educational programs of the University by 
creating opportunities for the faculty to enhance 
professional competence through study, research, and 
other professional development activities. 

 Eligibility 

A faculty member with the rank of at least 
Associate Professor who has rendered a minimum of 
six (6) years of continuous service is entitled to a 
sabbatical leave of one full school year (2 terms and 1 
summer). 

Services outside the University/College are 
considered part of the six-consecutive-year 
requirement provided that they are rendered by the 
applicant on secondment to a government institution, 
either locally or internationally and that the year 
immediately before the filing is spent in the 
University/College.  The required continuous service 
for the subsequent leave shall be counted from the 
date of return.  In cases where the sabbatical leave 
applied for in writing is deferred due to scheduling 
difficulties, years of continuous service for the next 
leave shall include the period of deferment. 

A sabbatical leave for not more than one year 
with full payment of salary may be granted to a faculty 
member if in the judgment of the President and the 
Board of Regents, the applicant’s record as a teacher 
or researcher shows reasonable assurance of 
fulfillment of the aforementioned purpose of the 
sabbatical leave.  
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No person shall receive a sabbatical leave 
more often than once in seven years.  

 Priority Categories 

An applicant for a sabbatical leave may do one 
of the following options:  

 To finish post-graduate studies on a particular 
discipline.  For those requesting a leave for a 
study leading to advanced terminal degrees, 
recent and consistent effort toward the attainment 
of the degree should be shown; 

 To conduct research.  The completed research 
study shall be published in reputable journals 
within or outside the University  

 To write/translate a book in relation to one's field 
of specialization;  

 To write and produce a play or engage in any 
artistic production;  

In case of publication of outputs of the 
sabbatical leave, rules and regulations on publication 
as stipulated in the University Code must be 
observed.  

 Procedures 

Application for sabbatical leave should be 
submitted to the Office of the President, through 
channels, at least one semester prior to the intended 
leave.  Those who apply for sabbatical leave should 
submit their plan at least one (1) term before the 
intended leave to the Vice-President for Academic 
Affairs for approval.  The merit of the sabbatical plan 
will be evaluated by the Sabbatical Leave Award 
Committee composed of the following:  

 The Vice-President for Academic Affairs as 
Chairperson; 

 The Vice-President for Research, Extension and 
Development, as Member; 

 The Vice-President for Administration, as Member; 
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 The Dean of the College where the applicant 
belongs, as Member 

 
The chair and committee members may also 

choose:  

 One representative from the Full Professor rank 
and  

 One representative from the Associate Professor 
rank  

If any of the members listed above is himself/ 
herself an applicant, he/she shall be replaced by a 
member chosen by the remaining members of the 
Committee.  

The Committee's recommendation shall be 
forwarded to the Office of the President for 
appropriate action.  Unless the research to be 
undertaken requires teaching, a faculty on 
sabbatical leave should not be engaged in 
teaching at any institution.  

 Obligations 

A faculty member granted a sabbatical leave 
assumes a professional obligation to return and 
render service to the University/College for a period of 
at least two (2) full academic years subsequent to 
his/her leave. 

Within three (3) months of the completion of a 
sabbatical leave, the faculty member must file a 
written report to the Office of the President, through 
channels.  This report should detail the 
accomplishments of the sabbatical leave specifically 
in terms of benefits accruing to the University and the 
specific activities listed in the original sabbatical 
proposal.  He/She may be required to present a report 
in an appropriate forum. 

4.2.3 Professional Development Activities 

4.2.3.2 Educational, Social, Cultural, and Athletic 
Functions 

At all social affairs and athletic events held or 
sponsored by the University/College, faculty members 
are to be admitted free of charge unless specified 
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otherwise.  Where an admission fee or charge is 
required, the University/College endeavors as much as 
possible to provide special and adequate seating 
arrangements rates for faculty members. 

4.2.3.3 PASUC Athletic Events 

The University/College is a member of the 
Philippine Association of State Colleges and Universities 
Athletic Association (PASUC) and, within reasonable 
limits, faculty members may secure tickets for all PASUC 
events. Faculty members are to be admitted free of 
charge to any and all athletic events authorized by the 
University/College unless specified otherwise. 

4.3 Awards and Recognition 

4.3.1 Distinguished Teacher of the Year Award 

To uphold the dignity of the teaching profession the 
Distinguished Teacher of the Year Award give due recognition to 
teachers who have served the University/College with exemplary 
teaching competence and dedication. 

Nominees for the Distinguished Teacher Award must be: 

 Filipino citizen, 

 A permanent and full-time instructor/professor for ten (10) 
continuous years at WPU, and 

 Directly involved in classroom instruction at WPU during 
the last (5) years preceding the date of nomination. 

The following are not eligible to apply: 
 

 University/College President, Vice Presidents, Deans and 
faculty members with less than 50% regular teaching 
load at the time of nomination.  Regular teaching loads 
refer to teaching loads reported as regular loads on the 
Report on Faculty Load.  

 Past recipients of the Distinguished Teacher Award, and  

 Past recipients of the Metrobank Award. 

 Basis of evaluation will be achievements within the last 
ten (10) years as reflected in the nomination forms with 
the supporting documents. 

All nominations must be submitted in the prescribed 
nomination form duly signed by the nominee and nominator.  
Each nominee goes through the following selection procedures: 
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 Nomination 

The respective Deans or Executive Directors will 
disseminate the Search for Distinguished Teacher of 
the Year to all faculty members every first week of 
July of the current school year. 

All qualified candidates may fill out the nomination 
forms and submit these with the supporting documents 
to their respective Deans or Executive Directors.   

The Dean will assign a committee, of two (2) 
heads and three (3) faculty members selected by fish 
bowl technique to go over all nominations following the 
criteria. 

The Dean is entitled to submit at most three (3) 
nominees. 

 Screening  

The board of judges composed of five (5) past 
Distinguished Teacher of the Year Awardees will select 
three (3) finalists.  Screening also involves character 
investigation. 

 Selection of the Awardee 

The finalists will be observed and interviewed by a 
final board of judges composed of the Vice President 
for Academic Affairs, Vice President for Research, 
Extension and Development, Deans of Colleges without 
any finalist, Faculty Association President, and a 
Student Government representative.  The Distinguished 
Teacher of the Year Awardee will then be selected from 
among the three finalists. 

 Prizes 

The Distinguished Teacher of the Year will be 
honored in a fitting ceremony during the 
University/College Week celebration.  He/she will 
receive a cash award and a plaque of recognition from 
the University. 

4.3.2 Professorial Chair Awards 

Professorial Chair is a term used in educational institutions 
to designate a position of prestige, usually in recognition of 
achievement in an educational endeavor.  A stipend, honoraria, 
research funds or other forms of emolument usually accompany 
the award. 
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Professorial chair awards encourage the pursuit of academic 
excellence by recognizing outstanding achievement in education 
in the areas of teaching, research, management and service, and 
the arts. 

The Selection Committee shall be composed of the 
following: 

 The Vice-President for Academic Affairs, as Chairperson 

 The Vice-President for Research, Extension and 
Development, as Member 

 The Vice-President for Administration, as Member 

 The Dean of the College where the Chair is available, as 
Member 

 Additional member(s) as stipulated by the donor of the 
chair. 

If any of the members listed above is himself/herself a 
possible nominee, he/she shall be replaced by a member chosen 
by the remaining members of the Committee. 

In addition to having achieved distinction in an academic 
field as stipulated above, and unless otherwise stipulated in the 
terms of the award by the donor of the chair, a recipient of the 
award for a professorial chair should possess the following 
qualities: 

 Independence of mind 

 Originality and creativity 

 Ability to communicate his ideas in writing or speaking, 
and 

 Qualities specified by the donor 

A recipient of an award for a chair must have an academic 
rank not lower than Associate Professor and/or must occupy an 
administrative position at the time of the award (See appendix for 
a list of available professorial chairs). 

A chair holder must be willing to share his/her expertise 
through lectures, seminar-workshops, research publications, 
exhibits, or similar activities specified in the terms or as 
determined by the Selection Committee. 

4.3.3 Emeritus/Emerita Awards 

The title Emeritus/Emerita is given to a faculty member or 
administrator who holds the rank of at least Full Professor at 
WPU, in recognition of exceptional competence in his or her field 
of specialization.  The full title is one of the following: Professor 
Emeritus/Emerita, Dean Emeritus/Emerita or Vice-
President/President Emeritus/Emerita, Director Emeritus/Emerita, 
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the first part of the term denoting the position last held by the 
retiree. 

The Emeritus/Emerita Committee composed of the following: 

 Vice-President for Academic Affairs, as Chair 

 College Deans as Member 

 Faculty Association President as Member 

The Committee has no power to award the title.  It only 
studies the papers of those who have retired and who qualify for 
the award and makes appropriate recommendations to the Board 
of Regents, through the President. 

The following lists some basic guidelines for the selection 
process: 

 The title of Emeritus/Emerita is awarded by the 
University/College Board of Regents, upon 
recommendation of the President. 

 The Emeritus Committee assists the President in 
screening the candidates. 

 A retiree's candidacy for the title is initiated by 
nomination, either by the President, the Vice-President 
for Academics, a Dean or the Faculty Association 
through its President. 

 The candidate for the emeritus title should: 

  Have served at least 25 years in the field of 
education, fifteen of which should have been spent 
at the University/College; 

 Be on full time service at the University/College at 
the time of retirement; 

 Hold the rank of at least full professor. 

The Emeritus Committee, using the scoring card, processes 
candidacies for the title of Emeritus.  No interview should be 
required for the purpose of having the candidate define his 
qualifications for the title.  Instead his curriculum vitae and other 
evidences of his achievements should be presented as basis for 
scoring.  All proceedings of the Emeritus Committee shall be held 
in strict confidentiality. 

To qualify for recommendation for the award, the nominee 
should have a total score of at least 8, averaged over the ratings 
of members of the Emeritus Committee. 
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Scoring Card  

Attributes No Evidence 
Good 

(5-6 pts) 
Very good 
(7-8 pts) 

Outstanding 
(9-10 pts) 

Outstanding achievement in 
his/her field of specialization 
(30%) 

    

National and International 
Recognition (20%)     

Research and Publication 
(20%)     

Professional ethics and moral 
character well recognized in 
the WPU community (15%) 

    

Interest and active 
participation in at least one 
field other than his/her own 
(10%) 

 

 

   

Membership in Learned 
societies (5%)     

 
Total: 100%     

4.3.4 Recognition for Services Rendered to the University/College 

Services rendered by a faculty for the University, with or 
without pay, merit a certificate of recognition.  The chair of the 
department, project, program, and others should issue a 
certificate of recognition to active members two days after the 
completion of the service for the activity. 

5 ADMINISTRATIVE PROCEDURES 

5.1. Flow of Communication 

Members of the academic community are encouraged to raise 
issues through a variety of channels.  If the issue is administrative in 
nature, it may be most appropriate to utilize the administrative structure 
including the department head and the dean.  If the issue is within the 
province of a committee, it may be appropriate to communicate directly 
with members of the committee or through the committee chair.  In other 
cases, the issue may be brought to the Officers of the Faculty 
Association, an elected body charged with representing the interests of 
the faculty. 

Courtesy and diplomacy should be observed in all official 
communications.  All official letters and documents should always be 
addressed to the head of the office concerned.  Except in emergencies, 
official communications, no matter to whom it is addressed should be 
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sent through official channels, that is, through the office next higher or 
lower in rank than the originating or transmitting office. 

In line with the University structure, official communications of 
faculty members shall be coursed through the Department Head, then 
the College Dean and to the Vice-President concerned.  In the case of 
faculty members based at the external colleges, official communications 
shall pass through the Dean of the Community Colleges, and the Vice-
President for Academic Affairs. 

5.2. Correspondence 

5.2.1. Language to be Used in Official Correspondence 

All official communications prepared by officials and 
employees of the University/College shall be written in the English 
language.  Where it is definitely known that the person to whom 
the communication is addressed cannot understand English, 
there is no objection to inclosing a translation into the language, 
which the addressee would understand.  Consistent with the 
policy of the Government, Filipino may also be used in official 
correspondence. 

5.2.2. Preparation of Correspondence 

Except when otherwise necessary, only official paper, 8-1/2 
x 11 inches, should be used for official correspondence and 
reports.  Letterheads should be used only for the first page of the 
original copy of communications and good bond paper for 
succeeding original pages.  Cheaper bond should be used for 
duplicate or additional copies. 

All correspondence shall be prepared single-spaced except 
short letters of six lines or less.  The left margin should be at least 
1-1/2 inches, and the first line of each paragraph indented ten 
spaces.  Each paragraph should be started double-spaced, 
except in endorsements where it may be single-spaced.  Two 
stroke spaces should be left between the period of a sentence 
and the opening of the following sentence and one space after a 
comma or other marks within a sentence.  The margin at the right 
should be of approximately the same width as that at the left.  If 
the written matter occupies considerably less than a single page, 
it should be so placed that too great a space is not left at the 
bottom in comparison with that at the top.  A letter which cannot 
be accommodated on one page without narrowing the margin 
should be begun somewhat lower on the page than usual, and 
finished on the following page.  The last page of a letter should, 
however, always contain at least three lines of writing in addition 
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to the complementary closing and signature.  Only one side of the 
paper should be used. 

Where a letter or endorsement requires more than one 
sheet, the number of each page after the first should be indicated 
at the top of the page.  When enclosures accompany 
correspondence, they should be listed in the lower left-hand 
corner. 

Confidential letters should be marked “Confidential” on the 
page immediately above the address, and the word “Confidential” 
should also be placed in the lower left-hand corner of the 
envelope.  The distinction between the words “Confidential” and 
“Personal” should be carefully observed.  Confidential 
communications should never be forwarded to other branches of 
the Government, nor their contents divulged to persons other than 
those for whom they are intended. 

Official correspondence, including enclosures, should reach 
its ultimate destination in duplicate, except narrative reports that 
are not to be forwarded from the office to which they are 
addressed, and letters sent direct to persons not in the 
Government service.  Therefore, in case a communication has to 
go through several offices, enough copies should be made by the 
writer to insure that the communication will reach the addressee 
in duplicate. 

So far as is consistent with adequacy of statement and the 
free expression of opinion, letters should be brief, clear, and 
concise.  In letter writing (as distinguished from endorsement-
writing), the use of the first and second persons is prescribed 
when reference is made to the writer and to the recipient.  A letter 
should be limited to only one subject, but several letters may be 
enclosed in one envelope.  It is not considered a good practice to 
make notations on original correspondence, unless the papers 
are ready for file. 

The salutation in official letters addressed to a higher 
authority, should uniformly be “Sir” or “Madam.”  In letters 
addressed to one of equal rank or to a subordinate, the less 
formal salutation of “Dear Sir” and “Dear Madam” may be used.  
Official letters should, as a rule, open with the statement, or 
introduce the main thought by the expression, “I have the honor to 
. . .” The complimentary close of formal official letters should be 
“Very truly yours.”   

In addressing an official by letter or endorsement, and in 
referring to one in the body of a letter or endorsement, the title 
pertaining to a person’s office should be used, not his/her name 
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(unless necessary for identification) nor the signatory title of a 
temporary incumbent. 

5.2.3. Promptness in Attending to Correspondence 

Request for action, information, or reports must be attended 
to with the least possible delay.  The efficiency record of officials 
and employees who are persistently delinquent in this regard is 
seriously affected thereby.  If it is necessary to delay action on 
correspondence, a letter of explanation should be sent to the 
interested official.  Academic and administrative officials should 
have their offices so organized as to have correspondence 
attended to in their absence by some responsible person 
delegated for this purpose.  Communications which can be acted 
upon without the need of research or consultations with other 
officials, should be answered within 24 hours after receipt thereof. 

5.2.4. The Coursing of Correspondence 

Official letters should always be addressed to the head of 
the office, never to a subordinate in the office. 

Except in emergencies, the rules require that official 
correspondence, no matter to whom addressed, should be sent 
through official channels, i.e., through the office next higher or 
lower than the one transmitting it.  Very rarely may an urgent 
letter be sent direct.  In such case, a copy should be sent through 
channels.  However, this need not be applied strictly in the case 
of correspondence among deans of colleges and heads of 
departments about minor matters, such as transfer of student, 
athletic meets, etc. 

5.2.5. Endorsements 

With the exceptions noted in the preceding paragraphs, 
official letters should be answered by return endorsements 
(numbered consecutively) thereon in order that the complete 
correspondence may show all facts relative to a definite case 
without the necessity of looking up various separate letters.  In 
disposing of papers by endorsement the original copies (not the 
duplicate copies) of the whole correspondence, including all 
endorsements, should be sent in their next destination, the last 
endorsement being sent in duplicate.  The under-endorsement 
system is prescribed.  By this method, each endorsement is 
commenced in the space which may remain on a sheet following 
the conclusion of the letter or preceding endorsement, or it may 
be commenced on a fresh sheet of paper.  The briefs on the 
original letter formerly used to precede a first endorsement on a 
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fresh sheet of paper are no longer required.  There is no objection 
into having an endorsement partly on one page and partly on 
another, but for layout and face validity no endorsement should 
be commenced at the bottom of a page if only four or five lines of 
the body of the endorsement can be accommodated on that 
page. 

All exaggerated forms of endorsement headings should be 
avoided.  Between two lines containing the number of the 
endorsement and the office and date respectively, only one other 
line should appear, as for example, “Office of the University 
Registrar,” or “College of Teacher Education,” or “Office of the 
Director for Admissions.” 

A communication being sent by endorsement to a superior 
office is always “Respectfully forwarded” or “Respectfully 
submitted” and never “referred” or “transmitted.”  If sent to an 
office of equal rank, it is “Respectfully transmitted”; if sent to a 
subordinate, it is “Respectfully referred.”  Correspondence 
returned to an office where it originated or where it has been 
recorded is “Respectfully returned” regardless of the rank of the 
two offices concerned. 

Communications should not be endorsed to firms or persons 
outside the Government service.  A separate letter should take up 
the matter in hand and the file of papers retained.  Frequently, 
also, there are matters, which should be presented to faculty and 
other employees by letter rather than be endorsement on the 
original communication. 

An endorsement should furnish information, comment, or 
recommendation on the matter in hand.  Noncommittal 
endorsements or those that fail to reply fully to the inquiry or 
request are rightly interpreted as attempts to evade responsibility 
for recommendation and cannot be justified.  No endorsement at 
all should be placed on correspondence unless useful and 
necessary information is given therein.  Mere “forwarding” or 
“returning” endorsements should be avoided, and a “contents 
noted” stamp used in place thereof.  Where only approval is 
necessary, an “Approved” stamp should be used.  Many short 
endorsements are so similar in form that a rubber stamp may be 
easily used for the important parts thereof and a few blanks left 
for handwritten data.   

The use of the third person in endorsements is prescribed.  
“I,”  “We,” and “You” should not be used therein, unless direct 
quotations are made.  The person writing the endorsement may 
refer to himself as “the writer,” “the undersigned,” or “this office,” 
or by his official title, such as “the Vice President.”  No 
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complimentary close is used in endorsements, the signature and 
title being given directly after the close of the endorsement.  

5.3. Complaints and Grievance Machinery 

Any member of the faculty and academic staff shall have the right 
to resent his complaints or grievances to the management which shall 
be resolved as expeditiously as possible in accordance with the 
following policies and procedures: 

5.3.1. Policies 

5.3.1.1. Complaints, grievances, and grievance procedures are 
defined as follows: 

 Complaints – a written or spoken dissatisfaction 
related to work conditions, superior-subordinate 
relation ot interpersonal relations among the 
workforce that have been brought to the attention of 
the immediate supervisor. 

 Grievance – a complaint that has, in the first instance, 
been ignored, overridden, or dropped without due 
consideration. 

 Grievance Procedure – the method of determining 
and finding the best way to remedy the specific 
causes of conflicts, to help promote wholesome and 
desirable personnel relations within an office, to 
prevent personnel discontent and dissatisfaction and 
to have the complaint or grievance resolved as 
expeditiously as possible at the lowest possible level. 

5.3.1.2. The following are possible areas for complaints and 
grievances: 

 Unsatisfactory working conditions 

 Improper, tedious or laborious work assignments 

 Faulty tools or equipment 

 Unsatisfactory work processes 

 Improper placement 

 Arbitrary layoff, salary increase, transfers etc. 

 Abuse of discretion 

 Oppressive rules and regulations 

 Unclear interpretations of policies or confusing 
guidelines 

 Other matters giving rise to faculty and staff 
demoralization or dissatisfaction 
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5.3.1.3. Complaints and grievances shall be resolved at the 
lowest possible level using simple procedures not 
adhering to legal technicalities. 

5.3.1.4. Members of the faculty and academic staff who express 
their complaints or grievances for adjustment shall be 
assured of freedom from any form of reprisal or 
discrimination. 

5.3.1.5. A complainant shall have the right to appeal the decision 
on his complaint or grievance to higher authorities. 

5.3.1.6. Established guidelines shall be observed in resolving 
complaints and grievances in addition to those that the 
institution may formulate. 

5.3.2. Procedures 

5.3.2.1 The President shall constitute a “Faculty and Academic 
Staff Complaints and Grievance Committee” to receive, 
hear, resolve complaints and grievances.  This 
Committee shall be composed of the following: 

 A ranking officer chosen by the President as 
Chairman 

 The Administrative Officer 

 The Chairman of the department or unit where the 
complainant is assigned unless he is involved in the 
complaint. 

 The Personnel Officer as secretary and a 
representative of the complainant 

 Any member of the faculty association/union chosen 
by the President 

 Any member being complained should be properly 
charged 

5.3.2.2 The Institution shall formulate its Complaints and 
Grievance Procedure for Faculty and Academic Staff in 
accordance with established Civil Service Policies. 

5.3.2.3 Any faculty or academic staff with a complaint or 
grievance may air his complaint or grievance orally or in 
writing to his immediate supervisor who shall resolve his 
complaint at his level and by holding a dialogue with the 
persons involved.  If the complainant is not satisfied with 
the result, he may request his immediate supervisor to 
endorse in writing his complaint to the Committee 
through channels.  In case the complaint or grievance is 
against the immediate supervisor, it may be aired directly 
to the next higher supervisor. 
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Any complaint against a faculty member should be addressed to 
the Faculty and Academic Staff Complaints and Grievance Committee”.  
The Committee has the function of settling a problem, dispute or 
misunderstanding among faculty members and administrative staff 
members.  On the other hand, any complaint against a student or group 
of students should be addressed to the Dean of OSS. 

Every faculty member, individually or as part of a group, has the 
right to seek redress against injustice and discrimination and, to the 
extent possible, shall raise his/her grievances within acceptable 
democratic processes.  In doing so, they shall avoid jeopardizing the 
interest and welfare of the learners whose right to learn must be 
respected. 

No member of the faculty shall be suspended or removed from 
service except for cause laid after an investigation.  The Discipline 
Committee, chaired by the Vice-President for Academic Affairs, 
conducts the investigation. 

5.4. Conduct of Official Business 

5.4.1. Travels 

When faculty members deem it necessary to travel 
domestically or internationally for research purposes, observation 
or study, the President, in his discretion, may authorize the 
college to allot from its appropriation for Traveling Expenses of 
Personnel, such amount as may be necessary for travel.  Faculty 
members should inform the President in writing the details at 
least two weeks before the planned travel to obtain the approval 
and confirmation of support from the University/College.  

Travels may be official, religious, social or personal in nature 
contingent on the needs of the service, hence, approval for 
authority to travel is needed when a faculty represents 
University/College functions, as the trip is sponsored by the 
University/College or a sponsoring, inviting agency. 

5.4.2. Field Trips 

Faculty members are encouraged to plan field trips for 
ocular or on-the-spot education of students.  It is expected that 
these field trips be carefully correlated with the subject matter of 
the course.  Before finalizing any official field trip, however, the 
faculty adviser/in-charge should submit in writing its details to 
secure the permission of the Department Head and the Dean at 
least two weeks before the planned activity.  Before undertaking 
the trip, the department head may require that a written consent 
or waiver of parents be submitted and accomplished by the 
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students at least three days in advance and countersigned by 
the Dean of OSS. 

If a school transport facility is desired, the faculty member 
should accomplish and submit an application form for this 
purpose available at the Office of the Vice President for 
Administration. 

5.4.3. Requests for Use of Facilities 

5.4.3.1. Venues for Conferences, Workshops, Seminars, etc 

At times when a faculty member needs a bigger 
venue for conferences, seminars, workshops, special 
class presentations, programs, celebrations, and the like, 
he/she can use the University/College auditorium, audio-
visual theater, auditorium or other special rooms.  
Reservations have to be made with the Office of the Vice 
President for Administration not less than a week before 
the event.  Venue transfers are not allowed without due 
notice. 

5.4.3.2. Food Centers 

Faculty members can request for catering services 
provided arrangements are made with the Director of 
Auxiliary Services and Incharge of University Cafeteria. 

5.4.3.3. Gymnastics/Athletics Facilities 

To ensure physical fitness and well being of all 
faculty members, the University allows them to use the 
gymnasium and other athletic equipment for physical 
fitness activities.  Faculty members should consult the 
Head of the PE Department for the permit and 
reservation. 

5.4.3.4. Board and Lodging 

The University shall provide shelter to faculty 
transients or permanent faculty lodgers.  

5.4.3.5. Parking Spaces 

Faculty with vehicles may secure a pass/sticker 
from the Office of the Vice President for Administration to 
avail of a parking space at the University. 
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5.4.3.6. Others 

All faculty members are enjoined to use the 
Laboratory School facilities and resources for academic 
activities such as observation of classes, demonstration 
of new and emerging strategies, try out of instruments 
and researches provided necessary arrangements have 
been made with the Office of the Principal. 

They may also avail of the technology room 
equipment or services after accomplishing the necessary 
forms issued by the center.  Borrowed equipment must 
be returned in good condition. 

University/College properties such as equipment, 
supplies and others shall be under the immediate 
custody and responsibility of the Supply Officer.  At the 
request of any college and with the approval of the 
President or his duly authorized representative, the 
heads of offices shall assume responsibility of the 
property in their respective offices. 

The photocopying of official documents and 
mimeographing of tests for unit tests, mid-terms and final 
examinations, shall be made only after the consent and 
approval of the department head has been obtained. 

5.5. Services 

5.5.1. The University/College Library  

All faculty members are issued a library card and may 
borrow materials, references, journals, and books for as long as 
she/he observes the library rules and regulations.  The Chief 
Librarian issues the library card and those who wish to borrow 
books and other materials from the library should inquire at the 
office of the Chief Librarian. 

A faculty member may also take out not more than two non-
reserve books for two weeks.  Overnight loans are available from 
4:30 PM – 6:30 PM and these should be returned on or before 
10:00 AM the next school day. 

The library also offers special services to faculty members.  
A reservation system for required course readings and 
researches might be availed.  In addition, the library provides 
assistance to faculty members looking for specific information or 
library materials relevant to the subjects they teach.  It also 
provides information about the library, its collections and services, 
as well as links to a selection of high quality Web resources.  The 
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library welcomes all faculty suggestions for materials, print or 
electronic, to be considered for addition to the collections. 

5.5.2. Technology and Media Services 

All faculty members can borrow equipment or avail the 
services of the technology room after accomplishing the 
necessary forms/papers issued and required by the center.  
Faculty members are required to take good care of the equipment 
and return borrowed items in good condition. 

Reservations should be made at least three days before the 
scheduled date of use to avoid overlaps/conflicts of schedule.  In 
case borrowed equipment is damaged, the borrower will be held 
responsible for the repair or replacement. 

5.5.3. Transportation Services 

The University vehicle can be used by the faculty only for 
official businesses and with the approval of the President.  
Requests for the use of school vehicles should be filed at least 
one week prior to the reserved date. 

5.5.4. Medical/Dental Services 

The University also provides medical and dental services to 
the faculty. 

5.6. Conduct and Discipline  

5.6.1. Code of Ethics for Teachers 

The faculty is required to adhere to the Code of Ethics of 
Professional Teachers promulgated by the Board for Professional 
Teachers, Resolution No 435, series of 1997 (Appendix D).  Such 
will provide them with a set of ethical and moral principles, 
standards and values. 

5.6.2. Academic Freedom 

Paragraph 2, Section 5 of Article XIV of the Constitution of 
the Philippines states that “all institutions of higher learning  

Essentially, academic freedom pertains to the search and 
dissemination of truth which should be untrammeled and 
unencumbered by academic, political, religious or any form of 
bias or prohibitions.  The search for truth by scholars, 
researchers, teachers, students or anyone in the academe 
implies the tentativeness and impermanence of human 
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knowledge.  There are truths that need to be discovered or 
rediscovered. 

1. It is the responsibility of an institution of higher learning to 
foster an environment and an atmosphere conducive to 
independent, creative thinking and to the free flow of ideas 
among thinking individuals.  It is in such atmosphere where 
intellectual sharing may be in consensus or conflict. 

2. Academic freedom accommodates agreement as well as 
dissent.  Dissent or conflict of ideas should be seen as a 
situation where the truth may not be seen for what it is in 
fullness but must be seen from different perspectives.  The 
right to dissent is to be considered as of equal weight and 
value as the right to consent.  The former requires further 
research for clarity; the latter for further evidence of validity. 

3. In very real sense, no one is able to grasp the entirety of truth 
or any aspect of reality.  He sees it part by part, and he must 
not consider the part to be whole.  Hence, academic freedom 
involves the continuing search for knowledge and 
understanding of an ever increasing reality bigger than what 
the human mind could grasp all at once.  The probability of 
error of perception of judgment should temper the invocation 
of institutional and individual freedom. 

4. There, are, however, reasonable limits to academic freedom.  
There is no such thing as unlimited freedom.  The right to seek 
knowledge is limited, in the first place, by one’s capacity to 
think.  The human mind is not all knowing.  There are also 
hours of correct and dignified thinking which must be upheld at 
all times.  Intellectual perversions, making lies which appear to 
be true, defending one’s view when wrong or erratic, fanatical 
adherence to one’s inherited religious bigotry, anti-social 
ideologies  - these are outside the limits of academic freedom. 

5.6.3. Policy on Sexual Harassment 

The University adopts the Anti-Sexual Harassment Act of 
1995 (Republic Act No. 7877) which deplores any unwelcome 
sexual advances, requests or demands for sexual favor, or other 
verbal or physical behavior of sexual nature, committed by a 
faculty in the University/College to any member of the academic 
community, including students (see Appendix E). 
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5.6.4. Dress Code for WPU Faculty 

WPU adopts the dress code prescribed by the Civil Service 
Commission for government employees (CSC MC No. 14, s. 
1991 and CSC MC No. 2, s. 1999).  An official uniform is to be 
worn by the faculty on weekdays.  Depending on the agreement 
reached by the faculty, a common free day (when the wearing of 
uniform is not required) may be declared. 

The design of the official uniform, which is decided by the 
faculty and staff members themselves, should follow the 
guidelines for modesty prescribed by the Civil Service 
Commission.  The official uniform is worn in class, except for field 
work, in which the appropriate attire for the occasion is left to the 
discretion of the concerned faculty member. 

Faculty members should dress themselves in appropriate 
business attire.  Long or short polo/ barong Tagalog is preferred 
for male faculty.  The University is a reputable educational 
institution and therefore the faculty is encouraged to act as a 
model of appropriate dress code.  Ostentatious display of jewelry 
and wearing of heavy or theatrical make-up and tattoos are 
prohibited. 

5.6.5. Prohibited Attire 

The following attire shall be prohibited when performing 
official duties in the University.  Gauzy, transparent or net-like 
shirt, blouse with over-plunging necklines; sando, strapless or 
spaghetti-strap blouse (unless worn as an undershirt) tank-tops, 
micro-mini skirt, walking shorts, cycling shorts, leggings, tights; 
rubber sandals, rubber slippers, and "bakya". 

Exemptions for the above dress requirements are allowed 
for the following cases:  

 When the nature of work of the faculty demands that he/she 
wears clothing other than those prescribed above; 

 When religious affiliations or creed or any legitimate practice 
by the faculty in relation thereto, requires him/her to wear a 
particular clothing; 

 Physical disabilities, and other legitimate health reasons; 

 Pregnant female faculty are allowed to wear maternity dress 
during the period of their pregnancy; 

 A faculty member who lost a loved one can wear mourning 
clothes during the mourning period; 
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5.6.6. Attendance in University/College Activities 

Several times during the academic year, the presence of all 
faculty members may be required.  These times of important 
decision making for students and faculty include:  

 The week of registration 

 The first two weeks of classes 

 The last week of the end of every semester. 

Sometimes the services of some faculty members may be 
required.  The College Dean may request the Vice-President for 
Academic Affairs to extend the daily hours of work for all the 
employees under him/her whose services are considered 
necessary.  The College Dean may also require any or all the 
subordinate faculty to work overtime, not only on workdays but 
also on holidays. 

The University affairs in which faculty members are 
expected to attend include: 

5.6.6.1. Convocations 

From time to time, the University invites 
distinguished guests and individuals to speak before the 
student body on some topics of current interest.  If a 
faculty member receives a notice from the College Dean 
to attend the convocation, he or she may opt to dismiss 
the class or if the attendance of the class is required, the 
faculty member may bring the whole class to the 
program.  If the faculty member attends the convocation, 
then the credit is the same as having conducted the 
class.  Notably, however, that not all classes suspended 
during convocations may be admitted, in view of the 
limited capacities of the assembly rooms.  Only those 
classes having a more direct bearing upon the topic of 
the speaker may attend.  If the faculty member receives 
no notice, he/she should first consult the College Dean 
as to whether dismiss or bring the class to the 
convocation. 

5.6.6.2. Foundation Week/ University/College Week 

All faculty members are required to report and 
participate in the activities for the University celebrations.   

5.6.6.3. Commencement Activities 

All faculty members are required to attend the 
activities during the commencement week.  

 Awards/Recognition 
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 Baccalaureate 

 Graduation 

The faculty members need to coordinate with the 
Office of the Registrar and their Department Head and 
their College Dean on matters concerning their 
attendance. 

Attendance in all these activities is compulsory and 
will be monitored by the Department Head and 
coordinated with the College Dean. 

5.6.6.4. Academic Council Meetings  

These meetings are attended only by those 
teachers who have rank of at least Assistant Professor or 
higher.  Attendance is a must. 

5.6.6.5. General Assembly 

The general assembly is to be attended by all 
members of the faculty. 

5.6.7. Involvement In University Ad-Hoc Committees 

The University creates ad-hoc committees to take 
responsibilities in planning, implementing, and evaluating 
University activities such as Foundation Day, University Week, 
Commencement Exercises, and other curricular and co-curricular 
activities sponsored by the University. 

Communications requiring the involvement of a faculty 
member in any University Ad-hoc committee should be coursed 
through the Dean, to the department head, then to the faculty 
concerned.  If a faculty accepts an invitation to be a member of 
any ad-hoc committee, the faculty should make the necessary 
arrangement in order not to miss his/her class.  In case the faculty 
has missed a class, he/she should conduct make-up classes.  

5.6.8. Receiving and Accepting Invitations For Extension Services 

Faculty members are allowed to accept invitations and 
engagements to speak in symposiums, act as judges in 
competitions, LET reviewers, and others, outside the University 
as long as these activities do not conflict with their duties in the 
University.  As much as possible, the invitation should not disrupt 
the normal flow of classes, otherwise faculty members should 
arrange make-up classes with their students.  The number of 
accepted engagements and invitations outside WPU should not 
exceed 20% of the total number of days in a semester. 
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Formal letters of invitations from outside the University 
should be coursed through the President, the Vice-President for 
Academic Affairs, the Dean concerned, and finally the faculty 
member.  In accepting invitations, faculty members should send 
to the Office of the VPAA the details of the invitations together 
with other relevant documents.  

5.6.9. Collection of Monies 

No solicitation for funds, canvassing for the sale of 
merchandise, subscriptions for securities, insurance, publications, 
sale of tickets, and any other promotional or charity schemes 
shall be conducted within the University without a previously 
written approval of the President. 

No faculty member should directly or indirectly solicit, 
require, collect, or receive any money, service or anything of 
value from any person or entity, in exchange for grades or for 
promotion of any political, religious, or other partisan interests. 

5.6.10. Tutorial and Remedial Services for a Fee 

Faculty members are not allowed to conduct personal 
tutorial services of any kind for a fee within the University/College.  
They should not require their students to attend other tutorial 
services elsewhere, if with a cost. 

5.6.11. Unauthorized Use and Sale of Textbooks 

No book, outline, compilation, or syllabus, whether printed or 
duplicated, shall be used as a basis or required textbook in any 
class unless approved by the Textbook Committee of the 
University, in accordance with the rules prescribed by the 
President.  Prices shall be determined in accordance with the 
rules issued by the textbook committee. 

5.6.12. Study Without Permission 

Faculty members shall possess the privilege of enrolling in 
the University to no more than six units a semester in courses 
that shall be beneficial to their regular work in the University 
system, subject to the President’s approval.  Permission to enroll 
in more than six units a semester may be granted depending on 
the individual merits of each case. 

No member faculty shall enroll as a student in the University 
or in an outside institution without the permission of the President. 
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Permission may be granted only when, considering the 
teaching load of the faculty member, the nature and scope of the 
course he/she intends to take and the time the course requires, 
such study will not impair his/her efficiency as a member of the 
faculty. 

5.6.13. Teaching in Other Institutions Without Permission 

Faculty members who wish to teach outside WPU must 
secure the approval of the President.  Those found guilty of 
working in other institutions without permission, will be dismissed 
from service after due process. 

5.6.14. Use of University Names and Insignia 

University names, insignias and similar materials that are 
used to announce, advertise or publicize events, products, or the 
like shall be posted only after a written permission from the 
President is obtained. 

5.6.15. Smoking on Campus 

Faculty members are not allowed to smoke inside the 
Campus (classrooms, cafeterias, shops, laboratories, libraries, 
hallways or corridors).  The University/College is a smoke–free 
zone. 

5.6.16. Taking Prohibited Drugs and Gambling 

Faculty members are strictly prohibited from gambling, 
drinking alcoholic beverages, smoking marijuana or taking 
prohibited drugs.  Equally, under no circumstance shall a faculty 
enter the University premises under the influence of alcohol or of 
prohibited drugs.  Penalty for the violation of this rule ranges from 
suspension to dismissal from service. 

5.6.17. Carrying Firearms and Dangerous Weapons 

Carrying of firearms and other deadly weapons such as 
long-bladed knives, ice picks, blunt and sharp instruments and 
others is absolutely prohibited inside the University.  Penalty 
ranges from suspension to dismissal from service. 

5.6.18. Use of Facilities for Commercials and Movie Productions 

Private organizations that wish to use any facility or set the 
University as a venue for commercials and movie productions, 
should secure the permission of the Office of the President in 
writing.  Morally offensive products or movie productions, as 
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determined by the President will be denied entry.  Unless it is 
related to degree programs offered by the University, movie 
production and commercials are definitely not encouraged within 
the University premises. 

5.6.19. Other Prohibited Activities on Campus 

The participation of faculty members in parades, 
demonstrations, mass-meetings, programs, rallies and the like, 
organized or promoted by political parties or other groups whose 
interests are not expressly authorized by the University should not 
in any way interfere with the duties and functions of the faculty at 
the University.  Faculty members who take part in any of the 
aforesaid activities should not exhibit signs of any kind, to give the 
impression that they represent the University.  Their participation 
is to be strictly indicated that it is on their own free will and 
individual responsibility. 

5.6.20. Table of Offenses and Sanctions 

Without prejudice to the provisions of the Labor Code, and 
the related laws/regulations, faculty member who commits any of 
the following non-exclusive offenses may be disciplined in 
accordance with the Table set forth hereunder after due 
investigation and establishment of guilt according to proper 
procedure. 

 

OFFENSES OCCURRENCE AND PENALTY 

1.  Non-performance of any of the 
prescribed functions and 
contractual obligations such as the 
following, among others: 

1st 2nd 3rd 4th 

2. Tardiness/absences without 
justification, part from sickness, 
beyond 10% of the lass meetings of 
the faculty during the semester 

1 2  3 4 

3. Repeated and unjustified failure to 
submit grades and other required 
documents   according to deadlines 

1 2 3 4 

4.  Non-attendance in University/ 
College/ Department meetings and 
other official Activities without 
justification 

1 2 3 4 

5. Absence for at least a week without 
previous notice or arrangement with 
and approval by   the Department 

1 2 3 4 
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Head and/ or Dean or Executive 
Director except for emergencies 

6. Inflicting bodily injury on a faculty 
member or administrative personnel 
or a student within the 
University/College 

1 2 3 4 

7. For part-timers, teaching in other 
school and/or working full-time in 
other institution without permission 

1 2 3 4 

8. Making malicious, obscene or 
libelous statements about the 
person of any member of the 
academic community 

1 2 3 4 

9. Disorderly behavior or promoting or 
participating in gambling and/or 
drinking during class or office hours 

1 2 3 4 

10. Misuse of University/College name, 
property, or equipment for personal 
and/or commercial purposes 

1 2 3 4 

11. Grave public scandal 1 2 3 4 

12. Unauthorized and unjustified 
possession of final examination 
questions 

1 2 3  4 

13. Plagiarism and falsification of any 
document and other forms of 
dishonesty 

1 2 3 4 

14. Illegal possession of drugs or 
deadly weapons on campus 

1 2 3 4 

15. Discrediting of University/College’s 
name in public 

1 2 3 4 

16.  For full-timers, teaching in other 
school and/or working full-time in 
other institution without permission 

1 2 3 4 

17.  Tampering with official or faculty 
grading records 

1 2 3 4 

18.  Changing of a grade of a student 
in consideration of some 
remuneration or favor 

1 2 3 4 

19.  Final conviction by a court of law of 
a crime involving moral turpitude 

1 2 3 4 

20.  Sexual Harassment 1 2 3 4 
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5.7.  Rites and Rituals 

 
5.7.1.  Conferment of the Doctorate Degree, 'Honoris Causa' 

 
The university does not grant only earned degrees like any 

other higher education institution but has also started a tradition of 
granting a doctorate degree, 'honoris causa.' 

A person to be granted the honorary degree should be any 
of the following:  a prominent alumnus, an important leader, a 
prominent businessperson, a professional person, a civic leader, a 
national leader in public affairs, a statesman, a prominent 
educator, or a distinguished person in the arts, sciences and the 
humanities.  Following international practice, the honorary degree 
shall be granted to a person to recognize his/her: 

 
 Distinguished career, which includes but is not limited to his 

exceptional academic achievement and academic eminence, 
of a standard commensurate with that acquired for a higher 
doctorate of the university, 

 Outstanding service to the university beyond the level normally 
expected in the execution of the person's duty and 

 Notable national (or global) contribution/impact on improving 
people's quality of human life through education, the 
humanities, governance, the sciences, and the like. 

 
A Committee will be formed and will be tasked with the following: 

 

 Initiate the granting of an honorary degree to a person seeing to 
it that it is endorsed by no less than two-thirds of the faculty. 

 Forward a successful petition/recommendation of the faculty for 
the award of an honorary degree to the University President, 
who, in turn, will endorse the petition/recommendation to the 
Board of Regents.  The Board of Regents is the final approving 
body for the award. 

 Once approved, the Committee shall take the following steps: 
 

 Ensure that the required academic gown and cap for the 
recipient of the degree is made to measure. 

 See that the plaque and the citation to be inscribed therein 
are specially done.  The citation in the plaque is to be written 
by the President, using the third person. 

 Ask the recipient for his/her preferred guest list.  Ascertain 
that these guests together with his/her immediate family 
members occupy a special area in the graduation venue, 
distinguishing them from all others. 
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 Make a program for the honorary degree holder such that 
special treatments are accorded him/her, e.g., being ushered 
in to the President's Office were he/she and his/her family 
members are served special snacks prior to the graduation 
rites; being helped by the President and the Vice Presidents 
as he/she puts on the academic gown and cap just before 
the processional; being treated, along with his family and 
special guests to a nice reception immediately after the 
graduation ceremonies by the President (at this gathering, 
the Vice Presidents, Deans and the rest of the Administrative 
Council will be present; and being gifted with tokens aside 
from the plaque. 

 

 At the processional, he/she will march along with the President, 
the Chairman of the Board of Regents, the Vice Presidents, and 
the Deans; they will be the last to enter the graduation venue; 
hence the last to be seated at the place appropriated for them 
on the stage. 

 The honorary degree holder shall also be the Commencement 
Speaker and Guest of Honor.  Once everybody is seated, the 
commencement proper begins.  After being introduced by the 
President, the honorary degree holder's commencement speech 
is delivered.  Thence, the rites for the awarding of the doctorate 
degree honoris causa follow.  The President will move to the 
front and the Vice Presidents will join him.  The President shall 
call the honoree and will announce the conferment rites to be 
performed, which he will execute with the assistance of the Vice 
Presidents. 

 Once the rites are over, the rest of the Commencement program 
will follow. 

 At the recessional, the President's group shall march out first 
and proceed to the special reception in honor of the recipient of 
the doctorate degree. 

 
5.7.2.  Baccalaureate Program 

 
5.7.2.1.  Pre-baccalaureate program 

 
A Committee shall be formed to oversee the 

implementation of the baccalaureate program, which shall 
consist of the following: 

 
 Recommend a baccalaureate speaker.  The 

recommendation will be endorsed to the President 
through the Administrative Council.  The council shall, 
in turn, endorse the recommendation to the President. 

 Prepare the baccalaureate program. 
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 Invite the baccalaureate speaker.  The program should 
be included in the invitation.  Ensure that there, in fact, 
is a baccalaureate speaker. 

 Prepare the seating plan.  Coordinate with the 
Physical Plant Supervisor regarding the physical 
requirements of the occasion, e.g., the stage décor, 
seating arrangements, lights, public address system, 
etc. 

 See to the smooth implementation of the program. 
 

5.7.2.2.  At the Baccalaureate Program 
 

The baccalaureate program shall be held once a 
year, on the day before the annual Commencement 
exercises.  

The main participants and the audience at the 
baccalaureate program shall be seated according to plan.  

 The baccalaureate program is a solemn activity, 
thus it shall be non-boisterous and quiet, if need be.  
Therefore, care will be taken that noise is greatly 
minimized. 

 
The following order of the processional will be 

followed: 
 

 Grand Marshal 
 Marshal, Graduate School (GS) 
 The graduates of the Ph.D., Ed.D and M.A. degree 

and graduate diploma/certificate programs 
 Marshal, College of Eng’g, Architecture and 

Technology 
 The graduates of the undergraduate degree and 

certificate programs 
 Marshal, College of Education 
 The graduates of the undergraduate degree and 

certificate programs 
 Marshall, College of Agriculture 
 The graduates of the undergraduate degree and 

certificate programs 
 Marshall, College of Community Development 
 The graduates of the undergraduate degree and 

certificate programs 
 Marshall, College of Arts 
 The graduates of the undergraduate degree and 

certificate programs 
 Marshall, College of Forestry, Environment and 

Sciences 
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 The graduates of the undergraduate degree and 
certificate programs 

 Marshall, WPU-PPC College of Arts, Science and 
Technology 

 The graduates of the undergraduate degree and 
certificate programs 

 Marshall, WPU-PPC College of Fisheries and Maritime 
Technology 

 The graduates of the undergraduate degree and 
certificate programs 

 Marshall, Community Colleges 
 The graduates of the undergraduate degree and 

certificate programs 
 Deans of the Graduate School/Colleges 
 Vice President/s 
 President, Alumni Association of the University 
 Members, Board of Regents/Trustees 
 Chairman, Board of Regents/Trustees 
 President of the University/College 
 Guest Speaker 

 
The basic program sequence will be as follows: 

 
The doxology/invocation 
The national anthem 
Introduction of the baccalaureate speaker 
Speech by the baccalaureate speaker 

Closing Remarks 
There could be alterations to the program and its 

sequence as proposed by the baccalaureate committee 
and approved by the President on recommendation of the 
Administrative Council.  The principle of "last one in, first 
one out" shall be followed in the recessional. 

 
5.7.3.  Graduation Ceremonies 

 
Solemnity and pageantry should mark graduation 

ceremonies at the university.  Unnecessary applauses shall 
neither have a place therein.  There shall be no impromptu 
speeches/talks.  The program scenario shall be followed to the 
letter. 

 
5.7.3.1.  Pre-graduation activities 

 
At least three months before the graduation date, 

the committees (along with the committees for all the 
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other commencement exercises) responsible for the 
conduct of the graduation ceremonies will be formed:  the 
Executive Committee, Program Scenario, Finance, 
Publicity and Documentation, Invitation and Reception, 
Physical Arrangement, Equipment and Facilities, 
Refreshments, Rehearsals and Seating Arrangement, 
Academic Awards, Co-curricular Awards, Academic 
Gown, Ushers and Usherettes, Medals, Readers, Printing, 
and Security and Discipline  The various committees shall 
set to work on their respective areas of responsibility to 
ensure the smooth running of the overall program for the 
graduation exercises.  The final rehearsal will serve as the 
mock graduation program, where the guests, the 
university officials, and the faculty may not be present. 

 
5.7.3.2. At the Graduation Ceremonies 

 

The plans designed by the various committees will 
see fruition on graduation day. 

The program scenario shall be strictly executed 
and shall be done with extreme care.  It is to be expected 
that the graduation ceremonies will be performed with 
aplomb. 

As for the oath taking for membership in the WPU 
Alumni Association, it will be part of the rehearsal. 

 
5.7.3.3. Program Scenario 

A week before the graduation exercises, rehearsals 
will be held which will be presided over by the Rehearsals 
Committee assisted by the following committees:  Ushers 
and Usherettes, Seating Arrangement, and Security. 

 

The Master of Ceremonies (MC) shall control the 
program scenario.  He/she will constantly be on the stage 
so that he/she will have full view of everything, from 
physical resources/requirements to the human factors 
(audience and participants). 

 

All those participating in the processional shall be 
in their respective places at least thirty minutes before the 
processional.  The Grand and College Marshals will be 
with the graduates to see to the proper conduct of this 
activity. 

 

At the sound of an electric bell/siren, everybody will 
gear up to start the processional.  The order of the 
processional will be as indicated above. 
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As early as at the entrance of the graduation venue 
an authorized personnel from the Registrar’s Office shall 
check whether the graduates’ cards are authentic, i.e., 
they are ones that have been issued by the Registrar.  No 
one will be allowed to march in if she/he fails to present 
this card. 

  

Once inside the graduation venue, the Grand 
Marshal is to position himself/herself standing in the very 
front, facing those marching in.  He/she shall point to 
where the graduates are to go, which is where they are to 
sit later. 

 

The graduates shall remain standing until the last 
person on the processional has entered and has gone to 
his/her place and until the national anthem has been 
sung. 

The order of the processional as indicated above in 
section 5.7.2. (At the Baccalaureate Program) will be 
followed. 

 

Then, he/she announces the entrance of the 
officials of the University, saying their positions first 
followed by their names in the same order as in Section 
5.7.2. 

 

When everybody has reached their respective 
positions, the emcee will direct the audience to remain 
standing.  Then, he/she will signal to the band to play, to 
accompany the entrance of the colors.  He does so by 
saying: “May the band play as the colors march in.”  As 
soon as the band starts, she/he says “Ladies and 
gentlemen, the entrance of the colors.”  The carriers of the 
colors shall proceed to the poles and plant the colors 
therein. 

 

The emcee shall then ask everybody to sing the 
national anthem and motion to the band to accompany the 
singing.  Afterwards, the emcee directs the audience to be 
seated. 

 

The President shall deliver the Welcome Address.  
After a brief pause, he/she shall introduce the 
Commencement Speaker.  After having been introduced, 
the Speaker delivers his/her speech.   

 

As a token of gratitude, the Guest of Honor shall be 
given Plaque of Appreciation.  One of the Vice Presidents 
shall read the citation in the plaque and then, the 
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President assisted by the Vice Presidents, shall present it 
to the Speaker. 

 

The emcee will then announce the start of 
Commencement proper.  He/she will call on the College 
Deans to make this pronouncement.   

 

“Mr. President, I have the honor to present to 
you _______ (indicate the number) candidates for the 
degree/diploma/certificate ________ (specify the 
degree/diploma/certificate).  They have satisfactorily 
completed all the requirements of their degree/ 
diploma/certificate 

 

The President, in turn, shall say “By virtue of the 
powers vested in me by the Board of Regents, I hereby 
declare you graduates of your respective degrees/diplomas 
and certificates.  You may now turn your tassel from the 
left front to the right front side of your cap, Congratulations” 

 
The Readers, seated in a special place, or the 

emcee will get ready to read the names of those 
graduating from a particular College.  The emcee/reader 
shall mention the name of the College, on hearing this, 
the graduates (by College, by degree and by row) will 
walk toward the foot of the right side of the stage and fall 
in line there while waiting for their turn to go up the stage 
to get their diploma.  As soon as there are only ten 
individuals remaining in line, the next row will join the line.  
Each graduate will present to the Reader the card issued 
by the Registrar, the same card presented at the 
processional.  Without this card, no one will be allowed to 
go up on the stage (to get his/her diploma). 

 

The first to fall in line and to be called are the 
graduates of the Ph. D., Ed. D., if any and M.A. degree 
programs, in that order.  A special (hooding) ceremony 
shall be performed first before they shall be given their 
diploma.  The hooding ceremony shall proceed in this 
manner.  While in line, an M.A. or Ph. D./Ed. D. degree 
holder sling the hood over his/her left arm.  He/she comes 
forward, toward the Dean and the College Secretary (who 
will readily stand to join the President in the middle of the 
stage as soon as cued by the MC to do so)   He/she 
curtsies (if a woman graduate, otherwise, kneels on his 
right) in front of the Dean and as he/she does so, hands 
over the hood to him/her.  The graduate removes his/her 
cap as the Dean slips the hood through the graduate’s 
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neck.  The College Secretary makes sure that this is done 
properly.  The graduate puts the cap back on after having 
been hooded.  The Dean and the College Secretary make 
sure that the tassel is in the right position, i.e., towards the 
right front side of the cap.  The President witnesses this 
and as soon as the hooding ceremony is completed for 
every graduate, he/she awards the diploma.  He/she, 
together with the Dean of the College and the College 
Secretary, shakes the graduate’s hand in congratulations.  
This procedure is to be followed for every Ph. D./Ed. D. 
and M.A. graduate. 
 

Next to be called are the graduates of the various 
baccalaureate programs of that College, row by row, 
where the graduates are seated in alphabetical order.  
When the last graduate of a particular College is reached, 
there will be a sight pause before the graduates of the 
next College fall in line.   

 

The same procedure will be followed for all the 
Colleges. 

 

After the very last graduate has received his/her 
diploma, the President of the Alumni Association shall 
administer the alumni’s oath to the graduates (who 
automatically become alumni of the Institution). 

 

The graduates will sing the WPU hymn, and the 
faculty will sing along with them. 

 

The emcee will, thereafter, announce the end of 
the Commencement Exercises. 

 

The recessional will follow.  The principle of ‘last 
one in, first one out,’ as is done in the conduct of the 
baccalaureate program, will be followed.  Therefore, the 
University officials and guests are to go out first, followed 
by the faculty.  The graduates will be allowed to stay 
inside the graduation venue, should they prefer to do so. 

 

The President may host a party or get-together, 
especially when a graduation exercise coincides with the 
granting of a Doctorate in ‘Honoris Causa.’  In this case, 
the party shall be in his/her honor. 

 

5.7.3.4.  Post graduation activity 

 

There will be debriefing sessions, first within a 
committee, and then with all the committees sitting 
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together, to review the events that transpired and discuss 
how/why problems came up, if any.  Likewise, activities, 
which have been successfully carried out will be taken 
note of.  A record of the procedures will serve as the 
springboard of the discussions.   Subsequent graduation 
exercises stand to benefit from whatever feedback the 
debriefing will yield. 

 

5.7.4.  Installation/Investiture of the President 

At the choice of a newly designated/appointed president, 
the date of installation into/investiture with his office will be 
determined.  Committees for said installation/investiture will be 
formed and will be closely coordinated by a steering committee to 
ensure the propriety of all the regalia, paraphernalia, in fact, of the 
whole conduct of the installation/investiture take place at the 
appointed time. 

The citation to be inscribed on the “Plaque” will address the 
President; hence the second person will be used in the wording of 
such citation.   

The Presidential Collar will be custom-made.  It will be 
gold-plated.  Its style will follow what has been traditionally agreed 
upon.  However, certain uniqueness will be allowed as long as it 
will not destroy the essence of the collar.   

The Guest list will be extensive.  The President reserves 
the right to approve this list, though.  Invitations should be sent out 
early enough, say two or three weeks in advance, for obvious 
reasons.  Since investitures are occasions for camaraderie and for 
linkages both long- and would-be established, people in the guest 
list would range from dignitaries to those at the faculty level.   

Like a graduation ceremony, that for the installation and 
investiture of an installation/investiture shall be carried out with 
aplomb. 

 

5.7.5.  Awarding Ceremonies 

Awards will be of two kinds: academic and co-curricular.  
Separate steering committees and subcommittees will be set up 
for each category.  Sub-committees will each take charge of the 
following:  

 

 Evolving a set of criteria for the selection of awardees. 
 Developing the mechanics for the awarding ceremony 
 Announcing the availability of the awards 
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 Designing an awarding program 
 Executing the awards program 
 Announcing the awardees 

 

5.7.6.  Protocol in Academic Activities/Gatherings 

 

To instill order as well as to follow the agreed-upon traditions 
of courtesies in the conduct of ceremonies and gatherings, the 
following protocol will be observed.  

5.7.6.1. University-wide programs such as Commencement 
Exercises, Awarding ceremonies and the like and 
programs where there is participation of outside guests 
will be so designed that the welcome remarks are to be 
delivered by the President, with the exception that s/he 
may designate any of the Vice Presidents to do the task 
for him/her.  In the inability of the Vice Presidents to 
substitute for the President, any of the Deans can be 
asked to perform the task.   

5.7.6.2. The President shall also be the one to introduce a Guest 
Speaker whose position equals, or is above, his level.  
The President can be the keynote speaker, 
himself/herself. 

5.7.6.3. The closing remarks will be by any of the Vice 
Presidents. 

5.7.6.4. At College-level programs, the Dean of the College or 
his/her designate delivers the welcome address and/or 
the keynote/inspirational speech.  The closing remarks 
could be by anyone of the department/college-based 
center heads. 

5.7.6.5. As regards seating arrangements on stage, the 
President and the Guest/Keynote Speaker shall sit in the 
middlemost position.  The Vice Presidents will join them.  
No definite place in regard to who should sit to their right 
or to their left need be designated.  The Master of 
Ceremonies sits on stage, too, nearest the microphone 

5.7.6.6. At official parties and gatherings, the President with the 
Vice Presidents, the Deans, and other university 
officials, standing as in a reception line, welcome the 
guests and are not to sit themselves until after all the 
guests have been properly seated. 
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The President, being the Head of the university, shall see 
to it that the heretofore-established protocol is followed to the 
letter. 

 

6.0. MEMBERSHIP IN FACULTY ORGANIZATIONS 

The WPU-Multicampus Faculty Association (WPU-MCFA) is 
accredited by the Department of Labor and Employment and the Civil 
Service Commission.  The president of this faculty organization sits as a 
member of WPU Board of Regents. 

 
Membership to the WPU-MCFA, although encouraged by the 

Administration, is voluntary on the part of the faculty.  Campaign for 
membership, collection of prescribed fees and dues are the 
responsibilities of the organization. 

 
A Collective Negotiation Agreement (CNA) was drawn between 

MCFA and the WPU Administration and approved by BOT Res. No. 148, 
s. 2002. 

 



 

 

 

 

 

 

 

APPENDICES 



AAppppeennddiixx  AA  MMEERRIITT  SSYYSSTTEEMM  FFOORR  FFAACCUULLTTYY  MMEEMMBBEERRSS  OOFF  WWEESSTTEERRNN  

PPHHIILLIIPPPPIINNEESS  UUNNIIVVEERRSSIITTYY  

  

Pursuant to the provision of Item No. 2, Section 7, Book V of Executive Order No. 
292, otherwise known as the Administrative Code of 1987; Memorandum Circular No. 
38, s. 1993 dated September 10, 1993; and CSC Memorandum Circular No. 40, s. 1998 
dated December 14, 1998, CSC Memorandum Circular No. 19 dated November 3, 
2005 and in consonance with CHED Circulars, DBM Circulars and the Western 
Philippines University Charter, this Merit System is hereby established for the guidance 
of all concerned. 

 
The Governing Board approved the Merit System of the University under Board 

Resolution No. 122, series of 2006 dated November 17, 2006 which shall be submitted 
to the Civil Service Commission.  The approved WPU Merit System shall be used as one 
the bases for the expeditious approval or attestation of appointments. 
 

CHAPTER 1.  -  OBJECTIVES 
 
 The Western Philippines University shall strictly adhere to the principles of merit 
and fitness and equality.  The selection of employees shall be based on their relative 
qualifications and competence to perform the duties and responsibilities of the position.  
There shall be no discrimination in the selection of the employees on account of gender, 
civil status, disability, religion, ethnicity, or political affiliation. 
 

The objectives of this Merit System are the following: 
a. To establish a sound procedure for recruitment, selection and appointment; 
b. To create and provide equal opportunities for career development; 
c. To enhance organizational effectiveness and productivity;  
d. To develop highly educated and motivated professional staff; 
e. To provide a guide for speedy and fair resolution of complaints and 

grievances; and 
f. To provide a framework for personnel discipline. 

 
A. CHAPTER 2.  -  SCOPE 

 
This Merit System shall apply to the closed career positions of the University.  

These are positions or ranks in the faculty such as the following: 
 

 FACULTY RANK   SUB-RANKS 

Instructor                                          I-III 
Assistant Professor                                         I-IV 
Associate Professor                                          I-V 
Professor                                          I-VI 
College/University Professor 

 
The classification of ranks and sub-ranks shall be subject to changes by the 

Philippine Association of State Universities and Colleges (PASUC) Common Criteria for 
Evaluation of Faculty Members and in accordance with policies that may be prescribed 
from time to time. 
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B. CHAPTER 3.  -  DEFINITION OF TERMS 
 

As used in this System, the following words or terms shall mean or refer, thus: 
a. Appointing Authority - the person or body authorized by law to issue appointments. 

b. 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 career positions; and (3) security of tenure. 

c. Closed Career Position - any position in the faculty of the SUC. 

d. Faculty – regular plantilla-based set of people of the SUC appointed to a faculty rank 

who are directly engaged in teaching, research and extension services. 

e. Faculty Rank - the classification of faculty into Professor, Associate Professor, 

Assistant Professor, and Instructor, which is further classified into sub-ranks 
pursuant to applicable laws, rules and regulations. 

f. FSB – refers to the Faculty Selection Board.  This body shall assist the University 

President in selecting applicants or candidates for recommendation to the 
governing board, which shall appoint faculty members to positions/ranks. 

g. FTDC- refers to the Faculty Training and Development Committee.  This body shall 

be responsible for selecting and recommending faculty members who should 
attend specific training programs conducted by the SUC or by government 
agencies or duly accredited non-governmental organizations, local or foreign. 

h. Full Timer – regular faculty members occupying permanent plantilla positions and 
rendering an equivalent of forty (40) hours of work a week.  The 40 hours may 
consist of academic full load plus quasi-teaching administrative duties 
(consultation, preparation of lesson, checking of papers, and research and 
extension services). 

i. Full Load - consists of a number of hours spent in teaching or academic units plus 

quasi-teaching/administrative duties (consultation, preparation of lesson, 
checking of test papers, and research, extension services), the total of which is 
40 hours of work a week. 

j. Governing Board – refers to the highest policy-making body of the Western 
Philippines University. 

k. Insider – refers to an employee of Western Philippines University who is interested in 
joining the faculty or the members of the faculty who are aspiring for promotion. 

l. Merit System - a personnel system in which comparative merit or achievement 
governs the selection, utilization, training, retention and discipline of the faculty 
in the Western Philippines University. 

m. Outsider – refers to an applicant for a faculty position who is not yet employed by the 
Western Philippines University. 

n. Part Timer – a teaching staff member who is either occupying a regular plantilla 
position or hired through a contract of service or a job order, whose work is 
part-time.  (A contract of service or job order part timer is not a government 
employee, as his/her service is not considered government service.) 

o. PES – refers to the performance evaluation system for faculty positions/ranks.  It 

shall be an organized, methodical and standardized system of evaluating the 
individual performance of faculty members for organizational effectiveness. 

p. Personnel Action  - any action denoting the movement or progress of personnel in 

the civil service. 

q. Philippine Association of State Universities and Colleges (PASUC)  - the CHED-

recognized organization of all chartered SUCs.  



 

 

92 

r. Qualification Standards – is a statement of minimum qualifications for a position, 

which shall include education, experience, training, and physical characteristics 
and personality traits, required for the performance of the job or set of duties. 
The civil service eligibility can be dispensed with for appointment to faculty 
ranks; however, RA 1080 shall be required if the subjects to be taught are 
covered by bar/board laws. 

s. 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. 

t. Recruitment - the process of searching for and attracting potential applicants through 

announcements, assessments and related procedures to select the most 
qualified applicant for appointment to an appropriate position in the faculty. 

u. Reclassification – involves a change in the classification of a position either as a 

result of a change in its duties and responsibilities sufficient to warrant placing 
the position in a different class, or as a result of a reevaluation of a position 
without a significant change in its duties and responsibilities. 

v. Selection - the process of thoroughly screening qualified applicants for certain 
positions to determine the most qualified among them or to rank them based on 
their qualifications and professional potentials. 

w. SUC – refers to the chartered state university or college 

x. Upgrading – involves the reallocation of the salary grade assignment of positions to a 

higher salary grade without change in its duties and responsibilities.  The term 
upgrading refers to a class of positions and is not applied in individual cases.  A 
class is upgraded in view of its perceived relative worth as compared to other 
classes of positions with similar salary grade assignments. 

 
 

CHAPTER 4.  PERSONNEL MANAGEMENT SYSTEMS  
AND STANDARDS 

 
I. QUALIFICATION STANDARDS 

GENERAL POLICY 

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

 
POLICIES 

 
1. Hereunder are the minimum qualification standards for appointment to faculty 

positions/ranks provided under MC No. 1, s. 1997. 
 

INSTRUCTOR I-II 
Education: Bachelor’s Degree relevant to the job 
Experience: None required 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 

 INSTRUCTOR III 
Education: Bachelor’s Degree relevant to the job 
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Experience: 1 year of relevant experience 
Training: 4 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 
ASSISTANT PROFESSSOR I - III 
Education: Bachelor’s Degree relevant to the job 
Experience: 1 year of relevant experience 
Training: 4 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
ASSISTANT PROFESSSOR IV 
Education: Bachelor’s Degree relevant to the job 
Experience: 2 years of relevant experience 
Training: 8 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 

ASSOCIATE PROFESSOR 1-III 
Education: Relevant master’s degree 
Experience: 2 years of relevant experience 
Training: 8 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 

ASSOCIATE PROFESSOR 1V-V 
Education: Relevant master’s degree 
Experience: 3 years of relevant experience 
Training: 16 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 

PROFESSOR I 
Education: Relevant master’s degree 
Experience: 4 years of relevant experience 
Training: 4 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 

PROFESSOR II-III 
Education: Relevant master’s degree 
Experience: 5 years of relevant experience 
Training: 32 hours of relevant training 
Eligibility: None  

(RA 1080 (for courses requiring BAR or BOARD eligibility) 
 

PROFESSOR IV-VI 
 
Education: Relevant doctorate degree 
Experience: 5 years of relevant experience 
Training: 32 hours of relevant training 
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Eligibility: None  
 
COLLEGE/UNIVERSITY PROFESSOR 
Education: Relevant Doctorate degree 
Experience: 5 years of relevant experience 
Training: 32 hours of relevant training 
Eligibility: None 
 

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

 
 
II.  RECRUITMENT, SELECTION AND APPOINTMENT 

 
A. RECRUITMENT AND APPOINTMENT 

 
GENERAL POLICY 

 
The University, through its governing board, shall establish its own 

internal policies, procedures and guidelines for the recruitment and appointment 
of  faculty members, which shall be submitted to the Civil Service Commission for 
approval. 

 
The policies and procedures on the recruitment and appointment of 

faculty shall be in accordance with the following Civil Service policies and 
procedures: 

 
POLICIES 

 

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

2. Transferees from other state or local universities and colleges may be 
admitted at their present faculty rank in the absence of qualified faculty 
members in the University.   

3. Vacant positions marked for filling shall be published in accordance with 
Republic Act No. 7041 (Publication Law).  The published vacant 
positions shall also be posted in at least three (3) conspicuous places in 
the SUC for at least ten (10) calendar days and should be sent to other 
educational institutions within the region to inform other interested 
people.  Other appropriate modes of publication shall be considered.   

The filling of vacant positions in the University  shall be made after 
ten (10) calendar days from their publication.  

The publication of a particular vacant position shall be valid until 
filled but not beyond six (6) months reckoned from the date the vacant 
position was published. 

In the issuance of appointments, the requirement for publication is 
deemed complied with if the process of application and screening 
started within six (6) months from publication and if the vacancy is filled 
not later than nine (9) months from date of publication. 
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Should no appointment be issued within the nine (9)-month 
period, the agency has to cause the re-publication of the vacant 
position. 

4. If a faculty member is appointed as University President, he/she loses 
his/her faculty rank.  However, if it is a designation, he/she retains 
his/her faculty rank. 

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

 

a. 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. 

The probationary period shall be for six (6) consecutive 
semesters or shorter but not less than four (4) semesters with at 
least Very Satisfactory performance rating. 

b. Temporary appointment shall be issued to a person who does not 
meet the education, training or experience requirements of the 
position to which he/she is being appointed not exceeding one 
school year. 

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 eligibles or even by non-eligibles. 

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. 
 

c. 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, which is not true with contractual 
appointment. 

 
d. 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 
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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. 

On the other hand, part-time teaching covered by a contract 
of service or a job order does not give rise to employer-employee 
relationship between the University 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. 

 
6. The PASUC Common Criteria for Evaluation and the pertinent 

guidelines, rules and procedures relative thereto may be used by the 
University to supplement established policies and guidelines on 
recruitment and appointment. 

 
7. The University President shall have the final discretion to determine 

the most appropriate rank/sub-rank or position for a particular faculty 
member based on established criteria.  However, in the exercise of 
such discretions the University President shall be guided by existing 
laws, rules and regulations.  

 
PROCEDURES 

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

 
a. Publish vacant positions in accordance with RA 7041 (Publication Law) for 

transparency.  The published vacant positions shall also be posted in at least 
three (3) conspicuous places in the University for at least ten (10) calendar 
days and should be sent to other educational institutions within the region for 
the information of other people who may be interested in them.   Other 
appropriate modes of publication shall be considered.  Men and women shall 
be encouraged to apply.    

 
b. The University shall create a “Faculty Selection Board” herein referred to as 

the FSB. This body 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. 

 
c. The members of the FSB of the University are the following: 

1. The Vice President for Academic Affairs as Chairman; 
2. The Dean/Director of the College/Unit where the vacancy exists; 
3. The President of the CSC-accredited Faculty Association in the 

University.  In case he/she represents the association in the Board of 
Regents of the University, a representative chosen through general 
election shall represent the organization. 

4. A ranking faculty member chosen by the University President; 
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5. A ranking professor whose specialization is in line with the nature of the 
teaching position to be filled and who shall be chosen by the head of the 
college/department requiring such expertise. 

6. The Human Resource Management (HRM) Officer is not a member of the 
FSB, hence has no voting capacity.  He/She shall only act as the FSB 
Secretary.  He/She shall continuously make an inventory of all vacant 
positions and coordinate with the Deans/Directors in determining qualified 
insiders who may be considered for appointment.  He/She shall keep 
records of the proceedings of the FSB and maintain all records or 
documents, keeping them in readiness for inspection and audit by the 
Civil Service Commission; 

 
d. The FSB shall make its activities and decisions as transparent as possible. 
 
e. The HRMO shall list candidates aspiring for the vacant position, either from 

within or outside the University. 
 

f. The HRMO shall conduct preliminary evaluation of the qualifications of all 
candidates.  Those initially found qualified shall undergo further assessment 
such as written examination, skills test, interview and others.  After which, a 
selection line-up shall be prepared and posted in three (3) conspicuous 
places in the University for at least fifteen (15) calendar days.  The date of 
posting shall be indicated in the notice. 

 
g. The HRMO shall notify all applicants of the outcome of the preliminary 

evaluation. 
 
h. The HRMO shall submit the selection line-up to the FSB for its deliberation en 

banc. 
 
i. The FSB shall make a systematic assessment of the competence and 

qualifications of candidates for appointment to the corresponding level or 
positions, evaluate and deliberate en banc the qualifications of those listed in 
the selection line-up. 

 
j. 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 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.  Likewise, 
information about the candidate’s preference of assignment should be 
mentioned in the report. 

The evaluation report should specify the top five ranking candidates 
whose over-all point scores are comparatively at par based on the 
comparative assessment in terms of performance, education and training, 
experience and outstanding accomplishments, and other relevant criteria. 
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k. The University President shall assess the merits of the FSB’s evaluation 
report of candidates screened for appointment and in the exercise of sound 
discretion, select, in so far as practicable, from among the top five ranking 
candidates deemed most qualified for appointment to the vacant position. 

The top five ranking candidates, however, should be limited to those 
whose overall point scores are comparatively at par based on the 
comparative assessment. 

To determine candidates who are comparatively at par, the FSB shall 
set reasonable differences or gaps between point scores of candidates for 
appointment. 

 
l. The University President shall issue the appointment in accordance with the 

provisions of the WPU Merit System as approved by the governing board, 
and submitted to the CSC. 

m. The HRMO shall post a notice announcing the appointment of an employee 
in three (3) conspicuous places in the University a day after the issuance of 
the appointment for at least fifteen (15) days.  The date of posting should be 
indicated in the notice. 

 
n. For upgrading of rank, the criteria and procedures for evaluation provided in 

the National Budget Circular pertaining to compensation and position 
classification plan for faculty positions in SUCs shall be followed. 

 
 

B. PROMOTION 
 

POLICIES 
 

1. A faculty member may be considered for promotion to a higher faculty 
rank/sub-rank on the basis of the minimum requirements (education, training 
and scholarship grants) of the position, including performance rating of at 
least Very Satisfactory during the last two (2) rating periods.  

 
2. Upgrading/reclassification of faculty ranks positions shall only be once a year. 
 
3. The comparative degree of competence and qualification of a candidate for 

promotion shall be determined by the following criteria: 
 

Performance -  This shall be based on the rating obtained during the last two 
rating period under an approved performance appraisal system.  No 
faculty member shall be considered for promotion unless his last two 
performance ratings are at least Very Satisfactory. 

For appointment of transfer, the performance rating for the last 
two rating periods immediately preceding the transfer from the former 
office or agency should be at least Very Satisfactory.  

 
Education and Training – This shall be based on the following background of 

the faculty members: 
 

a. Educational attainment 
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b. Successful completion of training courses accredited by the Civil 
Service Commission, scholarship and training grants and others 
which must be relevant to the duties of the position to be filled. 

 
Professional Development, Achievement and Honors received -  This shall be 

based on the person’s professional and cultural activities such as 
published works, consultancy services, research, teaching, community 
services and awards and honors received and the completion of training 
courses, scholarship, training grants, etc. 

 
Physical Characteristics and Personality Traits -  This shall be based on the 

physical fitness, attitude and traits and values of the person which has 
bearing on the position to be filled or rank to be conferred. 

 
Potential -  This shall take into account the person’s capability not only to 

perform the duties of his/her present job but also to assume higher 
responsibilities of the position to be filled. 

 
Experience and Outstanding Accomplishments – include occupational 

history, relevant work experience acquired either from the government 
or private sector, and accomplishments worthy of commendation. 

 
Psycho-Social Attributes and Personality Traits – Refer to the characteristics 

or traits of a person which involved both psychological and social 
aspects.  Psychological includes the way he/she perceives things, 
ideas, beliefs and understanding and how he/she acts and relates these 
things to other and in social situation. 

 
4. In cases where the competence and qualification of two or more faculty 

members are comparatively at par, preference shall be given to the candidate 
in the department where the vacancy exists.  

5. The mere filing of an administrative charge shall not constitute a 
disqualification for promotion.  When a faculty who is legitimately entitled to 
promotion is administratively charged, the position to which he should have 
been promoted shall not be filled, until after the case shall have been finally 
decided.  However, when the exigency of the service requires immediate 
filing of the position/rank, then it shall be filled by a temporary appointment to 
and as soon as the faculty legitimately entitled to is exonerated, he shall be 
then promoted. 

6. Promotion within six (6) months prior to compulsory retirement shall not be 
allowed except as otherwise provided by law. 

7. Positions belonging to the closed career system are exempted from the 
three-salary grade limitation on promotion. 

8. A faculty member who is on local or foreign scholarship or training grant or on 
maternity leave or on secondment may be considered for promotion. 

For this purpose, the performance ratings to be considered shall be the 
two ratings immediately prior to the scholarship or training grant or maternity 
leave or secondment. 

If promoted, the effectivity date of the promotional appointment, 
including those on secondment, shall be after the scholarship or training grant 
or maternity leave or upon assumption to duty. 
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9. A faculty who feels aggrieved may file a protest in accordance with the 
pertinent civil service rules. 

10.  Policies on promotion not within the plan/system, existing laws will be 
followed. 

 
PROCEDURES 

 

a. The HRMO or the duly authorized representative of the University upon 
approval of the President shall announce all vacant ranks or positions to be 
filled in the CSC Bulletin of vacant positions or through other mode of 
publication and post the same in three (3) conspicuous places in the college 
for at least ten (10) calendar days. 

b. The FSB shall evaluate the candidates’ credentials or documents submitted 
to it by the HRMO or its duly authorized representative and submit a 
comprehensive evaluation report of candidates screened for promotion to the 
University President accordingly, informing the candidates of the results of 
the evaluation through the HRMO.  

c. All promotional appointments, including the upgrading/reclassification of 
positions/ranks, shall be posted in conspicuous places throughout the 
University to enable aggrieved parties to file their protest within fifteen (15) 
days from the date of notice of the promotion/ upgrading/reclassification. 

 
III.  CAREER AND PERSONNEL DEVELOPMENT 

GENERAL POLICY 

The University shall develop a career and personnel development program 
for faculty members which shall include provisions on training, including foreign 
and local scholarships and training grants, job rotation, counseling, mentoring 
and other HRD interventions. 
 

The career and personnel development program shall form part of the 
University’s merit system. 
 

A.   HUMAN RESOURCE DEVELOPMENT INTERVENTIONS 
 

To achieve the main objective of the University personnel 
development program in bringing about highly educated and professional 
faculty members, the following policies are promulgated: 

 
POLICIES 

 

1. The University shall develop and implement a continuing program of 
training and development for its faculty members. 

2. The University shall encourage its faculty members to pursue relevant 
local and foreign-assisted training/scholarship grants, attend seminars, 
conferences, workshops or related human resource development 
courses. 

3. Selection of participants in training programs shall be based on actual 
needs for specialization and enhancement of competence, taking into 
consideration organizational priorities. 
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4. Preference shall be given to candidates with permanent appointment. 
5. The University may adopt other human resource development 

interventions such as the following: 
a. Counseling – entails a one-on-one close interaction between a faculty 

member and a supervisor to jointly look at problems besetting 
him/her, which affect his/her performance and relationships with 
others.  It is used generally as a corrective approach in helping an 
employee overcome his/her problem, which may be either personal or 
work related. 

b. Mentoring – a mechanism that guides a faculty member to the inner 
network of the University, which may assist him/her in career 
advancement.  It involves a manager’s investment on a high potential 
faculty member, providing an objective assessment of one’s strength 
and weaknesses and ensuring opportunities to address them.  This 
mechanism allows the faculty member to clarify “ambiguous” 
expectations of the University and facilitates career growth. 

c. Job Rotation – the sequential or reciprocal movement of a faculty 
member from one office to another or from one division to another 
within the University as a means for developing and enhancing his/her 
potentials in an organization by being exposed to the various 
functions of the University. 

The duration of the job rotation shall be within the period 
prescribed by the University head but shall not exceed twelve (12) 
months. 

6. Temporary faculty may be sent on scholarship provided there is 
justification. 

 
PROCEDURES 

 

a. The University  shall create a “Faculty Training and Development 
Committee (FTDC)” to be composed of the Vice-President for 
Academic Affairs as Chair; Vice-President for Administration as Vice-
Chair; President of CSC-accredited Faculty Association, , as member; 
College/Department heads where the field of 
grant/scholarship/training occurs, as member; and, the HRMO as 
Secretary.  The term of its members shall be two (2) years.  This 
Committee shall formulate its own rules for approval by the President 
subject to established CHED, CSC, and University policies.  Its main 
function shall be that of selecting and recommending those who 
should attend specific training programs conducted by the University 
or by government agencies or duly accredited non-governmental 
organizations, local or foreign.  

b. Each department/college head shall determine the training needs of 
his/her faculty members through training needs analysis in 
accordance with organizational priorities.  He/She shall submit 
annually to the President, through the FTDC, his/her plan embodying 
the kind of training programs and the names of those who shall attend 
such program. 

c. The FTDC, through the HRMO, shall inform all faculty members 
concerned about the study grants and scheduled 
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seminars/conferences or workshops and invite qualified faculty 
members to avail of such program. 

d. The participant or recipient of a training grant/scholarship agreement, 
in accordance with existing rules and regulations, shall submit a report 
on the prescribed form on the training he/she has completed and 
furnish the HRMO a copy of the training certificate he/she has 
received and report of activities for entry in his/her personnel files.  
The trainee shall also be given the opportunity to share with his/her 
colleagues what he/she has learned. 

 
IV. PERFORMANCE MANAGEMENT/PERFORMANCE EVALUATION SYSTEM  

GENERAL POLICY 

The University shall develop its own performance management system 
(PMS)/performance evaluation system (PES) for faculty positions/ranks to be 
administered in such manner as to continuously foster the improvement and 
efficiency of the faculty members as well as effectiveness of the organization.  It 
shall be an organized, methodical and standardized system of evaluation for 
faculty members for organizational effectiveness.  Said system shall be 
administered in accordance with the rules and regulations and standards 
established by the Civil Service Commission.  The CSC may assist the University 
in establishing its performance evaluation system. 

 
The CSC-approved PMS/PES shall form part of the University merit system. 
 

POLICIES 
 

1. The performance rating of a faculty member shall be used as basis for 

promotion or giving of incentives and rewards. 
2. The performance evaluation system may provide for at least five adjectival 

ratings: 
a. Outstanding 
b.  Very satisfactory 
c. Satisfactory 
d. Unsatisfactory 
e. Poor 

3. No faculty member shall be considered for promotion without a record of at 
least two (2) successive performance ratings of at least Very Satisfactory 
immediately preceding the assessment of candidates for advancement to 
higher ranks or positions.  

4. The University shall develop its own PES/PMS in accordance with CSC policies 
to be approved by the CSC Regional Office concerned. 

5. A Performance Evaluation Review Committee (PERC) shall be created in the 
University with composition and responsibilities as follows: 
Composition: 
Chairman  – Head of agency (or his authorized representative); 

 
Member VP for Personnel Administration (or highest ranking official in-

charge of personnel management); 
Vice President for Academic Affairs; 
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Dean encompassing non-teaching academic units; 
Director for Planning (or head of the Planning Unit or its 
equivalent); and  
Two (2) Representatives nominated by the duly accredited faculty 
association or union in the University. The term of office of the 
representatives shall be determined by the PERC.  

 
Responsibilities of the PERC 
a. Review of Faculty Member’s Performance Targets 
b. Review of Performance 
c. Determination of Final Rating 
d. Monitoring and Evaluation of University PES/PMS 
e. Setting of Internal Rules and Procedures 

6.  Other features and details of the performance evaluation system shall be 
reflected in the system that the University will adopt as approved by the Civil 
Service Commission. 

 
V. PROGRAM ON AWARDS AND INCENTIVES FOR SERVICE EXCELLENCE 

(PRAISE) 

 

GENERAL POLICY 
  

There shall be an established suggestions and incentive awards system in the 
University which shall encourage creativity, innovativeness, efficiency, integrity and 
productivity in the public service by recognizing and rewarding officials and faculty 
members individually or in group for their suggestions, inventions, superior 
accomplishment and other personnel efforts which contribute to the efficiency, 
economy or other improvement in government or for other extraordinary acts or 
services in the public service.    

 
POLICIES 

 

1. The System shall adhere to the principle of providing incentives and awards 
based on performance, innovative ideas and exemplary behavior. 

2. The System shall give emphasis on the timeliness of giving award or recognition.  
Aside from conferment of awards during the traditional or planned awarding 
ceremonies, the spirit of on-the-spot grant of recognition shall be institutionalized.   

3. The System shall provide both monetary and non-monetary awards and 
incentives to recognize, acknowledge and reward productive, creative, innovative 
and ethical behavior of faculty members through formal and informal modes.   

4. For this purpose, the System shall encourage the grant of non-monetary awards.  
Monetary awards shall be granted only when the suggestions, inventions, 
superior accomplishments and other personal efforts result in monetary savings, 
which shall not exceed 20 percent of the savings generated.   

5. At least five (5) percent of the HRD Funds shall be allocated for the System and 
incorporated in the University’s Annual Work and Financial Plan and Budget.  

6. The System shall be institutionalized through the creation of a PRAISE 
Committee in the University.  

7. The PRAISE Committee shall preferably have the following composition:  
 

a. President/Vice-President of the University or authorize representative who 
will act as chairperson; 
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b. Head of the financial unit or equivalent; 
c. Head of the planning unit or equivalent; 
d. Highest ranking employee in charge of human resource management or the 

career service employee directly responsible for personnel management; and 
e. Two (2) representatives from the CSC-accredited faculty association who 

shall serve for two years and elected at large or designated by the registered 
faculty association/union. 

8. The University  President shall be responsible in overseeing the System’s 
operation and the Human Resource Management Unit shall serve as the 
System’s Secretariat.  

9. The PRAISE Committee shall ensure that productivity, innovative ideas, 
suggestions and exemplary behavior can be identified, considered, managed and 
implemented on a continuing basis to cover all faculty ranks.  

10. The PRAISE Committee shall be responsible for the development, 
administration, monitoring and evaluation of the awards and incentives system of 
the University.  The University may, however, employ an external or independent 
body to assist the PRAISE Committee to judiciously and objectively implement 
the system of incentives and awards.  

11. The PRAISE Committee shall establish its own internal procedures and 
strategies.  Membership in the Committee shall be considered part of the 
member’s regular duties and functions.  

12. The University shall encourage improved productivity and efficiency among the 
faculty through appropriate recognition based on performance, innovations, ideas 
and exemplary behavior.   

13. All permanent members of the faculty with regular plantilla items who meet the 
criteria for each specific award shall be entitled to receive the award including 
those whose responsibilities include the making of suggestions, formulation of 
plans and policies or making recommendations to achieve greater efficiency and 
economy in the University. 

14. Recipients of honor awards shall be given preference in promotion and in training 
grants and scholarships. 

15. The HRMO shall enter into the personnel file any award of honor received by any 
member of the faculty. 

16. The University shall develop its own Program on Awards and Incentives for 
Service Excellence (PRAISE) incorporating therein the types of incentive that 
may be given which shall form part of this merit system. 

17. Establishment of a CSC-approved PRAISE shall be the basis for the grant of the 
Productivity Incentive Bonus (PIB), other awards and incentives. The Annual 
Praise Report shall be submitted by the University  to the CSC Regional Office 
concerned on or before the thirtieth of January to enable its faculty to qualify for 
nomination to the CSC-sponsored national awards. 

18. Any member of the faculty and academic staff may nominate a colleague for any 
available award in the prescribed form to the PRAISE Committee at any time of 
the year and such nomination shall be evaluated together with all other nominees 
annually. 

19. At the end of the performance rating period, the HRM Officer shall inventory all 
the ratings obtained by the faculty and academic staff and automatically 
nominate those who meet the criteria for outstanding performance rating awards 
and merit increase incentives. 
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20. The PRAISE Committee shall submit the names of those whose ideas or 
accomplishments have been found to meet the awards criteria to the President 
for the granting of University Awards. 

21. The awards may be given during appropriate occasion preferably during the 
University Foundation Day or Civil Service Week. 

 
VI. PERSONNEL RELATIONS AND WELFARE SERVICES 

 
GENERAL POLICY 

 

The University shall take all proper steps toward the creation of an atmosphere 
conducive to sound management-faculty relations, which shall improve faculty 
morale.  It shall make provisions for the health, welfare, counseling, recreation and 
related services. 

 
POLICIES 

 

To maintain a high level of productivity and morale among the faculty, the 
University shall: 

 

1. Take all proper steps towards the creation of an atmosphere conducive to 
management-faculty relations and improvement of their morale.  

2. Make arrangements for annual medical and dental services and take proper 
action on the recommendation resulting from such physical examinations; 

3. Provide a system of informing the faculty members of their rights and privileges 
as well as the rules governing their obligations and conduct; 

4. Facilitate the dissemination of information and discussion of ideas among the 
department heads and faculty members.  It shall encourage their participation in 
the development of policies, procedures and other matters affecting them and 
their work; 

5. Encourage voluntary activities whether athletic, social, recreational or financial, 
provided these are conducive to faculty members’ well-being and consistent with 
the objectives of personnel welfare; 

6. Encourage faculty members to form and join or assist faculty organization of their 
own choosing subject to the laws on government service, for the furtherance and 
protection of their interests.  They can also form work council and other forms of 
worker participation schemes. 

 
CHAPTER 5.  -   WORKING HOURS 

GENERAL POLICY 

Faculty members, except those covered by special laws, shall render not less 
than eight (8) hours of work a day for five (5) days a week or a total of forty (40) 
hours a week, exclusive of time for lunch.  The forty hours a week may include time 
for teaching, student consultation, research and extension work, and other activities 
relevant to teaching, e.g. preparation of lessons, checking of papers, etc., which shall 
be left to the discretion of the governing board of the University. 

 
 

POLICIES 
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1. The University  shall prescribe its own rules and regulations governing working 
hours and attendance of its faculty members. 

2. It shall be the duty of the head of the department/college in the University to 
require all members of the faculty under him/her to strictly observe the prescribed 
office hours, which may be apportioned to teaching hours per week, student 
consultation per week, lesson preparation per week, and research and extension 
services. 

3.  When the head of the department, in the exercise of his/her discretion, allows 
members of the faculty to leave the office during office hours not for official 
business, but to attend social events/functions and/or wakes/interments, the 
same shall be reflected in their daily time record and charged against their leave 
credits. 

4 Each head of department/college in the University  shall require a daily record of 
attendance of all the faculty members under him/her to be kept on the proper 
form and, whenever possible, registered on the bundy clock or other verifiable 
recording system.  The head of department or the University governing board 
has the prerogative to decide on the proper form of monitoring the daily record of 
attendance of all faculty members. 

5 When the interest of public service so requires, the daily hours of work of faculty 
members may be extended by the head of the SUC concerned, which extension 
shall be fixed in accordance with the nature of the work: Provided, That work in 
excess of eight (8) hours must be properly compensated. 

 
A. PART-TIME TEACHING 

To maintain the quality of education in teaching areas, the University  may 
appoint teaching staff on a part-time basis provided that they meet the 
requirements of the position. 
 

Part-time appointment may either be to a regular plantilla faculty position or 
hiring through a contract of service or a job order. 

 

Working hours of part-time teaching staff shall be as follows: 
 

1. Part-time teaching staff may be allowed to render an accumulated twenty (20) 
hours per week instead of the four-hour continuous service every working day 
provided the needs of the University are served. 

2. The Head of the department/dean may, with the approval of the University 
President and in the exigency of the service, further reschedule the time of 
part-time teaching staff to satisfy the 20-hour work week requirement 
provided that continuous service is available to the University at all times 
during the week. 

3. Part-time teaching staff may not be required to use the bundy clock.  
However, they shall be required to keep records of their attendance in a 
logbook and accomplish CS Form 48 (DTR) consistent with the entries in the 
logbook for accounting and auditing requirements. 

4.  Part-time contract of service shall be submitted to the CSC Regional Office 
(CSCRO) having jurisdiction over the University for review of its stipulations 
within thirty (30) days from the execution and signing of the contract of 
service, MOA or job order which shall be the date indicated on the said 
instruments.  ( CSC MC No. 17, s. 2002) 

5. The University shall establish a mechanism of accountability with appropriate 
sanctions relative to part-timers covered by contract of service/job order. 
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B. FLEXI-TIME SCHEDULE 

 

Each head of the department/ Dean of college may allow flexible working 
hours for his/her faculty members so they can perform their four-fold functions of 
instruction, consultation, research and extension services, provided that the 
prescribed forty hours of work per week shall strictly be implemented.   

 
CHAPTER 6.  -  LEAVE BENEFITS 

 

GENERAL POLICY 
 

Leave benefits of faculty members of University shall be at the discretion of 
the governing board pursuant to Section 4 (h) of the Higher Education 
Modernization Act of 1997 (RA 8292).  However, in the absence of such specific 
provisions, the general leave law and the Omnibus Rules on Leave shall be 
applicable.  Hence, SUCs should promulgate their own implementing rules relative 
thereto.  Said implementing rules should be submitted to the Civil Service 
Commission for recording.  

 
CHAPTER 7.  -  COMPLAINTS AND GRIEVANCE MACHINERY 

 

GENERAL POLICY 
 

There shall be established a Grievance Machinery (GM) in the University to 
promote harmony in the workplace, and foster the productivity of each faculty 
member. 

 
POLICIES 

 

1. A grievance shall be resolved expeditiously at all times at the lowest level 
possible in the University.  However, if not settled at the lowest level possible, an 
aggrieved party shall present his/her grievance step by step following the 
hierarchy of positions. 

2. The University shall establish grievance machinery that is the best way to 
address grievance between or among faculty members. 

3. The aggrieved party shall be assured freedom from coercion, discrimination, 
reprisal and biased action on the grievance. 

4. Legal rules and technicalities shall not bind grievance proceedings.  Even verbal 
grievance must be acted upon expeditiously.  The services of a legal counsel 
shall not be allowed. 

5. The aggrieved party shall present a grievance verbally or in writing in the first 
instance to his/her immediate supervisor.  The latter shall, within three (3) 
working days from the date of presentation, inform verbally the aggrieved party of 
the corresponding action. 

If the party being complained of is the immediate supervisor, the grievance 
shall be presented to the next higher supervisor. 

6. Grievance refers to work related issues giving rise to faculty members’ 

dissatisfaction.  The following cases shall be acted upon through the grievance 
machinery: 

 

a. Non-implementation of policies, practices and procedures on economic and 
financial issues and other terms and conditions of employment fixed by law 
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including salaries, incentives, working hours, leave benefits, and related 
terms and conditions; 

b. Non-implementation of policies, practices and procedures which affect faculty 
members from recruitment to promotion, detail, transfer, retirement, 
termination, lay-offs, and related issues that affect them; 

c. Physical working conditions; 
d. Interpersonal relationships and linkages; 
e. Protest on appointments; and, 
f. All other matters giving rise to faculty dissatisfaction and discontentment 

outside of those cases enumerated herein. 
7. The following cases shall not be acted upon through the grievance machinery: 

a. Disciplinary cases which shall be resolved pursuant to the Uniform Rules on 
Administrative Cases; 

b. Sexual harassment cases as provided for in RA 7877 and its implementing 
rules; and, 

c. Union-related issues and concerns. 
8. Only permanent officials and faculty members whenever applicable shall be 

appointed or elected as members of the Grievance Committee.   
In the appointment or election of the Grievance Committee members, their 

integrity, probity, sincerity and credibility shall be considered. 
9. The University shall constitute a “Complaints Grievance Committee” to receive, 

hear, and resolve complaints and grievances. This Committee shall be 
composed of the following: 
a. A ranking officer chosen by the president as Chairman; 
b. The administrative officer; 
c.    The chairman of the department or head of the unit where the complainant is 

assigned; 
d. The HRM Officer as Secretary; and 
e. A representative of the CSC-accredited Faculty Association/Union, or if there 

is no accredited faculty association/union, representative chosen through 
general election. 

If any member is the one facing a complaint, another faculty shall be 
designated in his place 

10. The Grievance Committee shall establish its own internal procedures and 
strategies.  Membership in the Grievance Committee shall be considered part of 
the member’s regular duties. 

 

PROCEDURES 
 

a. Any faculty member with a complaint or grievance may air his/her complaint 
or grievance orally to his/her immediate superior who shall resolve the 
complaint at his level by holding a dialogue with the persons involved. If the 
complainant is not satisfied with the result, he/she may request his/her 
immediate supervisor to endorse in writing his/her complaint to the committee 
through channels. In case the complaint or grievance is against the 
immediate supervisor, it may be aired directly to the next higher supervisor. 

b. The Committee shall resolve any complaint within five days. 
c. In case any dispute remains unresolved after exhausting all the available 

remedies under existing laws and procedures, the grievance may be elevated 
to the Civil Service Commission Regional Office concerned only upon 
submission of a Certification on the Final Action on the Grievance (CFAG) 
issued by the grievance committee.  The CFAG shall contain, among other 
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things, the following information: history and final action taken by the agency 
on the grievance. 

d. Complaints and Grievances by Faculty and Academic Staff Association shall 
be governed by the provision of Executive Orders No. 180 and 292, and their 
implementing rules. 

 
 

CHAPTER 8.  PUBLIC SECTOR UNIONISM 
 

GENERAL POLICY 
 

Faculty members can form or join faculty association/union of their choice 
for the furtherance and protection of their interests.  They can also form, in 
conjunction with appropriate government authorities, labor-management 
committees, work councils and other forms of workers’ protection schemes to 
achieve the same objectives. 

In no case shall membership in a union consist of both teaching and non-
teaching personnel of the University.   

 
POLICIES 
 
1. High-level faculty members whose duties are normally considered policy-

making or managerial or highly confidential shall not be eligible to join the 
faculty association/union. 

2. The faculty association/union, which has been extended due recognition by 
the University Governing Board, shall register with the Department of Labor 
and Employment and the Civil Service Commission. 

3. Representatives of the accredited faculty association/union shall sit as 
members of the different committees such as Training and Development 
Committee, Faculty Selection Board, Grievance Committee, PRAISE 
Committee, and PERC. 

4. The University shall be governed by the rules and policies on Public Sector 
Unionism. 

 
 

CHAPTER 9.  -  DISCIPLINE 
 
 GENERAL POLICY 
 

 No faculty member shall be removed or suspended except for cause as 
provided by law and after due process. 

 

POLICIES 
 

1. The provisions of the Uniform Rules on Administrative Cases in the Civil 
Service (CSC Resolution No. 991936 dated August 31, 1999) shall apply in 
proceedings against members of the faculty. 

2. Each SUC shall submit its rules and regulations on sexual harassment for 
approval, including the list of members of the Committee on Decorum and 
Investigation (CODI), to the CSC Regional Office concerned. 
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C. CHAPTER 10.  -  OTHER PERSONNEL ACTIONS 
  

 The SUC may formulate its own internal rules on the following personnel actions 
subject to CS rules and regulations on the matter: 
 
1. Transfer – the movement of a faculty member from one SUC to another or from one 

college to another within the same SUC or from one position in the administrative 
department to a faculty position in the academic department within the SUC without 
break in the service.  It involves issuance of an appointment. 

 

2. Reassignment – movement of a faculty member across the organizational structure 
within the same SUC, which does not involve a reduction in rank, status or salary, 
and does not require issuance of an appointment but an office order by duly 
authorized official. 

 

3. Detail – temporary movement of a faculty member from one department or agency to 
another, which does not involve a reduction in rank, status or salary.  A detail 
requires issuance of an office order by duly authorized official. 

 
The faculty member who is detailed receives his/her salary only from his/her 

mother unit/agency. 
 

Detail shall be allowed only for a maximum of one year. 
 

If the faculty member believes that there is no justification for the detail, he/she 
may appeal his/her case to the CSC.  Pending appeal, the detail shall be executory, 
unless otherwise ordered by the Commission. 

 
4. Secondment – movement of a faculty member from one department or institution to 

another which is temporary and which may or may not require the issuance of an 
appointment but may either involve reduction or increase in compensation. 

 
Secondment shall be governed by the policies on the matter. 

 
 

CHAPTER 11.  -  RETIREMENT 
 

GENERAL POLICY 
 

Unless appropriate authorities extend the service, retirement shall be 
compulsory at sixty-five (65) years of age. 

 
POLICIES 

 
1. Extension of service may be requested by the President or the appropriate 

authority to complete the fifteen-year service requirement.  A faculty member 
may be allowed to continue in the service in accordance with civil service rules 
and regulations. 

2. Services of the President of the University, whose performance has been 
unanimously rated as Outstanding and unanimously recommended by the 
Search Committee concerned, may be extended by the governing board beyond 
the compulsory age of retirement but not later than the age of seventy (70).  
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CHAPTER 12.  -  TRANSITORY PROVISIONS 
 
 Except as otherwise provided in this Merit System, rights vested or acquired 
under established system prior to the effectivity of this System shall be respected. 
 

CHAPTER 13.  -  RESPONSIBILITY 
 
 The President, the Board of Regents, the Vice-President for Administration, the 
Vice-President for Academic Affairs, the deans, the directors, the heads of 
departments/units, the administrative officer, and the Human Resource Management 
Officer (HRMO) shall be responsible for the implementation and maintenance of this 
Merit System. The initiative and active participation of the HRMO shall be expected in 
the proper implementation of this Merit System. 
 

CHAPTER 14.  -  AMENDMENT 
 
 This Merit System shall be subject to amendment/revision by any DBM National 
Compensation Circulars, DBM National Budget Circulars, CHED Circulars, and Civil 
Service Commission rules and regulations. 
 

CHAPTER 15.  -  EFFECTIVITY 
 
 This Merit System shall take effect upon approval by the WPU governing board.  
The Civil Service Commission shall be furnished a copy of the approved Merit System. 
 



Appendix B.  UPDATED WORKLOAD SYSTEM FOR FACULTY  
(BOT Res. No. 7, s. 1998) 

 

OBJECTIVES 
 

1. To strengthen the terms of reference in quantifying faculty workload. 
2. To revitalize the coordination and the focus of the use of resources in order to 

achieve greater outputs. 
3. To improve the bases for equitable remuneration of services rendered beyond 

fulltime workload. 
4. To provide updated guides on workload activities other than classroom teaching, and 
5. To establish a more specific basis for formulating criteria in evaluating the workload 

performance of a faculty. 
 
 

FULL-TIME WORKLOAD 
 

 The fulltime workload of a faculty shall consist of the workload units of instruction 
load only, or shall be the sum of the workload units of the various activities in the 
University functions, and in administrative and other specified tasks.  The University 
functions are Instruction, Research, Extension and Production. 
 The unit of workload in this system is mean hour per week (MHPW).  The 
workload unit is approximately equivalent to 1.5 times the specified or estimated time to 
be rendered in most of the activities in Instruction, and in some of the activities in 
Extension workload.  The credit units in Research, Production and other assigned 
workload are equivalent to the minimum estimated mean number of hours per week for 
the whole semester that will be rendered in a given activity in these functions. 
 To conform with the maximum official time required by the Civil Service 
Commission, the fulltime workload of a faculty shall be equivalent to 40 units or mean 
hour per week, or equivalent to 27 hours of actual teaching per week for the whole 
semester.  Each faculty, in coordination with the Deans or the Workload Committee, 
must always insure that he/she must have a full-time workload every semester. 
 

WORKLOAD AND GUIDELINES 
 

1.1.0. Teaching Load (TL) 
Teaching load shall be the workload activity that shall be given the 

highest priority.  Thus, all faculty shall be required to have a teaching load as part 
of their total workload units.  The maximum teaching load of a faculty, however, 
must be equivalent to not more than 27 workload units or mean hour per week, 
or equivalent to a total of six courses with these credit units each, or equivalent to 
a total of 17 course credit units.  Course credit units refers to the assigned units 
for a given subject. 

 
The computation for teaching load shall be as follows: 
 
TL in mean hour per week = (1.5) (total of the credit units of the courses 

assigned to a faculty) 
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When the average number of students per courses assigned to a faculty 
is more than 30, the excess shall be multiplied by 0.04 and the product shall be 
added to the computed TL units or mean hour per week. 

 
1.2.0. Other teaching-related load 

For purposes of overload computations, a maximum of 10 units shall be 
credited to a faculty in the tasks listed below.  The maximum of 10 units, may be 
raised in cases when no other faculty is qualified or available to be assigned to a 
given task. 
 
1.2.1. Thesis or Special Problem Adviser (per student) 
 

Units in this workload shall be credited once only. 
 

 

Thesis or Special 
Problem Activity 

Mean Hour per Week 

High School & Undergraduate Graduate 

C/A CM CA CM 

Outline 0.75 0.15 1.00 0.20 

Conduct of Study 0.75 0.15 1.00 0.20 

Report Writing 1.25 0.25 2.00 0.40 

 
C/A = Committee Chairman or Adviser 
CM = Committee Member 

 
1.2.2 Field/Farm Practice or On-the-Job Training Adviser (per student) 

 
Units in this workload shall be credited once only. 
 

Activity Mean Hour per Week 

Outline 0.25 

Conduct of Field Practice 0.50 

Report Writing 0.75 

 
1.2.3 Student Teaching Adviser (per student) 0.75 
1.2.4 Cooperating Teacher/class 0.75 
 

 
Per Student 

Mean Hour per Week 
For Undergraduate & High School 

Outline Manuscript 

1.2.5  Language Critic 0,2 0.5 

1.2.6  Technical/Economic Critic 0.1 0.2 

1.2.7  Statistician o.2 0.4 

 
Mean Hour per Week 

1.2.8 Varsity Coach (per sports) 1.5 
1.2.9 Adviser (per organization recognized by the 

Office of Student Affairs) 2.0 
1.2.10 Band or combo trainor (per group) 2.0 
1.2.11 Other assignment such as adviser in academic or 

cultural affairs; coach during foundation day celebration, 
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and other short-duration activities shall also be credited 
based on the following formula: 
 
Mean Hour per Week = (Actual no. of hours of the actual affair)/10 
 

1.3.0. Instructional Materials and Other Proposed Tasks 
 

A faculty member shall also earn workload units in activities listed below for 
each particular subject.  However, credit units in these activities shall be credited 
only after the outputs would have been accepted by a team to be assigned in 
evaluating such outputs, and shall be credited only at the end of a particular 
semester when the work output would have been accepted by the Workload 
Committee. 

A maximum of 15 units shall be credited in other instruction-related tasks 
for purpose of overload computation. 

 

Activity Hour per Week 

1.3.1  Complete set of module 5.0 

1.3.2  Workbook 3.0 

1.3.3  Resource Unit 5.0 

1.3.4  Textbook 15.0 

1.3.5  Laboratory Manual 5.0 

1.3.6  Approved proposal related to 
improving instruction 

2 – 6 

1.3.7  Other proposed instruction-
related tasks 

2 - 10 

 
2.0 Research Workload 

 
Some of the terms used in this research workload, and their operational 

definitions are the following: 
 

Research – any activity on either technology generation, verification, pilot testing or trial 
on technology application.data-gathering task. 

Study – any research workload which consists of only one experiment or scientific 
survey or an approved data-gathering task. 

Project – any research workload which consists of not less than three studies. 
Program – any research workload which consists of not less than three projects. 
Action project – any research workload which deals largely with the on-farm verification, 

and/or processes, and which involves a sample of potential technology users or 
clients. 

Self-financed research – any research workload that is funded by the researcher himself. 
Leader of a research workload – refers to the main implementor of either a self-financed 

research, or a study, project, program or an action project. 
 
2.1.0 Formulation of the details of an approved capsule proposal, or Report Writing 

(per proposal or manuscript) 
Hour per Week 
 

2.1.1 Study 1.5 
2.1.2 Project 3.0 



 

 

115 

2.1.3 Program 6.0 
2.1.4 Action project 3.0 
2.1.5 Self-financed research leader 2.0 
2.1.6 Other proposed research-related tasks 2 – 10 
 

2.2.0 Conduct of approved research (per study, project or program) 
For a research load that requires a duration of one semester, the units will 

be as follows: 
Mean Hour per Week 

2.2.1 Study leader of a self-financed research 10.0 
2.2.2 Study leader without research assistant (RA)   8.0 
2.2.3 Study leader with RA 5.0 
2.2.4 Co-study leader without RA 3.0 
2.2.5 Co-study leader with RA 1.5 
2.2.6 Project leader without study leader (SL) 

(at least two or the project studies must be 
Implemented at the same period)  15.0 

2.2.7 Project leader with SL    9.0 
2.2.8 Program leader without Project Leader (PL) 

(at least two projects of the program must be 
 Implemented at the same period)   35.0 

2.2.9 Program leader with PL   20.0 
2.2.10 Action project leader   12.0 
2.2.11 Members of action project team     8.0 
 

For research, or for the continuation of a research, that requires less than 
one semester, the unit during the semester when the research will be conducted 
or continued shall be adjusted as follows: 

 
MHPW = (duration in months/5 (corresponding unit) 
 

2.3.0 Other research related task 
 

2.3.1 Editor-in-chief of the WPU Research Journal 2.0 
2.3.2 Staff member of the WPU Research Journal 1.5 
2.3.3 Committee chairman and member 1.0 
2.3.4 Other specified tasks 1 – 5 
 

3.0 Extension Workload 
 

3.1.0 Training/seminar/workshop (per affair) 
 

Units of these activities are dependent upon the time factor and duration, in 
hour, of the affair.  The formula in computing the unit per affairs is: 

 
MHPW = (Duration of the affair, in hour) (TF) 
 
Maximum units for this workload shall be 10 units or mean hour per week. 
 

Time Factor 
3.1.1 Coordinator/Chairman, Management Team 0.05 
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3.1.2 Member of Training or Mgt. Team 0.03 
3.1.3 Other assignments 0.01 – 0.05 
 

3.2.0 Lecture/Resource Person (per lecture or paper, or specified role) 
 

MHPW = (Allotted time for presentation of the paper, in hour) (TF) 
 or allotted time for a specified role 
 

Time Factor 
 

3.2.1 First time to present the topic 0.10 
3.2.2 Not the first time to present the same topic, 0.05 

or modification of paper/topic previously presented 
3.2.3 Other specified roles 0.01 – 0.10 
 

3.3.0 Courseware (per page) 
 
A maximum of 10 units or mean hour per week shall be credited in the 

following activities: 
 
MHPW = (no. of page) (TF), where bond paper size is 8 ½ x 11”, letter size 

is font no. 12, or typewritten, and single spaced. 
 

Time Factor 
 

3.3.1 Monogram 0.5 
3.3.2 Poster/slide, film strip 1.0 
3.3.3 Synchronized sound and slide net 1.5 
3.3.4 Others 0.5 – 1.5 
 

3.4.0 Publication (per issue) 
 

A maximum of 10 units shall be credited in these activities. 
 

3.4.1 Editor 2.0 
3.4.2 Staff member 1.0 
3.4.3 Leaflet author 0.5 
3.4.4 Leaflet co-author 0.3 
3.4.5 Other publications 0.3 – 2.0 
 

3.5.0 Extension project (per project) 
 

3.5.1 Program leader   20.0 
3.5.2 Team leader    10.0 
3.5.3 Team member     5.0 
 

Membership shall be limited to a maximum of three teams only. 
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3.6.0 Radio Station 
 

Maximum credit for the following shall be 10 units. 
 

3.6.1 Broadcasting (per hour of broadcasting 0.15 
3.6.2 Script writing only (per hour when script is aired) 0.15 
3.6.3 Other roles 0.01 – 0.15 
 

3.7.0 Other Extension-related task 0.01 – 15 
 
 

4.0 Production/Auxiliary Workload 
 

4.1.0 Income-generating project (per project) 
 

For every P1000 net income per 6 months of an income-generating project, 
the faculty or team who manage the project will be given 0.1 unit of workload, if a 
faculty or team does not receive any compensation or share from the project net 
income.  The maximum unit allowed per faculty per semester shall be 15 only.  In 
case where a Team manages a project, the unit will be  

4.2.0 Projects that are maintained for instructional purposes but which also generate 
income. 
 

Mean Hour per Week 
4.2.1 Poultry (per bird) 0.01 
4.2.2 Cattle/goat/sheep (per head) 0.14 
4.2.3 Swine (per head) 0.30 
4.2.4 Rice (per hectare) 1.00 
4.2.5 Vegetable (per hectare) 4.00 
4.2.6 Coconut (per hectare) 0.30 
4.2.7 Citrus (per hectare) 1.20 
4.2.8 Fishpond (per hectare) 1.00 
4.2.9 Fish cage culture (per square meter) 0.15 
4.2.10 Others (depending upon the project) 
 

4.3.0 Committee or Board membership 
Mean Hour per Week 

4.3.1 Board/Committee Chairman 1.00 
4.3.2 Board/Committee member 0.50 
 

4.4.0 Other assignments 
Mean Hour per Week 

4.4.1 Canteen Incharge  15.00 
4.4.2 Other specified tasks 0.1 – 1.0 
 
 

5.0   Administrative Workload 

 
5.1.0 Designated Position Required Teaching Load 

(Number of course) 
5.1.1 Vice President 1 
5.1.2 Director (Res., Ext., Inst., Aux.) 3 – 4 
5.1.3 Dean 1 – 3 
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5.1.4 Deaprtment Chairman/Principal 3 – 4 
 

The remaining time of the faculty with the aforesaid designated positions 
shall be devoted to administrative work and other tasks that their immediate 
supervisor, or the University President may assign. 

 
5.2.0 Other specified tasks 5 – 15 

 
All tasks related to administration or management or other designations 

shall be treated on a case to case basis by the Committee on Workload, subject 
to the approval of the University President. 

 
 

6.0 Proposal and Accreditation 
 

6.1.0 Teaching Load 
 

6.1.1 Not later than 2 months prior to the start of a semester, the Deans must 
submit to the VP for academic affairs their Colleges’ tentative course 
offerings, based on the curricula approved by the University Board of 
Regents.  The Deans must indicate the corresponding schedule and 
proposed teacher of each course. 

6.1.2 The Vice President for Academic Affairs will assess/approve the offerings, 
and coordinate with the other departments of the University regarding the 
proposed teaching load of a faculty not directly under his supervision 
before giving notice on the teaching load of the faculty concerned. 

6.1.3 Whenever possible, classes must be distributed to those who are capable 
of handling a particular course in order not to overload some faculty with 
teaching load only. 

6.1.4 A faculty must always have a teaching or teaching-related activity in his 
total workload. 

 
6.2.0 Quasi-teaching and other load 

 

6.2.1 As used herein, quasi-teaching and other load refer to activities in 
research, extension, production and other non-classroom teaching tasks. 

6.2.2 For quasi-teaching and other load to be accredited, the following 
guidelines shall be allowed: 
 

6.2.2.1 A faculty, and not only the Deans, must be also responsible in 
insuring that he must always have a total workload of 40 units 
per week for each semester.  Thus, a faculty may propose to the 
Workload Committee a quasi-teaching and other load that he 
would like to pursue, or a Dean, Director or a VP may 
recommend to the Workload Committee the assignment of 
quasi-teaching and other load to a faculty whom he thinks is 
capable of handling such a workload.  In case a faculty does not 
like the recommended workload, he may appeal to the Workload 
Committee for its possible revocation or change. 

6.2.2.2 If a proposed or recommended workload is intended to be 
funded largely by the University, it must be aligned with the 
priority thrusts in a given timeframe as defined by the University 
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Administrative Council in consultation with the faculty and staff, 
and approved by the University President. 

6.2.2.3 If a proposed or recommended workload is intended to be 
funded largely by other entities, it may not be aligned with the 
priority thrusts of the University provided that such task will not 
be detrimental to the locality, the province and the country as 
may be assessed by the University Administrative Council. 

 
6.2.3 The general steps to be adopted in accepting a quasi-teaching and other 

load for accreditation are the following: 
 

6.2.3.1 A faculty prepares the capsule proposal of the activity that he 
would like to pursue based on the conditions stipulated in 
sections 6.2.2.2 and 6.2.2.3 of this document. 

6.2.3.2 The capsule proposal will be assessed by the quasi-teaching 
and other load coordinators of each College.  The capsule 
proposal will not be given workload credits, but will serve as the 
basis for a detailed proposal. 

6.2.3.3 If a coordinator thinks that a submitted capsule proposal is worth 
pursuing, he may return the proposal to the proponent for 
detailing.  Otherwise, he may suggest modifications or possible 
alternative activities to the proponent. 

6.2.3.4 Once the capsule proposal is accepted by the concerned 
coordinator, the proposal will be submitted to their respective 
Deans.  The Deans will consolidate all the proposed workload in 
their Colleges; specify the workload unit of each activity, and 
submit it to the Workload Committee for accreditation. 

6.2.3.5 The Workload Committee, to be composed of the VPs, will either 
accept the proposed workload, and recommend it to the 
President for approval, or will suggest modifications or 
alternative activities to be pursued by the proponent. 

6.2.3.6 The approved detailed proposal or workload will be returned to 
the Deans of the Colleges.  The Deans will inform their 
concerned faculty on the activities to be implemented. 

6.2.3.7 Proponent will implement his approved workload. 
6.2.3.8 Proper arrangement shall be made so that the over-all 

coordination of activities shall be by the University functions; 
hence, by the respective Vice President of each function. 

 
 

7.0 Monitoring of Activities 
 

7.1.0 To monitor the implementation of activities, the following will be required: 
 
7.1.1 A faculty must submit monthly, semestral and year-end reports on his 

quasi teaching and other load to his Dean. 
7.1.2 Coordinators of a given non-teaching workload, or the Dean of each 

College may follow-up the progress of the implementation of activities, 
and may also validate submitted reports by observing the actual result, to 
implementation of activities. 
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7.1.3 At the end of the year, the year-end reports shall be presented in an 
annual assessment seminar.  All faculty shall be required to render brief 
presentation on the outcome of their approved workload during the whole 
year. 

 
8.0 Remuneration 

 
8.1.0 All claims for workload units must be accompanied with supporting documents.  

Any activity which has not pass the Committee on Workload shall be considered 
as unofficial and shall not be included in the computation of total workload.  In 
special cases, however, which shall be left to the Committee on Workload to 
determine, an activity that may be proposed by a faculty as part of his workload 
within a current semester may be accredited and recommended for approval by 
the University President. 

 

8.2.0 A faculty shall be entitled to additional compensation or service credit for 
workload units beyond the full-time workload credits of 40 units or hours per 
week.  A workload that provided honorarium from the University or other sources 
shall be included in the total workload of a faculty, but shall be excluded in 
determining overload pay, or service credit.  A faculty who has a workload with 
honorarium shall be given the prerogative to opt for either an honorarium, and 
overload pay or a service credit. 

 
8.3.0 The remuneration for each unit of overload, subject to the availability of funds, 

shall be P1,000 per semester, but the maximum overload pay per faculty per 
semester shall be P10,000 only.  Remuneration may also in terms of service 
credit, where one unit is equivalent to 2 days, but the maximum service credit to 
be granted per faculty per semester shall be 10 days only.  In cases when a 
faculty will obtain an unsatisfactory performance rating in any of the University 
function which is part of his workload during a semester, his overload pay or 
service credit will be forfeited. 

 
8.4.0 No overload compensation shall be released, or no service credit shall be 

granted not until a report on the outputs of the accredited workload would have 
been accepted by the Committee on Workload, and not until the performance 
rating of a faculty would have been evaluated. 

 
 

BASES OF PERFORMANCE RATING 
 

 The workload of a faculty shall be the basis of his performance rating.  To link the 
workload with performance rating, the percentage of the corresponding units per 
workload of a faculty shall be obtained, and multiplied to be corresponding rating of the 
faculty in each of his approved workload.  This scheme will not only account the 
approved workload of a faculty, but will also measure his performance in his approved 
activities. 
 

 Thus, after the approval of the proposed Updated Workload System for SPCP 
(now WPU) Faculty by the College/University BOT/BOR, an updated performance 
evaluation system must be also formulated.  The criteria for evaluating the faculty 
performance in the workload activities must be part of the updated performance 
evaluation system, which must be also approved later by the BOT/BOR. 
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The updated workload, and performance evaluation systems are proposed to be 
summarized as follows: 

 
Load per Workload Rating Performance 
Function Unit (U) per Workload Rating 
 
Instruction (I) IU Ir (IU/TW) (Ir) 
Research ® RU Rr (RU/TW) (Rr) 
Extension (E) EU Er (EU/TW) (Er) 
Production (P) PU Pr (PU/TW) (Pr) 
Administrative (A) AU Ar (AU/TW) (Ar) 
Total TW or Total  Overall 
 Workload  Performance 
 (Must be 40 or more)  Rating 
 
 

EFFECTIVITY 
 

The Updated Workload System for SPCP (now WPU) faculty shall take effect 
immediately after it will be approved by the College/University BOT/BOR.  Once 
approved, it will supersede other previous schemes of assigning or accrediting workload 
units of the SPCP faculty. 

 

The first semester of implementation of the Updated Workload System, however, 
shall be considered as a fine-tuning stage of the system, and its provision on 
remuneration shall not yet be applied.  Depending upon the result of its first semester of 
implementation, the system shall be modified or refined, and shall be fully implemented 
thereafter upon confirmation by the College/University BOT/BOR. 
 



Appendix C. SCHOLARSHIP GRANTS AND ASSISTANCE (BOT Res. No. 89, s. 
2001) 

 
 In an effort to attain academic excellence and to make institutional programs 
more attuned to the development needs of Palawan and the region, Western Philippines 
University at Aborlan, Palawan has adopted a standing policy to continuously upgrade 
its faculty and administrative staff.  It shall be the goal of the University to serve not only 
as a reservoir of knowledge but also to take lead role as an active technology generator 
and catalyst for development.  In support of this thrust is the assistance to deserving and 
qualified faculty and staff members. 
 
 It shall be the standing policy of the University to maintain a manpower 
development program, which shall be used as basis in deciding courses to be taken by 
faculty and staff scholars.  The Manpower Development Program is to be reviewed and 
revised as the need arises. 
 
 These policies are in support of the University thrust to develop the faculty and 
staff for the effective implementation of its program thrusts and priorities and in 
preparation for accreditation of programs. 
 
 Qualification for Scholarship Grants.  To quality for scholarship grants, 
applicants must show evidences of the following: 
 

1. The applicant must be a member of the faculty or administrative staff of the 
University, occupying a permanent position and/or has served the University 
for a minimum of two (2) years with Very Satisfactory performance rating. 

 

2. He/She must not be over 45 years old. 
 

3. He/She must possess sound physical and mental health, and good moral 
character. 

 

4. He/She must have shown or demonstrated strong inclination for research as 
certified by the Head of the Department/College where he/she is assigned. 

 

5. The course the applicant intends to take should be highly related to his/her 
basic preparation and present work.  On exceptional cases where the faculty 
or staff is to be developed for another line of work, he/she will be allowed to 
pursue a course other than in the basic preparation or work experience. 

 

6. Applicants who have started graduate work on their own will be given priority, 
provided the courses they are taking are in line/related to their basic training 
and present work. 

 
Requirements 
 
1. Notice of admission from the graduate program of respected institutions of 

higher learning including Western Philippines University; 
2. Approved request for graduate study/work; 
3. Recommendation of the Department/College Head and endorsement of the 

Scholarship Committee to the University President for approval; 
4. Duly accomplished scholarship contract with the University to be 

accomplished after approval of request for study. 
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Types of Scholarship 
 
1. Full scholarships are entitled to salary, tuition and other fees, stipend, book 

allowance, and thesis assistance. 
2. Partial Scholarships – on official time only and may be granted 

thesis/dissertation assistance. 
 

Scholarships may be granted to pursue masteral and doctoral degrees. 
a. For masteral program.  Scholars for masteral degree courses are given 

two (2) years to finish the degree with one year maximum extension 
period. 

b. For doctoral degree program.  Scholars for doctoral degree courses are 
given three (3) years to finish the degree with one year maximum 
extension period. 

 
Obligations of the University 
 

The University shall provide the following to the scholars: 
 

1. 100% monthly salary 
2. completely release from teaching and other administrative functions 
3. financial assistance 

a. tuition and other fees 
b. book allowance 
c. transportation expenses 
d. monthly stipend 
e. thesis/dissertation assistance 

 
Number of Scholars to be Supported at a Time 
 

The number of scholars on study at one time shall be limited to a minimum 
of 5% of the faculty and staff.  This will be prorated as follows:  60% for masteral 
degrees, and 40% for doctoral degrees. 

 

Determination of the number of scholars from each department/college will 
be based on the needs of the University in general. 

 

Unless any of the slots is vacated for reasons of completion of the course, 
termination of study, leave of absence or deferment, no new scholar shall be 
granted assistance by the University. 

 

Those intending to defer their studies must first seek the permission of the 
President of the University through the Scholarship Committee.  Such request 
must be submitted two (2) months before the start of the semester. 

 
Obligations of the Scholar 
 

The scholar shall regularly furnish the University a status report every 
semester of his/her study to include the following: 

 

1. Copy of enrollment forms to show proof that he/she is enrolled and carrying a 
minimum load of 9 units; 
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2. Grades in subjects taken during the semester, to be submitted at most a 
month after the close of the semester; 

3. Receipts of tuition fees, registration fee, purchase of books, photocopying 
services and internet use; 

4. Transportation ticket stubs before and after the scholarship contract. 
 

The scholar shall serve the University two (2) years for every year of study 
or a fraction thereof for full scholar and for faculty and staff on official time will 
only serve one year for every year of study and a fraction thereof. 

 
In case the scholars will opt to transfer to other government school/agency 

and have not fully repaid their services, they will have to repay in cash.  The 
amount shall be based on their latest salary including other remuneration.  The 
payment of unpaid services of a scholar shall be borne to the accepting agency if 
ever he/she failed to pay the same. 

 
The scholar shall be recalled if he/she fails to earn the graduate degree due 

to unsatisfactory academic performance and shall pay the corresponding amount 
spent by the University for his/her graduate work. 

 
Shifting to other graduate program without proper approval by the 

University shall not be allowed. 
 
A faculty who had enjoyed a scholarship from the University has to serve 

the institution corresponding to the number of years as stated in his/her 
scholarship contract before applying for another scholarship. 

 
The faculty development plan must be strictly followed. 
 

Steps to Follow in Applying for Scholarship 
 
1. Confer with the Department/College Head and the Chairman of the Faculty 

and Development Committee regarding the course and field of specialization 
wanted to pursue.  The field of specialization should be in accordance with 
the Faculty and Staff Development Plan. 

2. Apply for admission at reputable graduate schools and other accredited 
colleges and universities. 

3. Officially inform the Department/College Dean and the Faculty and Staff 
Development Committee of the admission to a graduate school for 
scheduling of graduate work and for endorsement to the President of the 
University. 

4. Apply for scholarship grant to the Faculty and Staff Development Committee 
for recommendation and for approval of the University President. 

 
 

 



Appendix D CODE OF ETHICS (Resolution No. 435, s. 1997) 
 
 

Resolution No. 435 
Series of 1997 

 
Pursuant to the provisions of Paragraph (e), Article II, of R.A. No. 7836, 

otherwise known as the “Philippines Teachers Professionalization Act of 1994” and 
Paragraph (a), Section 6, P.D. No. 223 as amended, the Board for Professional 
Teachers hereby adopts and promulgates the following “Code of Ethics for Professional 
Teachers”. 

 
Preamble 

 
Teachers are duly licensed professionals, who possess dignity and reputation 

with high moral values as well as technical and professional competence.  In the practice 
of their noble profession, they strictly adhere to, observe, and practice this set of ethical 
and moral principles, standards and values. 

 
Article I 

Scope and Limitations 
 

 Section 1. The Philippine Constitution provides that all educational institutions 

shall offer quality education for all Filipino citizens, a vision that requires professionally 
competent teachers committed to full realization.  The provisions of this Code shall 
apply, therefore to all teachers in all schools in the Philippines. 
 Section 2. This Code covers all public and private school teachers in all 

educational institutions as at the preschool, primary, elementary, and secondary levels 
whether academic, vocational, special, technical, or non-formal.  The term “teacher” 
shall include industrial art or vocational teachers and all other persons performing 
supervisory and/or administrative functions in all schools at the aforesaid levels, whether 
on full-time or part-time basis. 
 

Article II 
The Teacher and the State 

 
 Section 1. The schools are the nurseries of the citizens of the state.  Each 
teacher is a trustee of the cultural and educational heritage of the nation and is under the 
obligation to transmit to learners such heritage as well as to elevate national morality, 
promote national pride, cultivate love of country, instill allegiance to the Constitution and 
respect for all duly constituted authorities, and promote obedience to the laws of the 
state. 
 Section 2. Every teacher or school official shall actively help carry out the 

declared policies of the state, and shall take an oath to this effect. 
 Section 3. In the interest of the State of the Filipino people as much as of his 
own, every teacher shall be physically, mentally and morally fit. 
 Section 4. Every teacher shall possess and actualize full commitment and 
devotion to duty. 
 Section 5. A teacher shall not engage in the promotion of any political, 
religious, or other partisan interest, and shall not, directly, or indirectly, solicit, require, 
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collect, or receive any money, service or other valuable material from any person or 
entity for such purposes. 
 Section 6. Every teacher shall vote and shall exercise all other constitutional 

rights and responsibilities. 
 Section 7. A teacher shall not use his position or official authority of influence 
to coerce any other person to follow any political course of action. 
 Section 8. Every teacher shall enjoy academic freedom and shall have the 

privilege of sharing the product of his researches and investigations, provided that, if the 
results are inimical to the declared policies of the State, they shall be drawn to the 
proper authorities for appropriate remedial action. 
 

Article III 
The Teacher and the Community 

 
 Section 1. A teacher is a facilitator of learning and of the development of the 

youth; he shall, therefore, render the best services by providing an environment 
conducive to such learning and growth. 
 Section 2. Every teacher shall provide leadership and initiative to actively 
participate in community movements for moral, social, educational, economic and civic 
betterment. 
 Section 3. Every teacher shall merit reasonable social recognition for which 
purpose he shall behave with honor and dignity at all times and refrain from such 
activities as gambling, smoking, drunkenness and other excesses, much less illicit 
relations. 
 Section 4. Every teacher shall help the school keep the people in the 
community, and shall, therefore, study and understand local customs and traditions in 
order to have a sympathetic attitude, therefore, refrain from disparaging the community. 
 Section 5. Every teacher shall help the school keep the people in the 
community informed about the school’s work and accomplishments as well as its needs 
and problems. 
 Section 6. Every teacher is an intellectual leader in the community, especially 

in the barangay, and shall welcome the opportunity to provide such leadership when 
needed, to extend counseling services, as appropriate, and to actively be involved in 
matters affecting the welfare of the people. 
 Section 7. Every teacher shall maintain harmonious and pleasant personal and 

official relations with other professionals, with government officials, and with the people, 
individually or collectively. 
 Section 8. A teacher possesses freedom to attend church and worship, as 
appropriate, but shall not use his position and influence to proselyte others. 
 

Article IV 
The Teacher and the Profession 

 
 Section 1. Every teacher shall actively help insure that teaching is the noblest 
profession, and shall manifest genuine enthusiasm and pride in teaching as a noble 
calling. 
 Section 2. Every teacher shall uphold the highest possible standards of quality 
education, shall make the best preparation for the career of teaching, and shall be at his 
best at all times in the practice of his profession. 
 Section 3. Every teacher shall participate in the continuing professional 
education (CPE) program of the Professional Regulation Commission, and shall pursue 
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such other studies as will as improve his efficiency, enhance the prestige of the 
profession, and strengthen his competence, virtues, and productivity in order to be 
nationally and internationally competitive. 
 Section 4. Every teacher shall help, if duly authorized, to seek support for the 
school, but shall not make improper misrepresentations through personal 
advertisements and other questionable means. 
 Section 5. Every teacher shall use the teaching profession in a manner that 

makes it a dignified means for earning a decent living. 
 

Article V 
The Teacher and the Teaching Community 

 
 Section 1. Teachers shall, at all times, be imbued with the spirit of professional 
loyalty, mutual confidence, and faith in one another, self-sacrifice for the common good, 
and full cooperation with colleagues.  When the best interest of the learners, the school, 
or the profession is at stake in any controversy, teachers shall support one another. 
 Section 2. A teacher is not entitled to claim for work not of his own, and shall 
give due credit for the work of others which he may use. 
 Section 3. Before leaving his position, a teacher shall organize and leave to his 

successor such records and other data as are necessary to carry on the work. 
 Section 4. A teacher shall hold inviolate all confidential information concerning 
associates and the school, and shall not divulge to anyone documents which have not 
yet been officially released, remove records from the files without permission. 
 Section 5. It shall be the responsibility of every teacher to seek correctives for 
what may appear to be an unprofessional and unethical conduct of any associate.  This 
may be done only if there is incontrovertible evidence for such conduct. 
 Section 6. A teacher may submit to the proper authorities any justifiable 

criticism against an associate, preferably in writing, without violating any right of the 
individual concerned. 
 Section 7. A teacher may apply for a vacant position for which he is qualified, 
provided that he respects the system of selection on the basis of merit and competence, 
provided, further, that all qualified candidates are given the opportunity to be considered. 
 

Article VI 
The Teacher and Higher Authorities 

in the Philippines 
 

 Section 1. A teacher shall make it his duty to make an honest effort to 
understand and support the legitimate policies of the school and the administration 
regardless of professional feeling or private opinion and shall faithfully carry them out. 
 Section 2. A teacher shall not make any false accusation or charges against 
superiors, especially under anonymity.  However, if there are valid charges, he should 
present such under oath to competent authority. 
 Section 3. A teacher shall transact all official business through channels except 
when special conditions warrant different procedure, such as when reforms are 
advocated but are opposed by the immediate superior, in which case the teachers shall 
appeal directly to the appropriate higher authority. 
 Section 4. A teacher, individually or as part of a group, has right to seek 

redress against injustice and discrimination and, to the extent possible, shall raise his 
grievances within democratic processes.  In doing so, he shall avoid jeopardizing the 
interest and welfare of learners whose right to learn must be respected. 
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 Section 5. A teacher has a right to invoke the principle that appointments, 
promotions, and transfers of teachers are made only on the basis of merit and need in 
the interest of the service. 
 Section 6. A teacher who accepts a position assumes a contractual obligation 
to live up to his contract, assuming full knowledge of the employment terms and 
conditions. 
 

Article VII 
School Officials, Teachers and Other Personnel 

 
 Section 1. School officials shall at all times show professional courtesy, 

helpfulness and sympathy towards teachers and other personnel, such practices being 
standards of effective school supervision, dignified administration, responsible 
leadership and enlightened direction. 
 Section 2. A teacher shall recognize that the interest and welfare of learners 

are his first and foremost concern, and shall handle each learner justly and impartially. 
 Section 3. Under no circumstance shall a teacher be prejudiced nor 
discriminatory against any learner. 
 Section 4. A teacher shall not accept favors or gifts from learners, their parents 

or others in their behalf in exchange for requested concessions, especially if 
undeserved. 
 Section 5. A teacher shall not accept, directly or indirectly, any remuneration 
from tutorials other than what is authorized for such service. 
 Section 6. A teacher shall base the evaluation of the learner’s work on merit 
and quality of academic performance; 
 Section 7. In a situation where mutual attraction and subsequent love develop 
between the teacher and learner, the teacher shall exercise utmost professional 
discretion to avoid scandal, gossip, and preferential treatment of the learner. 
 Section 8. A teacher shall not inflict corporal punishment on offending learners 
nor make deductions from their scholastic ratings as a punishment for acts which are 
clearly not manifestations of poor scholarship. 
 Section 9. A teacher shall insure that conditions contributive to the maximum 
development of learners are adequate, and shall extend needed assistance in 
preventing or solving learner’s problem and difficulties. 
 

Article IX 
The Teacher and Parents 

 
 Section 1. A teacher shall establish and maintain cordial relations with parents, 

and shall conduct himself to merit their confidence and respect. 
 Section 2. A teacher shall inform parents, through proper authorities, of the 
progress or deficiencies of learners under him, exercising utmost candor and tact in 
pointing out learners’ deficiencies and in seeking parents cooperation for the proper 
guidance and improvement of learners. 
 Section 3. A teacher shall hear parent’s complaints with sympathy and 
understanding, and shall discourage unfair criticism. 
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Article X 
The Teacher and Business 

 
 Section 1. A teacher has a right to engage, directly or indirectly, in legitimate 
income generation, provided that it does not relate to or adversely affect his work. 
 Section 2. A teacher shall maintain a good reputation with respect to financial 
matters such as in the settlement of his just debts, loans and other financial affairs. 
 Section 3. No teacher shall act, directly or indirectly, as agent of, or be 
financially interested in, any commercial venture which furnish textbooks and other 
school commodities in the purchase and disposal of which he can exercise official 
influence, except only when his assignment is inherently related to such purchase and 
disposal, provided that such shall be in accordance with existing regulations. 
 

Article XI 
The Teacher as a Person 

 
 Section 1. A teacher shall live with dignity in all places at all times. 
 Section 2. A teacher shall place premium upon self-respect and self-discipline 
as the principle of personal behavior in all relationships with others and in all situations. 
 Section 3. A teacher shall maintain at all times a dignified personality which 
could serve as model worthy of emulation by learners, peers and others. 
 Section 4. A teacher shall always recognize the Almighty God or Being as 
guide of his own destiny and of the destinies of men and nations. 
 

Article XII 
Disciplinary Action 

 
 Section 1. Any violation of any provision of this Code shall be sufficient ground 
for the imposition against the erring teacher of disciplinary action consisting of revocation 
of his Certificate of Registration and License as a Professional Teacher, suspension 
from the practice of the teaching profession, reprimand, or cancellation of his 
temporary/special permit under causes specified in Sec. 23, Article III or R.A. No. 7836 
and under Rule 31, Article VIII, of the Rules and Regulations Implementing R.A. No. 
7836. 
 

Article XIII 
Effectivity 

 
 Section 1. This Code shall be approved by the Professional Regulation 

Commission and shall take effect sixty (60) days following its publication in the official 
Gazette or any newspaper of general circulation, whichever is earlier. 
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APPENDIX E ADMINISTRATIVE DISCIPLINARY RULES ON SEXUAL 
HARASSMENT CASES (RESOLUTION NO. 01-0940) 

 
Rule I Title 
 

Section I These Rules shall be known as the "Administrative Disciplinary 
Rules on Sexual Harassment Cases."  

 
Rule II Coverage 
 

Section 2 These Rules shall apply to all officials and employees in 
government, whether in the career or non-career service and 
holding any level of position, including Presidential appointees and 
elective officials, regardless of status, in the national or local 
government, state colleges and universities, including government-
owned or controlled corporations, with original charters.  

 
Rule III Definition 
 

Section 3 For the purpose of these Rules, the administrative offense of sexual 
harassment is an act, or a series of acts, involving any unwelcome 
sexual advance, request or demand for a sexual favor, or other 
verbal or physical behavior of a sexual nature, committed by a 
government employee or official in a work-related, training or 
education related environment of the person complained of.  

 

A. Work related sexual harassment is committed under the 
following circumstances: 

 

1. Submission to or rejection of the act or series of acts is used 
as a basis for any employment decision (including, but not 
limited to, matters related to hiring, promotion, raise in 
salary, job security, benefits and any other personnel action) 
affecting the applicant/employee; or  

2. The act or series of acts have the purpose or effect of 
interfering with the complainant’s work performance, or 
creating an intimidating, hostile or offensive work 
environment; or  

3. The act or series of acts might reasonably be expected to 
cause discrimination, insecurity, discomfort, offense or 
humiliation to a complainant who may be a co-employee, 
applicant, customer, or word of the person complained of. 

 

B Education or training-related sexual harassment is committed 
against one who is under the actual or constructive care, 
custody or supervision of the offender, or against one whose 
education, training, apprenticeship, internship or tutorship is 
directly or constructively entrusted to, or is provided by, the 
offender, when:  

 

1. Submission to or rejection of the act or series of acts as a 
basis for any decision affecting the complainant, including, 
but not limited to, the giving of a grade, the granting of 
honors or a scholarship, the payment of a stipend or 
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allowance, or the giving of any benefit, privilege or 
consideration.  

2. The act or series of acts have the purpose or effect of 
interfering with the performance, or creating an intimidating, 
hostile or offensive academic environment of the 
complainant; or  

3. The act or series of acts might reasonably expected to cause 
discrimination, insecurity, discomfort, offense or humiliation 
to a complainant who may be a trainee, apprentice, intern, 
tutee or ward of the person complained of. 

 
Section 4 Sexual harassment may take place:  

 
1. In the premises of the workplace or office or of the school or 

training institution;  
2. In any place where the parties were found as a result of work or 

education or training responsibilities or relations;  
3. At work or education or training-related social functions;  
4. While on official business outside the office or school or training 

institution or during work or school or training-related travel;  
5. At official conferences, fora, symposia or training sessions; or  
6. By telephone, cellular phone, fax machine or electronic mail. 

 
Rule IV Forms or Sexual Harassment 
 

Section 5 The following are illustrative forms of sexual harassment:  
 

a. Physical 
 

i. Malicious Touching;  
ii. Overt sexual advances;  
iii. Gestures with lewd insinuation. 

 

b. Verbal, such as but not limited to, requests or demands for 
sexual favors, and lurid remarks;  

 

c. Use of objects, pictures or graphics, letters or writing notes with 
sexual underpinnings;  

 

d. Other forms analogous to the forgoing. 
 
Rule V Persons Liable For Sexual Harassment 
 

Section 6 Any government official or employee, regardless of sex, is liable for 
sexual harassment when he/she:  

 

a. directly participates in the execution of any act of sexual 
harassment as defined by these Rules;  

b. induces or directs another or others to commit sexual 
harassment as defined by these Rules;  

c. cooperates in the commission of sexual harassment by another 
through an act without which the sexual harassment would not 
have been accomplished;  
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d. cooperates in the commission of sexual harassment by another 
through previous or simultaneous acts. 

 
Rule VI Committee on Decorum and Investigation of Sexual Harassment Cases 
 

Section 7 A Committee on Decorum and Investigation shall be created in all 
national or local agencies of the government, state colleges and 
universities, including government-owned or controlled corporations 
with original charter. The Committee shall perform the following 
functions:  

 

a. Receive complaints of sexual harassment;  
b. Investigate sexual harassment complaints in accordance with 

the prescribed procedure;  
c. Submit a report of its findings with the corresponding 

recommendation to the disciplining authority for decision;  
d. Lead in the conduct of discussions about sexual harassment 

within the agency or institution to increase understanding and 
prevent incidents of sexual harassment; 

 

Localized Committees on Decorum and Investigation 
established in the regional or field offices, as the case may be, 
of the agency or institution shall have the same functions as 
stated above and shall submit the report of investigation with its 
recommendation directly to the disciplining authority.  

 

When a member of the Committee is the complainant or 
the person complained of in a sexual harassment case, he/she 
shall be disqualified from being a member of the Committee.  

 
Section 8 Composition. - In a work-related environment, a Committee on 

Decorum and Investigation shall be composed of at least one (1) 
representative each from the management, the accredited union, if 
any, the second level employees, and from the first level 
employees, duly selected by the unit concerned.  

In an educational or training institution, the Committee shall be 
composed of at least one (1) representative from the administration, 
the trainers, teachers, instructors, professors or coaches, and 
students or trainees, as the case may be, duly selected by the level 
concerned.  

 
Section 9 The agency may formulate its own rules governing the term of office 

of its members which should be more than two years, and other 
matters pertaining to the functions of the Committee not otherwise 
provided in these Rules.  

 
Rule VII Pre-Filing Standard Operating Procedures In Attending To Victims Of 

Sexual Harassment 
 

Section 10 The Pre-filing Stage. – The agency may adopt mechanisms to 
provide assistance to an alleged victim of sexual harassment 
which may include counseling, referral to an agency offering 
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professional help, and advice on options available before the 
filing of the complaint.  

 
Rule VIII Standard Procedural Requirements 
 

Section 11. The procedural rules provided hereunder are the standard 
requirements in handling a sexual harassment case.  

 
Section 12 Complaint.  

 

a. The complaint may be filed at any time with the disciplining 
authority of the office or agency, or with the Committee on 
Decorum and Investigation. Upon receipt of the complaint by 
the disciplining authority of the office or agency, the same 
shall be transmitted to the Committee on Decorum and 
Investigation, if there is any. In the absence of a Committee 
on Decorum and Investigation, the head office or agency 
shall immediately cause the creation of Committee on 
Decorum and Investigation in accordance with the law and 
rules, and transmit the complaint to the Committee.  

 

b. The complaint must be in writing, signed and sworn to by the 
complainant. It shall contain the following:  

 

1.  the full name and address of the complainant;  
2.  the full name, address, and position of the respondent;  
3.  a brief statement of the relevant facts;  
4.  evidence, in support of the complainant, if any;  
5.  a certification of non-forum shopping.  

 

In the absence of any one of the aforementioned 
requirements, the complaint shall be dismissed without 
prejudice to its refiling.  

 

Where the complaint is not under oath, the complainant 
shall be summoned by the Committee to swear to the truth 
of the allegations in the complaint.  

 

c.  Complaints sent by telegram, radiogram, electronic mail or 
similar means of communication shall be considered non-
filed unless the complainant shall comply with the 
requirements provided in Section 12(b) within ten (10) days 
from receipt of the notice for compliance.  

d.  Withdrawal of the complaint at any stage of the proceedings 
shall not preclude the Committee from proceeding with the 
investigation where there is obvious truth or merit to the 
allegations in the complaint or where there is documentary 
or direct evidence that can prove the guilt of the person 
complained of. 

 
Section 13. Action on the Complaint. – Upon receipt of a complaint that is 

sufficient in form and substance, the Committee on Decorum 
and Investigation shall require the person complained of to 
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submit a Counter-Affidavit/Comment under oath within three (3) 
days from receipt of the notice, furnishing a copy thereof to the 
complainant, otherwise the Counter-Affidavit/Comment shall be 
considered as not filed.  

 
Section 14. Preliminary Investigation. – A preliminary investigation shall be 

conducted by the Committee on Decorum and Investigation. The 
investigation involves the ex parte examination of documents 
submitted by the complainant and the person complained of, as 
well as documents readily available from other government 
offices.  

During the preliminary investigation, the parties may 
submit affidavits and counter-affidavits.  

 

Upon receipt of the counter-affidavit or comment under 
oath, the Committee on Decorum and Investigation may now 
recommend whether a prima facie case exists to warrant the 
issuance of a formal charge.  

 

During preliminary investigation, proceedings before the 
Committee on Decorum and Investigation shall be held under 
strict confidentiality.  

 

Section 15 Duration of the Investigation. – A preliminary investigation shall 

commence not later than five (5) days from receipt of the 
complaint by the Committee on Decorum and Investigation and 
shall be terminated within fifteen (15) working days thereafter.  

 

Section 16 Investigation Report. – Within five (5) working days from the 
termination of the preliminary investigation, the Committee on 
Decorum and Investigation shall submit the Investigation Report 
and the complete records of the case to the disciplining 
authority.  

 

Section 17 Decision or Resolution After Preliminary Investigation. – If a 
prima facie case is established during the investigation, a formal 
charge shall be issued by the disciplining authority within three 
(3) working days from receipt of the Investigation Report.  

In the absence of a prima facie case, the complaint shall 
be dismissed within the same period.  

 

Section 18 Formal Charge. – After finding a prima facie case, the 
disciplining authority shall formally charge the person 
complained of. The formal charge shall contain a specification of 
the charge(s), a brief statement of material or relevant facts, 
accompanied by certified true copies of the documentary 
evidence, if any, sworn statements covering the testimony of 
witnesses, a directive to answer the charge(s) in writing under 
oath in not less than seventy-two hours from receipt thereof, an 
advice for the respondent to indicate in his/her answer whether 
or not he/she elects a formal investigation of the charge(s), and 
a notice that he/she is entitled to be assisted by a counsel of 
his/her choice.  
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If the respondent has submitted his/her comment and 
counter-affidavits during the preliminary investigation, he/she 
shall be given the opportunity to submit additional evidence.  

 

The Committee on Decorum and Investigation shall not 
entertain requests for clarification, bills of particulars or motions 
to dismiss which are obviously designed to delay the 
administrative proceeding. If any of these pleadings is filed by 
the respondent, the same shall be considered as part of his/her 
answer which he/she may file within the remaining period for 
filing the answer.  

 

Section 19 Answer. – The answer which must be in writing and under oath, 

shall be specific and shall contain material facts and applicable 
laws, if any, including documentary evidence, sworn statements 
covering testimonies of witnesses, if there be any, in support of 
respondent’s case. If shall also include a statement indicating 
whether he/she elects a formal investigation.  

 

Section 20 Failure to File an Answer. – If the respondent fails or refuses to 

file his/her answer to the formal charge within seventy-two (72) 
hours from receipt thereof without justifiable cause, he/she shall 
be considered to have waived his right thereto and formal 
investigation may commence.  

 

Section 21 Preventive Suspension. – Upon petition of the complainant or 
motu proprio upon the recommendation of the Committee on 

Decorum and Investigation, at any time after the service of the 
Formal Charge to the respondent, the proper disciplining 
authority may order the preventive suspension of the respondent 
during the formal investigation, if there are reasons to believe 
that he/she is probably guilty of the charges which would warrant 
his/her removal from the service.  

 

An order of preventive suspension may be issued to 
temporarily remove the respondent from the scene of his/her 
misfeasance or malfeasance and to preclude the possibility of 
his/her exerting undue influence or pressure on the witnesses 
against him/her or tampering of documentary evidence on file 
with this office.  

 

Section 22 Duration of Preventive Suspension. - When the administrative 
case against the respondent under preventive suspension is not 
finally decided by the disciplining authority within the period of 
ninety (90) days after the date of his/her preventive suspension, 
unless otherwise provided by special law, he/she shall be 
automatically reinstated into the service: Provided, that when the 
delay in the disposition of the case is due to the fault, negligence 
or petition of the respondent, the period of delay should not be 
included in the counting of the ninety (90) calendar days period 
of preventive suspension: Provided, further, That should the 
respondent be on paternity/maternity leave, said preventive 



 

 

136 

136 

suspension shall be deferred or interrupted until such time that 
said leave has been fully enjoyed.  

 

Section 23 Remedies from the Order of Prevention Suspension. – The 
respondent may file a motion for reconsideration with the 
disciplining authority or may elevate the same to the Civil 
Service Commission by way of an appeal within fifteen (15) days 
from receipt thereof.  

 

Section 24 Conduct of Formal Investigation. – Although the respondent 
does not request a formal investigation, one shall nevertheless 
be conducted by the Committee on Decorum and Investigation if 
it deems such investigation as necessary to decide the case 
judiciously.  

 

The investigation shall be held not earlier than five (5) days 
nor later than ten (10) days from receipt of the respondent’s 
answer. Said investigation shall be finished within thirty (30) 
days from the issuance of the formal charge or the receipt of the 
answer unless the period is extended by the disciplining 
authority in meritorious cases.  

 

Section 25 Pre-hearing Conference. – At the commencement of the formal 

investigation, the Committee on Decorum and Investigation may 
conduct a pre-hearing conference for the parties to appear, 
consider and agree on any of the following:  

 

a. stipulation of facts;  
b. simplification of issues;  
c. identification and marking of evidence of the parties;  
d. waiver of objections to admissibility of evidence;  
e. imiting the number of witnesses, and their names;  
f. dates of subsequent hearings; and  
g. such other matters as may aid in the prompt and just 

resolution of the case. 
 

The parties may submit position paper/memoranda and 
submit the case for resolution based on the result of the pre-
hearing conference without any need for further hearing.  

 

Section 26 Continuous Hearing Until Terminated; Postponement. – 
Hearings hall be conducted on the hearing dates set by the 
Committee on Decorum and investigation or as agreed upon 
during a pre-hearing conference.  

 

Where no pre-hearing conference is conducted, the 
parties, their counsels and witnesses, if any, shall be given a 
notice of at least five (5) days before the first scheduled hearing 
specifying the time, date and place of the said hearing and 
subsequent hearings.  Thereafter, the schedule of hearings 
previously set shall be strictly followed without further notice. A 
party shall be granted only three (3) postponements upon oral or 
written requests. A further po stponement may be granted only 
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upon written request and subject tot the discretion of the 
Committee on Decorum and investigation.  

 

If the respondent fails to appear during the scheduled 
hearings despite due notice, the investigation shall proceed ex-
parte and the respondent is deemed to have waived his right to 

be present and to submit evidence in his favor during those 
hearings.  

 

Section 27 Preliminary Matters. – At the start of the hearing, the Committee 
on Decorum and Investigation shall note the appearances of the 
parties and shall proceed with the reception of evidence for the 
complainant.  

 

If the respondent appears without the aid of a counsel, 
he/she shall be deemed to have waived his/her right to counsel.  

Before taking the testimony of a witness, the Committee on 
Decorum and Investigation shall place him/her under oath and 
then take his/her name, address, civil status, age, and place of 
employment.  

 

Section 28 Appearance of Parties. – Any person representing any of the 
parties before any hearing or investigation shall manifest orally 
or in writing his/her appearance for either the respondent or 
complainant, stating his/her full name and exact address where 
he/she can be served with notices and other documents. Any 
pleading or appearance made without complying with the above 
stated requirements shall not be recognized.  

 

Section 29 Order of Hearing. – Unless the Committee on Decorum and 

Investigation directs otherwise, the order of hearing shall be as 
follows:  
 

a. The complainant shall present evidence in support of the 
charge;  

b. The respondent shall then offer evidence in support of 
his/her defense;  

c. The complainant may then offer rebuttal evidence, and the 
respondent, sur-rebuttal evidence. 

 

Every witness may be examined in the following order:  
 

a. Direct examination by the proponent;  
b. Cross-examination by the opponent;  
c. Re-direct examination by the opponent;  
d. Re-cross examination by the opponent. 

 

A sworn statement of a witnesses, properly identified and 
affirmed by the witness before the Committee on Decorum and 
Investigation shall constitute his/her direct testimony.  

 

When the presentation of evidence has been concluded, 
the parties shall formally offer their evidence either orally or in 
writing and thereafter objections thereto may also be made 
either orally or in writing. Thereafter, both parties may be given 
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time to submit their respective memorandum which in no case 
shall be beyond five (5) days after the termination of the 
investigation. Failure to submit the memorandum within the 
given period shall be considered a waiver thereof.  

 

Section 30 Objections. – All objections raised during the hearing shall be 

resolved by the Committee on Decorum and Investigation. 
However, objections that cannot be ruled upon by the 
Committee shall be noted with the information that the same 
shall be included in the memorandum of the concerned party to 
be ruled upon by the proper disciplining authority.  

 

The Committee on Decorum and Investigation shall accept 
all evidence deemed material and relevant to the case. In case 
of doubt, the Committee on Decorum and Investigation shall 
allow the admission of evidence subject to the objection 
interposed against its admission.  

 

Section 31 Markings. – All documentary evidence or exhibits shall be 
properly marked by letters (A, B, C, etc.) if presented by the 
respondent. These shall form part of the complete records of the 
case.  

 

Section 32 Request for Subpoena. – If a party desires the attendance of a 
witness or the production of documents of things, he/she shall 
make a request for the issuance of the necessary subpoena, at 
least three (3) days before the scheduled hearing. 

 

Section 33 Issuance of Subpoena. – The Committee on Decorum and 
Investigation may issue subpoena ad testificandum to compel 
the attendance of witnesses and subpoena duces tecum for the 
production of documents or objects.  

 

Section 34 Records of Proceedings. – The proceedings of the formal 
investigation must be recorded either through shorthand or 
stenotype or by any other method.  

 

Section 35 Effect of the Pendency of an Administrative Case. – The 
pendency of any administrative case shall not disqualify the 
respondent for promotion or from claming maternity/paternity 
benefits. For this purpose, an administrative case shall be 
construed as pending when the disciplining authority has issued 
a formal charge.  

 

Section 36 Formal Investigation Report. – Within fifteen (15) days after the 
conclusion of the formal investigation, a report containing a 
narration of the material facts established during the 
investigation, the findings and the evidence supporting said 
findings, as well as the recommendations, shall be submitted by 
the Committee on Decorum and Investigation to the disciplining 
authority. The complete records of the case shall be attached to 
the Report of Investigation.  

 

The complete records shall be systematically and 
chronologically arranged, paged, and securely bound to prevent 
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loss. A table of contents shall be prepared. Whoever is in-charge 
of the transmittal of the complete records shall be held 
responsible for any loss or suppression of pages thereof.  

 

Section 37 When Case is Decided. – The disciplining authority shall render 
his decision on the case within thirty (30) days from receipt of 
the Report on Investigation.  

 

Section 38 Finality of Decisions. – A decision rendered by heads of 

agencies where a penalty of suspension for not more than thirty 
(30) days or a fine in an amount not exceeding thirty (30) days 
salary is imposed, shall be final and executory. However, if the 
penalty imposed is suspension exceeding thirty (30) days or a 
fine exceeding thirty (30) days salary, the same shall be final 
and executory after the lapse of the reglementary period for filing 
a motion for reconsideration or an appeal and no such pleading 
has been filed.  

 
Rule IX. Remedies After a Decision 
 

Section 39 Filing of Motion for Reconsideration. – The party adversely 
affected by the decision may file a motion for reconsideration 
with the disciplining authority who rendered the decision within 
fifteen (15) days from receipt thereof.  

 

Section 40 When Deemed Filed. – A motion for reconsideration shall be 
deemed filed on the date stamped on the official copy by the 
proper receiving authority, and in case it was sent by mail, on 
the date shown by the postmark on the envelope which shall be 
attached to the records of the case.  

 

Section 41 Grounds for Motion for Reconsideration. – The motion for 
reconsideration shall be based on any of the following:  

 

a. New evidence has been discovered which materially affects 
the decision rendered; or  

b. The decision is not supported by the evidence on record; or  
c. Errors of law irregularities have been committed prejudicial 

to the interest of the movant. 
 

Section 42 Limitation. – Only one motion for reconsideration shall be 
entertained.  

 

Section 43 Effect of Filing. – The filing of a motion for reconsideration within 
the reglementary period of fifteen (15) days shall stay the 
execution of the decision sought to be reconsidered.  

 

Section 44 Filing of Appeals. – Decisions of heads of departments, 
agencies, provinces, cities, municipalities and other 
instrumentalities imposing a penalty exceeding thirty (30) days 
suspension or fine in an amount exceeding thirty (30) days 
salary, may be appealed to the Commission Proper within a 
period of fifteen (15) days from receipt thereof.  
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In case the decision rendered by a bureau or office head is 
appealable to the Commission, the same may be initially 
appealed to the department head and finally to the Commission 
Proper. Pending appeal, the same shall be executory except 
where the penalty is removal, in which case the same shall be 
executory only after confirmation by the Secretary concerned.  

 

A notice of appeal including the appeal memorandum shall 
be filed with the appellate authority, copy furnished the 
disciplining office. The latter shall submit the records of the case, 
which shall be systematically and chronologically arranged, 
paged and securely bound to prevent loss with its comment, 
within fifteen (15) days, to the appellate authority.  

 

Section 45 When Deemed Filed. – An appeal sent by mail shall be deemed 
filed on the date shown by the postmark on the envelope which 
shall be attached to the records of the case and in the case of 
personal delivery, the date stamped thereon by the proper office.  

 

Section 46 Appeal Fee. – The appellant shall pay an appeal fee of Three 

Hundred Pesos (P300.00) and a copy of the receipt thereof shall 
be attached to the appeal.  

 

Section 47 Perfection of an Appeal. – To perfect an appeal, the appellant 
shall within fifteen (15) days from receipt of the decision submit 
the following:  
 

a. Notice of appeal which shall specifically state the date of the 
decision appealed from and the date of receipt thereof;  

b. Three (3) copies of appeal containing the grounds relied 
upon for the appeal, together with the certified true copy of 
the decision, resolution or order appealed from, and certified 
copies of the documents or evidence;  

c. Proof of service of a copy of the appeal memorandum to the 
disciplining office;  

d. Proof of payment of the appeal fee; and  
e. A statement or certification of non-forum shopping. 

 

Failure to comply with any of the above requirements 
within the reglementary period shall be construed as failure to 
perfect an appeal and shall cause its dismissal. 

 

Section 48 Effect of Filing. – An appeal shall not stop the decision from 
being executory, and in case the penalty is suspension or 
removal, the respondent shall considered as having been under 
preventive suspension during the pendency of the appeal, in the 
event he wins the appeal.  

 

Section 49 When Case is Remanded for Violation of Respondent’s Right to 
Due Process. – If the case on appeal with the Commission 
Proper is remanded to the proper disciplining authority for further 
investigation, the said disciplining authority through the 
Committee on Decorum and Investigation shall finish the 
investigation within three (3) calendar months from the date of 
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receipt of the records from the Commission, unless the 
investigation is delayed due to the fault, negligence or petition of 
the person complained of, or an extension is granted by the 
Commission Proper in meritorious cases. The period of delay 
shall not be included in the computation of the prescribed period.  

 

Within fifteen (15) days from the submission of the 
investigation report to the disciplining authority, it shall render its 
decision. If, at the end of said period, the disciplining authority 
fails to decide the case, the Commission Proper shall vacate 
and set aside the appealed decision and declare the person 
complained of exonerated of the charge. If the person 
complained of is under preventive suspension, he shall be 
immediately reinstated.  

 

The Civil Service Regional Office or the Office for Legal 
Affairs of the Civil Service Commission shall evaluate requests 
for the extension of formal investigations and grant the same on 
meritorious grounds. In disposing the requests, said office shall 
be guided by the principles of justice and fair play, provided, that 
the extension shall not be for more than twenty (20) days.  

 

For this purpose, the Regional Director shall monitor the 
implementation of the CSC Resolution remanding the case to 
the proper disciplining authority for further investigation and 
submit a report to the Commission Proper.  

 

Section 50 Petition for Review. - A complainant may elevate the decision of 
the disciplining authority dismissing a complaint for lack of a 
prima facie case before the Commission Proper through a 
Petition for Review within fifteen (15) days from the receipt of 
said decision.  

 

Section 51. Petition for Review with the Court of Appeals. – A party may 

elevate a decision of the Commission before the Court of 
Appeals by way of Petition for Review under Rule 43 of the 1997 
Revised Rules of Court.  

 

Section 52. Petition for Certiorari. – When the disciplining authority has acted 
without or in excess of jurisdiction, or with grave abuse of 
discretion amounting to lack or excess of jurisdiction and there is 
no appeal, nor any plain, speedy and adequate remedy in the 
ordinary course of law, a person aggrieved thereby may file a 
verified petition for certiorari in the proper court under Rule 65 of 
the Rules of Court.  

 
Rule X Classification of Acts of Sexual Harassment 

 

Section 53 Sexual harassment is classified as grave, less grave and light 
offenses.  

 
 
 
 

http://www.chanrobles.com/1997rulesofcivilprocedure.htm
http://www.chanrobles.com/1997rulesofcivilprocedure.htm
http://www.chanrobles.com/rulesofcourt.htm
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A Grave Offenses shall include, but are not limited to:  
 

1. Unwanted touching of private parts of the body (genitalia, 
buttocks and breast);  

2. Sexual assault;  
3. Malicious touching;  
4. Requesting for sexual favor in exchange for employment, 

promotion, local or foreign travels, favorable working 
conditions or assignments, a passing grade, the granting 
of honors or scholarship, or the grant of benefits or 
payment of a stipend or allowance, and  

5. Other analogous cases. 
 

B Less Grave Offenses shall include, but are not limited to:  
 

1. Unwanted touching or brushing against a victim’s body;  
2. Pinching not falling under grave offenses;  
3. Derogatory or degrading remarks or innuendoes directed 

toward the members of one sex, or one’s sexual 
orientation or used to describe a person;  

4. Verbal abuse with sexual overtones; and  
5. Other analogous cases. 

 

C The following shall be considered Light Offenses;  
 

1. Surreptitiously looking or staring a look of a person’s private 
part or worn undergarments;  

2. Telling sexist/smutty jokes or sending these through text, 
electronic mail or other similar means, causing 
embarrassment or offense and carried out after the offender 
has been advised that they are offensive or embarrassing or, 
even without such advise, when they are by their nature 
clearly embarrassing, offensive or vulgar;  

3. Malicious leering or ogling;  
4. The display of sexually offensive pictures, materials or 

graffiti;  
5. Unwelcome inquiries or comments about a person’s sex life;  
6. Unwelcome sexual flirtation, advances, and propositions;  
7. Making offensive hand or body gestures at an employee;  
8. Persistent unwanted attention with sexual overtones;  
9. Unwelcome phone calls with sexual overtones causing 

discomfort, embarrassment, offense or insult to the receiver; 
and  

  10. Other analogous cases. 
 
Rule XI Administrative Liabilities 
 

Section 54 The head of office who fails to act within fifteen (15) days from 
receipt of any complaint for sexual harassment properly filed 
against any employee in that office shall be charged with 
Neglect of Duty. 
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Section 55 The penalties for light, less grave, and grave offenses are as 
follows:  

 

A. For light offenses:  
 

1st offense – Reprimand  
2nd offense – Fine or suspension not exceeding thirty (30) 
days  
3rd offense – Dismissal 

 

B. For less grave offenses:  
 

1st offense – Fine or suspension of not less than thirty (30) 
days and not exceeding six (6) months  

2nd offense – Dismissal 
 

For grave offenses: Dismissal 
 

Section 56 If the respondent is found guilty of two or more charges or 
counts, the penalty to be imposed should be that corresponding 
to the most serious charge or count and the rest shall be 
considered as aggravating circumstances. 

 

Rule XII Duty of The Agencies of the Government 
 

Section 57 All national and local government agencies, state colleges and 
universities, including government-owned or controlled 
corporations with original charter, shall promulgate or modify 
their own rules and regulations in conformity with these Rules, in 
consultation with their employees, within six (6) months from the 
effectivity of this Resolution.  

 

Section 58 All agencies of the government shall submit an authenticated 
copy of their rules and regulations on sexual harassment to the 
Commission for approval within one (1) month from the date of 
their promulgation. They shall likewise submit to the 
Commission a list of the members of their Committee on 
Decorum and investigation immediately after its composition.  

 

Section 59 All agencies of the government shall develop an education and 
training program for their officials and employees and the 
members of their Committee on Decorum and Investigation to 
increase understanding about sexual harassment, prevent its 
occurrence, and ensure proper investigation, prosecution and 
resolution of sexual harassment cases.  

 

Section 60 The head of office who after six (6) months from the effectivity of 
this Resolution, fails to cause the promulgation or modification of 
the agency’s rules and regulations on sexual harassment in 
conformity with these Rules, shall be charged with Neglect of 
Duty.  

 

Rule XIII Duty of the Commission 
 

Section 61 The Commission, through its Field Offices, shall monitor the 
implementation of the directive to all government agencies to 



 

 

144 

144 

promulgate or modify, as the case may be, their rules and 
regulations on sexual harassment, as well as the conduct of the 
training programs as provided in Sections 59 and 60.  

 

Section 63 In case a complaint alleging acts constituting sexual harassment 
as defined herein is filed with the Commission, the same shall 
be remanded to the agency where the alleged offender is 
employed for appropriate action in accordance with their own 
rules and regulations on sexual harassment. 

 

Section 64 The Civil Service Commission shall render technical assistance 
to agencies in the formulation of their rules and regulations on 
sexual harassment and the development and implementation of 
an intervention and prevention program on sexual harassment.  

 

Rule XIV Cases During the Intervening Period 
 

Section 65 During the period when the agency is still in the process of 
promulgating or modifying its own rules and regulations on 
sexual harassment, a complaint alleging acts constituting sexual 
harassment shall be administratively prosecuted, resolved and 
adjudicated based on these Rules.  

 

Rule XV Forum Shopping 
 

Section 66 Under the same set of ultimate facts, the filing of a complaint 
based on an agency’s rules and regulations on sexual 
harassment shall preclude the filing of another administrative 
complaint under any other law.  

 

Rule XVI REPEALING CLAUSE 
 

Section 67 Rules and regulations and other issuances or parts thereof 
inconsistent with the provisions of these Rules are hereby 
repealed or modified accordingly.  

 

Rule XVII EFFECTIVITY CLAUSE 
 
Section 68 These Rules shall take effect fifteen (15) days after its 

publication in a newspaper of general circulation.  
 

Quezon City, May 21, 2001 
 

(Sgd)  KARINA CONSTATINO-DAVID 
Chairman 

 

(Sgd)  JOSE F. ERESTAIN, JR. 
Commissioner 

 

(Sgd) J. VLADEMAR V. VALMORES 
Commissioner 
 

Attested by: 
 
(Sgd.) ARIEL G. RONQUILLO 


