PROCEDURES AND WORK INSTRUCTIONS
MANUAL

STUDENT SUPPORT SERVICES IN THE
FOLLOWING AREAS:

* REGISTRAR,
* GUIDANCE AND COUNSELING
* LIBRARY

ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
LAGANGILANG, ABRA

By




Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

Contents of this Procedures and Work Instructions Manual were
derived from the Student Services Operations Manual approved by the
ASIST Board of Trustees, Resolution No. 30,s. 2016




Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY

Province of Abra

—— P ——— —
1 ilang Campus, I i Abra Telefax No. (074) 752-8171
Bangued Cam antiago St.. Bangued, Abra e-mail: asistmain@yahoo.com

EXCERPT FROM MINUTES OF THE 154 MEETING OF THE BOARD OF
TRUSTEES OF THE ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
HELD AT THE 4th FLOOR HEDC BUILDING., CHED CENTRAL OFFICE, C.P.
GARCIA AVE., QUEZON CITY, PHILIPPINES ON SEPTEMBER 15, 2016 AT 12

NOON.

The Board approved the ASIST Student Services Operations Manual with amendments
and recommendations from Commissioner Brillantes and Trustee Bartolazo:

RESOLUTION NO. 30, S. 2016
RESOLVED, AS IT IS HEREBY RESOLVED TO APPROVE the ASIST

STUDENT SERVICES OPERATIONS MANUAL with amendments and
recommendations from the ASIST Board of Trustees.

APPROVED.
Prepared by: A/ Attested;
PATRICIAJA. BENEDITO REL O V.LABANEN
AO IV/Ag¢ting Board Secretary Colle Preszdent I




FOREWORD

The Procedures and Work Instructions Manual, is the outcome of a
collaborative works of the various units of the Student Services Unit of this
College. The goal of which, is to provide a ready reference in the day-to-day
operation of the three (3) Student Support Services in the following areas:
Registrar, Guidance and counseling and Library. This Manual outlines the
operating procedures involved in every transaction as well as it identifies the
person discharging each task at a given time frame.

The Production of the Procedures and Work Instruction Manual attests to
the firm intention of the College, to provide the best services to its clienteles,
especially to the students.

There will be continuous updating and revision of this manual in the form
of amendments as new operating procedures, policies and guidelines.

It is hoped that through this Procedures and Work Instruction Manual, the
three(3) Students Support Services Units providing frontline services to our
students, shall become more responsive and efficient, and that they will become
Model Civil Servants that every client learn to admire and emulate




EXECUTIVE SUMMARY

This Procedures and Work Instructions Manual, is a compilation of the various
processes involved in the delivery of the three (3) different frontline student services
namely, the Registration and Admission Service, the Guidance and Counseling Services, and
the Library Services. The ultimate objective of this manual is to provide the frontline
providers ready reference on how to go about with the day-today conduct of their office
affairs to ensure the effective and efficient delivery of their services.

The First part provides the brief overview of the servicing unit, the organization and
responsibilities, and the specific functions arising from these responsibilities thereby
indicating an easy lay-out on the duties and structures

The Second part introduces the operation procedures and the policies upon which
this operations manual evolved. The policies on admission and registration, transfer,
loading, dropping, grading, credits graduation and records management student personnel
management, student organizations, health services, medical and dental services, spiritual-
cultural-sports services, alumni and library services. Other major tasks such as policies on
educational field trips, Student Internship Abroad Policies, involved in the operations of
these student services which were earlier approved by the BOT were presented to provide
the legal bases in the decision making of all frontline service providers.

The Third part outlines the operational control and supervision and operating
procedures of all major tasks in the different student services. Every major tasks were
identified and every processes involved therein were presented in flowcharts with
corresponding description to facilitate understanding of the steps that the students and the
service provided would have to go through in every transaction.

The Fourth part provides how records of each transaction would be classified, filed
and disposed for purposes of documentation, safe keeping and control.

The Fifth part includes the forms, reports and required documents that are needed
to be filled out before, during and after every transaction. These are important to fast track
the transactions process in all the services provided.
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Part I. OVERVIEW, FUNCTIONS AND RESPONSIBILITIES IN THE VARIOUS OFFICES OF THE
STUDENT SERVICES

A. The Registrar’s Office: Overview, and Responsibilities
A.1 Brief Information about the Registrar’s Office

From the time Abra State Institute of Sciences and Technology was founded in 1908,
the school Principal performed the functions of a Registrarin keeping records of students. In
1966, it became the Lagangilang Agricultural College. The students’ records were managed
then by a designated employee and on July 1, 1975 to January 1, 1985 a Registrar | with a
regular plantilla item was appointed. From January 2, 1985 to December 16, 1986, an
employee took again the functions of a Registrar in an acting capacity. On December 17,
1986 until June 30, 1989 the item of Registrar | was again filled up. And on July 1, 1989 the
item was upgraded to Registrar IIl. In 2003, because the former Registrar retired an Officer-
in-Charge was designated. It was only in May 2, 2012 that a new Registrar was appointed.

At present the Registrar’s office of ASIST Lagangilang campus is manned by a
Registrar assisted by an Administrative Assistant with a regular plantilla item and an
Administrative Aide on a job-order basis to cater to the increasing student population in the
registration and academic records management. The policies enforced relative to student
admission, registration, credit validation and evaluation, grading system, residency and
retention, graduation requirements and other related matter are based from the Code of
ASIST which was approved by the BOT under Res. # 31, s. 1997, Student Handbook, as well
as circulars issued by the Commission on Higher Education.

A.2 Organization and Responsibilities

The Registrar’s Office is an academic support unit of the college which administers
operations in the areas of course registration, student academic records, graduation and
other related services. It serves as the main front line service unit of the college on
curricular and academic matters.

There are three divisions in the Registrar’s Office, namely:
1. Admission
2. Registration and Allied Services
3. RecordsManagement

o Request/ Releasing Section
o Data Processing and Archiving section

A.3 General Functions of the Registrar

1. Plans, implements and evaluates policies relative to registration, scheduling of
courses, data processing, recording and storage of student records,
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Administers operations in the following areas of registration and enrollment related
activities, student records management, graduation and other related service
Implements admission course requirements, transfer, retention, graduation and
other matters pertaining to student accounting

Determines subject load and subject sequences

Ascertains compliance of academic requirements including removal of incomplete
grades

Enforces graduation requirement

Prepares and submits records of candidates for graduation

Issues certificates, grades, records, release transfer credential, clearances and
diplomas

Receives, processes and dispatches records or transcript of record both active and
inactive students.

Supervises recording of data in students record, updating and providing control
flows, safety and security of files and records

Attends to correspondence regarding school records and other information

Directs reconstruction of lost or missing records

. Attends to transactions with government offices or agencies regarding matters

related to the functions of the office.

Assumes responsibility for all documents signed or certified by him/her.

Resolves questions on academic policies and regulations on students’ records.
Provides statistical data on enrollment and related reports requested by government
and other external agencies

Assists in the formulation and implementation of strategic and operational plans for
the Institution

Periodically reviews present systems and procedures and formulates strategies to
improve them

Requests the needed equipment and supplies.

Maintains linkages with other registrars in other institutions in connection with
student records and registrars’ concerns

Overseas the proper use, maintenance, control and safe keeping of property and
equipment of the office

Designs and revises forms needed for the registrar’s use and transaction

Assists in the revision of curricula and academic policies, rules and regulations.

A.4 Student Admission Functions

1. Prepares admission and enrollment paraphernalia.

2. Coordinates admission and enrollment of students.

3. Reviews, checks, and verifies authenticity of submitted credentials of new students.
4. Requests Form 137-A and OTR of newly admitted students.
5. Properly turns over credentials of new students to the person In-charge of records.

6. Prepares Freshmen enrollment list.
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7. Prepares statistical records of transferees.

A.5 Functions of Staff In-Charge of Requests/ Releasing Section

1. Accommodates, receives, processes, and releases requests for transcript of record,
certification, transfer credentials, and other academic records.

. Prompt compliance and release of requested records and other information.

. Keeps a daily record of all incoming and outgoing records.

. Prepares and generates requested academic records.

. Prepares various forms and enrollment paraphernalia.

. Maintains logbooks for recording of incoming requests for academic records and their

o U~ W N

releases.
7. Secures the integrity and confidentiality of records.
8. Classifies and stores files of active and inactive records systematically for easy retrieval.

A.6 Functions of Personnel In-Charge of Data Processing and Archiving

1. Encodes subject codes per course.

2. Encodes complete data of every student in individual ledgers.

3. Prepares worksheet of consolidated grades, transcript of records and certifications.

4. Prepares enrollment list and all needed statistical data.

5. Works with other staff in the Registrar’'s office to secure the integrity and
confidentiality of students’ records.

6. Assists in the accomplishments of documents needed foraccreditation.

A.7 Functions of the Personnel In-Charge of Records at the Secondary Level.

Prepares and issues Form 137A and certification for secondary students.
Reads and checks entry Form 138 and Form 18 every end of the school year.
Assists in graduation activities of the Secondary-Laboratory School.
Prepares Enrollment list and statistics of secondary students.

PrepareslList of Candidates for graduation.

Assists in the selection of honor students.

Keeps and maintains all secondary records past and present.

© No Uk WDNR

Manages controls and maintains students’ records and secures their integrity and
confidentiality.

B. Brief Information about the Guidance Office

Guidance services have always been a part and parcel of the education of the
students of ASIST. The person who first institutionalized the services was Mrs. Ester Abaya
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who worked as the Guidance Coordinator until the time she retired from the government
services were smoothly offered to the students of both secondary and college departments.

After Mrs. Abaya’s retirement in 1982 the position was left vacant for a long time. It
was only temporarily occupied by virtue of mere designation by Mr. Mariano Laory. During
the time of Mr. Laory as the designated guidance coordinator, he continued the programs of
Mrs. Abaya. It was during Mr. Laory’s term that the plantilla position of Guidance
Coordinator was abolished so the designation of Mr. Laory soon ended.Right now, the
guidance office is run by 2 guidance counselors and a designated placement office. They are
now directly under the supervision of the Office of Students Affairs. Since 1991, an office
solely occupied by the guidance counselor of the college department was made available.
This serves as the counseling room as well as the office of the guidance counselor.Many
developments have been made there after. The needs of the students were attended better
just as the college counselor’s office is just steps around their classrooms.

B. 1 Functions of the Guidance Counselor

=

Spearheads the Guidance and Counseling Program/office activities

Provides counseling services for all students who desire them and those who are
referred to by others.

Executes or carries out guidance policies.

Orients the school personnel and everybody concerned.

Assists students in their vocational/career choices.

Refers students needing assistance beyond his competency.

Administers psychological tests to objectively measure students’ intelligence
interests, aptitude, achievements, progress, as well as personality or social
problems, which may also assist teachers in the effective use of the test results in
further understanding and improvement of the students.

8. Helps the students appreciate the real world of work.

9. Helps the students achieve optimum growth and development.

N

Nousw

C. The Office of the Library: Overview, and Responsibilities

C.1 Brief Information about the Library Office

The ASIST library was originally housed in the Secondary Building. It started with a
limited collection of books. Reference books for College students are housed in the College
Department at the Alava building. When the library building was finished in 1992, the library
was moved, a more spacious place where more students and clientele could be
accommodated.

At present, the ASIST library is composed of five (5) Sections; General Collection
Section, Reference Section, the Periodical Section, Reserve Section and the Agriculture
Section.

ASIST library responds to its Vision by continuously improving its services to the
faculty, administration and students through updating and organizing its collection of books
and other reading materials.
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C.2 Organization and Responsibilities

The library is managed, administered and supervised by a full- time librarian. The
librarian is responsible in making plans and implement programs for the continuous
enrichment of library resources, methodologies, and techniques for the development and
improvement of Library Services.

The Librarian supervises the College library with the full support of the
Administration. She reports directly to the Vice President for Academic Affairs. All activities
are discussed with the VPAA and the members of the library committee. Activities and
services concerning students are coordinated with the Executive Dean and the Director for
Student Services.

C.3 Functions of the College Librarian
1. Prepares and submits instruction — related reports.

. Participates in the instruction — related program/ activities.

. Administers and supervises the library system.

. Plans, organizes, directs and evaluates the operations of the College library.

. Formulates and administers policies, rules and regulations of the library.

. Prepares/consolidates/submits reports regarding library services, like Annual

report, result of inventory, work and financial plan and library budget

7. Coordinates with deans/chairmen and Academic units regarding selection and
acquisition of books and non- book materials based on curricular needs.

8. Represents the college library in Academic activities like Orientation programs for
first year college students.

9. Plans for physical improvement of the library.

10. Classifies and catalogues books and other library materials

11. Guides in the location of library materials.

12. Keeps and maintains records of the library.

13. Participates in College program/ affairs as required.

A Uk~ WN

C.4 Functions of the Library Committee

The Library Committee is chaired by VPAA. The members are the different deans of
each college. They approve all major decisions concerning the operations of the library such
as:

1. Determines the relevance of materials to be acquired.

2. Reviews the selection of materials to be purchased.

3. Recommends regularly relevant books and other learning resources /materials for

the library.

C.5 Functions of the Library Aide
1. Mans the Circulation area
2. Performs mechanical preparation of books as in providing books with book
pockets, book cards, cover and stamps books with mark of ownership;
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Keeps the books upright and in order in shelves.

Keeps newspapers and magazines in order.

Assists in the inventory of books and other materials.

Repairs books and other materials which are still useful for circulation;
Checks ID’s of all library users upon entry;

Imposes registration of the library users in the log book ;

Assists clients in searching needed materials for research; and

10. Does other related works and library housekeeping;

C.6 Functions of Student Assistants

1.

Nouks~wN

Prepares newspapers and magazines for use
Keeps newspapers and magazines in order
Keeps the books upright and in order in shelves
Shelves books

Stamps ownership

Assists inventory of library materials

Does library housekeeping.

15
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PART Il. OPERATING POLICIES AND GUIDELINES

A. REGISTRAR’S POLICIES ON ADMISSION, STUDENT RECORDS MANAGEMENT AND OTHER
RELATED ACTIVITIES

On General Guidelines

1. Admission Policies

The College adheres to the following provisions in the admission of

Students which state “No student shall be denied admission to ASIST by reason of sex,
ethnic consideration, religious belief or political affiliation (Sec 12, RA 8292; RA 10230,
SEC 15, Part 2), or by physical disabilities (Chapter 8, Sec 32H RA 9442)”. However, all
applicants must comply with the general entrance requirements set by the Admission,
Scholarships and Placement Office and prescribed specific requirements to admission
and retention in the chosen program.

2. Registration/Enrollment Policies

a. During the registration period, the office of the college registrar shall coordinate
and provide all the colleges with necessary enrollment documents such as enrollment
schedule for all year levels, enrollment procedures, etc. To serve as enrollment guide to
faculty members assigned to assist during this period.

b. International Students

ASIST caters to international students and therefore extends assistance to foreign
students in the procurement of study permits, student visa and extension of stay.
Orientation of foreign students on the rules and regulations of the college is given
periodically.

3. Late Registration Policies

Students who do not register during the days specified in the ASIST Academic
Calendar for registration are subject to additional fee adjustments. All late registrants shall
undergo the regular procedure of enrollment. Late registration shall be allowed within the
first week of classes only, in which case a fine shall be imposed. No late registrants shall be
entertained after the first week of classes unless under very meritorious cases. A late
registration fee of P200.00 shall be charged. (BOT Resolution No. 06, Series of 2011 and
ASIST Student Handbook p.3)

Late registrations due to any of the following causes are exempted from payment
of the late registration fee:

a. Interruption of regular transportation due to natural calamities like typhoons,
floods, earthquakes or military operation;

b. Accidents while in transit that need hospitalization. A medical certificate of
affidavit by the student stating the causes for late registration must battached
to the application for exemption;
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c. Students who got sick during the registration period under home medication
provided a medical certificate issued by a licensed Health Officer could be
presented.

4. Cross-Enrolment Policies
1. Outbound Cross Enrollment

A bonafide student may be allowed to cross enroll in other state-owned or
government recognized private educational institution for a subject needed for graduation,
except field practice, practice teaching, special topics, seminars and undergraduate thesis,
provided that:

a. The subject is not offered during that semester or is offered during the term but
cannot be enrolled due to conflict in schedule and which cannot be resolved;

b. The student has no more deficiencies other than the subject to be cross enrolled
elsewhere during that term;

c. The course description of the subject where it is cross enrolled is essentially the
same / similar to that in ASIST;

d. The cross enrollment is recommended by the Program Chair and duly approved by
the Executive Dean; and

e. The number of units to be cross-enrolled does not exceed the maximum number of
six(6) units.

2. In-Bound Cross Enrollment

Students of other institutions wishing to cross-enroll at ASIST must present a permit
from the Dean/Registrar of their Institution. The permit should specify the subject/s to be
cross-enrolled.

On Specific Guidelines

A.1 On Registration and Admission

A.1.1. Admission Activities Undertaken at the Admissions Office
The Office of Guidance and Counseling, Admission and Scholarships conducts
activities prior to the registration of the students.

A.1.2 Pre-registration activities
A.1.2.1Activities Undertaken at the Different Colleges
A.1.2.2College Program Preparation, Faculty Load Balancing, Room Scheduling
The preparation of college programs per term shall emanate from the
offices of the program chairpersons who manage and supervise the
implementation of their respective programs. The class schedules are
prepared based on the sequence of subjects in the curriculum, the number of
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faculty to teach specific subjects, the numbers of available classrooms and
laboratory rooms as well as the projected number of the students enrolling.

Although there is a faculty line up per college, some of the general
education faculty members are requested to teach in other colleges in the
campus.In like manner, although each college strives to establish its own
laboratory, subjects requiring laboratory facilities such as Information
Technology, Natural Sciences and PE, are conducted in the different colleges
as a common laboratory facility.The Program Chairs sit down together and
agree on who will teach subjects and where to conduct such classes to avoid
overlapping and conflicts in schedule.

The Program Chairs prepare three sets of schedules following the
required format (Form __ college program preparation form) ; a.)
Individual FacultySchedule, b.)Room Utilization Schedule, and c.) Class
Schedule by course, by year level, and by section. The draft shall be checked
by the deans of colleges to ascertain that the teaching load and the number
of preparations per faculty member are in consonance with the provisions of
the CHED policies and guidelines for their respective programs.

Once the drafts are finalized, copies of these documents shall be
forwarded to the Executive Dean for endorsement to the Vice President for
Academic Affairs for approval before they are finally submitted to the office
of the College Registrar.

A.1.2.3. Offering of Additional Subjects
In cases where students petition for the offering of subjects that are
not regularly offered during a particular term, requested subjects maybe
offered upon its approval. In this case the Program Chairs should create
additional classes, have it checked and verified by their respective deans, to
be endorsed by the Executive Dean to the Vice President for Academic Affairs
for approval.

A.1.2.4. Policies and Procedures onClass Schedule

1. When conflicts in schedules arise, whether it be in the use of rooms, or
overlapping of time slot affecting a class or a faculty, the Program
Chairperson should resolve the issue.

2. The faculty member/s who maybe affected by the conflicts in schedule
should report the matter to the concerned Program Chairperson for
appropriate action. Internal arrangements with the students or with
fellow instructors are not allowed.

3. Any changes made must be communicated to the other Program
Chairs/Deans of colleges affected and such changes to be submitted to
the Registrar’s Office for recording.
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4. Changes in class schedules without the approval of authorities concerned
shall be considered null and void, as it will cause subsequent errors in the
preparation of class list of students per subject and in the posting of
students’ grades. Faculty members who will be found violating this policy
shall be dealt with accordingly.

A.2 Collection and Encoding of Approved College Programs from different
Colleges in the Student Automated Enrolment System (SAES)

A.2.1 For New Programs
A.2.1.1. Collect approved class schedule per program
A.2.1.2. Assign course code and input other details such as course
title, number of units and corresponding fees for subjects to be
offered for the term
A.2.1.3 Assign and input subject code, proposed schedule, assign
instruction and room
A.2.1.4. Print and generate copies of class schedule for each program
per section and year level.

A.2.2 For Existing Programs

A.2.2.1 Determine and input approved revisions made on assigned course
codes and other details on each program

A.2.2.2. Collect approved class program, assign and input into the system

subject codes, proposed schedule, assigned instructor and room unto

the system

A.2.2.3. Print and generate copies of class schedules for each program per
section and year level

A.3 Preparation of Registration Forms and Coordinating Activities

A.3.1. Prepare enrollment paraphernalia such as enrollment forms, forms for
adding, dropping, and changing subjects, cross enrollment forms, and
needed documents for other registration related activities

A.3.2. Prepare certification of grades per semester and/or evaluation sheets
for old students to serve as reference for the different Programs
Chairperson in determining the subjects to be enrolled by these
students

A.3.3 Prepare credit evaluation form for transferees to be used in
determining subjects taken in their home institutions that could be
credited in the chosen programs of study

A.3.4. Coordinate with the different colleges as to assignment and schedules
of faculty who will assist during the registration period
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A.4 New Freshman Students/Transferees/Continuing Students
Upon approval and acceptance in a program, students proceed to the Office of
the Registrar for registration. The staff at the front desk will undertake the
following activities:

1.
2.

w

Accepts credentials of new students

Provide new enrollees with enrolment form and instruct them to proceed
to the enrolment desk for their chosen program of study for further
instruction

Verify the accomplished and approved Enrolment Form

Create an account for the student in the SAES then input his/her basic
personal information as well as the subjects enrolled for the term
Generate a copy of the assessment form and printout of enrolment form
Validate/confirm the student enrolment upon presentation of official
receipt.

A.5 Old/Returning Students

1.

Prior to registration, the staff at the front desk may issue certification of
grades for the previous term or evaluation of grades especially to
irregular and old/returning students to serve as basis for the Program
Chairperson/dean in determining the subjects to be enrolled by the
student and other registration related purposes.

Provide students with enrolment forms

Check and verify duly accomplished enrolment form ensuring accuracy
and adherence to proper subject sequence and allowable number of
units, and completeness of required information.

Verify the accomplished and approved Enrolment Form

Create an account for the student in the SAES then input his/her basic
personal information as well as the subjects enrolled for the term
Generate a copy of the assessment form and printout of enrolment form
Validate/confirm the student enrolment upon presentation of official
receipt.

A.6 Post Registration
After the registration period, the Registrar undertakes the following post-

registration activities:

A.6.1. Sorting, Classifying and Statistical Report Generation

a. Sorting of Registration Forms by College, curriculum level and by sex

b. Preparation of enrolment list by college, by program, curriculum year level and

by gender

c. Preparation of enrolment statistics by college, by program, by curriculum year

level, and by gender
A.6.2. Validating, Filing, and Arranging Students’ Records

a. Validation of entrance credentials

b. Preparation of folders for new students

c. Filing of registration forms in individual folders
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d. Segregating folders of dropped-out and transferred students
e. Arranging individual students’ folders in the storage cabinet
A.6.3. Preparation and Encoding of Students Profiles
a. Requesting for Form 137A of freshmen studentsand transcript of record of
transferees.
b. Verification and completion of students’ personal information and other details
encodingat the SAES
c. Preparation of Masterlist of academic scholars

A.6.4. Student Records Database Management and Archiving
A.6.4.1. Posting and Updating of Grades
a. Posting of students’ grades from Grade sheets to consolidated work sheets in the
SAES
b. Conducting periodic grade verification and preparing report of grade
discrepancies for appropriate action
c. Updating of records of deficiencies of students for purposes of graduation
A.6.4.2. Database Management and Archiving
a. Making back- up copies of the electronic database in the SAES for safekeeping
b. Segregating and storing inactive files

A.7 Graduation Related Activities
A.7.1. Pre-Graduation Activities
a. Processing of applications for graduation
b. Preparation of list of candidates for graduation
c. Preparation of list of honor students
d. Presentation and deliberation of candidates for graduation to the College
Academic Council
Preparation of diplomas to be awarded during the graduation day

®

f.  Preparation and holding of graduation activities

A.7.2.Post-Graduation Activities
a. Accommodation of requests for academic records
b. Preparation, generation and issuance of Official Transcript of Records,
certifications and other documents as requested by the graduates
c. Preparation of statistical reports on graduation and related reports

A.8 Policies on Request for Overloading of Units

A student, under extenuating (irregular students) circumstances, shall be allowed
to carry an overload of not more than six(6) units during the regular term, provided
however, that his General Weighted Average(GWA) is not lower than 2.50.
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Regardless of the General Weighted Average for all subjects taken, a graduating
student may be allowed to carry an extra load of not more than 6 units during regular
semester and/ or three(3) units during the summer term.

A.9 Policies on Taking Simultaneously Prerequisite and Advance Subject

As a general rule, no subject may be enrolled unless the prerequisite subject has been
passed. However, a student may be allowed to enroll prerequisite and advance subject
simultaneously under the following conditions:

a. The student is graduating at the end of the academic year.
b. The prerequisite is a repeated subject.
c. Once the prerequisite subject is failed, the advanced subject is invalidated.

A.10 Policies on the Crediting of Units, Validating, and Substituting Subjects Taken in
another Institution

A.10.1. Crediting and Validating of units

Subjects taken from another school may be credited subject to the following
conditions:

a. The course description and coverage are the same as what is required in the
subject offered in the college, and
b. The number of units are the same or greater than what is required

A.10.2. Substituting Subject Taken in another School/Program

Substitution of subject is allowed when a student is pursuing a curriculum that has
been superseded by a new one and the substitution tends to bring the old curriculum with
the new curriculum

A student may request to substitute a subject in his curriculum for another
prescribed course based on the following conditions:

a. The subject substituted carries a number of units equal to or greater than
the units of the required subject

b. The proposed substitution substantially cover the same subject matter as
the required subject

c. The subject involved belongs to the old curriculum and is not being offered
anymore in any course in the college
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A.11 Policies on Dropping, Adding, Changing subjects

a. Changing/Adding /Dropping of subject shall be made with the specified
period and done through the proper procedure and subject to payment
of corresponding fees.

b. A student may drop a subject(s) with the consent of his instructor, the
College Dean as well as his/her parents and the Guidance Counselor,
within the first four (4) weeks of classes by filling out the
changing/adding/dropping form.

c. No dropping of subjects will be allowed after four (4) weeks from the
opening of classes during the semester or after two (2) weeks from the
opening of summer class except for justifiable reasons and upon
recommendation of the faculty members concerned.

d. Any dropping/changing of subject(s) without official notice shall be
marked “Dropped” if he stopped before mid-terms and “Failed” if
stopped after the midterms.

A.12 Policies on Withdrawal of Registration

a. Withdrawal of registration shall be made and approved based on
existing rules and regulation of the college.

b. A student who drops entirely in his program during the term with valid
reasons and approval of the Executive Dean shall be classified as
withdrawal and shall be entitled to withdraw his/her credentials
submitted as requirement for enrollment.

A.13 Policies on Leave of Absence

Leave of Absence (LOA) maybe granted upon the discretion of the concerned college,
to any student who is unable to continue attending classes beyond the period of official
dropping under the following circumstances;

a. a student is sick and unable to continue attending classes supported by a medical
certificate

b. a student is unable to continue going to school due to maternity, parenting or family
health reasons

In such cases, no tuition fees will be charged for the duration of the authorized leave
and courses not completed during the time of filing shall be considered “withdrawn” with

III

approval” and therefore, will not obtain credit.

A student who is unable to continue going to school due to personal objectives could
also be granted a leave of absence for purposes of readmission to the program.

Students requesting for a leave of absence should be in good standing (neither on
probation nor subject to dismissal); no pending case of misconduct or misdemeanor as
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defined by the student discipline policy; no outstanding balance ; and they do not exceed
the maximum residency rule prescribed by the program.

An approved LOA is only valid for one (1) academic year. In cases where extension is
sought, an approved petition is required subject to the concurrence and approval of the
College Dean and the Executive Dean. The petition must state the reasons for which the
leave is desired and must specify the period of the leave which must not exceed one (1)
academic year.

A.14 Policies on Shifting/Program Changes

A student may shift from one course/major to another among the Colleges upon the
recommendation of the Department Chairman and approval of the College Dean, where
he/she intends to shift. He/she should coordinate with the Registrar his/her shifting to
another course for the evaluation of his subjects to be credited in his/her new course.

Shifting from one course to another within the college shall not be allowed within
the same semester of classes. A student who intends to shift to another course shall finish
the term in the course he is presently enrolled and may only be allowed to shift to another
course in the next term upon satisfying the requirements for shifting of courses within the
College.

Shifting of course/major should only be allowed once.

A.15 Policies on the Offering of Special/Additional Classes and Subjects not offered during
the regular term

Additional classes and/or new subjects which are not regularly offered during the
semesters or summer maybe opened provided that:

a. There are available instructors
There are available rooms

c. There are at least 10 student petitioners for basic courses and/or at least 5for
major subjects

A.16 Policies on Dissolved Classes, Splitting of Classes and Section Transfers
a. Dissolved classes

Classes falling below the applicable minimum class size may be dissolved. The
faculty member handling the dissolved class should advise his/her students to proceed to
the registrar’s office to request transfer to other sections of the same course, or may adjust
to add other courses in lieu of the dissolved courses.
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b. Section Transfers Due to Splitting of Courses

In case when a class exceeds the maximum number of class size, the faculty
concerned shall inform the Department Chairman and College Dean to split the class into
sections. The department should submit a list of students to be transferred to a new
section. Students affected by this procedure shall be consulted and they sign the Request
for Section Transfer before the request will be endorsed by the College Dean to the
Executive Dean for approval.

The approved request shall be submitted to the Office of the Registrar for
recording and filing not later than the fourth week after the regular classes.

A.17 Policies on making Removal/Special Examinations

The ASIST Student Handbook provides that a special examination may be given to a
student who incurs an excused absence during a Scheduled Midterm/Final Examination.
Special midterm examination should be given within the semester while the special final
examination shall be given not beyond the following semester.

The student requesting for a special examination shall pay special examination fee of
P50.00 per subject(BOT Resolution No. 18 Series 2007).

The following are the provisions for the non-payment of special examination fee:

a. Student was sent on official business by the college to attend athletic meets,
conferences, contests and other activities where he/she represented the school,
provided, he/she can present such evidences as approved itinerary of travel,
certificate of appearance, or instructor’s certifications concerning attendance to
the trip, program/invitation of the activity, etc.

b. student was sick and confined in a hospital or was examined by the college
health officer, in which case, a medical certificate should be submitted;

c. Other valid reasons certified by the Guidance Counselor, such as student has
gone home due to an emergency like death of an immediate family member
(father, mother, legal guardian, brother, sister, spouse, child). Death certificate
issued by the civil registrar should be attached to the application for exemption.

A.18 Policies on Records Management
A.18.1. Evaluation and Validation of Students’ Personal Information

The personnel-in-charge of Students’ Admission Records shall ensure the data
accuracy and uniformity of information in all the students’ academic records.
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A.18.2. Posting of Student Grades

1.

A.18.3.

Two weeks after the final examination, faculty members should submit their grade
sheets, checked and approved by their respective chairs/ deans and the Executive
Dean respectively to the Registrar’s Office for Posting.

The grade sheets shall contain an alphabetical listing of students names as indicated
in the class list provided at the beginning of the term, and should not contain
erasures and unnecessary markings.

The personnel in-charge of the data processing and archiving should cross check the
entries on the grade sheet with those in the issued class list to ensure that the list of
names in the grade sheet tallies with the list in the control sheet. In case of
discrepancies, the personnel in- charge of data processing should notify the
instructor to make the necessary corrections before the grades will be posted
electronically.

No changes should be made after the grades are posted electronically in the SAES.

Faculty members who will submit their grade sheets beyond the specified schedule
shall be reported by the College Registrar to authorities of the College. The
delinquency shall be entered in the personnel records of that faculty with
corresponding sanctions.

Change or Correction of Grades
1.Changing Grades Due to Calculation and Clerical Transcription Errors

To promote accurate record-keeping and careful grade reporting, the Office
of the Registrar and all concerned must abide by the following regulations on
changing final grades of students.

By college regulation and with the exception of “Inc.” grades, changes in the
final grades of students should be done only by authorized staff of the Registrar’s
office and only on the following conditions:

a. The Instructor submits a written request for a correction of grades approved
by the committee on academic policies and procedure on the basis of error in
calculation or an error in transcription. Changes in grades should not be
based on the late submission of required work; the resubmission of work or
on additional work of previously judged unsatisfactory grade.

b. Changes or correction of grades in the grade sheets of the faculty is
requested within the allowable period of one year after the grades have been
submitted to the Office of the College Registrar.

C. If change of grade is from passing to failed or vice-versa, a notarized affidavit
must be executed by the faculty concerned stating the reason for changing a
grade to failed or passing. Such affidavit must be accompanied by
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appropriate supporting document/s such as class record, corrected quizzes/
performance test, midterm and final exams, graded narrative reports, and
checked laboratory exercises.

d. Only the faculty concerned shall do the necessary change/correction of
grades. If it is impossible to reach the instructor and the department has the
records, the Chairperson may make the request.

e. Cases of errors discovered after the deadline maybe appealed by the student
to the Vice-President for Academic Affairs.

A.18.4.Disputed Grades

Cases on disputed grades, students may elevate their complaints to a fact
finding committee through a written appeal within the allowable period of one
month after receiving the disputed grade. However, in the interest of preserving the
very important student-instructor relationship, the student and the instructor should
try to resolve the grade dispute by direct communication. If the issue cannot be
resolved by the dialogue, the grade dispute should move beyond the instructor to
the next level of review.

The Department Chair/College Dean at his/her discretion may review the
matter personally but if the issue cannot be resolved at this level, the student may
appeal in writing to the VP for Academic Affairs.

A.18.5. Removing Incomplete Grades

a. Anincomplete grade must be completed within one (1) academic year from the
date the grade of INC has been incurred; otherwise, the grade becomes an
automatic failure.

b. Incomplete grades in subjects that are prerequisites to other subjects must be
completed before enrolment of the latter subjects can be made.

c. Completed grades must be duly signed by the Subject Instructor and the
Department Chairperson and the latter must submitto the Registrar within two
(2) days from the date of completion.

d. In cases of a grade of 4.0 (conditional) taken in subjects that are pre-requisites
of other subjects, a removal exam is required one week after the final
examination to have a passing grade and the conditional grade must be
changed before the latter subjects can be enrolled.

A.19 Preparation of the Official Transcript of Records (OTR)

Official Transcript of Records are complete and permanent academic record of
students prepared by the Registrar with the college seal imprinted on it. They are typically
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accepted for any official transactions such as proof of a degree, applications for admission

to academic programs or employment.

10.

11.

12.
13.

The following guidelines shall be considered in the preparation of this document:

The prescribed official paper and a uniform format and style shall be used.

The name indicated in the transcript of records must be the same as the name in the
Birth Certificate with special emphasis on the spacing of letters/hyphenation and use
of symbols in the name.

Name printed must be the same in all pages.

. The OTR shall contain the course/degree taken, date admitted, and name of former

school attended.

For transfer students, the entrance data in the OTR shall indicate the name of former
school attended.

For students of the Graduate Program, the entrance data shall indicate the degree
obtained, school, and SO(B) Number of Registry Number (for private schools).

The course, subjects, descriptive title, number of units, and grade must be
completely entered and clearly printed in the OTR.

Failure and incomplete grades should be indicated, even if already repeated and
passed or has been removed. Dropped subject shall also be indicated.

The OTR must not contain any erasures/typographical errors. In the event of any
erasure, it has to be countersigned by the College Registrar.

Remarks for graduated students must contain the degree obtained, date of
graduation (Month,date,year). Board Resolution/ Referendum Number, and honor
received (cum laude, magna cum laude), if any, including the date the OTR was
released.

The OTR shall bear the signature of the following: the one who prepared the OTR,
verified by the Registrar and the Vice President for Academic Affairs.

The OTR must be impressed by college seal.

A documentary stamp is affixed and duly cancelled in the OTR.

A.20 Request for the Issuance of Transfer Credential (Permit to Transfer)

The Transfer Credential (Permit to Transfer) is a document certifying that the

student has no pending accountabilities with the school and is eligible for transfer to

another educational institution.

A student who requests to transfer to another institution may be granted a

certificate of transfer to entitle him for admission in another school, provided that, he has

no unsettled obligations with the college, and provided further that his records from his

previous school have been received, are complete, and in order.
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A.21 Release of Records

1. Academic records are sent directly to the requesting school. It cannot be entrusted
to the student, unless he/she is authorized to hand carry the said record. It has to be
placed in a sealed envelope addressed to the Registrar concerned. The flap of the
envelope shall bear the signature of the Registrar issuing the document.

2. In case where a subject with the corresponding grade and units was inadvertently
omitted, a certification to supplement the transcript already issued is made and sent
to the school concerned.

3. The record released shall bear the names and written signature of the Registrar and
the one who prepared the record.

4. Transcript must have a signature of concerned signatures in every page and
impressed by the College seal.

5. Records released shall always indicate the purpose for which the record will be used
(For Employment Purposes, For Records Purposes, For Evaluation Purposes, For
Enrolment Purposes, For Miscellaneous Purposes, For Transfer Purposes, and For
General Purposes).

6. Release of records shall be done upon payment of required fee and presentation of
clearance within the prescribed period of release.

7. All records to be released must be recorded in the Record Book of the Office of the
Registrar. The Record Book contains the following: control number; name of student;
Course, Date of release; Official receipt Number; Amount; Purpose; and name of
person who prepared the document.

A.22 Release of Certification, Record or Diploma to Proxy

Release of requested records from the Registrar’s Office may be done provided, the
proxy has to present his/her valid ID and a written authority from the owner of the
academic record that he/she has been authorized to secure the said certification, record or
diploma.

B. POLICIES ON GUIDANCE and COUNSELING, SCHOLARHIPS
B.1 Guidance and Counseling

The major concern of the Guidance and Counseling Office is to facilitate or enhance
the provision of opportunities for maximum development of the whole person — physically,
socially, emotionally, spiritually as well as intellectually.
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Its activities are geared towards assisting students to explore their potentialities and
make full use of such, to achieve personal goals and solve problems of daily life.

The guidance office is open to all students who would like to share their concerns to
a friend, a parent or an elder sibling in the person of the guidance counselor.

The different services offered in the Guidance and Counseling Office are: information
service; testing service; placement service; follow-up service; individual inventory service;
counseling service and simple research. Proper accreditation of scholarships is also the task
of the guidance counselor.

The Guidance and Counseling office is open daily during weekdays, from 8:00AM to
5:00PM without noonbreak. However for serious concerns, the guidance counselors are
available on call basis at any time. A hotline is made available for this concern.

B.2 Scholarships and Grants-in-Aid

ASIST shall provide scholarship programs subject to the availability of funds.
Regardless of the type of scholarship, the scholar-recipient should always carry the regular
load as prescribed in his curriculum, and he must have no grade of dropped or incomplete.
These maybe categorized as Academic or Grants-in-Aid scholarships as follows:

1. Academic Scholarships
a. ASIST Entrance Scholarship Award
b. President’s List or Full Scholarship
c. Dean’s List or Partial Scholarship
d. First 10 to Enroll Scholarship Program
2. Grants-in-Aid
a. Athletic Scholarship
Socio-Cultural Scholarship
Staff Privilege

o0 o

Barangay Scholarship

B.3 On Counseling
a. Gender sensitive individual and group counseling are provided by a licensed
counselor (The help of a licensed guidance counselor is sought).
b. A counseling room is established to ensure privacy and confidentiality of
counseling sessions.
c. Appropriate and pro-active intervention programs and strategies are adopted as
part of the guidance pro-student psycho-social services.
B.4 On Appraisal
a. The guidance office maintains a student’s cumulative records which contain
relevant information about the student, e.g. family background, test data,
disability records, etc. Records are appropriate, usable and regularly updated.
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b. The guidance office provides a well-planned assessment program for students
with appropriate psychological test administered.

c. On follow-up: The guidance program maintains a systematic monitoring to
determine the effectiveness of guidance activities

d. On Referral: The office maintains coordination with multi-disciplinary team of
specialists to ensure that special needs of students are met.

B.5 On Career and Job Placement Services

a. The Guidance Program includes training on job application through inter-agency
with DOLE and the Civil Service Commission.

b. The College maintains networking with community, alumni, and other relevant
agencies for career and job placement opportunities for students.

c. Information materials are accessible for students.

d. Regular seminars on career direction are initiated by the office.

B.6 On Economic Enterprise Development

a. STUDENT LOAN FUND - is enjoyed by every bonafide student and available after
filling up application form.

b. SAFE LOAN - students may avail bigger loans necessary for their OJT and other
purposes for studies support.

c. STUDENT ASSISTANTSHIP — is another financial labor assistance provided to
student with a maximum of 4 hours per in certain days of the week only provided
that:

1. He/she must be currently enrolled at the time of application;

2. He/she must not have any failing grade during the previous semester;

3. Parents annual income shall not be more than one hundred thousand pesos

(Php 100,000.00). However, priority is given to those with lower income.

4. Must be of good moral character.

d. STUDENT LABOR

A student can be employed in the college as student laborer during semestral
break or during summer, or during the term. To qualify as a student laborer, the
student must not be enrolled at the time of employment and must meet the
following:

1. The combined net income tax of parents does not exceed latest annual
regional poverty threshold level for a family of six (6) as determined and
provided by the National Economic and Development Authority (NEDA); and

2. At least obtained an average passing grade during the previous semester/ last
semester attended.

e. Special Program for Employment of Students (RA 9547)

RA 9547 states that a student may apply for employment under the Special
Program for Employment of Students (SPES) provided he/she meets the following
gualifications:

1. At least 15 years of age but not more than twenty five (25) years old;
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2. The combined net income of parents does not exceed the latest annual
regional poverty threshold level for a family of six (6) as determined and
provided by the NEDA; and

3. At least obtained an average passing grade during the last semester
attended.

Any dependent of displaced or about to be displaced worker due to business closure
or work stoppage as repeated by DOLE, may also apply under SPES provided he/she meets
the qualifications.

C.POLICIES ON LIBRARY SERVICES

Library instruction is one of the services given to the library clients who aim
to familiarize themselves to the library’s collections, services and proper procedures
involved in using the materials. During the early part of the first semester or every start of
the academic year, the library, in cooperation with the ARS Office conducts orientation
program to freshman and transferee students.

C.1. General Policies on Acquisition of Library Materials

Priorities based on curricular needs, research needs and availability of funds
are established in implementing the acquisition for each program. The members of
the Library Committee and the Librarian handle the acquisition function. The Supply
Office in coordination with the Accounting Office prepares and accomplishes
necessary papers for the acquisition.

1. Acquisition is done based on curricular offering or program of the College.

2. Emphasis is based on the needs of the students and the faculty.

3. Weak areas or materials that are of limited copies but are in demand are given
priority to ensure a well- balanced collection.

4. Selection and acquisition are done every semester and / or at the end and/ or at
the beginning of the year.

5. Acquisition of library materials can be secured through purchase, donations, gifts,
and exchange.

6. Selections are done through catalogs / price lists received from book dealers /
publishers and other types of bibliographical tools.

C.2. Cataloging

The librarian is responsible for all aspects of cataloging service for books and
othermaterials acquired by ASIST library.
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PART Ill. OPERATING PROCEDURES
A. Workflow of the Registrar’s Office
A.1 Admission Procedures:

Students, who wish to study in any of the campuses of Abra State Institute of
Sciences and Technology, must adhere to the Policies of Admission and Procedures as
follows:

1. For Incoming First Year
a. Secure the Application for Enroliment from the Office of Admission
b. Pay the non-refundable testing fee of P50.00 at the Cashier’s Office and ask for a
receipt.

c. Submit the following admission documents to the Admission Personnel;
1) duly accomplished Application For Admission
2) required admission documents as follows:

Original Copy of High School Report Card(Form 138-A)

NCAE Result

Birth Certificate/Certificate of Live Birth from NSO — Original + Photocopy

Certificate of Good Moral Character

O O O O O

ID pictures 2 copies (1”x 1”); 2 copies (2”x 2”)
o Certificate of Class Rank (for recipients of ASIST Scholarship Award only)
d. Undergo entrance interview with the Admission Office
e. Take the ASIST Placement Test and, if required by the admission Officer, take the
psychological test
f. Get college admission test result

2. For Transferees
a. Secure the application for enrollment from the office of the admissions, scholarships
and placement.
b. Pay the non-refundable testing fee of P 50.00 at the cashier’s office and ask for
receipt
c. Submit duly accomplished application together with the following required
admission documents as follows:
o Certificate of Honorable Dismissal
o Certificate of grades of all subjects taken for evaluation purposes duly signed
by the registrar of the previous school
o Certificate of good moral character signed by concerned school authority
o Marriage Contract ( if married) — Original + Photocopy
o ID pictures 2 copies (1”x 1”); 2 copies (2”x 2”)
d. Undergo entrance interview with the admission office.
e. Take the ASIST college placement test and, if required by the admission officer, take
the psychological test.
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f. Get test results from the office of guidance and counseling, admission and
scholarships including the required admissioncredentials.

g. Undergo required interview and if qualified for admission in the program, request
for the evaluation of his academic records.

Generally, credits for work done from the accredited institutions are
accepted, provided the students obtained the minimum average grade required for
the program. In some cases, advanced credits will be accepted only on passing the
validating examination.

The procedure for crediting and validating of subjects taken previously from
another institution is stated in 7.1 on page 16.

h. As soon as the list of subjects to be enrolled for the term is drafted, proceed to the
registrar’s office for registration.

3. For Returning Students

All bonafide students of the college and former ASIST students who discontinued
studies for one semester or more and who wish to enroll must meet the following
requirements.

a. Any undergraduate student who dropped all subjects without valid reasons
during his last semester’s stay in the college or obtained incomplete grades at
the end of the last semester, and or failed in at least 50% of the subjects enrolled
in during the last semester maybe re-admitted only under the following
conditions:

1) He has to undergo academic counseling and present written statement
duly signed by himself and his parents/guardian that he will improve his
academic grades during the next semester

2) the Program Chair/Dean may reduce the student’s load as he sees fit

b. Students who are dismissed or subjected to disciplinary action maybe re-
admitted only on the following conditions:
1) He has to get a favorable recommendation from the committee on
Student Discipline
2) He has to undergo counseling sessions
3) He has to present a written statement duly signed by himself and his
parents/guardian that he will not in the future, violate any school rules
and regulations or engage in any activity that will bring the institution in
bad light
c. Former students who discontinued their studies for more than one semester and
who did not obtain a transfer credential (Honorable Dismissal) from the college
and whose transcript of records have not been released by ASIST should course
their application for re-admission to the Office of Admission, Scholarships and
Placement.
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A.2 Registration/Enrolment Procedures

The following procedures shall apply to the varied types of enrollees as follows:

1. Incoming First Year Students

a.

Get college entrance test and entrance interview results from the admission
officer and present it to the Chair or Dean of the program of study sought along
with the original copies of the admission credentials.

Undergo required interview and if qualified to admission in the program,
proceed to registrar’s office for registration.

Submit complete admission documents to the registrar’s office;

Fill up enrollment form completely and have checked and approved by the
Program Chair or Dean.

Proceed to the college clinic for health inspection

If applying for scholarship, proceed to the office of admission, scholarships and
placement for notation.

Proceed to the registrar’s office for verification, encoding and assessment of
fees.

Pay at the cashier’s office

Proceed to the library for the issuances of library borrowers ID.

Proceed to the Office of the Registrar and get class cards

2. Transferees

a.

i
J-

k.

Get college entrance test and entrance interview results from the admission
officer and present it to the chair or dean of the program of study sought along
with the original copies of the admission credentials.

Undergo required interview and if qualified to admission in the program

As soon as the list of subjects to be enrolled for the term is drafted, proceed to
the registrar’s office for registration.

Submit complete admission documents to the registrar’s office;

Fill up enrollment form completely and have checked and approved by the
program chair or dean.

Proceed to the college clinic for health inspection

If applying for scholarship, proceed to the office of admission, scholarships and
placement for notation.

Proceed to the registrar’s office for verification, encoding and assessment of
fees.

Pay at the cashier’s office

Proceed to the library for the issuances of library borrowers ID.

Proceed to the Office of the Registrar and get class cards

3. Old Students

a.

Secure clearance for enrollment from the college
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Present duly accomplished clearance form to the Office of Registrar to secure an
enrollment form

Request a certification of grades during the previous semester or a certified true
copy of previous grades from Registrar

Present a copy of previous grades to the assigned batch adviser for evaluation
and identification of subjects to be enrolled

Accomplish enrollment form for approval by the Program Chair/Dean

Proceed to the collegeclinic for Health Inspection

If applying for scholarship, proceed to the Office of Admissions, Scholarships, and
Placement for notation

Proceed to the Registrar’s Office for verification, encoding and assessment of
fees

Pay the Cashier’s Office

Proceed to the Library for the issuance of library borrower’s ID

Proceed to the Office of the Registrar and get class cards

4. Returning Students

a.

Secure clearance for enrollment and Approved re-admission Application Form
from the Office of Admissions, Scholarships and Placement

Present clearance to the Registrar for registration

Request for certification of grades during the previous semester or a certified
true copy of previous grades from Registrar

Present a copy of previous grades to the Program Chair/ Dean for evaluation and
identification of subjects to be enrolled

Accomplish enrollment Form for approval by the Program Chair/ Dean

Proceed to the college clinic for Health Inspection

If applying for scholarship, proceed to the Office of Admissions, Scholarships and
Placement for notation

Proceed to the Registrar’s Office for verification, encoding and assessment of
fees

Pay at Cashier’s Office

Proceed to the Library for the issuance of library borrower’s ID

Proceed to the Office of the Registrar and get classcards

A.3 Late Registration Procedures

Procedures in the filing of application for exemptions from payment of late

registration fee:

a. Secure the application form from the registrar’s office

b. Accomplish the application form and attach all needed supporting documents

c. Present the application form with all attachments to the Registrar for
appropriate action.
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A.4 Cross-Enrolment Procedures
A.4.1. Outbound Cross Enroliment

Any student who wishes to cross-enroll in another institution must go
through the following steps:

a. Accomplish Form_ (Permit to Cross Enroll Form) and have it endorsed by the
Program Chair/ Dean and approved by Executive Dean

b. Submit duly approved request to the Registrar’s Office for recording and issuing
cross-enrollment permit

c. After enrollment, submit a photocopy of the validated enrollment form to the
registrar’s office, copy furnished the office of the Dean/ Program Chairperson.

d. After the completion of the course/s, the student must secure a
Certification/Transcript of Records containing final grades in a sealed envelope
with the signature of the Registrar on the envelope flap addressed to:

The Registrar

Abra State Institute of Sciences and Technology

(Campus Location/Address

To facilitate the crediting of the approved cross-enrolled subject/s, the
document above should be submitted not later than the 2"¢ week of the
following term or before the academic council meeting in the case of
graduating students

A.4.2. In-bound Cross Enrollment

Students who wish to cross-enroll at ASIST must go through the following
procedures:

a. Accomplish Form_(Application for Cross-Enrolled)
Present the following documents to the cross-enrollment:
o Duly accomplished Application for Cross-Enroliment
o Certificate of Good Moral Character/Letter of Recommendation from Dean of
Home School
o Cross-Enrollment Permit from Home School
c. Secure Medical Clearance from the College Health Officer
Get endorsement for approval of the Executive Dean from the concerned
Dean/Program Chair of the College
e. Submit approved Cross-Enrollment Application to the Registrar’s Office for recording
purposes.

Final grades will be sent to the Home School via mail and/or through the student
concerned provided a letter of authorization be given by the Dean/ Registrar of the
Home School.
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A.5 Procedures on Request for Overloading of Units

A student who wishes to carry an overload during summer or regular terms must
undertake the following steps:

Accomplish Form_(Academic Credit Overload Request)
Obtain recommendation from the Program Chair/Dean of the college where he/she
belong, noted by the Executive Dean and approved by the Vice-President for
Academic Affairs.

c. Submit approved request together with a certified true copy of his/her grades
showing his/her computed general weighted average to the registrar’s office.

If the request is done after a student’s enrollment is validated, he should submit said
approved request not later than the allowable period of adding/changing/dropping of
subjects to the registrar’s office for encoding and reassessment; and obtain class cards for
additional subjects enrolled.

It should be not more than six (6) units in their prescribed respective curriculum
load; and that; a student who was allowed to carry an overload in a particular semester and
obtain a failing grade shall not be allowed an overload in the following semester.

A.6 Procedures on Taking Simultaneously Prerequisite and Advance Subjects

The following procedure shall be followed when to take prerequisite and advanced

subjects simultaneously:

a. Accomplish form_ ( Request to Enroll Prerequisite and Advance Subjects
Simultaneously)

b. Secure endorsement from the Subject Area Coordinator, verified and
recommending approval by the Program Chairperson and approved by the
Dean/Executive Dean.

c. Submit approved request to the Office of the Registrar for recording and filing.

A.7 Procedures on the Crediting of Units, Validating, and Substituting Subjects Taken in
another Institution

1. Crediting and Validating of units
The crediting of previously taken subject is done through the following steps:

Accomplish Form (Request for Equivalency Application Form) in triplicate.
Make an appointment and submit request along with a copy of the transcript
of records and course syllabi of the subject taken to the faculty adviser/faculty
area coordinator/specialist for evaluation
c. Submit the request with the following attachments to the Chairperson of the
Program/Dean for endorsement and approval by the Director for Admissions:
o Transcript of records/certified copy of previous grade
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o Course syllabi of courses taken and equivalent courses taken in ASIST
d. Submit approved petition to the College Registrar with the aforementioned
attachments for recording and filing

2. Substituting Subject Taken in another School/Program
Student requesting for substitution shall undertake the following steps:

a. Accomplish from_ (Petition for Subject Substitution) in triplicate.
Make an appointment and submit request along with a copy of the
transcript of records and course syllabi of the subject taken to the faculty
adviser/faculty in charge of the substitute course for evaluation
c. Submit the request with the following attachments to the chairman of the
Program/Dean for endorsement and approval by the Executive Dean:
o Transcript of records/ certified copy of previous grade
o Course syllabi of course taken and substitute courses
o Evaluation of the faculty adviser/faculty in charge of the subject
substituted
d. Submit approved petition to the College Registrar with the
aforementioned attachment for recording and filling

A.8 Procedures on Dropping, Adding, Changing subjects

Any application for dropping/changing and adding of subject(s) must be done as
follows:

a. Secure and accomplish request for dropping/changing/adding subjects from the
Office of the Registrar.

b. Seek the consent of the instructors concerned get back class cards from them (if
already submitted)

c. Obtain the signature of parent/guardian (in case of dropping) and the approval of
the Program Chairman / Dean.

d. Submit the accomplished form together with the required documents to the
Registrar’s Office for proper assessments of fees, recording and filling.

e. Paythe required fees to the Cashier’s Office.

A.9 Procedures on Withdrawal of Registration

A student who wishes to withdraw from all college classes after completing
registration for a semester must go through the following procedure:

a. Seek the consent of his/her batch adviser; and or maybe referred to the
Guidance of Office for counseling.
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b. Secure and accomplish request for Withdrawal of Registration Form from the
Office of the Registrar.

c. Present a written statement from a parent, guardian or sponsor indicating that
the responsible person knows of the student’s intent to withdraw.

d. Obtain the signature of his adviser and other officials for purposes of securing
clearance.

e. Get the approval of the Program Chair/Dean

f. Submit a copy of the accomplished form to the Office of the Registrar together
with the required documents for recording.

g. Submit a copy of the accomplished Withdrawal from Registration Form to the
Cashier’s Office for refund claims, if applicable

A.10. Procedures for Filing a Petition for Leave of Absence

A studentwho wishes to apply for a Leave of Absence should undertake the following
steps:

a. meet with his/her adviser to discuss his intention to apply for a Leave of
Absence; or, if needed, he may be referred to the Guidance Office for
appropriate counseling

b. Obtain from the Office of the Registrar and accomplish Leave of Absence
Application Form and Petition for Withdrawal/Cancellation Form.

c. obtain clearance from the Cashiers Office, Library, Director for Student Affairs
and Services and other indicated offices indicated in the clearance form

d. seek the approval of the following in sequence: a.) Adviser; b.) Program
Chairperson c.) Dean of the College; and d.) Executive Dean

e. submit approved application for LOA form along with the accomplished
clearance to the Registrar’s Office for recording and filing

A.11 Procedures on Shifting/Program Changes
The request for a shift of course should be done in the following steps;

a. Secure a Shifting Application Form from the Office of the Registrar. Fill out the form
in three copies and secure the consent of parent/guardian, with a photocopy of
his/her valid ID showing his signature

b. Request for a true copy of certification of grades from the Registrar.

c. Submit the following documents to the office of the Program Chair/Dean of the
college where the student is getting out

d. Get endorsement from program Chair/Dean of said application to the Program
Chair/Dean of the new course approval
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e. Submit a copy of the approved application for Shifting Form to the Office of the

Registrar for recording and filing

A.12 Procedures on the Offering of Special/Additional Classes and Subjects not offered

during the regular term

Procedures for requesting of Special /additional classes shall be as follows:

a.

Students should write a petition letter addressed to the Executive Dean / VP for
Academic Affairs for the offering of a subject not offered during the term. The
petition should include the reasons for the petition to be endorsed by their
respective Program Chairs/Dean for approval

Fill up the Petition for Offering Additional Courses Form secured from the Office
of the Registrar and obtain the signatures of concerned officials

Submit the accomplished Petition for Offering Additional Courses Form
together with required attachments to the Office of the Registrar for encoding
unto the SIAS

If already enrolled, accomplished Request for Enrolling Additional Subject/s,
have it approved by the Program Chair/Dean, submit to the Registrar’s office for
re-assessment and then pay the corresponding fees at the Cashier’s Office

Get class cards

A.13 Procedures on Taking Removal/Special Examination

Students who wish to take special examinations must follow the steps as follows:
a. Secure from the Registrar’s Office and accomplish Form __ (Request for
Special Examination Form)

Confer with instructors concerned regarding schedule of special examination
Seek approval of Program Chairperson

Pay the required special examination fee at the Cashier’s Office
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Submit accomplished form together with the appropriate evidence/s to the
Registrar’s Office for recording purposes
f. Take the final examination at scheduled date

A.14 Procedures on Records Management

1. Evaluation and Validation of Students’ Personal Information

Forpurposes of ensuring data accuracy and uniformity of information in all the

students’ academic records, the personnel-in-charge of Students’” Admission Records

shall undertake the following steps in evaluating and validating students’ records.
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a. Scrutinize submitted admission credentials to ascertain that the personal information

entered in the ASIST student’s academic records, such as name, birth date, gender,

civil status and citizenship are the same as those reflected in the student’s birth

certificate.

b. Any discrepancy noted in the student’s records, the personnel-in-charge should notify

the student to secure pertinent documentary evidences for appropriate changes in

his/her records

c. Request for change in personal information by students should be done in writing by
accomplishing Request for Correction of Entry Form and submit to the Office of the
Registrar along with the required documentary evidences in the following table

Type of Request

Documentary Support

Change of » Affidavit of Change of Name
Name » Amended Birth Certificate or Court Order for Change of Name
Correction of » Affidavit of Correction of Name executed by the student
Name » Affidavit executed by parents on record at ASIST
» Joint affidavit of two (2) disinterested persons
» Certified true copy of the amended Birth Certificate
Change of Civil » Certified copy of Marriage Contract (if change is due to marriage)
Status » Certified true copy of Death Certificate (if change is due to death
of spouse)
» Certified true copy of Court Order (if change is due to annulment,
legal separation, etc.)
Change of » Proof of Billing of Parents (for undergraduate students)
Address » Affidavit of Change of Address (for undergraduate students

executed by parents/guardian on record at ASIST)

e. If the request and attached evidences are in order, the Registrar approves

the request and the change is made on the student’s academic record.

2. Changing of Grades
2.1 Due to Calculation and Clerical Transcription Errors

The procedure to correct an erroneous grade will be as follows:

a. The Instructor should prepare a”Petition for change of Grade” written on
department letter head and directed to the committee on academic review and

procedures, stating a clear description for the grade change. A simple statement

that the clerical or procedural error has occurred is insufficient:

b. The petition should contain the following information: 1. Student’s identification

number, 2. Students full name, 3. Requester’s name, campus, address and

contact information, 4. Semester of the course in question, 5. Course number,

title, no. of units, 6. Old grade, 7. New grade, and 8. Instructors full name and

signature including date of filing
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If a mistake have been made for a whole class or a significant portion of a class, a
special group procedure memorandum maybe used.

The correction of grade process will be completed after the change of grade form
has been approved and return to the department from the committee on
academic review and procedures.

The faculty submits to the Registrar’s Office, the approved petition for the
appropriate action.

If it appears that the basis for the correction is “unacceptable” and is clearly
contrary to the college guidelines, the request is voided altogether.

2.2 Disputed Grades

Procedure for filing complaints and deliberation on Disputed Grades:

a.

A student seeking appeal for a disputed grade must accomplish
Form___ (Petition for Disputed Grade Form), stating the reasons/explanations
for making the petition and submit it to the Executive Dean/VP for Academic
Affairs along with possible documentation of extenuating circumstances like:
o Medical certificate, hospital bills etc. in case of illness or medical
condition
o Certification of the Guidance Counselor in case of emotional/
psychological state the student has gone through due to a traumatic
situation
Death Certificate of a family member
Other documents that maybe referred to during the committee
deliberation.
A fact finding committee consisting of the Vice President for Academic
Affairs,Executive Dean, Dean/Department Chair, a representative of the
Student Complainant should look into the case within one week from the
receipt of the complaint.
If the complaint is against the Executive Dean, Dean or Program Chairperson
as the case may be, a representative for each of them from the college should
be assigned to take their place in the committee.
Upon receipt of the student’s petition, the instructor involved is contacted for
aStatement concerning the complaint.
The petition along with the instructor’'s comment is forwarded to the fact
finding committee for a review and decision. If the complaint can be resolved
at the level, the decision of the committee shall be binding and the President
is informed of the decision.
The Office of the Registrar will then be informed in writing of the committee’s
decision and appropriate modifications are made to the student record.
If the Committee cannot resolve the issue at their level of
competence/authority, the  documents/proceedings/findings  and
recommendations will be forwarded to the President for appropriate action.
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h. Copy of the duly acted petition for correction of grades should be submitted
tothe Registrar for corresponding annotation on the student’s permanent
record.

2.3 Removing Incomplete Grades
Students who wish to remove incomplete must follow the steps as follows:
a. Secure from the Registrar’s Office and accomplish applicable forms, as
follows:
o Permit for Removal Examination Form (for conditional grades)
o Permit to Take Special Examination Form (for Incomplete Grade due
to No Final Examination
o Grade Completion Form (for In-Progress Grade)
b. Confer with Instructors concerned regarding schedule of removal
examination, special examination.
c. Seek approval of the Program Chairperson
Pay the required examination fee at the Cashier’s office (if applicable)
e. Submit accomplished form together with the appropriate evidence/s to
the Registrar’s Office for recording purposes
f. Take the final examination at scheduled date

Report of grades on such instances should be submitted two (2) days
after the examination to the Registrar’s Office by the Instructor concerned
following the required format and duly signed by the Program Chair/Dean
and the Executive Dean.

A.15 Procedures on Authentication of Student Record/Documents

Students may have their record/document authenticated by the Office of the
College Registrar through the following steps:

a. Secure and accomplish Request for Authentication of Records Form from the Office
of the Registrar

b. Present school/valid ID card, authorization letter (in the case of a representative)

c. Present the original and photocopied student document or record to be
authenticated
Pay the authentication fee at the cashier’s office
Present OR to receive the authenticated document
The remark, Authenticated Copy shall be indicated in the machine copy, sealed and
be initialed by the in-charge of Request and signed by the College Registrar.

A.16 Procedures on Issuance of Official Transcript of Records/Honorable Dismissal
a. Secure and accomplish Final Clearance Form from the Office of the Registrar.
b. Fill up form and secure signatures.
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Submit duly accomplished clearance.

Pay fee at the Cashier’ Office

Accomplish request form for Official Transcript of Records

Office staff prepare Official Transcript of Records

The Registrar certifies correctness and signs the document.

The Vice President for Academic Affairs/Director of Admissions affixes his signature.
The student/applicant claims OTR

Office staff dry seals, stamps date of release and issue the OTR.

A.17 Procedures on Issuance of Certification of Grades / Issuance of Certification,
Authentication andVerification/Form 137-A/Diploma (Second Copy)

a.
b.

The student pays fee at the Cashier's Office
Accomplishes request form for document and submits required supporting

documents.

c.
d.
e.

f.

Office staff prepares the document

The Registrar certifies the correctness of the document and signs it.
The student/applicant claims document

Office staff dry seals and issues the document

A.18 Procedures on the Issuance of Transfer Credential:

b.

Accomplish the Application for Transfer Credential Form available at the Registrar’s
Office

Secure the required signatures indicated in the application form for clearance
purposes

d. Pay the assessed amount at the Cashier’s Office

e. Return the form to the Registrar’s Office, present receipt and claim the Transfer

Credential

B.Workflow of the Guidance and Counseling and Scholarship Office

B.1. Issuance of Good Moral Certification

a. Pays certification fee at the Cashier’s office
Presents valid ID and authorization letter ( if necessary for proxy ) and official
receipt of payment for Certification paid at the Cashier’s office

c. Signsinlogbook

d. Brings the Good Moral Certification to the Registrar’s office for stamping of
official dry seal.

B.2. Issuance of Admission Slip/Permit Record Slip

a. Client fills up the Absence Slip
b. Client isinterviewed by the Counselor
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c. Gets Promissory Note which is signed by the parents and adviser to the
Guidance Counselor for filing. (Parents are called for interview/counseling if
necessary)

d. Client submits the duly signed promissory note to the Guidance office for
filing

e. Clientisissued an Admission Slip/Permit Record Slip

B.3 Counseling

a. Walk-in Client
1) Sets appointment with the Guidance Counselor for the convenient time for
the counseling session
2) The student returns for the session
3) Signs in the logbook
4) If needed a follow-up session is recommended.
b. ReferredClient
1) Presents referral slip.
2) Sets appointment with the Guidance Counselor for the convenient time for
the counseling session
3) The student returns for the session
4) Signs in the logbook
5) If needed a follow-up session is recommended.
c. Referrals
If the case is beyond the capacity of the counselor, the client is referred to
another professional capable of handling the case.
1) Gets referral slip.
2) Client is directed to the other professional.
3) Client returns for updates, if necessary.

B.4. Entrance Testing

Presents requirements / documents

Pays at the Cashier’s office

Present a proof of payment / official receipt
Gets schedule of test

Takes the test and the result of test
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B.5. Individual Inventory

a. Students fill up Personal Data Sheet
b. Submits the Personal Data Sheet to the Guidance office for filing

B.6. Psychological Testing

a. Sets schedule for psychological testing
b. Administers, checks and interprets the test
c. Prepares class report
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B.7. Placement Service

The Office of Guidance and Counseling, Admission and Scholarships, a unit
under the Office of the Director for Students Services, undertakes the following
activities in preparation for enroliment:

a. Spearheads the conduct of information drives to all secondary schools in
Abra serving as feeder schools.

b. Prepares the schedule of ASIST college admission test for approval by the
president.

c. Disseminates approved college admission test schedule and related
information through the ASIST website and/ or through brochures/ bulletins
of information distributed in various secondary schools.

d. Conducts entrance interviews, accepts applications for enrollment to various
programs and receives basic requirements such as the following;

e For Incoming First Year Students

1. Original Copy of High School Report Card(Form 138-A)

2. NCAE Result

3. Birth Certificate/Certificate of Live Birth from NSO — Original +
Photocopy
Certificate of Good Moral Character

5. 1D pictures 2 copies (1”x 1”); 2 copies (2"x 2”)
Certificate of Class Rank (for recipients of ASIST Scholarship
Awardeesonly)

7. Marriage Contract ( if married) — Original + Photocopy

e For Transferees
1. Certificate of Honorable Dismissal
2. Certificate of grades of all subjects taken for evaluation
purposes duly signed by the registrar
3. Certificate of good moral character signed by concerned
school authority
4. Marriage Contract ( if married) — Original + Photocopy
5. 1D pictures 2 copies (1”x 1”); 2 copies (2"”x 2”)
e. Administers psychological test to students as needed
f. Administers the ASIST college placement test, checks and prepares notices of
results
g. Releases test results together with the school credentials for registration.

B.8. Scholarships and Grants-in-Aid

a. Applicant presents certificate of scholarship and/or duly filled up application
form.
b. Applicant submits the usual documentary requirements
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Certification of Enrolment for the current semester
Certification of Grades for the previous semester

Billing statement for the current semester

Good Moral Certificate

Certificate of Indigency or Income Tax Return (ITR) of Parents

c. The enrolment form of the applicant is stamped with the corresponding

scholarship.

d. The applicant is enlisted on scholars database.

B.9 FLOW-CHART FOR PSYCHOLOGICAL TESTING

Preparatory:
The Guidance
Counselo

Disseminates
SCHEDULEs,
Seeks
APPROVAL

INTERVIEWS INTERVIEWS Administers

& Ac,cep.ts & Ac.cep.ts Psychological Testing

Applications Applications

(FRESHMEN) | (TRANSFEREE)

e Form 138-A e Honorable l
(Original copy) dismissal

e NCAE Results |e Cert. of Grades Checks, prepares NOTICES

e NSO Birth Cert |e Cert. of Good M. of Results
+ Photocopy Character

e Cert. of Good [e ID Pictures 2 l
M. Character copies 1”x1” and

e |D Pictures 2 2 copies 2”x2” RELEASES test
copies 1”x1” o Cert. of class results together
and 2 copies rank (for .
2"x2” i schol(arship) with school

credentials for
REGISTRATION

e Cert. of class e Marriage
rank (for Contract —
scholarship) Original + Photo
e Marriage
Contract —
Original +
Photo copy

C. Workflow of the Library Office

C.1 Borrowing/Lending of Books

1. One of the first steps in locating a book is by knowing its “call number” which
can be obtained from the card catalog. Three approaches can be used in
searching for a book, through the name of the author, the title of the book and
the subject of the book. The call number corresponds to the number on the spine
of the book.

2. The books can be located on the open shelves and are arranged according to the
Dewey Decimal Classification System which means that the books on the same
subject are grouped together. The assistance of the librarian can be asked if the
book cannot be located.

3. When a book is selected, the book card is then filled up together with the
borrower’s card and should be surrendered to the librarian or anybody who is in-
charge in the charging desk.
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After using the book, it should be returned to the charging desk for clearing
purposes.

A book borrowed for an overnight use may be renewed provided the book is not
in demand.

The library has the right to recall all borrowed materials when there is an urgent
need.

C.2 Borrowing/Lending Thesis and Dissertation

1. Theses and dissertations are strictly for room use only.No photoduplicating.

2.

For Faculty members and Graduate School students who wish to have a thesis or
a dissertation for overnight they are to present a letter of request sighed by the
College dean and or the owner of the thesis or dissertation for the purpose of
protecting the intellectual property of the Author.Only one (1) thesis or one (1)
dissertation is allowed to be borrowed each day.

C.3 Acquisition of Library Materials

1.
2.
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Coordinating with the Budget Officer with regards to library budget.

Forward the title list of reference from book dealers and notifying the different
Deans,Chairmen to list down their needed references to be purchased or
subscribed.

Consolidating the reference materials and prepare final list.

Prepare Request for Purchase
Request for Purchase forwarded to Accounting /Budget Office
Request for Purchase forwarded to President for approval.

Purchasing

Arrival at Supply Office

. Arrival at the library/ receiving and checking the newly purchased books acquired.

C.4 Cataloging of Acquired Books
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Collate newly — delivered books

Stamp books with the School’s mark of ownership
Enter books in the Accession book

Catalog and classify books

Paste book envelope

Type and insert book card to book envelope

Shelf books to their respective sections.
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PART IV.CONTROL OF RECORDS AND DOCUMENTS

Files and Records Management Policies
A. Classification and Location of Files

Files and Records kept in the Office of the Registrar may fall into four
categories:

1. Classified or Strictly Confidential Records

The following records of students submitted during admission and or
during his stay in the college are considered as strictly confidential:

Academic Reports

Adoption Paper

Alien certificate of registration
Baptismal of birth certificate
Disciplinary records

Medical and guidance reports
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Personal and academic records

2. Unclassified or Non-confidential records

The following records that should be made public to enable the students
and parents to determine the legal existence and operation of the school and
assess its performance are as follows:

Approval of Courses

Catalogues

Class, Faculty and Room Program
Directory of Graduates
Enrolment List

Permits

Prospectus
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Statistical Records
Teaching Loads and Faculty

j.  Graduation Program

3. Active Classified or Unclassified

The active files or current file pertain to the records of students who are
currently enrolled and studying in the college. These should in a separate cabinet
under the direct custody responsibility of the Records Section. They should be
easily accessible because they are needed from time to time.

Active files to be kept in Individual jackets are as follows:
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Changing and Dropping Form

Validation Form

Admission Slip

Affidavit, Order of Change of Name or Correction of Name
Application for Admission, Graduation, Shift of Course, and Transfer
Approval Permit for Cross-enrolment

Approval Request for Overload, Substitution of Subject/s and Waiver of
Prerequisite

OJT Permits

Certificate of Transfer Credential

Clearance, Completion, Evaluation

Schedule and Registration Forms

Forms 138, 137A, and Transcript of Records

. Machine Copy of Birth Certificate and Marriage Contact

Notice of Deficiency

Permanent Record

Photographs

Study Permits for Working Students and Foreign Students

Files to be kept for References (Hard and Soft Copy)

S @ 0 Q0 oW

— = = —

© =2 3

CHED Memoranda/Orders

Civil Service Circulars

DBM Memo No.71

Consolidated Grades

Annual Accomplishment Reports
Checklists and Prospectus
Faculty load

Commencement Programs

List of Academic Scholars
Minutes and Resolution of Academic Council Meetings
Official Communications
Statistical Data

. Faculty Manual

Student Manual
College Code

Inactive-Classified or Unclassified

The inactive files are the records of students who are no longer studying-

left, dropped or graduated. They should be kept in a separate cabinet for safe

keeping.
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B. Guidelines in Filing and Control of Records

1.

Filing of records must be done in alphabetical order. When removing and
putting back files, the personnel concerned must see to it that alphabetical
filing is observed at all times to avoid misplacing of files and for easy retrieval.
Student records must be kept in individual folders. Extra care must be
observed in order not to misplace the records.

Records must be filed immediately upon receipt in order for the record not to
go to the wrong folder/file.

Student number is used in encoding and accessing student records into the
computer. The student ID number is preferred to be used in assigning
student records.

A permanent staff of the Office must be assigned to take care of data
processing and control in the computer.

Filing of other records must be done alphabetically and filed by year for easy
retrieval.

C. Guidelines for Managing Confidential Records

1.

Confidential records must be kept in safe steel cabinets with locks and only
the Registrar or his/her assistant holds the key.

Hard copies of confidential records must be kept not to rely fully on soft files.
Files must be periodically checked.

Files must be removed from the file only by trusted personnel.

D. Disclosure of Confidential Records

Disclosure of student records is governed by very strict policies. The

Handbook for School Registrar Published by the National Capital School Registrars

Association (NACSRA, 1987) suggested the following guideline which s

recommended that schools should adopt.

1.

A student is entitled to a transcript of record, but he/she is not entitled to
know other records in his file which are confidential in nature.

A student has the right to see his/her academic record, which a copy was
made, and is entitled to any expression of any information recorded on it.
The student’s file or folder cannot be taken out of the office unless specially
authorized by the Registrar, depending on the purpose for which is needed.
School officials and faculty members of the institution may be permitted to
look at the academic records of any student if needed in the evaluation of the
academic standing of the student concerned.

Requests for the production of a student’s record from the court are usually
on a duly issued subpoena ducestecum , but the student must be notified of



10.

11.

53

said subpoena if he is available or if he can be reached through any media of
communication.

Records of grades may be released to parents or guardians without prior
approval of the student concerned if he is still a minor or have not yet been
emancipated from parental authority.

Request of academic information from a company or firm to whom a student
has applied for employment or where he/she is employed, should be
honored, if they are of valid importance to his being employed or his
promoted in position. No company no firm would employ a person without
ascertaining his/her eligibility for hiring or employment.

The same consideration should be accorded to requests from research or
philanthropic organization or government agencies supporting the student
concerned.

Request for information on a student’s record made in an official
communication by an official of any government office or agency, should be
honored even without the prior approval of the person concerned, as long as
the information sought for is limited to his academic standing, or school
work, for the purpose of a ascertaining his qualification eligibility of this
particular government agency.

Transcript of academic records should only contain information about
academic status. Other matters such as disciplinary may be recorded to
determine readmission.

All requests regarding disclosure of the student’s academic record should be
in writing and filed with his folder.



PROCEDURES AND WORK INSTRUCTIONS |, 01_1/2
MANUAL
Section 1.0: Effective Date:
PROCEDURES - Generic April 16, 2017
Abra State Institute of Subsection: 1.01 Revision No.
Sciences and Technology DOCUMENT CREATION 0
Objective :  To provide the users with a documented guide, ensuring that controlled documents are properly
prepared, reviewed, approved and validated by authorized personnel prior to issuance and
- . implementation. R ) S o
Scope : The procedure starts with the preparation of the draft of controlled documents and ends with the

filing of the Document Creation / Modification Notice.

ACTIVITY PERSON RESPONSIBLE

1. Prepares draft of document and submits to Document Originator

\ Controller.
2. Prepares Document Modification / Creation Notice and Originator
submits together with draft document to Section Head and
QMR for approval.

3. Submits draft of document together with approved Document Originator / Section Head / QMR
Modification / Creation Notice to Document Controller for
encoding.

4. Encodes the document based on the received draft and Document Controller
approved Document Modification / Creation Notice including
the effectivity date, using a revision number of zero (0).

5 Prints and forwards hard copy of the document to the Document Controller
Originator, including the received draft and Document
Modification / Creation Notice.

6. Reviews the document as to the accuracy and completeness of Originator, Section Head
content using the draft and Document Modification / Creation
Notice as bases.

By” and “Reviewed by” portions using blue ink.

8 Submits document to the Quality Council Chairman for Originator / Section Head
approval, together with the approved Document Modification
/ Creation Notice.

0. Reviews, approves, signs and dates each page of the Quality Council Chairman
document on the “APPROVED BY” portion using blue ink. If
modifications are required, repeats from Activity number 4.
Else, proceeds to next activity.

10. Retrieves approved documents from Quality  Council Originator / Section Head
Chairman.

11. Submits all documents to the Document Controller for Originator / Section Head

7. Signs and dates each page of the document on the “Prepared Section Head, QMR \
validation. \

Prepared by:

.

MILANDRO B. EDWIN

Quality Assurance Director
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PROCEDURES AND WORK INSTRUCTIONS

MILANDRO B. EDWIN

Quality Assurance Director

Page: 1.01-2/2
MANUAL
Section 1.0: Effective Date:
PROCEDURES - Generic April 16, 2017
Abra State Institute of Subsection: 1.01 Revision No.
Selencesiand Technology DOCUMENT CREATION 0
12. Receives documents from Originator. Document Controller
13. Reproduces document according to the required number of | Document Controller
copies (refer to User’s Guide for copy distribution).
14. Validates all photocopies of all pages of document, by Document Controller
marking each page with the “Controlled Documents”, then
initials and dates on the mentioned mark.
15. Sorts and files validated documents per copyholder Document Controller
16. Updates Document Control Log. Document Controller
17. Distributes Controlled Documents to copyholder(s) Document Controller
18. Request copyholder(s) to sign the Document Control Log, Document Controller
attesting receipt.
19. Files immediately the Document Modification / Creation Document Controller
Notice.
Note: Corresponding changes to the respective Table of
Contents shall be made, following all activities in this
procedure, with the Document Controller serving as the
Originator.
Prepared by: Revieyed by:

URELIO V. LABANEN, DVM
hairman
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Section 1.0: Effective Date
PROCEDURES - Generic April 16, 2017
Abra State Institute of Subsection: 1.02 Revision No.
Sciences and Technology DOCUMENT MODIFICATION 0

MANUAL

PROCEDURES AND WORK INSTRUCTIONS

Page: 1.02-1/2

Objective

Scope

To provide the users with a documented guide, ensuring that controlled documents are properly

updated, reviewed, approved and validated by authorized personnel prior to issuance and

_ implementation.

The procedure starts with retrieving a controlled copy of the document for revision and ends
with shredding obsolete copies of the controlled document.

ACTIVITY

PERSON RESPONSIBLE

Retrieves a controlled copy of document to be modified from
the manual.

Indicates on the retrieved documents the modifications on a
word-for-word basis.

Prepares Document Modification / Creation Notice and
submits together with draft document to Section Head and
QMR for approval.

Submits marked controlled copy of the document to be
revised together with approved Document Modification /
Creation Notice to Document Controller for encoding.

Encodes the document based on the received marked
controlled copy and approved Document Modification /
Creation Notice including the effectivity date and updates
revision number.

NOTE: Changes in text (word/phrase) and insertion of
words/phrases shall be underlined.

Prints and forwards hard copy of the document to the
Originator, including the received marked controlled copy and
Document Modification / Creation Notice.

Reviews the document as to the accuracy and completeness of
content using the draft and Document Modification / Creation
Notice as bases

Signs and dates each page of the document on the “Prepared
By” and “Reviewed by” portions using blue ink.

Submits document to the Quality Council Chairman for
approval, together with the approved Document Modification
/ Creation Notice.

. Reviews, approves, signs and dates each page of the

document on the “APPROVED BY” portion using blue ink. If
modifications are required, repeats from Activity number 4.
Else, proceeds to next activity.

Originator

Originator

Originator

Originator / Section Head / QMR

Document Controller

Document Controller

Originator, Section Head

Section Head, QMR

Originator / Section Head

Quality Council Chairman

Prepared by:

MILANDRO B. EDWIN

Quality Assurance Director
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Abra State Institute of Subsection: 1.02
Sciences and Technology

MANUAL

PROCEDURES AND WORK INSTRUCTIONS

Page: 1.02-2/2

Section 1.0: Effective Date
PROCEDURES - Generic April 16, 2017
Revision No
DOCUMENT MODIFICATION 0

. Retrieves approved documents from Quality Council

. Submits all documents to the Document Controller for

. Receives documents from Originator.

. Reproduces document according to the required number of

. Validates all photocopies of all pages of document, by

. Sorts and files validated documents per copyholder.

. Updates Document Control Log.

. Distributes Controlled Documents to copyholder(s) and

. Request copyholder(s) to sign the Document Control Log,

. Stamps “Obsolete” on the original obsolete copy accordingly.

. Files immediately the original obsolete copy together with the

. Shreds obsolete copies of the documents.

Chairman.

validation.

copies (refer to User’s Guide for copy distribution).

marking each page with the “Controlled Documents”, then
initials and dates on the mentioned mark.

retrieves all obsolete versions.

attesting receipt and retrieval of obsolete versions at that point
of use.

Document Modification / Creation Notice.

Note: Corresponding changes to the respective Table of
Contents shall be made, following all activities in this
procedure, with the Document Controller serving as the
Originator

Originator / Section Head

Originator / Section Head

Document Controller

Document Controller

Document Controller

Document Controller

Document Controller

Document Controller

Document Controller

Document Controller

Document Controller

Document Controller

Prepared by:

MILANDRO B. EDWIN
Quality Assurance Director

Reviewgd by:

EGNALEN, Ph.D.

URELIO V. LABANEN, DVM
hairman




Abra State Institute of
Sciences and Technology

PROCEDURES AND WORK INSTRUCTIONS
MANUAL

Page: 1.04-1/1

DOCUMENTS

Section 1.0: Effective Date:
PROCEDURES - Generic April 16, 2017

Subsection: 1.04 Revision No.

REQUISITION OF UNCONTROLLED COPIES OF CONTROLLED 0

[: To effectively monitor and control issuance of uncontrolled copies of controlled documents. ‘
The procedure starts with the preparation of the Request for Uncontrolled Copy of Controlled
Document and ends with the filing of the same.

ACTIVITY

PERSON RESPONSIBLE

Prepares the Request for Uncontrolled Copy of Controlled
Document upon request of external customer and submits to
the Quality Management Representative for approval.

Approves Request for Uncontrolled Copy of Controlled

NOTE: If request is disapproved, Document Controller to
communicate with the requestor.

Photocopies from a controlled copy of the requested

Stamps “Uncontrolled” on the photocopied document.

Initials and dates on the “uncontrolled document™ for all
Receives documents by affixing the name and signature on
the space provided after “Document Received”

Files Request for Uncontrolled Copy of Controlled

| Objective
' Scope
1.
2.
Document.
3
document.
4.
S,
documents.
6.
7
Document.

Document Controller

Quality Management Representative

Document Controller

Document Controller

Document Controller

Requestor

Document Controller

Prepared by:

MILANDRO B. EDWIN
Quality Assurance Director

Reviewed by:
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PROCEDURES AND WORK
INSTRUCTIONS MANUAL Page: 1.05-1/3
Section 1.0 Effective Date:
PROCEDURES - Generic April 16,2017
Abra State Institute of 7, 10070 Revision No.
Simeesand Duckashogy CONTROL OF DOCUMENTS 0

L POLICY

ABC Company documents shall be classified as controlled and uncontrolled. The document control system shall
cover only documents and data related to the effective planning, operation and control of the quality management
system.

A controlled document refers to a written reference, which shall be updated, amended, reviewed and approved prior
to issuance and distribution to internal customers, specifically the company staff.

An uncontrolled document, on the other hand, refers to a written reference issued and distributed to external
customers which shall not require amendment.

Controlled documents include internally generated documents — Quality Manual, Procedures and Work Instructions
Manual, Records Management Manual, Position Description Manual, and Guidelines/Policies. These shall also
include government regulations and requirements and other externally generated documents — industry-related
materials/articles etc. — issued for reference of ABC Company.

Document and Data Approval & Issuance

Erasures and/or alterations on the controlled documents shall not be allowed:; otherwise these documents shall be
considered invalid and unauthorized.

A Document and Data Controller (DDC) is officially appointed by the Quality Management Representative and has
the overall authority and responsibility of the implementation and sustenance of the document control system of
ABC Company.

The creation, and/or revision of all controlled documents shall be prepared, reviewed, approved, signed, dated and
validated by designated authorized personnel evidenced in the original copy of the manual prior to issue and use.

All document creations submitted to the DDC shall be reviewed and signed by the originator, his/her section head
and approved by the QMR prior to encoding of the same, and approved by the Quality Council Chairman prior to
publication and use. Accomplishing document modification / creation notices (DMCN) is the control methodology
implemented for this purpose.

Only documents from external sources used as references shall be identified and made available for use through the
Registry of External Documents. Endorsement and maintenance, and updating of these documents shall be
implemented in accordance with documented procedures and shall be the responsibility of the DDC. The DDC shall
ensure that only authorized and updated copies of these documents are reviewed and endorsed for use in their area.

The copy distribution of a particular externally-generated document shall be indicated in the Registry of External
Documents; otherwise, copies are considered unauthorized and shall not exist.

The Quality Council Chairman (QCC) is the final approving authority in all controlled documents.

=

Prepared by: \ Revieyed by:
MILANDRO B. EDWIN EGNALEN, Ph.D. RELIO V. LABANEN, DVM
Quality Assurance Director Dep hairman
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PART V. TEMPLATES ON ASIST FORMS, CERTIFICATIONS, AND COMMUNICATIONS ON

DIFFERENT TASK

Front portion...

APPENDIX -A

ENROLMENT FORM

ASIST REGISTRATION FORM

REGISTRAR’S COPY

ID No. [ 10OId Student
Sem/Summer _ School Year [ 1 New Student
(School last attended )
FAMILY NAME FIRST NAME MIDDLE NAME [ ]OId Returnee (Last term & SY attended
Course Code Description Title Units Schedule Professor Final Grade
[ Ishifter (Previous Course & Year)
Course & Year:
Major:
Credentials Submitted:
o Certification, Specify
e Transcript of Records
e Transfer Credentials
e Form 137 (Report Card)
Total Number of Units: Final Grades posted by: e Form 138 (Permanent Record)
Approved:
Title of Scholarship
Department Chairman/Representative Credentials received by:
Back portion...
REGISTRAR’S COPY Personal Information A.School Fees FEES
Date of Birth: Place of Birth: Age: Tuition Fee P Computer Fee P
Citizenship: Civil Status: Sexi__ Registration Fee P Internet Fee P
Home Address Late Registration Fee P Entrance Fee P
Father’s Name: Occupation: Library Fee P Affiliation Fee P
Mother’s Name: Occupation: Medical/Dental Fee P Practice Fee P
If MARRIED, name and address of spouse: Laboratory Fee P Guidance Fee P
Name of Legal Guardian responsible for any Financial Support: Subtotal: P
Relationship to this Legal Guardian: Address: B. Other Fees
NSTP (CWTS/MS) P Laminated ID P
EDUCATIONAL BACKGROUND Athletic Fee P Miscellaneous P
Name of School Address Inclusive Dates School Paper P Subtotal: P
Elementary: GRAND TOTAL P
Secondary: Assessed by:
College; if TRANSFEREE:
Name of parents/brothers/sisters who are alumni of ASIST: TERMS OF PAYMENT
[ ]Cash [ Jinstaliment
Name of brothers/sisters who are currently enrolled for this semester, and
their corresponding course and year:
I certify to the correctness of the foregoing data. 15t payment: OR#: Date :
2" payment: OR#: Date :

Student Signature




APPENDIX -B

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCE & TECHNOLOGY
Lagangilang, Abra

APPICATION FORM FOR CHANGE / ADD / DROP OF SUBJECTS
Name:

Course & Year:

61

OR#:
Date:

DEAN’S COPY

School Year: Semester: Date:

Subject Dropped Instructor’s Signature Reason Student who drops the entire
course within the first month
after the enrolment is entitled
to a refund of 100% of the first
week; 75% of the second week;

bi lied . 50% of the third week; 25% of

Subject Applie Instructor’s Signature Reason the fourth week. Dropping the
subjects saves you from a grade
of 5.0 but not from the liability
paying your account.

Recommending Approval: Approved:

Department Chairman Registrar

Republic of the Philippines O

ABRA STATE INSTITUTE OF SCIENCE & TECHNOLOGY Date.:

Lagangilang, Abra

REGISTRAR’S COPY

APPICATION FORM FOR CHANGE / ADD / DROP OF SUBJECTS

Name: Course & Year:

School Year: Semester: Date:

Subject Dropped Instructor’s Signature Reason ACCOUNTS
Tuition Fee:
Fine:
Lab Dep Fee:
Subject Applied Instructor’s Signature Reason TOTALS
Amount Paid:
OR No.
Date:
Recommending Approval: Approved: Assessed by:
Department Chairman Registrar

Republic of the Philippines

ABRA STATE INSTITUTE OF SCIENCE & TECHNOLOGY g:fé‘

Lagangilang, Abra

ACCOUNTANT'’S COPY

APPICATION FORM FOR CHANGE / ADD / DROP OF SUBJECTS

Name: Course & Year:

School Year: Semester: Date:

Subject Dropped ADDED / DEDUCTED

Tuition Fee:
Student who drops the entire course Fine:
within the first month after enrolment is Lab bep Fee:
entitled to refund of 100% of the fees ’
- - paid at first week; 75% for the second
Subject Applied week; 50% for the third week; 25% for TOTALS .
Amount Paid:
the fourth week.
OR No.
Date:

Recommending Approval:

Department Chairman

Approved:

Registrar

Assessed by:



62

APPENDIX -C
REGISTRAR’S COPY
RF-08:
OR#:
Date: Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCE AND TECHNOLOGY
Main Campus, Lagangilang, Abra
REPORT OF COMPLETION / REMOVAL GRADE
SUBJECT CODE NO. DESCRIPTIVE TITLE UNIT/S
STUDENT ID NO. STUDENT’S NAME: FAMILY FIRST M.I. COURSE / YEAR
ORIGINAL GRADE TERM OF REFERENCE --- SEMESTER/ YEAR COMPLETED GRADE DATE COMPLETED
PRINT NAME OF PROFESSOR / INSTRUCTOR SIGNATURE OF PROFESSOR / INSTRUCTOR SIGNATURE OF DEPT. CHAIRMAN
RF-08: DEAN’S COPY
OR#:
Date: Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCE AND TECHNOLOGY
Main Campus, Lagangilang, Abra
REPORT OF COMPLETION / REMOVAL GRADE
SUBJECT CODE NO. DESCRIPTIVE TITLE UNIT/S
STUDENT ID NO. STUDENT’S NAME: FAMILY FIRST M.I. COURSE / YEAR
ORIGINAL GRADE TERM OF REFERENCE --- SEMESTER/ YEAR COMPLETED GRADE DATE COMPLETED
PRINT NAME OF PROFESSOR / INSTRUCTOR SIGNATURE OF PROFESSOR / INSTRUCTOR SIGNATURE OF DEPT. CHAIRMAN
RF-08: STUDENT’S COPY
OR#:
Date: Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCE AND TECHNOLOGY
Main Campus, Lagangilang, Abra
REPORT OF COMPLETION / REMOVAL GRADE
SUBJECT CODE NO. DESCRIPTIVE TITLE UNIT/S
STUDENT ID NO. STUDENT’S NAME: FAMILY FIRST M.1. COURSE / YEAR
ORIGINAL GRADE TERM OF REFERENCE --- SEMESTER/ YEAR COMPLETED GRADE DATE COMPLETED

PRINT NAME OF PROFESSOR / INSTRUCTOR SIGNATURE OF PROFESSOR / INSTRUCTOR SIGNATURE OF DEPT. CHAIRMAN
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APPENDIX -D

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

COLLEGE OF

Date:
THE REGISTRAR
ASIST, Main Campus
Lagangilang, Abra

Madam:
May | request for the evaluation of equivalency for the subjects previously taken by me which are:

COURSE CODE DESCRIPTIVE TITLE UNITS

©CoNoOOA~LNE

Very truly yours,

Signature over Printed Name of Student
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Republic of the Philippines

ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY

Main Campus, Lagangilang, Abra

OFFICE OF THE REGISTRAR

EQUIVALENCY APPLICATION FORM

Date:
SUBJECTS EQUIVALENT SUBJECT FOR EVALUATED BY: VERIFIED BY:
TAKEN CREDITING (DEPARTMENT (REGISTRAR)
CHAIRMAN)
Approved:
College Dean Approved for Posting:

Registrar
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APPENDIX -E

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

PERMIT_TO CROSS ENROLL

Date:
The Registrar
Abra State Institute of Sciences and Technology
Bangued, Abra
Sir/Madam:
This is to certify that Mr./Ms. is hereby granted permission
to take the following subjects in your institution during the summer 2015.
Course No. Descriptive Title Units
Total Units
>>>>> Nothing Follows <<<<<

It is requested that we shall be furnished a copy of his/her grades within (10) days after the
close of the summer classes.

Very truly yours,

MARIE GRACE A. REYES

Registrar IlI
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APPENDIX -F

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

The PRINCIPAL

Sir/Madam:

At your convenience, please send us the /X/ Form 137-A /_/ Transcript of Records of the following student(s),
who have been temporarily enrolled in our school upon presentation of his/her/their /_/ Transfer Credentials /_/
Certification /X/ Form 138-A from your school.

Name of Student Year in your School School Year Remarks

Your preferential attention on this request is highly appreciated.
Thank you.

MARIE GRACE A. REYES
Registrar 111

__Request
___Please entrust to the bearer
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APPENDIX -G
Republic of thePhilippines

ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

PERMITTO TRANSFER.
Date:
To Whom This May Concern:
This is to certify that Mr. /Ms. is granted permit to transfer from
the effective today. His/ Her official transcript of

records will be issued upon request.

MARIE GRACE A. REYES
Registrar Il

RETURN SLIP

The Registrar
Abra State Institute of Science and Technology
Lagangilang, Abra

Sir/Madam:
Mr. /Ms ..has been temporarily admitted in this University /

College pending receipt of his/her transcript of record from your college. Please send his / her record
to

at

(Requesting Officer)

Student’s Signature

(Official Receipt No.) (Designation)
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APPENDIX -H

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCE AND TECHNOLOGY
Main Campus

APPLICATION FOR GRADUATION

The Academic Council
Thru: The Registrar

I have the honor to request for my inclusion in the list of candidates for graduation for the
School Year 20__-20__.

Thank You.

High School Completed Signature of Applicant Over Printed Name

Date of Filing Course
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APPENDIX-I

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

PRINT
(Family Name) (Given Name) (Middle Name)

Graduated: Yes: No: Degree:
Presently Enrolled: Yes: No: Term Attended: Semester, -
Course & Year: Summer,
I wish to obtain the credentials Credentials to be used for:
Check below

Transcript of Records Transfer to another school

Transfer Credentials (Hon. Dismissal) Board / Civil Service

Diploma Evaluation

Certificate of Graduation Employment

True Copy of Scholastic Record Record Purposes

True Copy of Others, please specify

( )Form137-A ( )Form 138

Signature of Authorized Representative Signature of Student Applicant

Note: If Transfer Credentials (Honorable Dismissal) is requested, the Official Transcript of Records will be sent directly to the school where the
concerned student enrolled upon the receipt of the return slip of the certificate of transfer.

CLEARANCE CERTIFICATE

TO THE REGISTRAR:

This is to certify that the applicant — student is cleared of all financial and / or accountabilities in so far as this
Department concerned.

Plow Adviser

NSTP Coordinator

Section / Class Adviser

Librarian

SG Adviser

Adpviser (Dept'lOrg'n)

Guidance Counselor

Accountant

Cashier / CDO

Department Chairman

ARS Director

College Dean

Registrar

Approved:

President
Date of clearance was received:
Expected date of release of credential(s):
Supporting documents complete? ___Yes___ No
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APPENDIX -J

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCE AND TECHNOLOGY
Main Campus, Lagangilang, Abra

OFFICE OF ADMISSION

APPLICATION FOR CORRECTION OF ENTRIES IN SCHOOL CREDENTIALS
(Under CHED Regional Memorandum No. 12 s, 2002)

NAME:
Course:

Original Entry Corrected Entry
Name

Family
Given
Middle
Birth Date
Birth Place

| have the honor to request correction of the entry/ies in my school credential as indicated
above. To support this request, | have attached the following:

Original / Xerox copy of my Birth Certificate
Affidavit/s for the purpose

Thank you.

Signature

Certification:

This is to certify that | have reviewed all the attached documents to support the claim for
correction. | am therefore recommending that the correction be effected as such.

MARIE GRACE A. REYES
Registrar Il

APPROVED:

Dr. AURELIO V. LABANEN
President




APPENDIX -K

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

ACKNOWLEDGEMENT RECEIPT

71

The REGISTRAR
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

Sir/Madam:
This is to acknowledge receipt of the OFFICIAL TRANSCRIPT OF RECORDS of (name)
(course) from
your school.
Very truly yours,
Registrar

Note: Please return this slip upon receipt of the attached Official Transcript.
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APPENDIX -L

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCESAND TECHNOLOGY

OFFICE OF THE REGISTRAR
Lagangilang, Abra

COLLEGE RECORD BY SEMESTER

Name: Student Number:

Sex: Date of Birth:

Address: Entrance Credits:

Secondary Education: Date of Admission:

Course: Major: Date of Graduation:

Yr Sem, 201 -201 Final Removal/ Credits Yr Sem, 201 -201 Final Removal/ Credits

Course No. & Descriptive Title Condition Course No. & Descriptive Title Condition
__Yr___Sem, 201 -201__ . Removal/ . ___Yr___Sem,201_-201__ ) Removal/ )
Course No. & Descriptive Title Final | condition | Credits Course No. & Descriptive Title Final | condiion | ©redits
Summer, 201__ Summer, 201__
Course No. & Descriptive Title Course No. & Descriptive Title

Certified Correct:

Registrar
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APPENDIX -M

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

Date

CAYV No.
Series

To Whom It May Concern:

This is to certify that the signature/s appearing on the attached
of Mr./Ms. is/are that of:

Name of Signhatories Position

of ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY, Main Campus,
Lagangilang, Abra.

This is to certify further that the offered in this
institution is duly authorized by the Government of the Philippines.

MARIE GRACE A. REYES
Registrar Il

Not valid without
college seal
Amount Paid:
OR #:

Date:
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CAV Request Letter

Date:

Sec. ALBERT F. DEL ROSARIO
Department of Foreign Affairs
2330 Roxas Boulevard, Pasay City, Philippines 1300

Sir/Madam:

l, , would like to request your good office for the authentication
of my academic records in issued by

. In this connection, | am submitting the following records through
the Office of the Registrar.

=

Thank you.

Respectfully yours,
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15t INDORSEMENT

ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

Date:

Respectfully forwarded to the Secretary of Foreign Affairs, the request
of for the authentication of his/her records, recommending
approval, with the certification that the documents *forwarded herewith are true and
authentic copies of the documents issued and/or kept by this institution.

MARIE GRACE A. REYES
Registrar Il

*Note: The following documents are attached:

=
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APPENDIX-N

CLAIM STUB FOR DFA AUTHENTICATION

Abra State Institute of

Sciences and Technology FOR DFA RELEASE ON:

Name of Agency:

Name of Applicant:

Surname Firstname Middle Initial

CAV] ] OTR[ ] Diploma[ ]

Nature of Document: Summary of RLE [ ] Cert. of Units Earned [ ] CONTROL NO

Others :

HOUSEWAY BILL NO..

ASIST
ADDRESS: Main Campus, Lagangilang, Abra Telefax No. (074) 752 -8171

DFA Authentication Division, ASEANA Business Park, BradcoAvenuer corner Macapagal Boulevard, Parafiaque City (New Building)
Note: CAV should be claimed within three (3) months of release to DFA. If unclaimed after three (3) months CAV and Support documents will be automatically shredded by
DFA Authentication Division




APPENDIX -O

Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY

Main Campus, Lagangilang, Abra

REPORT ON FINAL GRADE

NAME: Year:

COURSE: Semester, 20 -20
Grade

Course No. Descriptive Title Einal Remq\{all Credits
Condition
Weighted Ave.
*Nothing Follows**
Remarks: Date:

Prepared by:

Not valid without
college seal
Amt. Paid:

OR NO:

Date:

CHRIS G. VENUS

Administrative Aide I

Certified Correct:

MARIE GRACE A. REYES

Registrar Ill




APPENDIX P
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
LAGANGILANG, ABRA

GUIDANCE AND COUNSELING OFFICE
INTERVIEW PERMIT

To the teacher:

Please excuse the following students from your classes on at

78

They will report to the guidance office to discuss with the counselor some pertinent matters
relevant to their studies.

Thank you very much for your cooperation.

Very truly yours,

Guidance Counselor

Approval of Subject Teachers Concerned:
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APPENDIX Q

ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY
Lagangilang, Abra

Referral Slip

Date

Name of Student: Course Year

Reasons:

individual counseling re:

(State nature of Problem, Purpose, etc.)

educational/vocational counseling information
psychological testing in the following areas (Please check)

personality aptitude
intelligence others (please specify)
interest

career/job placement

Name

Designation



80

APPENDIX R
GCO Form 1 Republic of the Philippines Attach1x 1
R.93 College ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY or2x2
Lagangilang, Abra picture
sem20__ 20 STUDENT’S PERSONAL DATA SHEET Date:

TO THE STUDENT:

WELCOME TO A.S.I1.S.T.! Please fill up this form completely and honestly. This will enable us in the
Guidance Office to know you more, in order to help you better meet your specific needs in school; your future
plans and other concerns that you have. Whatever information you supply through this form will be held
confidentially and will only serve for guidance office purposes.

After having filled up the form completely, please return to the Guidance Office.

GOOD LUCK IN YOUR STUDIES!!!

RAMELDA B. BEGNALEN
Your Guidance Counselor,

START HERE:
I. PERSONAL DATA
Name I.D. # Course & Year
(Family Name) (First Name) (Middle Name) Nickname
Civil Status Sex Age Religion
Date of Birth Place of Birth

Permanent Address
Person to be notified in case of emergency:
Address of this person to be notified:

If married, name of spouse Number of children
Person/s Agency supporting you in your studies:
Address while in ASIST Guardian:

Il. FAMILY DATA

A. Parents/Step-parent/Guardians
Name Age Educ’l Attainment Religion Occupation Place of Work
Father:
Mother:
Guardian:
Step-Father:
Step-Mother:

Status of parents: Please check as many items that you apply to your case.

__Parents living together __Mother deceased __Father/Mother working abroad
__Parents separated __Father re-married __Not living with parents
__Father deceased __Mother re-married

B. Brothers and Sisters: Form Eldest to Youngest, except yourself
Name Age Sex Educ’l Attainment Course or Civil Status Religion
Occupation

(Please use extra sheet, if necessary)
Number of brothers older than you younger than you
Number of sisters older than you younger than you



How many among your brothers and sisters are:

Dialects/Languages spoken at home:
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Reading Materials available at home:

Other sources of educational information at home:

I1l.  EDUCATIONAL BACKGROUND
Name & Address of School Type of School

IV. STANDARDIZED TESTS
Title of Test Date Taken Raw Score

V. CO-CURRICULAR AND EXTRA-CURRICULAR ACTIVITIES
Name of Organization Date of Membership

VI. HOBBIES AND INTERESTS:
Activities you enjoy during your leisure time

School Year

Percentile

Position/Assignment

Awards/Honors/Ranks

Other Remarks

Nature of Activities

Talents you possess:

Talents you wish to develop:

VIl. PROBLEMS USUALLY ENCOUNTERED BY YOU:
PERSONAL:

IN SCHOOL:

AT HOME:

OTHERS:

Persons/who usually help you with your problems:

VIIl. GOALS IN LIFE
Why did you enroll in ASIST?

Who/ What motivated you to study here?

What are your expectations of this school?

What are your plans for the next five year of your life?

What are your long-term plans (for the rest of your life)?

IX.  FOLLOW UP RECORDS
A. Educational
1. Undergraduate (college)

2. Graduate and Post-Graduate Studies
School

Degree

REMARKS:

B. Employment

Agency Employed at Duration/Status of Employment

Salary/ Rate

Other Remarks
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APPENDIX S

blic of the Philippines

ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Lagangilang, Abra

CuU

MULATIVE RECORD

Please fill out this form in your own handwriting
. PERSONAL DATA
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Date form is filled up

Name: Year & Sec. Age
Last Name First M.I.
.Sex Citizenship / Tribe Region
Date of Birth Place of Birth
Home Address
Barrio Town Province
1. FAMILY BACKGROUND
A.
Parents / Guardian Occupation Highest Educ. Attainment Annual Income
Father
() Living
( ) Deceased
Mother
() Living
( ) Deceased
B
HIGHEST EDUC.
BROTHERS/SISTERS AGE OCCUPATION PRESENT ADDRESS
ATTAINMENT
1.
2
3.
4,
111 EDUCATIONAL BACKGROUND
1. Previous Schooling
List of chronological order all schools you have attended:
Educational Levels School / Location Honors/ Award Received
Primary:19__ -19__
Intermediate: 19 -19_
High School: 19 -19
College:19 __ -19_

2. Nature of Schooling
() Continuing
() Interrupted
Why?

School marks in Elementary, High School and College
Highest Marks/
Educ’l Levels .
Subject
Elementary
High School

College

Lowest Marks/

Failing Marks/

Subject Subject

Others



V. SOCIAL BACKGROUND

1. Check activities which you have participated in high schools
() Religious ( ) FFP/ FAHP () Others, specify
( ) Dramatics () Athletics
() Scouting () Literary/ Musical
2. What co-curricular activities are you engaged in now?
3. Leadership: Position you hold or held.
a. c.
b.
Persons you admire or respect (in school, home, community)
a. c.
b. d.
4. Special Talents/ Skills
() Musical voice ( ) Dancing
() Dramatics () Oration/ Declamation
() Athletics () Others
5. Favorite Pastime
() Movie-going () Painting () Pen pal writhing
() Radio listening ( ) Reading books () Sports playing
() Sleeping () Strumming guitar () Others, specify
6. Can you go along harmoniously with:
(a) Friends ( )Yes( )Nolf Nowhy?
(b) Sister- brother ( )Yes( )NoIf Nowhy?
(c) Teacher ( )Yes( )No If Nowhy?
(d) Parents ( )Yes( )NolIf Nowhy?
(e) Anyone (specify) ( )Yes( )No If Nowhy?
V. Vocational Background:
1. Work Experience
Length of working time
Attitude towards work
2. Plans after graduation
3. Person to inquire competencies ( and his address)

1.

(Fill up this portion only) Do not fill beyond the area.

To be filled by the Health Officer

Health Status
A. Hearing

B. Vision
C. Dental

Excellent Good Fair

1. Date of last medical/ physical examination

Poor

2. Any communicable disease/illness? Yes No

Specify

Nature

Others



APPENDIX T

Lagangilang, Abra

‘To be filled by the Guidance Counselor

PHSYCHOLOGICAL
TEST

PERSONALITY
MENTAL
APTITUDE
ACHIEVEMENT
INTEREST
OTHERS

PHSYCHOLOGICAL
TEST

PERSONALITY
MENTAL
APTITUDE
ACHIEVEMENT
INTEREST
OTHERS

RECOMMEDATION:

T

RECORDS OF STANDARDIZED RESULTS

FIRST YEAR
SECOND YEAR

D RS PR VD T D RS PR

RECORDS OF STANDARDIZED RESULTS

FIRST YEAR
SECOND YEAR

D RS PR VD T D RS PR

ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY

VD

VD

REMARKS
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Note:
T —Title
D — Date

RS — Raw Score

PR - %ile Rank

VD — Verbal Description

VI. SIGNIFICANT NOTES
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APPENDIX U

ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY
Lagangilang, Abra

Guidance & Counseling

CALL SLIP

Name:

Course, Year & Section:

Please visit the Guidance Office-College Department at on
(time) (date)

for the purpose of:

// counseling
// testing

// interview
//
//
//

Signature of G. C.

Noted by:

Instructor/Subject Teacher
* Please show this slip to your subject teacher for his/her approval and bring this with you.

NOTES:

Time started: Time ended:
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APPENDIX V
ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY
Lagangilang, Abra

Referrals on Academic Accounts

Grading Period

To the Instructor:

For the purpose of counseling please furnish the Guidance Office with the student in your
respective classes who fail or are having difficulty in coping up with the demands of the subject.

Guidance Counselor

To the Guidance Counselor:

In response to your letter above, | am forwarding to your office the following:

Name Grade Reasons

Instructor
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APPENDIX W
ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY
Lagangilang, Abra
SUMMARIZED COUNSELING FOLLOW-UP SHEET

Student’s Name: Course & Year Level

Summary of Problems:

Decision or plans arrived at during the first counseling intake interview:

Date:
Second counseling session
Summary of results:

Date:
Third counseling session
Summary of results:

Date:

Fourth counseling session
Summary of results:

Date:




APPENDIX X
Republic of the Philippines
ABRA STATE INSTITUTE OF SCIENCES AND TECHNOLOGY
Main Campus, Lagangilang, Abra

GUIDANCE AND COUNSELING OFFICE

Counseling Intake Interview
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Student’s Name: Course & Year Level

Date: Time started Duration of Interview

Interview initiated by: Student Instructor Others (pls. specify)
Counselor Friend

Purpose of the interview:

General attitudes or emotional state of the student:

Summary of interview:

Decision or plans:

Follow-up notes:

Schedule of next counseling session:
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APPENDIX Y
STUDENT’S COPY
ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY
Lagangilang, Abra
Date:
PROMISORY NOTE
l, , a student of Abra State
Institute of Sciences and Technology, acknowledge the fact that my teacher in as
always warned me of my failing grade in her/his subject due to

| promise in front of my teacher with the presence of my parent/ guardian andd Guidance
Counselor, that | will make up of my grade by

. If | fail my promise and will not pass the

subject, it is my own fault and | do not have the right to blame my teacher nor the guidance counselor.

Student’s Signature
Concur:

Parent/ Guardian
Witnesses

Subject Teacher Guidance Counselor
GUIDANCE COPY
ABRA STATE INSTITUTE OF SCIECES AND TECHNOLOGY
Lagangilang, Abra

Date:
PROMISORY NOTE
l, , a student of Abra State
Institute of Sciences and Technology, acknowledge the fact that my teacher in as
always warned me of my failing grade in her/his subject due to

| promise in front of my teacher with the presence of my parent/ guardian andd Guidance
Counselor, that | will make up of my grade by

. If | fail my promise and will not pass the

subject, it is my own fault and | do not have the right to blame my teacher nor the guidance counselor.

Student’s Signature
Concur:

Parent/ Guardian
Witnesses

Subject Teacher Guidance Counselor
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APPENDIX Z

Proposed Outline of Operations Manual(Annex 9 of Memorandum Circular No. 2015-1,

uhwnN

Guidelines on the Grant of the Performance- Based Bonus for Fiscal Year 2015)

Introduction on the Manual (scope of operations manual, content, system of
amendment and revision, distribution)

Definition of terms and acronyms

General Information about the Agency and the Selected Areas of Operation
Organization and Responsibilities (indicates the structure, duties and responsibilities)
Operational Control and Supervision (describes the powers of authority, supervisory and
operational controls)

Operating Procedures (describes the step-by-step procedures and work instructions in
narrative or with the use of activity flow charts including the flow of forms)

Control of Records and Documents (Optional)

Appendices
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