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Northwestern University recognizes that its personnel are the most effective and valuable 

resource in the fulfillment of the university’s mission and vision. 

 

 This Faculty Manual serves as blueprint for the realization of the noble goals of Northwestern 

University. The policies, rules and regulations contained herein are meant to provide employees 

direction and guidance for the efficient and effective performance of their assigned tasks. 

 

 It is therefore necessary that each employee learns the provisions of this manual by heart in the 

attainment of excellence in education. 

 

 

 

        MA. LIZA S. NICOLAS 

      President 
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ARTICLE I 
NORTHWESTERN UNIVERSITY 

 

Section 1. History and Development 
 

Way back in 1932, an enterprising group of educators composed of Angel Albano, Cresencio 

Barangan, Maximo Caday, Manuela Romero, Rufina Mariano, Nicolas Nicolas, Manuel Pintado, 

Marcelo Tajon, Encarnacion Ruiz, and Marcelino Ligot pooled their hard-earned savings to put up and 

incorporate the first private non-sectarian educational institution in Ilocos Norte known as the 

Northwestern Academy. 

 

 The operation of the school was interrupted in 1945-1948 with the devastation wrought by World 

War II. Upon resumption, a 12-room building, the first it can call its own was constructed to 

accommodate the influx of students. In 1949, the academy became Northwestern College with 

Apolinario Aquino as President. Opening of new courses followed namely Associate in Surveying, 

Bachelor of Laws, BS Commerce, Technical Engineering, Industrial Education, Master of Arts in 

Education, BS Civil, Mechanical and Electrical Engineering. 

  

The purchase of a nine-hectare lot in 1966 and the construction of the Science and Engineering 

building were landmarks in the institution’s growth and progress. With the acquisition of the lot, the 

dream of the incorporators for the institution to become a university began to take shape. The College 

continued to offer more programs in 1962. The course leading to the degree of Bachelor of Science in 

Criminology was opened in 1969, followed by the BS in Nursing Program and two-year course in Police 

Science Technology in 1973. In 1982, fifty years after its founding, Ben A. Nicolas became President of 

the College and Chairman of the Board of Directors taking over the reins from his father, Nicolas 

Nicolas, who held the distinction of chairman of the board for fifty years. A major breakthrough along 

with the reforms instituted was the opening of the Computer Center, the first of its kind north of Metro 

Manila. 

   

Recognizing the need for going through voluntary accreditation as a means of attaining quality 

education, management applied for accreditation of some of its programs. In a short span of time, five 

of its programs were accredited, namely: Arts and Sciences, Commerce, Education, Engineering and 

Criminology. 

  

In 1990, new courses were offered to meet the demand of the times, namely, BS Accountancy, 

BS Computer Science, BSE major in Library Science, Two-Year Computer Secretarial, One-Year 

Craftsman (Civil), Practical Electricity, and One-Year Computer Technician. 

  

In 1991, a permit to operate a program leading to the degree of Doctor of Philosophy (Ph. D.) 

major in Development Education was issued. Permits to operate a 2-year course in General Radio 

Communication Operator and Midwifery were also granted the same year followed by the opening of 
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Doctor of Education, Master of Arts in Nursing, Master of Arts in Public Administration, Master in 

Business Administration, BS Chemical Engineering, BS in Geodetic Engineering, BS in Marine 

Engineering, BS in Marine Transportation, BS in Architecture, BS in Mathematics, BS in Industrial 

Technology, BS in Commerce major in Entrepreneurship, Management Accounting, Banking and 

Finance, BS in Secretarial Administration, Bachelor of Arts major in Mass Communication, BS in Hotel 

and Restaurant Management, BS Tourism, BS in Physical Therapy, Nursery and Kindergarten.  

  

On November 3, 1992, Northwestern University was granted university status. Jose G. Castro 

was the first University President. 

 

In 1998, Early Childhood Education was opened as a new major field for the MA Education 

program and Educational Management.  The following year was the opening of the MS Management 

Engineering program. 

  

Reforms continued to be instituted and academic program were strengthened to prepare the 

students for global competitiveness in the third millennium. More programs were granted accreditation 

status. During this time, Ben A. Nicolas returned as President of the university. 

  

Research and Community Extension became the priority thrust in SY 1998-1999. The University 

Center for Research was put up. 

  

In 2002, government recognition to offer BS in Medical Technology was issued. In 2003, BS in 

Industrial Engineering and MS Management Engineering program were given government recognition. 

A year after, permit to operate programs leading to the degree in Radiologic Technology and BS 

Environmental Studies were granted. 

  

At the threshold of the 21st century, NWU applied and subjected itself to an international auditing 

agency, the Anglo-Japanese American (AJA) Registrars Inc. Having met the stringent requirements, 

NWU holds the distinction of being the first educational institution in the province to be granted 

International Standard Organization (ISO) 9001:1994 certificate and later granted ISO 9001:2000 

certificate in 2003.  In its quest for excellence, the university again applied for certification under an 

updated standard and, on February 3, 2010, the university’s quality management system was 

registered against the requirements of BS EN ISO 9001:2008. 

  

A major achievement of great significance was the grant of Deregulated Status to the University 

by the Commission on Higher Education in 2003. It was also in the same year that it forged an 

international sisterhood relationship with Sangmyung University, Korea. 

  

In 2004, a 35,000 sq. meter lot in Payas, San Nicolas, Ilocos Norte and a 14, 633 sq. meter lot 

in Nalbo, Laoag City were acquired that will serve as the future site of the Research and Community 

Extension Center. Within a few years, the Worship Center, Alumni House as well as the Paramedics 
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Building were also constructed indicating the unrelenting drive for the improvement of university 

facilities. 

  
From humble beginnings, Northwestern University has today emerged as a leading and 

progressive institution of learning in Laoag City and the Ilocos Region. It is committed to provide a 
learning environment geared towards excellence and thus prepare students to be world-class citizens. 

 
 
 
 

Section 2. Northwestern  Seal  
 

The 10 scallops in the Northwestern seal stand for the original incorporators of Northwestern 
University who, imbued with a deep sense of mission, gave the best years of their lives to provide the 
Ilocanos quality education. The maroon symbolizes their utmost dedication, sincerity and passion to 
make the school a premier educational institution anchored on academic freedom - a legacy that 
continues to be preserved through the years. The golden yellow color speaks of the quality of education 
that Northwestern offers to everyone who would want to grow in spirit and wisdom. The book stands for 
knowledge.  
 

Cognizant of its role as a citadel of learning, Northwestern continues to provide quality 
education, to institute new educational standards and policies, and to upgrade academic programs to 
dovetail with the demand for globally competitive graduates. 
 

Above all, the light is recognition of God's infiniteness that serves as a source of all wisdom and 
goodness and love that transcend time, borders and race. It is this recognition that inspired and 
emboldened the founding fathers to embark on its mission, "FIAT LUX" is a mission carried through 
generations, that of providing enlightenment, guidance and direction which liberate the mind from the 
bondage of ignorance and depravity and nourish the heart and soul of the human person. 
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Section 3.                 Northwestern University Hymn 
 

By Ian Rabago 
 

Northwestern seat of wisdom 
In unity we all come 

Your name we acclaim today 
With pride in our hearts we say 

Dearest northwestern, 
Beacon of light and learning 

Let there be light, 
torch of eternal yearning 

 
Fiat Lux, Fiat Lux 

Forever in our midst 
We join together 

 
Cast you shadow on us 

Your flaming virtue always last 
Keep us in truth and grace 
Your valiant sons embrace 

Dearest Northwestern, 
Service and love for people 
Committed to your cause 

Carved in your hand 
We serve for all 
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ARTICLE II 
INSTITUTIONAL PHILOSOPHY, VISION, MISSION, 

INSTITUTIONAL QUALITY OBJECTIVES AND CORE VALUES 
 

In light of the legacy left behind by the founders, past faculty and employees of Northwestern 

University, it is expected that the present administrators, faculty and employees live up to the University 

Philosophy, Vision, Mission, Corporate Objectives and Core Values of this noble institution. 

 

Section 1. Institutional Philosophy 
 

 Northwestern University believes that every person is created in the image of God and, hence, 

has the capacity for excellence. One can attain excellence by knowledge, either experienced or 

learned, guided by virtue and the democratic principles of equality, truth, justice and freedom. 

 

Section 2. Vision 
 

A leading institution of learning in northern Philippines geared towards attaining excellence and 

global relevance. 

 

Section 3. Mission 
 

 Northwestern University is dedicated to developing individuals to become highly competent, 

socially responsible and grounded on Godly values. 

 

Section 4. Institutional Quality Objectives 
 

 Concomitant to its role as a University in which higher learning, research and community 

extensions are developed and nurtured, Northwestern University adopts the following objectives where 

excellence as a way of life is its rallying point. 

1. To provide a strong educational foundation by offering and maintaining comprehensive 
basic/general education programs and strengthening pillars of knowledge in the academe in 
order to produce functional graduates who will be able to meet the needs of both local and 
global markets. 

2. To train and develop students and employees for responsible leadership, effective 
citizenship and social responsibility through the inculcation of the ideals of democracy and 
positive values, manifested by a great concern for their fellow men.  

3. To provide a strong and comprehensive human resource development program for 
professional advancement and to remain competitive in changing times. 

4. To align and harmonize the research and extension programs with the local, regional, 
national and global thrust. 

5. To explore and expand linkages with local and international agencies. 
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Section 5. Core Values 
 

Considering the vision-mission of the university, the following core values should find their way 

in the various programs of Northwestern if the desired Filipino graduate is to be produced: Strong Faith 

and Trust in God, Selfless Service, Hard work, Honesty and Integrity, Compassion. 

 

Section 6. Permits and Recognition 
 

ACADEMIC PROGRAMS 
OFFERED 

GOVERNMENT 
RECOGNITION 

by CHED 

CERTIFICATE of 
PROGRAM 

REGISTRATION 
by TESDA 

DATE 
ISSUED 

DOCTORAL PROGRAMS    

  Doctor of Education 
     Major in Educational Management 

 
C-043 S. 1994 

  
May 11, 1994 

  Doctor of Philosophy 
     Major in Development Education 

 
C-005 S. 1992 

  
April 13,1992 

MASTERAL PROGRAMS    

  Master of Arts in Education 317 S.1962  July 12, 1962 

  Master of Arts in Public Admin. C-044 S. 1994  May 11, 1994 

  Master in Business Administration C-045 S. 1994  May 11, 1994 

  Master of Science in Management 
          Engineering  

 
014 S. 2003 

  
April 3, 2003 

  Master of Arts in Nursing  C-085 S. 1994  July 5, 1994 

  Master of Science in Criminal Justice 
          w/ specialization in Criminology 
          Program 

 
 
039 S. 2010 

  
 
June 23,2010 

POST GRADUATE PROFESSIONAL 
PROGRAM 

   

COLLEGE OF LAW 
  Bachelor of Laws 

 
016 S 1989 

  
June 13,1989 

BACHELOR'S DEGREE PROGRAMS    

COLLEGE OF ENGINEERING 
ARCHITECTURE AND TECHNOLOGY 

   

  Bachelor of Science in Civil Engineering 16 S. 1963  May 6, 1963 

  Bachelor of Science in Electrical 
          Engineering 

267 S. 1973  Oct. 29, 1973 

  Bachelor of Science in Mechanical 
          Engineering 

127 S. 1971  July 30, 1971 

  Bachelor of Science in Computer 
          Engineering 

C-039 S. 1993  July 15, 1993 

  Bachelor of Science in Electronics and 
          Communications Engineering 

 
C-039 S. 1993 

  
July 15, 1993 
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  Bachelor of Science in Architecture 127 S. 1998  June 25,1999 

TECHNICAL/VOCATIONAL PROGRAMS    

   
  Consumer Electronics Servicing NC II 

 WTR No. 
0901012020 

 
July 1, 2009 

   
  Automotive Servicing NC II 

 WTR No. 
0601012051 

 
Oct. 6, 2006 

   
  Computer Hardware Servicing NC II 

 WTR No. 
0901012006 

 
April 24, 2009 

COLLEGE OF ALLIED HEALTH AND 
SCIENCES 

 
 

  

  Bachelor of Science in Nursing 34 S. 1980  July 9, 1980 

     Associate in Health Science 
          Education (BS Nursing Year 1-2) 

 
34 S. 1980 

  
July 9, 1980 

  Bachelor of Science in Physical Therapy  
073 S. 1996 

  
April 8, 1996 

  Bachelor of Science in Medical Technology 002 S. 2002  May 16, 2002 

     Certificate in Phlebotomy  
          (BS MedTech Year 1-2) 

 
002 S. 2002 

  
May 16, 2002 

  Two-year Graduate in Midwifery C-015 S. 1992  July 9, 1992 

COLLEGE OF BUSINESS EDUCATION    

  Bachelor of Science in Business 
        Administration 

 
6 S. 1975 

  
April 29, 1975 

  Bachelor of Science in Accountancy C-010 S. 1990  May 29, 1990 

  Bachelor of Science in Secretarial 
         Administration 
     Major in Computer Secretarial Education 

 
 
011 S. 1995 

  
 
Oct. 17, 1995 

  Bachelor of Science in Tourism 006 S. 1995  Oct. 17, 1995 

  Bachelor of Science in Hotel and 
        Restaurant Management  

 
007 S. 1995 

  
Oct. 17, 1995 

  Bachelor of Science in Hotel and 
  Restaurant Management 
        Major in Cruise Management 

 
AP No. 002  
S. 2005 

  
 
April 21, 2005 

  TECHNICAL-VOCATIONAL 
  PROGRAMS: 

   

   
  Food and Beverage Services NC II 

 WTR No. 
0601012011 

 
July 6, 2006 

   
  Bartending NC II 

 WTR No. 
0601012012 

 
July 6, 2006 

   
  Housekeeping NC II 

 WTR No. 
0901012005 

 
April 24, 2009 

   
  Commercial Cooking NC II 

 WTR No. 
0601012013 

 
July 6, 2006 

   
  Front Office Services NC II 

 WTR No. 
0601012010 

 
July 6, 2006 

   
  Housekeeping NC II 

 WTR No. 
0601012017 

 
July 6, 2006 
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  Front Office Services NC II ( Terminal 
        Course) 

 WTR No. 
0601012016 

 
July 6, 2006 

   
  Baking/ Pastry Production NCII (Terminal 
        Course) 

 WTR No. 
0901012018 

 
July 1, 2009 

COLLEGE OF ARTS SCIENCES    

  Bachelor of Arts 7 S. 1975  April 29, 1975 

  Bachelor of Science in Biology 017 S. 1995  Oct. 27, 1995 

  Bachelor of Science in Mathematics 008 S. 1995  Oct. 17, 1995 

  Bachelor of Science in Psychology 065 S. 1996  March 14, 1996 

  Bachelor of Science in Environmental 
Studies 
     Major in Environmental  Planning & 
        Management 
     Major in Environmental Hygiene 

 
 
 
TP No. 075 
        S. 2005 

  
 
 
 
 

  Bachelor of Science in Computer Science  
C-015 S. 1992 

  
July 9, 1992 

COLLEGE OF CRIMINAL JUSTICE 
EDUCATION 

   

  Bachelor of Science in Criminology 69 S. 1975  June 4, 1975 

  Bachelor of Science in Criminology 
        (ETEEAP) 

CHED Reso.# 
025 S. 2002 

  
October 4, 2002 

COLLEGE OF MARITIME EDUCATION    

  Bachelor of Science in Marine 
        Engineering 

 
074 S. 1996 

  
April 8, 1996 

  Bachelor of Science in Marine 
        Transportation 

 
082 S. 1996 

  
June 26, 1996 

TECHNICAL/VOCATIONAL PROGRAMS    

   
  One-Year Seafarers Stewarding 

 WTR No. 
020101019 

 
Oct. 28, 2002 

   
  One-Year Seafarers Engine Rating 

 WTR No. 
020101018 

 
Oct. 28, 2002 

   
  One-Year Seafarers Deck Rating 

 WTR No. 
020101017 

 
Oct. 28, 2002 

COLLEGE OF TEACHER EDUCATION    

  Bachelor in Secondary Education SE-012 S.2002  Nov. 8, 2002 

  Bachelor in Elementary Education 134 S. 1958  April 24, 1958 

BASIC EDUCATION    

  Science High School    

     Secondary  SE-012 S.2002  Nov. 8, 2002 

     Elementary E-019 S. 2003  April 24, 1958 

     Pre- Elementary  
        Nursery & Kindergarten 

PE-004 S. 1993   
April 1, 1993 

 

Section 7. Accreditation 
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Northwestern University aims to improve its quality system for the benefit of the clientele. This is 
to ensure that the stakeholders gain quality education. Thus the university devotes itself to undergo 
different accreditation in education and international standards. 

 
Recently, the Philippine Association of Colleges and Universities Commission on Accreditation 

(PACUCOA) formally granted the status of Level II fourth reaccreditation status to the Liberal Arts and 
Commerce programs being offered by the university.  

 
Northwestern University was also awarded by the PACUCOA for having the highest number of 

Level II Reaccredited Programs in the country and the highest number of accredited programs in 
Region I during the 21st PACUCOA General Assembly. 

 
To date, there are 19 accredited programs: Arts and Sciences (major in Political Science, 

English and Economics); Commerce (major in Accounting, Entrepreneurship and Banking and 
Finance); Education (BSE and BEEd); Mechanical Engineering, Civil Engineering, Electrical 
Engineering, Electronics and Communication Engineering, Computer Engineering; Hotel and 
Restaurant Management, Master of Arts in Public Administration, Master in Business Administration, 
Master of Arts in Education, Criminology and Nursing. 

 
 Another is the International Organization for Standardization (ISO). It promotes the development 
of standardization and related activities in the world with the view to facilitate the international exchange 
of goods and services and to develop cooperation in the spheres of intellectual, scientific, technological 
and economic activity. This aims to inculcate the new trends of globalization in the institution including 
technology, instruction, quality management, customer satisfaction strategies and research and 
development. 
 

In 2009, the university achieved another milestone in its history as it was recommended for ISO 
9001:2008 certification after passing the stringent audit by the Anglo Japanese American Registrars 
(AJA) auditors. The ISO audit team marked improvement of system along the areas of faculty 
development, infrastructure, values formation and capability building.  
 

Certification from the ISO 9001:2008 standard implies that Northwestern University has well-
structured policies and procedures which are effective, in line with the overall institutional objectives 
that are supportive of growth and development as an organization and based on world class standards. 
Northwestern University is the first client of AJA Registrars who applied for ISO 9001:2008 re-
certification. 

 

Section 8. Linkages 
 
 With the goal of advancing the local and global needs in education, Northwestern University 
instituted and strengthened its linkages among countries, institutions and organization. 
  

The Membership of the late President Ben A. Nicolas to the International Association of 
University Presidents (IAUP) in 2000 and his subsequent attendance to the XIII Triennial Conference in 
Sydney, Australia in June 2002 marked the internationalization of NWU through the creation of the 
International Relations Program to provide the university a global perspective of education. 
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Other international linkages of the University are: 
Sangmyung University (South Korea)  
St. Stephen's University (Brunswick, Canada) 
Nam's Corporation- Namseoul Vision (South Korea) 
International Association of University Presidents 
Sino-Star Associates PTE Ltd. 
Consulate of the Peoples' Republic of China 
Botanic Gardens Conservation International 
Royal Botanic Garden of Edinburg 
Eden Project 
Oman Botanic Gardens 
Queen Sirikit Botanic Gardens 
Longwood Gardens 
Paignton Zoo 
EGE Universitiesi 

 
In search for a better instruction, research and community extension, the university made 

linkages with other local institutions, among others are: 
Commission on Higher Education 
Claudio Teehankee Foundation 
Department of Agriculture 
Department of Education  
Department of Environment and Natural Resources 
Department of Health 
De La Salle University (DLSU)  
Lyceum-Northwestern University 
University of the Philippines (UP) 
University of Asia and the Pacific (UAAP) 
Angeles University Foundation 
Fund for Assistance of Private Education 
Global Compensation Society 
Lorenzo Shipping Company 
Magsaysay Shipping Lines 
MARITECH Shipping Company 
Negros Navigation 
Ocean East Agency 
Philippine Center for Investigative Journalism 
Philippine National Red Cross 
TESDA 
Philippine Council for Industry and Energy Research and Development 
Ilocos Norte Science Community 
Elburg Shipmanagement Phils., 
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ARTICLE III 
INTERNAL ORGANIZATION AND GOVERNANCE 

 

 As per definition, organizational governance refers to the instruments of governance that 
organizations deploy to influence organization members and other stakeholders to contribute to 
organizational goals. Therefore, it is necessary that job qualifications, duties and responsibilities be 
effectively communicated and enforced so that academic personnel will know what the university 
expects of them. 

 
Section I. President 

Job Title: PRESIDENT 

Education 
Work 

Experience 
Skills Training Eligibility 

Work Attitude/ 

Ethics 

Other 

Qualification 

 

Must 

possess of 

at least a 

master’s 

degree 

 

Must 

possess of 

an earned 

doctoral 

degree or 

its 

equivalent 

is 

preferred 

 

Must have 5 

years 

experience in 

top level 

management, 

preferably in 

an academic 

institution, 

teaching 

experience, 

managerial 

competence 

and technical 

expertise in 

school 

management 

 

Must have a 

solid record 

of 

administrative 

achievement 

 

Must have a 

record of 

active 

 

Has 

demonstrated 

substantial 

leadership and 

strategic 

planning in 

learning and 

teaching 

activities in a 

higher 

education 

context 

 

Ability to foster 

engagement 

between the 

University 

community and 

the external 

environment for 

economic 

development 

 

Has 

demonstrated 

progressive 

   

Models integrity, 

enthusiasm and 

moral values 

 

Values the 

talent of people 

with different 

objectives, 

styles and 

national/cultural/ 

geographical 

origins 

 

Exemplifies 

initiative and 

resourcefulness 

 

Firm and 

decisive 

 

Warm, direct, 

and open 

 

Objective 

 

Result-oriented 

 

At least 35 

years old 
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participation 

in the civic 

and/or 

campus life in 

previous 

communities 

 

Must have a 

track record 

of successful 

management 

of large and 

complex 

organization 

in an 

academic or 

comparable 

environment, 

and 

understands 

the 

challenges of 

leading the 

institution that 

deregulated/ 

autonomy in 

status and 

committed to 

continual 

improvement 

insight for the 

continuance of 

a sound, well-

balanced 

academic 

program 

 

Has a well-

developed 

sense of what is 

required to 

establish and 

support an 

outstanding 

research and 

community 

extension 

climate an 

physical 

development 

within the 

university 

environment 

 

Knowledgeable 

of the Philippine 

higher 

educational 

framework 

 

Highly articulate 

and able to 

convey 

messages 

clearly and 

contribute ideas 

and opinions 

openly to build 

a climate of 

trust and 

teamwork 

 

System-oriented 
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Ability to 

develop 

strategic 

partnerships 

 

Committed to 

social justice 

and to deal with 

people with 

grace and 

candor 

 

Committed to 

ensure a high 

quality student 

experience 

through 

excellence in 

teaching 

 

Ability to build a 

learning 

community with 

open, 

responsive and 

visible 

communication 

that encourages 

reciprocal trust 

among NWU 

community 

members 

 

Ability to 

encourage 

collaboration at 

all levels in 

order to ensure 

the best 

teaching and 
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services 

possible for 

stakeholders 

 

Ability to work 

with a diverse 

alumni 

population and 

other university 

stakeholders 

and promotes 

inclusiveness of 

all kinds and at 

all levels 

 

Has 

demonstrated 

skills in fiscal 

management 

and the support 

and 

continuation of 

strategic 

planning with 

focused 

implementation 

of goals 

 

Proficient in 

public speaking 

and excellent 

written and 

verbal 

communication 

skills 

 

 

1.1 Duties and Responsibilities 

The President shall be the Chief Executive Officer and Chief Operating Officer of the 

corporation and shall have administration and direction of the day-to-day affairs of 
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the corporation. He shall, apart from the powers and functions that may be granted 

or delegated by the Board to him from time to time, perform the following functions: 

a. Sign all certificates of stock together with the Chairman and Secretary; 

b. Confer all degrees, titles and honors as granted by the Board of Directors 

or the Commission on Higher Education, preside at commencement 

exercises, and sign diplomas together with the Registrar; 

c. Sign and execute contracts, agreements and other instruments previously 

approved by the Board, in which the corporation is a party; 

d. Preside at meetings of the stockholders and the Board of Directors in the 

absence of the Chairman; 

e. Initiate and develop corporate objectives and policies and formulate long 

range projects, plans and programs for the approval of the Board of 

Directors, including those for the executive and faculty training, 

development and compensation; 

f. Ensure the administrative and operational policies of the corporation are 

faithfully carried out under his supervision and control; 

g. Subject to the guidelines prescribed by law and upon approval of the 

Board, appoint, remove, suspend or discipline employees of the 

corporation, prescribe their duties and determine their salaries, in 

coordination with and upon recommendation of, the corporate officer 

charged with personnel affairs; 

h. In close coordination with the Treasurer, the Auditor and the corporate 

accountant, oversee the preparation of the budget and statements of 

account of the corporation; 

i. Represent all the corporation at all functions and proceedings; 

j. Make and submit to the stockholders and the Board of Directors a report 

on the state of the corporation from time to time as may be required by 

law, the stockholders or the Board; 

k. Perform such other duties and functions as are incident to his office or are 

properly required of him by the Chairman and the Board of Directors. 

He shall also have such authority and exercise such powers as may, from time to time, be 

conferred upon him by the Board of Directors and/or by the Chairman, except the power to 

preside over meetings of the stockholders and the Board of Directors as elsewhere provided in 

these by-laws.  
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ALUMNI AFFAIRS OFFICE 

Qualifications: 

Job Title: DIRECTOR, ALUMNI AFFAIRS OFFICE 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/ 

Ethics 

Other 

Qualification 

 

Master’s 

degree 

 

Minimum 

one year 

experience 

in alumni 

affairs 

Marketing, 

strategic 

management 

and 

fundraising 

or related 

field with a 

proven 

management 

record 

 

Desire and ability 

to travel 

extensively and 

work evenings and 

weekends when 

needed 

Excellent 

interpersonal and 

communication 

skills on all levels 

including students, 

faculty, alumni, 

staff, senior 

executives and 

University 

administration 

Knowledge of 

academic 

communities 

required 

 

 

 

 

 

  

A high level 

of integrity 

and 

extraordinary 

work ethic is 

critical to 

success 

Commitment 

to diversity 

among all 

levels 

including 

students, 

faculty, 

alumni, staff, 

senior 

executives 

and 

University 

administration 

 

At least 30 

years old 

Preferably 

NWU alumni 
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INTERNATIONAL AFFAIRS  

Qualifications: 

Job Title: DIRECTOR, INTERNATIONAL RELATIONS OFFICE 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/ 

Ethics 

Other 

Qualification 

 

Master’s 

degree in 

Marketing, 

Political 

and/or 

Social 

Science, 

Public 

Policy, 

Internation

al 

Relations 

or other 

related 

areas 

 

 

 

A minimum 

of 3 years of 

working 

experience 

with a proven 

track record 

and 

exposure in 

dealing with 

a wide 

spectrum of 

public 

relations and 

information, 

documentati

on functions, 

both in the 

regional and 

global 

context. 

 

 

Excellent 

command of 

English, both 

written and 

spoken, together 

with the ability to 

build strong 

working 

relationships 

cross-culturally. 

Deep knowledge 

of community-

based design, 

monitoring and 

evaluation. 

Excellent 

research and 

presentation 

skills. 

Excellent 

diplomatic skills 

Ability to work in 

a multi-cultural 

and multi-

disciplinary 

environment. 

Ability to function 

effectively 

 

Any 24-

hour 

relevant 

training 

  

Models 

integrity and 

nationalism 

High self-

confidence 

Self-

motivated 

professional 

Customer – 

oriented 

Systematic 

Creative, 

initiative, 

good 

judgment 

Sociable 

 

 

At least 30 

years old 

Ability to 

travel 

frequently on 

assignment 

and to work 

long hours 
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independently 

and as a part of a 

team 

Ability to handle 

e-transactions 

 

 

 

Section II. Academic Officials 

 
Senior Vice President for Academic Affairs (SSenior Vice President for Academic Affairs) 
Qualifications: 

Job Title: VICE-PRESIDENT FOR ACADEMIC AFFAIRS 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/ 

Ethics 

Other 

Qualifications 

 

Doctoral 

degree  

who has 

published 

works in 

refereed 

journals in 

an 

appropriate 

discipline. 

 

 

At least ten 

years of 

progressively 

responsible 

experience in 

academic 

higher 

education. 

Vice 

President, or 

with at least 5 

years of 

administrative 

experience as  

Dean, or 

college 

secretary, or 

 

Comprehensive 

understanding 

on 

organizational 

and governance 

structure, and 

general 

academic 

policies and 

regulations in 

HEI. 

Interpersonal 

and 

communication 

skills to serve 

as a strong and 

articulate 

 

Evidence of 

professional 

development 

(e.g. trainings 

and seminars 

in national 

and/or 

international 

levels, and 

membership 

in national 

and 

international 

professional 

groups) and 

appropriate 

scholarly 

achievements 

 

With 

appropriate 

eligibility as 

required in 

the 

discipline. 

 

High 

standard of 

ethics and 

integrity. 

Commitment 

to 

professional 

development

. 

Commitment 

to 

instructional 

effectiveness 

Commitment 

to diversity 

among 

 

At least 35 

years old. 
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its  

equivalent. 

 

Demonstrated 

record of 

success in 

building 

academic 

programs. 

 

 

advocate for the 

University and 

its many 

programs. 

Knowledge of 

instructional 

designs. 

Knowledge of 

coordinating 

Academic 

Board 

Guidelines. 

Knowledge of 

Accreditation, 

ISO and other 

Quality 

Initiatives. 

Leadership and 

management 

skills. 

Teambuilding 

skills. 

Excellent 

judgment skills. 

Skill in 

translating 

program goals 

into successful 

operating plans 

with realistic 

budgets. 

Strong record of 

research and 

other scholarly 

activities. 

(e.g. awards, 

recognition as 

lecturers/spea

kers, author 

of books etc.) 

at a senior 

level. 

faculty, staff, 

and 

students. 

Accuracy of 

work. 

High 

commitment 

to work. 
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I. Duties and Responsibilities 

Maintains high academic standards through effective and efficient 

administration of the total academic area including six divisions supportive to 

academic operations: 

a. Office of the Registrar  
b. Office of the Student Affairs 
c. University Educational Resource Center 
d. Guidance Center 
e. Physical Education and Sports Development Office  
f. National Service Training Program Office 

 
1. Takes responsibility for the development, coordination and 

implementation of the curricula and instruction ensuring that the curricula 
fulfill the vision-mission of the university. 

2. Provides leadership in planning, establishing priorities, assessing needs 
and evaluating outcomes of the university. 

3. Reports to the President matters regarding academic affairs and serves 
as a spokesperson for the faculty, heads and academic deans with regard 
to instructional program, budget proposals and academic personnel 
policies. 

4. Oversees and engages in faculty and staff recruitment, evaluation, 
promotion, and compensation review. 

5. Oversees faculty research, development and community extension to 
advance the faculty’s efforts at engaging in greater scholarly and 
professional activities. 

6. Works with the Vice Presidents in developing and implementing 
successful educational services. 

7. Collaborates with faculty and staff to create and enhance academic 
programs. 

8. Takes responsibility in developing and managing the academic affairs 
budget with oversight responsibilities for all other academic budgets, 
Registrar’s Office, Office of the Student Affairs, University Educational 
Resource Center, Guidance Center, Physical Education, Sports 
Development and Cultural Affairs Office and National Service Training 
Program Office. 

9. Promotes equity and community among faculty, staff and students.     
 

2. Academic Deans 

I. Qualifications   

Job Title: ACADEMIC DEAN, COLLEGE OF ARTS AND SCIENCES 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 
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Must be a 

holder of a 

doctoral 

degree whose 

baccalaureate 

orientation is 

either in the 

humanities or 

the social 

sciences or in 

the natural 

sciences who 

has published 

works in 

refereed 

journals in an 

appropriate 

discipline. 

  

 

Teaching 

experience of 

at least five 

(5) years at 

the tertiary 

level and at 

least three (3) 

years of 

administrative 

experience in 

an education 

institution. 

 

 

 

 

Comprehensive 

understanding 

on 

organizational 

and governance 

structure, and 

general 

academic 

policies and 

regulations in 

HEI. 

Interpersonal 

and 

communication 

skills to serve 

as a strong and 

articulate 

advocate for the 

college and its 

programs. 

Knowledge of 

instructional 

designs. 

Leadership and 

management 

skills. 

Skill in 

translating 

program goals 

into successful 

operating plans 

with realistic 

budgets. 

Ability to exhibit 

and to 

effectively 

 

At least 

40 hours 

of any 

related 

training. 

 

 

With 

eligibility 

as 

required 

in the 

discipline. 

 

High standard 

of ethics and 

integrity. 

Commitment 

to professional 

development 

and 

instructional 

effectiveness. 

Adaptive to a 

diversified 

work 

environment.  

Accuracy of 

work. 

High 

commitment to 

work. 

 

 

At least 35 

years old. 
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II. Duties and Responsibilities 

Assumes responsibility for the administration of the college and the general 
supervision over the teaching-learning process. 
 
1. Formulates in coordination with the department heads the goals of the 

college. 
2. Plans future operations and activities to be undertaken by the college. 
3. Undertakes a continuing review and evaluation of the curriculum/curricula 

and initiates whatever enrichment is needed. 
4. Ensures that all course syllabi are updated and enriched and duly 

approved by the Senior Vice President for Academic Affairs. 
5. Advises the students regarding their program of studies and apprises 

them of their subject deficiencies. 
6. Determines and recommends to the Senior Vice President for Academic 

Affairs the subjects that are to be offered. 
7. Supervises the enrolment of students and attends to the changing, adding 

and/or dropping of subjects, and withdrawal from enrolment. 
8. Determine who are eligible for graduation and endorses their application 

to the Registrar for approval. 
9. Determines and recommends to the Senior Vice President for Academic 

Affairs the teaching load of the faculty. 
10. Conducts regular classroom visitation and faculty evaluation and holds 

post-evaluation conferences with the faculty. 
11. Presides over faculty meetings. 
12. Recommends who among the probationary faculty are to be given 

permanent status. 
13. Coordinates with the Senior Vice President for Academic Affairs and the 

Institutional Planning and Organizational Development Department 
regarding the recruitment and hiring of faculty. 

14. Forms working committees and appoints committee members. 
15. Attends to requests of faculty for leaves. 
16. Monitors the attendance of the faculty in their classes in co-curricular 

activities. 

articulate his 

expertise in one 

of the 

disciplines 

within the 

college. 

Ability to work 

with students, 

faculty and 

administrators. 
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17. Initiates researches in conjunction with the research program of the 
university and prepares in coordination with the department heads, the 
community extension program of the college. 

18. Recommends the acquisition of instructional materials. 
19. Approves the co-curricular activities of the college. 
20. Prepares the mid-year and annual reports of the college. 
21. Prepares the faculty development program of the college in coordination 

with the department heads. 
22. Prepares the annual budget of the college. 
23. Coordinates with the NUERC regarding the acquisition of reference 

materials. 
24. Monitors the implementation of the policies and regulations of the 

university as well as those of the CHED, DECS, TESDA, STWC, IHO/ISO 
and other regulatory agencies. 
 

A. College Secretary 

I. Qualifications 

Job Title: COLLEGE SECRETARY 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 

 

Master’s 

Degree in any 

of the 

discipline with 

appropriate 

Baccalaureate 

degree with 

18 units in 

Doctoral 

degree. 

 

Teaching 

experience of 

at least five 

(5) years at 

the tertiary 

level in the 

appropriate 

field, and at 

least three (3) 

years of 

administrative 

experience in 

an education 

institution. 

Experience in 

developing 

academic 

programs in a 

 

Comprehensive 

understanding 

on 

organizational 

and governance 

structure, and 

general 

academic 

policies and 

regulations in 

HEI. 

Strong 

research, and 

analytical skills. 

Knowledge in 

records 

management 

 

At least 

30 hours 

of any 

related 

training.  

 

 

Eligibility 

as 

required 

in the 

discipline. 

 

High 

standard of 

ethics and 

integrity. 

Commitment 

to 

professional 

development 

and 

instructional 

effectiveness. 

Adaptive to a 

diversified 

work 

environment.  

Accuracy of 

  

At least 30 

years old. 
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college 

framework.  

 

 

system. 

Interpersonal 

and 

communication 

skills to assist 

as an advocate 

for the college 

and its 

programs. 

Knowledge of 

instructional 

designs. 

Supervisory 

and 

management 

skills. 

Skill in 

translating 

program goals 

into successful 

operating plans 

with realistic 

budgets. 

Ability to exhibit 

and to 

effectively 

articulate his 

expertise in one 

of the 

disciplines 

within the 

college. 

Ability to work 

with students, 

faculty and 

administrators 

as well as 

work. 

High 

commitment 

to work. 

High regard 

to sincerity 

and loyalty. 
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II. Duties and Responsibilities 

1. Keeps and updates all records pertinent to the degree programs of the 
College as well as the faculty and staff. 

2. Consolidates all records of students and faculty with the assistance of the 
Department Chairs. 

3. Assists the Dean and the Department Heads in giving teaching loads to 
faculty members. 

4. Assists the Dean and the College Records Evaluator in evaluating 
courses taken by students. 

5. Assists the Dean in the implementation of University rules and regulations 
on student and faculty conduct of discipline. 

6. Gathers pertinent data and submits them to the Dean as bases for 
planning, staffing, budgeting and managing. 

7. Chairs the Curriculum Committee of the College to revise, update and 
enrich the course syllabi for all programs offered in the College. 

8. Monitors the attendance of faculty members in their classes and during 
University activities. 

9. Acts as Officer-in-Charge of the College in the absence of the Dean. 
 

B. Principal Elementary/High School 

I. Qualifications 

external 

constituencies. 

Knowledge of 

Accreditation, 

and other 

Quality 

Initiatives 

preferably ISO.    

Teambuilding 

skills. 

Job Title: PRINCIPAL, ELEMENTARY SCHOOL; PRINCIPAL, SECONDARY SCHOOL 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 

 

Shall hold a 

MAEd 

 

Have at least 

seven (7) 

 

Skill in the servicing 

and maintenance of 

 

20 hours 

of any 

 

Licensed 

professio

 

High 

standard of 

 

At least 30 
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degree with 

BSE/BEEd 

degree. 

years of 

teaching in 

the 

corresponding 

level and 

three (3) 

administrative 

experience. 

student academic 

records and related 

school work. 

Demonstrated 

knowledge of 

admissions 

processes. 

Demonstrate ability 

to build relationship 

with faculty, 

students, parents, 

staff and 

advisers/counselors 

Sound 

understanding on 

organizational and 

governance 

structure, and 

general academic 

policies and 

regulations in 

DepEd. 

Interpersonal and 

communication 

skills to serve as a 

strong and 

articulate advocate 

for the department.  

Knowledge of 

instructional 

designs. 

Leadership and 

management skills. 

Skill in translating 

program goals into 

successful 

related 

training. 

 

 

 

 

 

 

 

 

 

 

 

nal 

teacher. 

ethics and 

integrity. 

Commitment 

to 

professional 

development. 

Commitment 

to 

instructional 

effectiveness. 

Commitment 

to diversity 

among 

faculty, staff, 

and students. 

Accuracy of 

work. 

High 

commitment 

to work. 

 

 

years old. 
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II. Duties and Responsibilities 

High School Principal 

1. Leads in the development and implementation of all 
educational programs in the school. 

2. Promotes the efficiency of teaching and learning in all 
classes through meetings, visits, etc. 

3. Coordinates all services for the wholesome growth and 
development of all students and other personnel in their 
respective departments. 

4. Directs the organization of classes, determine and assign 
the teaching loads of the staff. 

5. Makes proper distribution of instructional and other 
materials. 

6. Provides for accommodation of pupils including the 
availability of buildings for classrooms and other needs. 

7. Coordinates and cooperate with the community and other 
agencies. 

8. Evaluates faculty members in their department. 
9. Exercises overall supervision and control of in-campus 

internship of students. 
10. Prepares all communications, records, reports and related 

pupil’s work. 
11. Coordinates parent’s activities by planning with the 

committee and serve as the adviser of the association. 
12. Acts as a role model to his faculty/staff. 
 
Elementary Principal 
1. Supervises and directs all elementary teachers. 
2. Leads in the development and implementation of all 

educational programs in the school. 

operating plans 

with realistic 

budgets. 

Knowledge of 

Accreditation, ISO 

and other Quality 

Initiatives. 

Teambuilding skills 

Excellent judgment 

skills. 
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3. Promotes the efficiency of teaching and learning in all classes 
through meetings, visits, etc. 

4. Coordinates all services for the wholesome growth and 
development of all pupils and other personnel in their 
respective departments. 

5. Directs the organization of classes, determine and assign the 
teaching loads of the staff. 

6. Makes proper distribution of instructional and other materials. 
7. Provides for accommodation of pupils including the 

availability of buildings for classrooms and other needs. 
8. Coordinates and cooperate with the community and other 

agencies. 
9. Evaluations of faculty members in their department. 
10. Exercises overall supervision and control of in-campus 

internship of students. 
11. Prepares all communications, records, reports and related 

pupil’s work. 
12. Coordinates parent’s activities by planning with the committee 

and serve as the adviser of the association. 
13. Acts as a role model to his faculty/staff. 

 
C. Department Head 

I. Qualifications 

II. Duties and Responsibilities 

Assumes responsibility for the supervision of the department, which 
he/she heads. 
 

1. Formulates in coordination with the faculty under him the 
goals of the department for submission to the dean. 

2. Plans in coordination with the faculty curricular and co-
curricular activities to be undertaken by the department. 

3. Assists the dean in undertaking a continuing review and 
evaluation of the curriculum and in initiating whatever 
enrichment is needed. 

4. Ensures that the course syllabi of his faculty are updated and 
enriched. 

5. Assists the dean in preparing the schedule of classes and 
teaching assignment. 

6. Conducts regular classroom visitation and faculty evaluation 
and post-evaluation conferences with the faculty. 

7. Advises students during enrolment in coordination with the 
faculty. 

8. Recommends to the dean in-service seminars for his faculty. 
9. Presides over departmental meetings. 
10. Spearheads his department’s research and community 

extension program. 
11. Acts as custodian for all equipment for the laboratory. 
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12. Recommends to the Dean reference materials to be 
purchased. 

13. Prepares the department’s annual report. 
14. Assists the dean in monitoring and implementation of the 

policies of the university and those of CHED, DECS, TESDA 
and other regulatory bodies. 

15. Establishes linkages with outside organizations for the 
students’ practicum of OJT requirements. 

 
3. University Registrar 

I. Qualifications 

Job Title: REGISTRAR 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/ 

Ethics 

Other 

Qualifications 

 

Doctoral 

degree 

preferably in 

education or 

management.      

 

3 years 

experience in 

student 

accounting, 

records 

evaluation, 

and the 

management 

of office files, 

and records 

in the overall 

college 

operation,  or 

as a records 

officer. 

5 years 

management/ 

supervisory 

experience. 

 

 

 

Comprehensive 

understanding 

on general 

academic 

policies and 

regulations in 

HEI. 

Broad base 

and 

understanding 

of general 

technical 

knowledge and 

skills related to 

managing 

records 

system. 

Knowledge of 

academic 

program  

designs and 

related matters 

 

Preferably 

with training 

in records 

management. 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

High 

standard of 

ethics and 

integrity. 

Accuracy of 

work. 

Commitment 

to diversity 

among staff, 

and 

students. 

High 

commitment 

to work. 

Systems 

oriented. 

 

At least 35 

years old. 
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II. Duties and Responsibilities 

To supervise and control the overall operation of the Office of the 

Registrar 

I.  As a member of the Administration: 

1. Assists in the formulation and/or enforcement of policies for 
the realization of the vision, mission, and objectives of the 
University. 

2. Enforces Government (CHED, TESDA, etc.) and University 
regulations regarding admission requirements, enrollment, 

relative to 

CHED policies.    

Knowledge of 

Accreditation, 

ISO and other 

Quality 

Initiatives. 

Leadership and 

management 

skills. 

Teambuilding 

skills. 

Excellent 

judgment skills. 

Strong 

research, 

analytical, 

interpersonal 

and 

communication 

skills. 

Windows, 

Excel and 

database skill. 

Public 

Relations skills. 
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subject/unit load, transfer, promotion, subject sequence, 
graduation, suspension or dismissal of students and other 
disciplinary measures. 

3. Determines admission requirements, course requirements, 
transfers, graduation and other matters pertaining to student 
accounting. 

4. Assists in the review/revision of various curricula. 
5. Prepares academic calendar and synchronizes all 

academic/curricular and co-curricular activities of the 
University. 

6. Maintains good public relations with the general public. 
 

II. As Office Head: 

1. Implements the Quality Management Systems of the 
University and evaluates periodically the same to determine 
relevance and effectiveness. 

2. Assigns, supervises, coordinates, and reviews the work of 
personnel 

3. Determines the need for manpower and sets qualifications for 
personnel recruitment 

4. Develops the morale and good work ethics of his staff. 
5. Apprises staff of policies, rules and regulations issued by the 

University or CHED, TESDA, etc. as needed. 
6. Maintains an adequate and well-equipped office and oversees 

the proper accounting, use, control and safekeeping of 
property and equipment. 

7. Prepares the a)  Action Plan,  b) Annual Budget, c)  
Accomplishment Report, and d) Statistical Report on 
Enrollment and Graduates, e) Academic Progression Report 
by Academic Program, f) Freshmen according to High School 
where Graduated, and other reports as required by 
deregulation and  quality initiatives. 

8. Supervises student accounting. 
9. Attends to correspondence regarding school records, and 

other pertinent information. 
10. Controls the preparation of the Registry of Graduates and the 

assigning of S.O. (TESDA) / R.O.G. (CHED) Number to 
qualified graduates. 

11. Oversees the prompt compliance with requests for academic 
records or documents of students/graduates. 

12. Controls the releases of academic records/documents such as 
Diploma, Official Transcript of Records, Certificate of 
Graduation, Transfer Credentials, Copy of Grades, Certificate 
of Enrollment, Permit to Cross-Enroll/ to Study, etc. and 
assumes responsibility for all documents signed or certified by 
him. 

13. Collects and files verified Grading Sheets for safekeeping.  
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14. Plans and executes the registration and admission 
procedures, academic evaluation and academic progression 
monitoring in coordination with the Electronic Data Processing 
Unit and College Deans.     

15.  Implements the policy of retention and attrition of students. 

 

4. Guidance Director 

I. Qualifications 

Job Title:  DIRECTOR, GUIDANCE CENTER 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 

 

Master’s 

degree in 

Guidance 

Counseling 

 

Experience 

of at least 

five (5) 

years as a 

Guidance 

Counselor. 

 

Interpersonal 

and 

communication 

skills to serve 

as a strong 

and articulate 

advocate for 

the department  

and its 

programs. 

Research 

capability. 

PR skills. 

Leadership 

and 

management 

skills. 

Skill in 

translating 

program goals 

into successful 

operating 

plans with 

realistic 

 

20 hours 

of 

related 

training. 

 

Eligibility 

as 

required 

in the 

discipline. 

 

Licensed 

Guidance 

Counselor 

 

High standard of 

ethics and 

integrity. 

Commitment to 

professional 

development 

and instructional 

effectiveness. 

Adaptive to a 

diversified work 

environment.  

Accuracy of 

work. 

High 

commitment to 

work. 

 

 

At least 30 

years old. 

Other 

qualifications 

as required in 

the discipline. 

Good looking, 

and clean and 

neat in 

appearance. 

Pleasing 

personality. 

A model of 

good morals 

and values. 
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II. Duties and Responsibilities 

Oversees the over-all operation of the Guidance Center. 

1. Plans, prepares and implements the guidance and testing programs. 
2. Synthesizes and interprets data collected and organized, makes the 

summary reports. 
3. Consults/conducts conferences regarding data about students. 
4. Supervises consultations made by guidance counselors. 

budgets. 

Ability to work 

with students, 

faculty and 

administrators 

as well as 

external 

constituencies. 

Knowledge of 

Accreditation, 

and other 

Quality 

Initiatives 

preferably ISO.    

Teambuilding 

skills. 

Excellent 

judgment skills 

Has the ability 

to lead and 

gain the 

confidence 

and respect of 

the faculty and 

students. 

Windows, 

Excel and data 

base skill. 
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5. Constructs devices and instruments needed for gathering information 
about students. 

6. Interviews, provides guidance and/or counseling to new students, 
transferees and/or shiftees when so referred by the guidance 
counselors. 

7. Evaluates the tests to be procured/purchased as determined by the 
psychometrician and makes the necessary purchases. 

8. Conducts group guidance, orientation activities, seminars and others. 
9. Provides counseling particularly for “special cases” and conducts case 

conferences. 
10. Conducts researches and evaluated the Guidance program.  

 
A. Guidance Counselors 

I. Qualifications 

Job Title: GUIDANCE COUNSELOR 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 

 

Master’s 

degree in 

Guidance 

Counseling 

 

Experience 

of at least 

three (3) 

years as a 

Guidance 

Worker. 

 

Research 

capability. 

Interpersonal 

and 

communication 

skills to serve 

as a strong 

and articulate 

advocate for 

the department  

and its 

programs. 

Ability to work 

with students, 

faculty and 

administrators 

as well as 

external 

constituencies. 

Windows, 

 

20 hours 

of 

related 

training. 

 

Eligibility 

as 

required 

in the 

discipline. 

Licensed 

Guidance 

Counselor 

 

High standard of 

ethics and 

integrity. 

Commitment to 

professional 

development 

and instructional 

effectiveness. 

Adaptive to a 

diversified work 

environment.  

Accuracy of 

work. 

High 

commitment to 

work. 

 

 

At least 25 

years old. 

Other 

qualifications 

as required in 

the discipline. 

Good looking, 

and clean and 

neat in 

appearance. 

Pleasing 

personality. 

A model of 

good morals 

and values. 
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Excel and data 

base skill. 

 

II. Duties and Responsibilities 

1. Collects and organizes data about students through the different tools 
and instruments. 

2. Consults/conducts conferences with school personnel regarding data 
about students. 

3. Assists the guidance director in the construction of devices and 
instruments needed for gathering information. 

4. Interviews students during enrolment. 
5. Conducts group guidance and assists in the different programs/activities. 
6. Conducts at least one interview to all students during the school year, 

provides counseling and follows-up counselees, refers counselees with 
special cases to the Guidance Director. 

7. Conducts career guidance and counseling, assists students relate 
aptitudes, abilities, interests and others to occupational areas. 

8. Assists in locating keeping-in-touch with school leavers/drop-outs. 
9. Assists in conducting researches and in the evaluation of the Guidance 

program. 
 

5. University Librarian 

I. Qualifications 

Job Title: DIRECTOR, NWUERC 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/ 

Ethics 

Other 

Qualification 

 

Master’s 

Degree in 

Library 

Science with 

appropriate 

Baccalaureate 

degree. 

 

5 years 

experience in 

library 

management 

 

Skilled in using 

technology to 

improve 

access to and 

delivery of 

library 

services. 

Good oral and 

written 

communication 

skills. 

 

Attended 

trainings 

in all 

aspect of 

library 

operation 

 

Licensed 

librarian. 

 

Able to work 

effectively with 

administrators, 

staff, faculty, 

and students 

Able to work 

well under 

pressure. 

 

Has 

substantial 

history in 

working in 

various areas 

of library 

operations. 

Highly 

organized. 

Systems-
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Excellent 

analytical, 

organizational, 

time, and 

project 

management 

skills. 

oriented. 

 

II. Duties and Responsibilities 

Heads all library units including the media center. 

1.  Manages all library units through the unit heads and section heads of the 
educational resource center 

2.  Prepares the annual operational plan for the educational resource center. 
3.  Prepares a five-year plan and annual operational budget for the 

department. 
4.  Recommends personnel for recruitment. 
5.  Evaluates personnel for possible promotion or merit recommendation. 
6.  Represents the school in conferences, training, and seminars for updating 

of library services among library managers. 
7.  Prepares the annual staff development program and the five-year staff 

development program. 
8.  Prepares list of library resources for recommendation to management for 

acquisition. 
9.  Submits a monthly and annual performance report to the president 

through the Senior Vice President for Academic Affairs. 
 

6. Dean of Student Affairs 

I. Qualifications 

Job Title: DEAN OF STUDENT AFFAIRS 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 

 

Master's 

degree   

  

 

 

 

Minimum of 

three (3) years 

of supervisory 

experience in an 

educational 

setting. 

Experience in 

 

Excellent written 

and verbal 

communication 

skills. 

Knowledge of 

Accreditation, 

ISO and other 

 

40 hours 

of any 

related 

training. 

  

High 

standard of 

ethics and 

integrity. 

Commitment 

to 

professional 

 

At least 30 

years old. 
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II. Duties and Responsibilities 

1. Oversees the implementation of the provision of the Student Handbook.  
2. Chairs the Committee to review/evaluate the requirements submitted by 

student organizations seeking recognition and acceptance.  
3. Supervises and controls the operations of all student organizations, and 

endorses all student activities to be conducted inside and outside the 
university campus that are co-curricular and extra-curricular in nature.  

4. Administers conciliation proceedings in student disciplinary cases and/ or 
certifies the said cases to the Disciplinary Board if settlement fails. 

5. Mediates in conflicts, which may arise either among students of the 
university, or between students of the University and outside parties. 

6. Implements the University Student Assistance program. 
7. Conducts orientation for all new students, in cooperation with the 

Guidance office, at the beginning of each semester. 
8. Endorses deserving students for outstanding performance in co-curricular 

and extra-curricular activities. 
9. Approves/disapproves external notices/ posters, and supervises their 

posting with the campus. 
10. Prepares the annual report of the office. 

 
 
 
 

creative 

leadership and 

outstanding 

management of 

staff and 

functions in the 

areas of student 

affairs in a 

diverse student 

body.   

 

Experience in 

interpersonal 

relationships 

with students, 

faculty, staff, 

and 

administrators 

of a college.  

Quality 

Initiatives. 

Teambuilding 

skills. 

Excellent 

judgment skills. 

Skill in 

translating 

program goals 

into successful 

operating plans 

with realistic 

budgets. 

and student 

development. 

Commitment 

to diversity 

among staff, 

and students. 

Systems 

oriented. 

High 

commitment 

to work. 
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7. Human Kinetics Department Director 

I. Qualifications 

JOB TITLE: DIRECTOR, HUMAN KINETICS DEPARTMENT 

Education 
Work 

experience 
Skills Training Eligibility Work attitude 

Other 
Qualifications 

At least a 
Master’s 
degree 
related to 
Athletics/ 
Human 
Kinetics/ 
Physical 
Education.  
 
Plans, 
implements 
and directs 
the athletic 
programs at 
the 
university in 
compliance 
with standard 
minimum 
requirements. 
 

At least 3 
years 
experience 
in the 
same field 
or 5 years 
teaching 
experience 
in Athletics/ 
Human 
Kinetics/ 
Physical 
Education. 

Ability to 
objectively 
evaluate 
physical 
performance 
and mental 
capabilities 
related to the 
intercollegiate 
athletic 
program. 
 
Effective 
planning and 
organizational 
skills. 
 
Ability to work 
effectively 
with an 
ethnic, 
cultural and 
diverse 
student 
population. 
 
Ability to think 
“outside the 
box” and to 
lead and 
manage 
change in a 
positive and 
inclusive 
manner. 

At least 40 
hours of any 
related 
training in 
his/her field of 
specialization. 

With 
required 
eligibility 
as 
required in 
the 
discipline. 
 
PRC 
license 
holder. 
 
Knows 
how to 
drive and 
possess a 
driver’s 
license. 

 

Organized. 
 
A team leader 
and will be 
able to handle 
people. 
 
Good 
communication 
skills. 
 
Creative. 

At least 30 
years of age. 
 
Physically Fit 
 

 

II. Duties and Responsibilities 

 

Prepares, coordinates and implements the physical education & sports 

development program of the university.  

1. Supervises PE faculty, coaches & trainers. 
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2. Coordinates with the Sports Council regarding the conduct of PE & sports 
activities. 

3. Coordinates with offices concerned on matters involving PE and sports 
activities. 

4. Identifies athletic needs & recommends purchase of equipment. 
5. Acts as a representative in athletic activities outside the university. 
6. Reports to the Vice-President for Academic Affairs relevant matters 

concerning the department. 
7. Exercises leadership among PE instructors in initiating sports development 

programs. 
8. Prepares and disburses the budget of the department accordingly. 

 

8. Center for English Studies Director 

I. Qualifications 

Job Title: DIRECTOR, CENTER FOR ENGLISH STUDIES 

Education 
Work 

Experience 
Skills Training Eligibility 

Work 

Attitude/Ethics 

Other 

Qualifications 

 

At least a 

Master's 

degree in 

English 

Studies or 

related 

discipline. 

 

 

 

Minimum of 

three (3) years 

of supervisory 

experience in 

an educational 

setting or 

minimum of five 

(5) years 

teaching 

experience.   

Experience in 

creative 

leadership and 

outstanding 

management of 

staff and 

functions. 

 

Experience in 

interpersonal 

relationships 

 

Excellent 

written and 

verbal 

communication 

skills. 

Good research 

skills. 

Knowledge of 

principles and 

methods for 

curriculum and 

training design, 

teaching and 

instruction for 

individuals and 

groups, and 

the 

measurement 

of training 

effects. 

 

40 hours of 

any related 

training. 

 

PRC license 

holder 

would be an 

advantage. 

 

High standard 

of ethics and 

integrity. 

Commitment to 

professional 

and student 

development. 

Commitment to 

diversity among 

staff, and 

students. 

Systems 

oriented. 

High 

commitment to 

work. 

 

 

At least 30 

years old. 
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II. Duties and Responsibilities 

Plans programs and activities for the center 

1. Prepares trainings and seminars for the enhancement of English teaching 
and learning. 

2. Provides advisory and consultative assistance to targeted English programs 
of the University. 

3. Prepares modules and other instructional devices to improve English 
language teaching and learning. 

4. Develops special courses in English for foreigners and other professionals. 
5. Prepares annual budget of the center. 
6. Prepares mid-year and annual reports of the center. 
7. Coordinates with the Dean of College of Arts and Sciences for the 

development of English curricula. 
 

 

 

 

 

9. Community Extension Center Director 

I. Qualifications 

with students, 

faculty, staff, 

and 

administrators 

of a college.  

 

Good in 

identifying the 

developmental 

needs of others 

and coaching, 

mentoring, or 

otherwise 

helping others 

to improve their 

knowledge or 

skills. 

Job Title: COMMUNITY EXTENSION MANAGER 

Education 
Work 

Experience 
Skills Training Eligibility 

Work Attitude/ 

Ethics 

Other 

Qualifications 
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II. Duties and Responsibilities 

Plan, organize, direct and supervise extension programs, establish 

linkages with internal and external units for the advancement of University 

extension programs. 

1. Prepare action/strategic plans for the center. 
2. Coordinate with the different deans in developing their extension programs 

along with identified community needs. 
3. Coordinate with the research department in the identification of mature 

technologies for dissemination. 
4. Prepare university wide programs for the extension services of the university 

including its budgetary needs. 
5. Oversee the implementation of extension projects of the school. 
6. Coordinate with different agencies, GOs, NGOs, and other SLUs and colleges 

for possible linkages. 
7. Source out funding agencies and utilize such fund for approval extension 

programs. 
 

Section 3. Academic Board 

 
I. Composition 

The Academic Board shall be composed of the President, Vice President for 

Academic Affairs, Academic Deans, Registrar, and such other members as the 

Board of Directors shall appoint. The said Board shall be presided by the President 

or in his absence, the Vice President for Academic Affairs, or in their absence, the 

member chosen by the Board constituting a quorum. 

 

MS degree 

holder, 

preferably on 

rural/community 

development or 

social sciences. 

Must have 

five years 

experience 

in the 

academe 

and 3 years 

experience 

in extension 

service.  

 

Good at 

communicating 

and organizing 

and in 

establishing 

linkages with 

rural 

development 

institutions.  

Computer 

literate. 

40 hours 

of any 

related 

training in 

extension 

and 

managem

ent. 

Must have 

eligibility 

related to his 

professional 

specialization

.  

Active 

listener. 

Must have a 

high level of 

commitment 

to the 

attainment of 

objectives of 

his 

department. 

Likes to work 

in the rural 

areas. 

At least 30 

years old. 
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II. Role and Functions 

a. Make periodic reports to the Board of Directors on the overall operations of 

the areas of responsibility assigned to it by the said Board; 

b. Make studies of problem areas in the affairs of the corporation and present 

recommendations, plans and programs for the purpose of resolving and/or 

improving the situation, to the Board of Directors through the appropriate 

officer appointed by the Board of Directors to handle such matters, such as 

the Vice President for Administration should be one; otherwise, coordination 

on the matter shall be with the President; 

c. Formulate institutional policies on academic matters to be presented to the 

Board of Directors for approval; 

d. Undertake a program or curriculum development and/or revisions with the 

assistance of qualified faculty members; 

e. Plan and institute a program of revision aimed at upgrading and updating the 

quality of instruction in the university; 

f. Institute a faculty development program in coordination with the President, by 

formulating a system of planning and monitoring measures aimed at 

updating, upgrading and improving the professional competence of all faculty 

members, and along this line, spearhead and monitor the implementation of 

in-service training programs particularly along the area of teaching methods 

and techniques. 

g. Deliberate and recommend to the Board of Directors the tentative and/or 

permanent curricular programs of each college, taking into consideration the 

number of classes  to be opened and the instructors, professors or other 

faculty members to be assigned to handle such classes and the availability of 

funds for the same. Upon approval of the Board, the said curricular programs 

shall be submitted to the Registrar; 

h. Create a committee on Curriculum Development  composed of three (3) of its 

members and four (4) qualified faculty members, which is charged with the 

responsibility of formulating and implementing innovative methods of 

research and development to improve the quality of education in the 

university. This committee shall continuously evaluate, improve and revise 

when needed, the existing faculty and curricular programs of the university to 

keep up with the changing needs of the time and shall report all its actions, 

plans, programs and recommendations to the Academic Board for approval. 
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ARTICLE IV 
THE FACULTY 

  
 Academic teaching personnel are directly responsible for the delivery of quality instruction in 
their respective fields with the end in view of attaining the academic objectives and standards of 
excellence of the school. They play a vital role in the realization of the University’s vision, mission and 
philosophy. Therefore, the University must recruit teachers who are competent and efficient and who 
possess the minimum qualifications required by law. 

 

Section 1. Faculty Qualifications  
 

1.1 Pre-school and Elementary Teachers.  The teacher must be a holder of a Master’s degree in 
Education and a valid professional license as a registered teacher. Pre-school teachers 
should have at least six (6) units of professional subjects relating to pre-primary education  
 

1.2 Secondary Teachers.  The teacher must be a holder of a Master’s Degree in Education. He 
must be a holder of a valid professional license as a registered teacher.  

 
1.3 Undergraduate Degree Programs Instructors – The instructor must be a holder of a master’s 

degree to teach mainly in his major field and where applicable, a holder of an appropriate 
professional license requiring at least a bachelor’s degree for the professional courses (Sec. 
35, MORPHE)  

 
1.4 Graduate Degree Programs Professors  
 

1.4.1 Master’s program – Must be a holder of a master’s degree in the discipline.  
1.4.2 Doctorate program – Doctoral degree holder and who published research works 

in a refereed journal in the discipline.  

 
Section 2. Faculty Roles 
 

2.1 Teachers are role models and such; they should lead by examples so that students may 

emulate them. 
 
2.2 Teachers have special parental authority and responsibility over minor child while under 
their supervision, instruction or custody (Article 218, Family Code). 
 
2.3 Teachers must utilize appropriate teaching methods and strategies to optimize the learning 
process. Moreover, the teacher must be able to communicate and interact effectively with 
students.  
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Section 3. Duties and Responsibilities  
 

3.1 The following are the basic function of faculty members as defined at the Job Descriptions 

Manual:  

 Coordinates with the Dean/Department Heads in planning the instructional activities and 
strategies. 

 Conducts researches regarding one’s area of specialization. 

 Plans out curriculum materials. 

 Enriches, updates and tries out materials. 

 Tries out innovative techniques for the improvement of teaching and learning process. 

 Attends meetings called for administrative and instructional improvement. 

 Initiates plans for the improvement of instructions. 

 Utilizes feedback for the improvement of instructions. 

 Helps students in the conduct of researches relevant to their work. 

 Coordinates with other instructors in matters pertaining to teaching-learning process. 

 Coordinates with parents and community members in integrating community resources. 

 

Section 4. Classroom Management  

One of the most important components of a progressive institution is quality relevant education. 

Various policies on the dynamics of instruction have been developed to produce an effective teaching 

technique. The quality of instruction reflects the quality of the whole institution. Hence, instructional 

policies should be periodically reviewed and reengineered to address the complexities offered by the 

academic realm. 

 Quality relevant instruction is a potent tool in producing responsible citizens of a country. It 

makes them competitive in the global market by equipping them with skills and knowledge to meet the 

colossal global challenges. 

4.1. Class Period 

  A class normally covers three (3) lecture hours per week. If it is a laboratory class, one 

laboratory unit is equivalent to three (3) laboratory hours per week. 

 
4.1.1 A faculty member must observe punctuality in starting and dismissing his class. The 

class period should be devoted to instructional work such as lectures, laboratory 
activities, examinations, and others. Library and research works should not be 
scheduled during the class period for a particular subject. 

 

4.1.2 In no case may a visitor be allowed to interrupt an ongoing class except when the visitor 
has been given the permission by the Dean concerned. Teachers are likewise not 
allowed to be interrupted or called to attend to other matters except for meritorious 
reasons, and with the express permission of the Dean concerned.  

 

4.1.3 A faculty member with a last period in the morning should not be given a first period in 
the afternoon, except in extreme cases and with the consent of the faculty member 
concerned. 
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4.1.4 The first period class may be assigned to faculty members during the semester on a 
rotational basis unless there is a mutual agreement between the faculty member and the 
Dean concerned. 

 

4.2 Classroom Management 

4.2.1 Faculty members are responsible for the monitoring and recording of student attendance 
so that data on enrolment, tardiness, absences and withdrawal of enrolment from school can be 
easily and speedily checked. The policy on student attendance should be strictly enforced to 
prevent giving credit to students who do not meet the minimum attendance requirements.  
 

 Faculty members should be guided by the policy on student attendance/monitoring of 

absences given below: 

a.  In consonance with the provisions of the Manual of Regulations for Private Higher 
Education, a student who incurs absences of more than twenty percent (20%) of the 
prescribed number of lecture/laboratory class hours before midterm examination, shall be 
dropped and not be given credit for the course or subject.  

 
b.  After the midterm examination, a student who incurs absences of more than twenty 

percent (20%) of the prescribed number of lecture/laboratory class hours shall be failed. 
 

c.  A faculty member may exempt a student who incurs absences beyond the twenty percent 
(20%) limit, but with the approval of proper school authorities.  

 
d.  The faculty member shall report student absences to the concerned Dean for appropriate 

action. 
 

e.  Any student who is absent for three (3) consecutive class hours shall be reported to the 
Dean concerned and shall not be admitted back to class without an excuse slip  duly 
signed by the Dean.  

 
The above guideline also applies to any student who has been absent for a total 
of six (6) class hours. 

 
f.  Any student who continues to absent himself after having been re-admitted to class shall 

be reported to the Dean concerned, who, in turn, shall refer the same to the Dean of 
Student Affairs. The student shall undergo counseling by the Guidance Counselor 
whenever necessary. The student shall not be re-admitted to class without an excuse slip 
duly signed by the Dean of Student Affairs.  

 

4.2.1 The faculty member is expected to be always adequately prepared before entering his 
class.  Teaching strategies and techniques should be appropriate to the topic at hand 
and should promote mutual interaction between the teacher and student/pupils. 
Judicious use of audio-visual equipment and other ICT infrastructures is encouraged. 
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 The faculty member should utilize remedial/homework and other related tasks to assist 

students/pupils who are unusually incapable to meet the regular requirements of the 

subject or for the particular year/grade level. 

 

4.2.2 The faculty member should keep in mind that mastery of the subject matter is a pre-
requisite for effective teaching. He should update his knowledge and skills through 
continuing education, reading related materials, attending seminars and the like. 

 

4.2.3 The faculty member should acquaint himself with the latest methods and techniques of 
instruction. Creativity is encouraged to arouse the students’/pupils’ interest and to 
develop their potential to the fullest. 

 

4.2.4 Requirements for the curriculum such as field trips, seminars, etc. should, as much as 
possible, be scheduled on weekends or at the end of the semester or summer so that 
students/pupils shall not incur absences in their other classes. The procedure for such 
requirement is as follows:  

 

4.2.5 The faculty member submits the proposal before the prelim examination of each 
semester or the midterm of each summer to the Dean concerned who, in turn, makes 
the necessary recommendations. 

 

4.2.6 The Dean endorses the proposal to the Senior Vice President for Academic Affairs, 
who submits the same to the President for approval. 

 

4.2.7 At the beginning of the term, the faculty member should orient students in class about 
the school vision, mission and objectives, the CHAMPS culture, school policies on the 
grading and the rating system, use of the library and other facilities, ISO Certification 
concepts and objectives, etc.  

 

4.2.8 Smoking, eating, and selling inside the classroom are prohibited. The faculty member 
shall ensure that the black/white board is cleaned and that all lights and fans are turned 
off before leaving the classroom. 

 

4.2.9 The faculty member should be the last to leave the classroom after the class is 
dismissed. 

 

4.3 Examination and Grade 

4.3.1 There are three (3) major examinations which every student must take during a semester: 
the preliminary, midterm and final examinations. During the summer term, only the midterm and 
final examinations are administered 
 
4.3.1 A permit is required to a student in taking all the major examinations. Upon 

presentation of the accomplished student clearance for the final examination, permit 
released by the Finance Office must be presented before a student is allowed to take 
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any examination. The proctor must check and sign the examination permit of the 
student and put it in record accordingly. (Based from the SHB) 

 

4.3.2 The faculty member returns corrected examination booklets to the students in the 
preliminary and midterm examinations and inform them of their term grades within ten 
(10) days after the last examination day. 

 

4.3.3 Schedules of periodic examinations (prelims, midterm and finals) are provided in the 
Academic Calendar. A special examination is given when the student fails to take the 
examination due to valid reasons as determined by the concerned Dean. Special 
examinations shall be scheduled within the week after the scheduled periodic 
examination, except during final examination. 

  
4.3.4 All test questions for both regular and special examinations should be reviewed, 

approved and signed by the Dean/Head before reproduction. Examination questions 
must be good for duration of one (1) hour for a three-unit subject and two (2) hours for 
a six-unit subject. 

 

4.3.5 The faculty member must return corrected examination booklets to the students after 
the preliminary and midterm examinations and inform them of their grades during the 
first meeting of the class after the last day of submission of grading sheets to the Dean. 
A form for this purpose is available at the office of the Dean. 

 

4.4 Computerized Grading System 
 

 Procedure for the On-Line Processing of Grading Sheets  

 

4.4.1 The Vice-President for Academic Affairs, in coordination with the Center for Information 
and Communication Technology (CICT) Director, disseminates the general schedule 
for encoding raw scores in the internet-based program on the first day of examination.  
The deadline of encoding and printing of grades sheets is set on the 10th working day 
counted from the last day of examination. 

 

4.4.2 CICT issues the list of temporary passwords of every professor before the first day of 
Preliminary Examination for dissemination. 

 

4.4.3 The professor logs on to grades subdirectory of the Northwestern University website, 
www.nwu.edu.ph/grades then, selects his name from the list of faculty and enter 
temporary password. 

 

4.4.4 After successful log on, the professor may be allowed to change his password for 
security reasons. He can view his schedule of subjects, encode raw scores and print 
computed grades. 

 

4.4.5 Printed grading sheets for Prelim, Mid-term and Finals must be accomplished in two 
copies, one copy for the Professor and one copy for the Dean. The finalized Grading 
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Sheets (Prelim, Mid-term, Finals) submitted at the end of the term must be 
accomplished in four copies, one copy for the Dean, one copy for the Professor and 
two copies for the Registrar for clearance purposes. 

 

4.4.6 Failure to encode grades and/or print computed grades within the ten-day period 
requires re-opening of the schedule of subjects that were not encoded or printed. A 
written request is addressed to the Senior Vice President for Academic Affairs who 
gives approval by directing CICT to re-open schedule of subjects as specified in the 
letter.  

 

4.4.7  The professor logs on to the website (see # 3), encodes raw scores and/ or print 
grading sheets.  

 

4.4.8 Grade sheets submitted by a faculty member are not subject to any change except 
when it is evident that a clerical mistake has been committed or when it is proven 
beyond reasonable doubt that there was a clear mistake in the entry made. Once 
grading sheets have been submitted to the Registrar’s Office, any correction shall be 
made by accomplishing the request for a change of entries form. 

 

 Procedure for Change of Entries in the Grading Sheets  

 

 After submitting finalized Grading Sheets to the Dean and Registrar, the following 

steps should be followed in order to officially change any entry in the grading sheet: 

4.4.8.a  Get a Request for a Change of Entries in the Grading Sheet Form from the 
Registrar’s Office. Attach the Grading Sheet with the scores for correction clearly 
marked or highlighted. 
 

4.4.8.b Write a letter-request to the Vice-President for Academic Affairs (SSenior Vice 
President for Academic Affairs) citing the reason for the correction and attaching the 
Change of Entries Form and grading sheet to be corrected. 

 

4.4.8.c Upon approval of said request by the Senior Vice President for Academic Affairs, 
she directs CICT to re-open the class schedule specified in the letter. 

 

4.4.8.d. Correction is made accordingly and the corrected Grading Sheets is printed. 
 

4.4.8.d The Dean verifies the corrected Grading Sheets vis-à-vis the original grading 
sheets before signing. The corrected entries must be highlighted. Submit one copy of 
Grading Sheet to the Dean and two copies to the Registrar with the attached Request for 
a Change of Entry Form.  

 

4.4.9 The faculty member must observe fairness and objectivity in determining grades. 
 

4.4.10 Standard formula in computing grades should be followed: 
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  Preliminary Grade 

 (Class Standing x 2) + Preliminary Examination Rating 

    3 

 

  Midterm Grade 

{(Class Standing x 2) + Midterm Exam Rating} + Prelim Grade                    

__________________________3_______________________ 

                              2                                                               

 

  Final Grade 

 {(Class Standing + (Final Exam Rating x 2)} + Midterm Grade 

   _____________     3______________________ 

                       2     

 

The Class Standing is the sum total of the evaluation of the student’s recitations, 

quizzes/tests, homework, seatwork, themes, experiments, laboratory exercises, class 

report, projects and the like. 

 

Lecture and laboratory grades are computed as one, the proportion of which depends 

upon the policy of the college concerned. 

                                      

4.5 Rating System 
 

The University had adopted the numerical 5-point system for the graduate and 

undergraduate level as follows: 

 

 Grade  Equivalent  Description 

 1.00   97-100  Superior 

 1.25   94-96  Superior 

 1.50   91-93  Above Average 

 1.75   88-90  Above Average 

 2.00   85-87  Above Average 

 2.25   82-84  Average 

 2.50   79-81  Average 

 2.75   76-78  Average 

 3.00   75  Passed 

 4.00   70-74  *Conditional Failure/Failed 

 5.00   69 and below *Failed 

 INC     Incomplete 

 NG     No Grade 
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*The grade of 4.0 is only valid for Prelim and Midterm. A rating of 74.5 or lower obtained 

during the Final grading period is graded as 5.0. 

Incomplete (INC) mark not removed within one (1) year is replaced with a No Grade 

(NG) mark. 
 

4.6 Grade Point Average 
 

The Grade Point Average (GPA) is utilized in determining honor students and 

candidates for scholarship. Grade Point Average is computed as follows: 

 

         Grade Weight 

  GPA= -------------------------------------------------------- 

    Total Number of Units 

 

 Grade Weight = Grade Point Equivalent x No. of Units per subject 

Likewise, grade weight is computed by multiplying the Grade Point Equivalent by the 

number of units. 

 

  NWU Rating System  Grade Point Equivalent  

   1.00    5.00      

   1.25    4.75  

   1.50    4.50 

   1.75    4.25      

   2.00    4.00 

   2.25    3.75      

   2.50    3.50 

   2.75    3.25   

   3.00    3.00 

General Weighted Average 

The General Weighted Average (GWA) Grade is used in determining candidates for 

scholarship and honor graduates.  The GWA is computed as follows: 

  GWA = Grade Weight / Total Number of Units  

where Grade Weight = Grade x  Number of Units per subject 

 

4.7 Conditional Failure, Incomplete, Officially Dropped, and Dropped Notations 
 

4.7.1 The following marks may appear on the student’s scholastic records:  
 

4.7.1.a If a student is given a grade of 4.0 (70 to 74 rating) in the Preliminary and Midterm 
grading periods, the grade is reflected in the Grading Sheet and is considered a 
Conditional Failure. 
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A rating of 74.5 and below obtained during the Final grading period is considered 

a failure and is graded as 5.0. 

 

4.7.1.b Incomplete (INC) - This is a mark given to a student who fails to complete the 
requirements of a course or subject and who, otherwise, would have a passing 
grade. To be given such mark, the student must have a passing grade in the 
prelims and midterm. 

 

If the INC is given for failure to take the final examination, a special examination 

shall be administered and must be taken before the opening of the next 

succeeding semester. 

 

However when the INC is given for failure to submit a requirement of the course, 

completion may be done within one year from the date the Incomplete grade was 

incurred. 

 

Should the student fail to complete the INC, whether by special examination or 

submission of a requirement, the INC shall be replaced with a No Grade (NG) 

notation. 

 

Finally, for graduating students, any INC grade must be completed on or before 

the Prelim Examinations during the semester they are expected to graduate by 

submitting the accomplished Report on Completion Form with the Records 

Office.  

    

4.7.1.c Officially Dropped (OD) - This mark is given to a student who officially 
withdraws his enrollment from the course/subject(s), provided the withdrawal is made 
before the midterm examination. The student who is withdrawing from the course 
should be advised to accomplish the Dropping/Withdrawing Form (NWU-AM-002). 

 

4.7.1.d Dropped (D) – This mark is given to a student who has incurred absences 
which is more than twenty percent (20%) of the prescribed number of lecture/laboratory 
hours in a subject, provided that such absences are incurred prior to the Midterm 
Examination. 

 

4.8 Procedure in Completing Incomplete (INC) Mark 
 

4.8.1 Student 
 

a. The student with incomplete mark verifies from the Records Clerk about the 
status (lapsed or valid for completion) of the same by submitting the 
accomplished Application for Completion Form (NWU-REG-006). The grades 
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would be verified against the grading sheet submitted by the faculty member 
concerned. 

 

b. If the INC mark can still be completed, the student pays completion fee at the 
Cashier’s Office. 

 

c. The student presents the receipts to the Records Clerk who will issue the 
Report on Completion Form (NWU-REG-006.1) in quadruplicate to the 
student. 

 

d. The student accomplishes Completion Form and gets the approval of the 
concerned Dean. The approved Completion Form is then recorded in a 
logbook maintained at the Dean’s Office. 

 

e. The student presents the Completion Form and the Final Examination Permit 
to the concerned instructor. 

 

f. The student takes the special examination as per schedule or submits the 
lacking requirement to the instructor. 

 

g. One week after taking the completion examination or submission of lacking 
requirements, the student can claim the Student’s Completion Form copy 
from the Office of the Dean. 

 

4.8.2 Instructor  
 

a. Upon receipt of the fully accomplished Completion Form in quadruplicate 
from the student, the instructor advises the student to take the examination or 
submit the lacking requirement as scheduled by the Registrar’s Office. 

 

b. After the examination/submission of requirements, the instructor submits the 
fully accomplished Completion Form bearing the final grade together with the 
corrected Final Examination/submitted requirements to the Dean within two 
(2) days after the examination who will forward the duly accomplished form to 
the Registrar’s Office two (2) days after the receipt of the same. 

 

c.  The Registrar’s Office returns the student’s and dean’s copies to the office of 
the Dean for distribution. 

 

4.9 Special Examination 

 

Policies and Guidelines 
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4.9.1 Periodic examinations (prelim, midterm, finals) are scheduled by the Registrar’s Office. 
Any examination not administered on the scheduled dates is referred to as special 
examination. 

 

4.9.2 A special examination is given when the failure to take the examination is due to valid 
reasons as determined by the concerned Dean.  

 

4.9.3 A special examination fee of Php 100.00 shall be charged per subject. 
 

4.9.4 Special examination will be scheduled within the week after the scheduled periodic 
examination. 

 

4.9.5 Schedule examination will be initiated by the concerned faculty and duly approved by 
the Dean concerned. 

 

4.10 Procedure 
 

4.10.1 Student 
  

a. Seeks advice from his instructors. 
 

b. Secures a Special Examination Form from the Dean and provides the 
required information. 

 

c. Pays the examination fee of Php 100.00 per subject at the Cashier’s Office. 
 

d. Submits the Form and the OR number to the instructor concerned 
 

e. Takes the special examination as scheduled. 
 

 

4.10.2 Instructor 
    

a. Advises the student of the requirements of the special examination. 
 

b. Administers the examination as scheduled upon submission of Special 
Examination Form. 

 

c. Records the result of the special examination in the class record indicating 
the proper remarks. 

 

d. Returns the result of the examination to the student after marking the paper. 
 

4.11 Petitioned Subjects 
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A petitioned subject is one which is not a regular offering of the semester when it is requested, 

but is needed by a student to graduate during the current semester or to make his academic 

progression regular in the following semester. Petitioned subjects may be offered by the university 

subject to viability conditions as may be prescribed.  

   

The following outlines the procedure for petitioning a course offering: 
 

4.11.1 The student shall first be evaluated by the enrolling officer of his college and by the 
Records Evaluator assigned to the college where the student is enrolled/enrolling.  

 
4.11.2 After evaluation, the student may petition for the course needed and is advised to 

accomplish the Petition for Course Offering Form (NWU-Senior Vice President for 
Academic Affairs-017) in four (4) copies. 

 

4.11.3 The student proceeds to the Office of the Senior Vice President for Academic Affairs to 
get a copy of the form. 

 

4.11.4 The student shall fill up the appropriate items in the form. 
 

4.11.5 The student proceeds to the Adviser for signature and recommendation. 
 

4.11.6 The student then proceeds to the College Dean for verification. 
 

4.11.7 The student then proceeds to the Finance Office for the computation of the 
corresponding petition fee. 

 

4.11.8 The accomplished Petition for Course Offering Form (NWU-Senior Vice President for 
Academic Affairs-017) is returned to the Office of the Senior Vice President for 
Academic Affairs for final approval. 

 

4.11.9 Copies of the approved form shall be distributed to the Senior Vice President for 
Academic Affairs (forwarded to the Finance Office), College where the student is 
enrolled, the schedule committee and the student concerned. 

 

4.11.10 If the number of enrollees in the course petitioned is viable, the course is treated like a 
regular offering. If the number of enrollees is not viable, it will be treated as a tutorial. 

 

4.12 Leave of Absence (LOA) 

 

 

4.12.1  Definition – The LOA is an authorized suspension of residency of a student in the 

university lasting for a semester to a maximum of two (2) consecutive semesters. LOA is 

granted only for highly meritorious reasons. The period of the LOA shall not been 

counted for purposes of student residency. 
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4.12.2 Procedure in Applying for LOA 

 

a. A student who has the intention to file a LOA is required to secure and fill up the 

appropriate form at the Office of the College Deans. The LOA should be applied for 

prior to the enrollment period of the semester/trimester, which the student intends to 

be on LOA. 

 

b. Upon accomplishment of the form, it is submitted to the Dean to determine the merits 

of the application. Possible meritorious reasons are serious sickness or injury and 

financial difficulties. 

 

c. The Dean shall endorse the application to the University Registrar with the 

recommended action. 

 

d. The University Registrar may approve or disapprove the application. 

 

 4.12.3 Duration and Extensions 

 

The LOA shall last for the period applied for not to exceed two (2) consecutive 

semesters for each application. Extensions of LOA shall be treated as new applications 

for LOA and shall follow the same procedure above. 

 

 4.12.4 Change of Curriculum 

 

In case there is a change in the curriculum during the LOA that affects the credits earned 

by the student, the Dean and the University Registrar shall determine the appropriate 

curriculum to be applied. 

 

4.13 Course Syllabi/Outline 

 

4.13.1 All faculty members are required to prepare a syllabi/course outline for each subject 
they are teaching. The syllabi are reviewed by the deans and approved by the Senior 
Vice President for Academic Affairs.  

4.13.2 Faculty members should take care to formulate and periodically update the syllabi 
taking into consideration advances in knowledge, skills, learning needs and the 
approved curricula of CHED, TESDA and other regulatory bodies. 

 
4.13.3 The syllabus should reflect the coverage of each subject and the teaching services 

intended to be delivered by the faculty as well as its own set of specific learning 
objectives. 
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4.14 Use and Adoption of Books 

 For Quality instruction, all faculty members are enjoined to require their students to have the 

prescribed textbooks. A textbook committee is tasked to recommend textbooks for each subject are 
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ARTICLE V 
H.R. POLICIES, STANDARDS AND TRANSACTIONS  

 
The following outlines the recruitment and hiring process of the university for academic and non-

academic employees. 

 

Section 1. Recruitment and Selection  
1.1 A vacancy is first determined by the Dean of the college. 
 

1.2 The Dean notifies the Institutional Planning and Organizational Development Department 
Director of the existence of the vacant position by obtaining and accomplishing a 
Department Needs Form (NWU-Institutional Planning and Organizational Development 
Department-035) from the Institutional Planning and Organizational Development 
Department.  

 

1.3 The Department Needs Form is submitted to the Senior Vice-President for Academic affairs 
for approval. 

 

1.4 The duly accomplished Department Needs Form is submitted to the Institutional Planning 
and Organizational Development Department. The Recruitment/Hiring Coordinator 
advertises and posts announcements for the vacant position and facilitates the recruitment 
and hiring process. The Institutional Planning and Organizational Development Department 
may likewise issue a job offer to a prospective employee. 

 

1.5 Recruitment and Hiring Assistant accepts application letters and requires the applicant to 
submit the following documents: 

a. NWU Application Form (NWU-Institutional Planning and 
Organizational Development Department.2-003) 

b. Resume/Biodata 
c.  2x2 ID Picture  
d. Official Transcript of Records 
e. Diploma 
f. PRC Certificate 
g. PRC Board Rating 
h. Civil Service Eligibility, if any 
i. Certificate of Employment 
j. Police Clearance 

 

1.6 The credentials of the applicant are reviewed in accordance with the requirements of the 
vacant position.  
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1.7 Institutional Planning and Organizational Development Department Director and 
Recruitment and Selection Officer conducts initial interview to qualified applicants and gives 
commentaries to be endorsed to the Dean.  

 
1.8 Dean gives comments to the applicant and recommends the same if qualified and schedules 

teaching and actual laboratory (if applicable) demonstration for teaching positions.  
 

1.9 A panel interview will be conducted composed of the Senior Vice President for Academic 
Affairs, Dean, Department Head, and Institutional Planning and Organizational Development 
Department Director. 

 
1.10 Recruitment and Selection Assistant refers applicants to the Guidance Center for the 

psychological exam, the Center for English Studies for the English Proficiency Exam, and 
the Medical Office for the Medical and Dental Exam.  

 

1.11 Recruitment and Selection Officer and Recruitment and Selection Assistant conduct 
background investigation to qualified applicants. 

 
1.12 Recruitment and Selection Officer evaluates the screening results and prepares list of 

qualified applicants for endorsement and approval based of the following criteria: 
a. Educational Qualification 
b. Work Experience 
c. Interview 

i. Initial/Final Interview 
ii. Actual Demonstration 
iii. Teaching Demonstration 

d. Results of Examinations 
i. Psychological Exam 
ii. English Proficiency Exam 
iii. Medical and Dental Results 

e. PRC Board Rating 
Such will be submitted to the Institutional Planning and Organizational Development 
Department Director for evaluation.  

 
1.13 Recruitment and Selection Officer prepares a communication letter presenting the name of 

the qualified applicant/s, summary of qualifications, and arrange them according to their 
ranks noted by the Institutional Planning and Organizational Development Department 
Director. Such shall be given to the concerned dean for their signature and submits to the 
SSenior Vice President for Academic Affairs for his/her recommendation/s and then to the 
President for approval.  
  

1.14 Once approved, the Recruitment and Selection officer instructs the Recruitment and 
Selection Assistant to inform the successful applicant/s. 

 
1.15 The Recruitment and Selection Officer shall orient the new employee regarding the 

following: 
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a. Leave Credits 
b. Scholarships 
c. Dress Code/Uniform/ID 
d. Use of Biometrics 
e. Others 

 
1.16 Recruitment and Selection Officer informs the selected applicant/s of the effectivity date of 

appointment.  
 

1.17 Recruitment and Selection Assistant prepares the following: 
a. Three (3) copies of employment contract 
b. Job Description 
c. Employee Number  
d. Checklist of lacking documents 

 

1.18 The newly hired employee is asked to fill-up pertinent forms and accomplish documents 
pertaining to his/her employment: 

a. Application Form for Employee ID 
b. DOLE Form 
c. BIR Form 1902 
d. BIR Form 2305 -for update 
e. PhilHealth Form M1a 
f. SSS Form E1 
g. SSS Form E4 -for update  

   

1.19 The newly hired employee is required to attend the General Orientation Program for New 
Employee scheduled and conducted by the Institutional Planning and Organizational 
Development Department. 
 

1.20 The newly hired employee proceeds to his/her designated college. 
 

1.21 The Institutional Planning and Organizational Development Department prepares the 
following documents: 

a. Appointment Letter for Confirmation of the Board of Directors 
b. Payroll Authority 

 
1.22 The Board of Directors confirms the appointment of the newly hired employee. 
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Section 2. Employment Contract/Appointment  
 

2.1 A faculty/employee that is accepted into the service should be guided by the philosophy, 
vision, mission and objectives of the institution. He should accept and adhere to existing 
school policies. He should be imbued with the zeal to serve the interest of the students and 
Northwestern University. 

 

2.2 A newly hired faculty member/employee shall be appointed by the President subject to the 
confirmation of the Board of Directors. A probationary employee may be given 
permanent/regular status once the probationary period is fulfilled and all requirements are 
met. 

 

2.3 An employee who is given an acting capacity in an administrative position may be granted full 
status after 6 (six) months of rendering highly satisfactory performance in the appointed 
position. 

 

2.4 Appointments as College Dean shall be for a term of three (3) years unless revoked for cause 
by the Board of Directors. 

 

2.5 All employees who are sixty-five (65) years old or older upon the date of hiring or re-hiring 
shall be appointed only on a contractual basis and shall not be eligible for permanency or 
regularization. 

 

2.6 All promotions, appointments, change from one unit/level to another are subject to the 
confirmation of the Board of directors through the University President. 

 
 

Section 3. Classification of Faculty   
 

3.1 According to Status 

3.1.1 Permanent/regular employee. An employee becomes permanent/regular either 
by appointment or by operation of law once its requirements are fulfilled. A 
permanent/regular employee enjoys an indefinite security of tenure and his/her 
employment may only be terminated by the just and authorized causes allowed 
by pertinent laws. 

 
3.1.2 Probationary employee. A probationary employee is one who one who is given a 

definite period of time to show that he/she is qualified to become a 
permanent/regular employee of the university. The employment of a probationary 
employee may be terminated upon the lapse of the period provided in the 
contract. 

 

For academic probationary personnel, the probationary period shall not be more 

than three (3) consecutive school years of satisfactory service for those in the 

elementary, and secondary levels, six (6) consecutive regular semesters for 
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satisfactory service for those in the tertiary level, and nine (9) consecutive 

trimesters of satisfactory service for those in the graduate school.1  

 

 

3.2 According to Service 
 

3.2.1 Full-time employee. A full-time employee is one whose total working days is 
devoted to the University and who has no other remunerative employment 
requiring regular hours of work which will conflict with his/her working hours of 
the school.  

 

Academic personnel are only considered full-time if they possess the minimum 

academic requirements required to teach in a particular discipline and are not 

employed in any other higher education institution on a full-time basis. Otherwise, 

they are considered part-time.2 The regular teaching assignment of a faculty 

member is 24 units. 

 

3.2.2 Part-time Employee. A part-time employee is one whose official required work 
hours are less than those of full-time employees.  

 

A faculty member whose teaching load is less than the regular teaching assignment 

is considered part-time. He/she shall be hired on a contractual basis and shall be 

compensated according to the number of hours rendered. 

  

3.3 According to Rank 
   

  The academic teaching positions are classified in two major categories, the corps of 

professors and instructors. The corps of professors includes professors, associate professors 

and assistant professors. A ranking instrument is used to rank faculty members. The instrument 

considers educational attainment, experience, trainings, research and extension work among 

others. The ranks are as follows: 

  

3.3.1 Professor. He must have a doctorate degree with at least ten (10) years of 
service related to teaching or education, or eminence in a profession of a highly 
specialized nature. He must have excellent work in research and extension, and 
in positions previously and presently held with proven probity and integrity. 

 

                                                           
1 Under Section 117 of the MORPHE, an employee who does not have the qualifications prescribed therein is not 

considered as a probationary employee and therefore cannot attain permanency even after fulfilling the probationary 

period. 

2
 Section 36, MORPHE. 
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3.3.2 Associate Professor. He must at least have a master’s degree and units in a 
doctoral program with at least seven (7) years of service related to teaching or 
education, or eminence in the profession of a highly specialized nature. He must 
have tangible research and extension output and excellent performance in 
positions previously and presently held with proven probity and integrity. 

 

3.3.3 Assistant Professor. He must at least have a master’s degree with at least five 
(5) years of service related to teaching or education work. He must be active in 
research and extension and have excellent performance in positions previously 
and presently held with proven probity and integrity. 

 

3.3.4 Instructor. He must be a holder of a bachelor’s degree with graduate units and 
presently enrolled in a graduate course in his field of expertise. 

 

For meritorious reasons, the University may exercise its discretion in promoting 

academic personnel to particular ranks, provided that no law, rule or regulation is violated. 

 

Section 4. Promotion  
 
 As far as practicable, incumbent employees, teaching and non-teaching shall be given 
preference in promotion to a higher academic position to afford them opportunities to professionally 
grow during their period of continuous employment with the University.  
 
 4.1 Factors to be considered in promotion at the University:  
 

a. Performance rating  
b. Educational qualification  
c. Training  
d. Experience  
e. Work ethics and attitudes  
f. Seniority or length of service Rewards or recognition received  
g. Loyalty to the school  
h. Dedication to duty  
i. Research conducted  
j. Community extension/services participation  

 

 

Section 5. Transfer  
 
 As a general policy, it is management prerogative to place employees in positions where they 
are best equipped to perform the duties and responsibilities of the positions more effectively and more 
efficiently. Moreover, for personal reasons, transfers may also emanate from the employees 
themselves.  
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Section 6.  Change of Appointment Status  
 

             A faculty member may be allowed to request for a change of his appointment status from 

fulltime to part-time but he shall be required to resign without prejudice to his reapplication for part-time 

teaching. As such, the Institutional Planning and Organization Development will issue a new 

appointment. Service shall be continuous but distinction shall be made between his full-time and part-

time employment.  

 

Section 7. Termination of Employment    

 
 7.1 By Expiration of Contract 

  7.1.1  Probationary Employees 

For probationary academic personnel, the expiration of the probationary contract 

terminates employment. Institutional Planning and Organizational Development 

Department shall contact such personnel if the contract is to be renewed. 

For probationary non-academic personnel, employment is terminated by the 

failure to obtain the skills or performance rating required and made known to the 

employee at the beginning of his/her employment, which is assessed at the end 

of the contract. The probationary contract may be renewed but is likewise subject 

to such requirements. 

  

7.1 By Resignation 

 It is the right of every employee to sever his employment with the school. A written notice to the 

effect should be filed at least thirty (30) days before the effective date of the resignation. For faculty 

members who are under contract and would like to resign before the semester ends, they shall be 

allowed to resign but shall pay an amount equivalent to one (1) month of their basic salary for liquidated 

damages. 

 An employee who wants to resign is required to submit a Clearance (NWU-Institutional 

Planning and Organizational Development Department-023) from all record, property    and monetary 

accountabilities and responsibilities. The clearance will be a prerequisite to the release of his last salary 

from the University.  

7.2 By Retirement 

Unless a company retirement plan is adopted by the University, R.A. No. 7641 governs 

the retirement of its employees. 

 

7.3.1 An employee may retire from service once he/she reaches the age of 
sixty or older and has rendered at least five (5) years of service to the 
University. 

 

7.3.2 Upon reaching the age of sixty-five (65), an employee shall be 
compulsorily retired whether or not he/she has rendered five (5) years of 
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service to the University. Such employee may however be re-hired on a 
contractual basis only. 

 

 

7.4 By Dismissal for Just and/or Authorized Causes 
  

Section 121 of the MORPHE of 2008 enumerates the just and authorized causes for 

termination of employment of personnel in a higher education institution. These are 

considered to be in addition to the causes found in the Labor Code. The text of the 

section is as follows: 

 

Section 121. Causes of Terminating Employment. In addition to the just causes 

enumerated in the Labor Code, the employment of personnel in a higher education 

institution may be terminated for any of the causes as follows: 

 

1) Gross misconduct, such as, but not limited to, giving of grades to a student in a 
subject not based solely on scholastic records; contracting loans from students or 
parents; use of cruel punishment, insubordination. 

 

2) Gross inefficiency and incompetence in the performance of duties such as, but not 
limited to failure to cope with the reasonable standard of efficiency and competence 
of the institution; habitual absences and tardiness from classes and willful neglect of 
employment or assignment. 

 

3) Tampering or falsification of, or negligence in keeping school or student records 
including unreasonable delay in the submission of student grades; 

 

4) Conviction of a crime, or an attempt on, or a criminal act against the life of any 
school official, personnel, or student, or upon the property or interest of the 
institution; 

 

5) Being notoriously undesirable; 
 

6) Disgraceful or immoral act inside or outside the school campus, or in the case of 
institutions established by a religious order or foreign mission board, conduct 
contrary to the teaching of that religious sector operating the institution; 

 

7) The sale of tickets or the collection of any contribution in any form or for any purpose 
or project whatsoever, whether voluntary or otherwise, from students and school 
personnel; 

 

8) Voluntary or request for de-loading of teaching units to less than the required 
minimum teaching assignment for full-time academic personnel as fixed by the 
school; 
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9) In the event of phasing out, closure or cessation of the higher education program or 
of the institution itself; and 

 

10) Other causes analogous to the foregoing as may be provided for in the policies and 
regulation of the Commission or of the institution, or in a collective bargaining 
agreement. 

 

A higher education institution may provide for additional grounds for termination in 

accordance with its institutional policies, rules and regulations. 
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ARTICLE VI  

TERMS AND CONDITIONS OF EMPLOYMENT 

 
Section 1. Normal Hours of Work 
 

   The following shall be considered as compensated working hours:   

 Time during which an employee is required to be on duty or to be at the employer’s premises 
or to be at the prescribed work place; and 

 Time during which an employee is officially permitted to work. 
 

In general, employees are required to check in for work at 8 AM and check out at 5 PM; these 

hours are considered primetime for faculty members. Faculty members are required to report only 

during their teaching and consultation hours unless they have other administrative functions.  

 

When, due to exigent circumstances, administrative personnel are given teaching load that 

conflict with official office hours, they shall only be compensated for the actual work done during such 

hours. If such personnel teach during such time, compensation shall be according to the hourly 

teaching rate. On the other hand, if office work is done during such time, compensation shall be based 

on the hourly office rate. Unless the Institutional Planning and Organizational Development Department 

is otherwise notified, such personnel are presumed to have taught during the assigned teaching hours. 

1.1 Overtime Pay  

 Any employee of the University who is officially permitted or required to work beyond eight (8) 

hours on ordinary working days is entitled to overtime pay equal to his regular wage plus at least 

twenty-five percent (25%) thereof. For faculty members, overtime pay shall be applied when the 

aggregate hours worked within a normal workday exceeds eight (8) hours. 

 

 Overtime must be with the approval of the University President and duly recommended by the 

Vice-President concerned.  

 

1.2 Meals and Rest Periods 

All employees are given one (1) hour lunch break. However, in case of actual or impending 

emergencies or urgent need for the work to be performed the lunch break may be reduced to twenty 

(20) minutes with the entire hour (including the break) being compensated. 

 

 Employees also enjoy rest periods of fifteen (15) minutes in the morning and fifteen (15) 

minutes in the afternoon. 
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Section 2. Normal Teaching Loads  

 
Effective and quality instruction is achieved by proper administration and supervision. 

Guidelines are set to avoid conflicts and problems thus affecting the services being extended. Regular 

supervision of the faculty/employee is done. Duties and responsibilities are monitored regularly 

resulting to a better quality of work output and services to the client. 

 

2.1 Teaching Loads and Class Assignments 
 

 Faculty members shall be given their teaching assignments for a particular semester/term at least 
one (1) week before the start of classes. 
 

Guidelines on Teaching Assignments and Overloads 
 

2.1.1. A faculty member should be assigned subjects within his field of 
specialization or field of concentration. 

 
2.1.2 In the assignment of teaching loads, the performance evaluation results of 

each faculty shall be considered. 
 

2.1.3 A fulltime faculty member is given a minimum teaching load of twenty-four 
(24) units per semester. Teaching load beyond the minimum shall be 
considered overload and are assigned by discretion. 

 

In assigning overload, the following are to be considered: 

1. Academic qualifications and specialization requirements 
2. Faculty performance evaluation 
3. Tenure 
4. Work ethic 

 

To maintain the academic rank status of the officers of the administration, they 

shall be given teaching assignment in the following schedule: 

 

  Administrative Position   Built-In-Load 

 

  Deans/Directors/Associate Deans  6 units/semester 

  Department Heads    12 units/semester 

 

Deans, directors, heads of offices and faculty members may be given additional 

load of six (6) units provided these are scheduled outside primetime. Primetime is 

from 8:00 to 12:00 in the morning and 1:00 to 5:00 in the afternoon. 
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As the need arises, non-academic employees of the University may be given 

teaching load up to a maximum of six (6) units on subjects within their field of 

specialization, provided that it is scheduled outside the regular office hours. 

Government employees may also be hired on a part-time basis provided a permit 

to teach is presented. A maximum of six (6) units on subjects within their field of 

specialization or concentration maybe assigned. 

 

2.1.4 In assigning overloads, faculty members with permanent status and proven 
competence are given priority.  

 

2.1.5 Heavy teaching loads are strongly discouraged. Faculty members under 
probation must not be given a teaching load requiring more than three (3) 
preparations, while permanent faculty members must not be give more than 
four (4) preparations. This will enable the faculty members to attain mastery 
of the subject matter as well as to provide them with enough preparation 
time.  

 

2.1.6 In assigning subject loads, three (3) hours of continuous teaching should be 
avoided. 

 

2.1.7 A system of substitution is followed when a faculty member goes on 
emergency/sick/vacation leave. As soon as practicable, the Dean shall 
recommend to the Vice-President for Academic Affairs the faculty member 
who is competent to teach the subject/s for substitution. Upon approval of 
the Senior Vice President for Academic Affairs, the Dean concerned shall 
inform the Institutional Planning and Organizational Development 
Department and the Finance Office for the processing of the substitution 
pay.  

 

2.1.8 A faculty member should submit to the Dean, in triplicate copies, the 
syllabus of the course he is assigned to teach, within two (2) weeks from the 
start of classes. The Dean evaluates and recommends the syllabus to the 
Vice-President for Academic Affairs for approval. 

 

2.2 Absence and Tardiness 

  

2.2.1 Faculty members are expected to attend their classes regularly and punctually. 
Likewise, employees are required to be within the prescribed workplace on time. There 
shall be corresponding sanctions, i.e. reprimand, salary deduction, suspension, 
dismissal, for tardiness.  

 
 

2.2.2 Any faculty member, who for valid reason cannot attend his class, should 
exert to notify his Dean and the Institutional Planning and Organizational 
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Development Department. The Dean shall assign a substitute teacher to 
take over the classes of the absent faculty. 

 

Likewise, an employee who for valid reason, cannot report for work should likewise make 

every reasonable effort to notify his immediate supervisor who in turn notifies the 

Institutional Planning and Organizational Development Department.  

 

A corresponding sanction, i.e. salary deduction and/or disciplinary action, shall be imposed 

if official notification is not made.  

 

2.2.3 Remedial classes may be conducted to offset missed classes due to other 
school functions or activities. The faculty members must inform his Dean 
about the schedule of remedial classes which shall be submitted to the 
Senior Vice President for Academic Affairs Office and the Institutional 
Planning and Organizational Development Department for record purposes. 

 

2.2.4 All faculty members and employees are required to use the biometrics as 
they enter and leave the school premises. Any faculty who missed using the 
biometrics in either entering or leaving the school premises is deducted half 
of the salary for the day. Faculty and employees who continuously refuse to 
use the biometrics despite reminders from the school authority shall be 
subjected to disciplinary action.  

 

2.2.5 Deans, directors and heads of offices enjoy the privilege of a flexi-time. 
However, they are mandated to use the biometrics as they enter or leave 
the school premises for information whenever their services are required by 
the upper management. Deans and directors who purposely refuse to use 
the biometrics despite reminders from the school authority shall be 
subjected to disciplinary action.  

 

Section 3. Policy on Viability of Classes 
 

The general policy is that whether it is summer or regular semester, the viable number of 
students is fifteen (15). For regular semesters, if the professor has undersized classes, they are 
entitled to a full payment for two undersized classes provided they are a major class.  

 
 In the University, there are two kinds of undersized subjects, a regular offering and a 
petitioned subject. If the undersized class is a regular offering whether the number of enrollees 
is below fifteen (15), there is no additional payment for the students and the payment is on a 
regular rate. For requested subject, on the part of student, if there are six or less students who 
requested the subject, the student will be assessed half of the viable number which is 7.5. If 
there are seven or more enrollees for the requested subject, the students are required to pay in 
full of the fifteen viable number.  
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 For the part of the faculty member, if the subject is not a regular offering meaning a 
requested subject and the number of enrollees is six and below, the University charge enrollees 
half and they also pay the faculty in half. If the number of enrolees is seven and up, they charge 
the student full and they pay the faculty member in full. It should be noted that if the student paid 
half, the faculty will also be paid in half and will meet their classes half the required number of 
hours.  
 

Section 4. Forced Leave 
 
 The reduction in the number of regular working days is resorted to by University to 
prevent serious losses due to causes beyond his control. A good example is when there is a 
substantial slump in the enrollment, such as summer (April and May). This is more humane and 
in keeping with sound business operations than the outright termination of the services or the 
total closure of the University.  
 
 For faculty members, those who do not have summer classes should take one (1) month 
forced leave, as scheduled by their Dean. However, for those faculty members needing to 
perform essential and emergency related work, the Dean should first seek recommending 
approval from the Senior Vice President for Academic Affairs and approval from the President. It 
should be noted that there will be no Department Heads of colleges during summer (April and 
May).  
 

Section 5. Rights of School Personnel 
 

 In addition to the rights provided by law, the following rights of school personnel under 

the Higher Education Act of 1994 are hereby adopted: 

o the right to full expression of opinion and suggestions, and effective channels of 
communication with appropriate academic and administrative bodies of the school; 

o the right to be provided with free legal services by the school authorities charges with 
administrative, civil, and/or criminal proceedings by parties other than school, for actions 
committed directly in the lawful discharge of professional duties and/or in defense of 
school policies; 

o the right to intellectual property consistent with applicable laws;  
o the right to be free from compulsory assignments not related to their  duties as defined in 

their appointment or employment contract, unless compensated thereof, conformably to 
existing laws; 

o teachers shall  be deemed persons of authority when in discharge of lawful duties and  
responsibilities and shall, therefore, be accorded due respect and protection; and 

o teachers shall be accorded the opportunity to choose alternative career in school 
administration, in classroom teaching, or others, for purposes of career advancement. 
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ARTICLE VII  
EMPLOYEE BENEFITS 

 
 Northwestern University strives to recruit and retain world class faculty and staff and stand out 

as an employer of choice. 

 

 High morale and pleasant working relationship are indicators of job satisfaction. Salaries, 

compensation and fringe benefits remain to be major motivating factors that can drive one to excel. 

Imbued with missionary zeal, the workforce continues to work with commitment and dedication in the 

pursuit of mission goal. It has always been the policy of the management to raise salary and benefits 

due to the workforce with or without mandated orders. Justice and fairness are observed in the 

disposition of funds due the work force. 

 

Section 1. Salaries 

  
  The faculty and non-academic employees shall receive salaries/wages in compliance to the 

pertinent provisions of the Labor Code, Manual of Regulations for Private Higher Education of 2008 and 

in keeping with the vision, mission and goals of the university. 

A. Academic Employees 

1. The salary of a faculty member is determined and based on his academic rank. 
 

1.1 According to Status 
 

1.1.1 Permanent full-time faculty member shall be paid a basic salary provided he is 
given a minimum of twenty-four (24) units load. 

 

1.1.2 Probationary full-time faculty member shall be paid a basic salary only for the 
period of the contract.  

 

1.1.3 Part-time and substitutes shall be paid based on contact hours. 
 

1.2  Computation of Rate per Hour 
 

   Full-time 
        

  Rate per hour = Basic Salary 

     96 

 

   Part-time 
 

   Rate per hour = hourly rate based on rank 



        NORTHWESTERN UNIVERSITY 

Laoag City 

   FACULTY MANUAL 
 

Issue Status:    1 Revision:    0 Date:   23 January 2015 Approved by:     President Page: 75 of 116 

 

    
    Overload Pay 

 

  Teachers assigned with additional teaching load(s) are entitled to receive 

additional compensation equivalent to their rate per unit. 

 

 Overload pay = (contact hours) x (rate per hour) 

 

 Summer Term Salary  
 

 The salary of the faculty member who is given nine (9) units of teaching load will 

be paid the basic salary equivalent to a twenty-four (24) unit teaching load during the 

regular semester, while the salary of one with less than nine (9) units will be a fraction 

thereof. 

 

Section 2. Benefits 
  

The University recognizes the different factors that contribute to the holistic productivity of 

employees: career satisfaction, family life, health and social security. Hence, the University strives to 

provide the employees and faculty members with support and assistance pertaining to these. 

 

 

A. Mandatory Benefits 
 

1. Thirteenth Month Pay 
 

 The 13th Month Pay is equivalent to 1/12 of the total basic salary received during the 

year. For purposes of computing the benefit, the basic pay of an employee includes all earnings 

paid by the employer for services rendered on normal working days and hours, but does not 

include cost of living allowance (COLA), profit sharing payments, premium payments, honoraria, 

or other monetary benefits which are not considered as part or integrated into the regular salary 

of school personnel. 

 

1.1 Guidelines: 
 

1.1.1 Overload is excluded in the computation of the 13th Month Pay as it 
partakes of the nature of temporary extra assignment and compensation. 

 

1.1.2 An employee who has resigned or whose services were terminated at any 
time before the time of payment of the 13th Month Pay is entitled to the 
benefit in proportion from the period when the right accrues to the time of 
his termination from employment. 
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However, the benefit shall be withheld unless all accountabilities with the 

university have been cleared. 

  

2. Maternity Leave 
 

 In compliance with the pertinent provisions of the Labor Code, the University grants 

every pregnant female employee maternity leave: 

 

- 60 calendar days leave for normal child delivery 

- 78 calendar days leave for caesarian delivery 
 

2.1 Guidelines: 
 

2.1.1 Maternity Benefit 
  

  A female employee on maternity leave shall receive from the Social 

Security System (SSS) a daily maternity benefit equivalent to her daily salary 

credit for the 60/78 days leave. 

 

2.2 Eligibility 
  

2.2.1 The SSS Maternity Benefit is granted to permanent and probationary 
employees who have paid at least three (3) monthly contributions within 
the twelve (12) month period immediately preceding the semester of her 
childbirth or miscarriage. 

 

2.2.2 She has given the required notification of her pregnancy through her 
employer. 

 

2.3 Limitations 
 

2.3.1 SSS/University maternity benefits stated above shall be granted only for 
the first four (4) deliveries including miscarriages. 
 

2.3.2 Maternity leave after the fourth delivery shall be charged to the 
employee’s sick leave credits. Where the sick leaves are insufficient, the 
excess shall be charged to vacation leave credits. 

 

2.4 Procedural Guidelines 1 
 

2.4.1 The leave period shall be availed by the employee not earlier than 2 
weeks prior to her expected delivery date and another four weeks after 
the delivery date. 
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2.4.2 When the employee fails to avail of the two-week prenatal leave or any 
part thereof, the same shall be added to the postnatal leave to complete 
the 60/78 days. 
 

2.4.3 Extension requests for maternity leave may be allowed provided it is due 
to illness medically certified to arise from pregnancy, delivery or 
miscarriage which renders the employee unfit to work. The external leave 
shall be charged to sick/vacation leave credits. 

 

2.5 Procedural Guidelines 2 
 

2.5.1 Upon confirmation from the physician of the employee’s pregnancy, the 
employee must immediately submit the Medical Certificate and Maternity 
Notification Form to the Institutional Planning and Organizational 
Development Department. 
 

2.5.2 The Institutional Planning and Organizational Development Department 
shall recommend to the VICE PRESIDENT FOR ADMINISTRATION the 
advance payment of the 50% of SSS Maternity Benefits before the start 
of the maternity leave provided the documents specified above are 
submitted. The remaining 50% shall be released upon submission of the 
Medical Certificate and all documents required by the SSS for 
reimbursement. 
 

2.6 Voluntary Reporting for Work Prior to Maternity Leave Expiration 
 

2.6.1 A female employee may request to report back to work before the 
expiration of maternity leave but must submit a Medical Certificate 
attesting her fitness to work duly signed by the attending physician. Such 
request shall be addressed to the Senior Vice President for Academic 
Affairs for academic employees or VICE PRESIDENT FOR 
ADMINISTRATION for non-academic employees. 
 

2.6.2 The employee shall be compensated for the work rendered within the 
60/78 day maternity leave. 

 

 

3. Special Leave Benefits for Women  
Any female employee in the public and private sector regardless of age and civil status 

shall be entitled to a special leave of a maximum of two months with full pay based on her gross 
monthly compensation subject to existing laws, rules and regulations due to surgery caused by 
gynecological disorders under such terms and conditions: 

a. She has rendered at least six (6) monthly continuous aggregate 
employment service for the last twelve (12) months prior to surgery; 
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b. In the event that the extended leave is necessary, the female employee 
may use her earned leave credits; 

c. This special leave shall be non-cumulative and non-convertible to cash.  
4. Paternity Leave 

  

 The University provides seven (7) days paternity leave with pay. An employee may avail 

of this leave for the first four (4) deliveries of his wife provided that he is cohabiting with her. The 

leave may be availed of from the day of delivery or soon thereafter. 

 

5. Parental Leave (Solo Parent Act) 
 

 Permanent and probationary (who has rendered at least 1 year of service) employee 

who falls under the category of a solo parent, in addition to the privileges under existing laws, 

shall be entitled to a parental leave benefit of not more than seven (7) working days every 

academic year (Section 8, R.A. No. 8972). Parental leave is non-cumulative. 

 

 Solo parent is any individual who falls under any of the following categories: 

 

a. A woman who gives birth as a result of rape and other crimes against chastity even 
without a final conviction of the offender. Provided, that the mother keeps and raises 
the child; 

 

b. Parent left solo or alone with the responsibility of parenthood due to death of spouse; 
 

c. Parent left solo or alone with the responsibility of parenthood while the spouse is 
detained or serving sentence for a criminal conviction for at least one (1) year; 

 

d. Parent left solo or alone with the responsibility of parenthood due to physical and/or 
mental incapacity of spouse as certified by a public medical practitioner; 

 

e. Parent left solo or alone with the responsibility of parenthood due to legal separation 
or de facto separation from spouse for at least one (1) year, as long as he/she is 
entrusted with the custody of the child/children; 

 

f. Parent left solo or alone with  the responsibility of parenthood due to declaration of 
nullity or annulment of marriage as decreed by a court or by a church, as long as 
he/she is entrusted with the custody of the child/children; and 

 

g. Any family member who assumes the responsibility of head of the family as a result 
of death, abandonment, disappearance or prolonged absence of the parents or solo 
parent. 

 

4.1 Procedural guidelines: 
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4.1.1 The employee secures an official leave form from the Institutional 
Planning and Organizational Development Department at least five (5) 
working days prior to the date of the intended leave of absence. 

 

4.1.2 The employee accomplishes the form in four (4) copies and seeks the 
recommendation for approval from his immediate head. 

 

4.1.3 The leave form must immediately be returned to the Institutional Planning 
and Organizational Development Department to facilitate processing. A 
leave form which is not properly accomplished will not be processed. 

 

4.1.4 The leave form will then be submitted by the Institutional Planning and 
Organizational Development Department to the VICE PRESIDENT FOR 
ADMINISTRATION (for non-academic employees) or the Senior Vice 
President for Academic Affairs (for academic employees). 

 

4.1.5 The employee must conduct the necessary follow-up at the Institutional 
Planning and Organizational Development Department on the status of 
the leave applied for. Should there be no development after two (2) days 
from the submission of the form to the VP concerned, the Institutional 
Planning and Organizational Development Department will make the 
pertinent follow-up in behalf of the employee. 

 

4.1.6 Upon approval, the four (4) copies of the leave form are distributed to: 
 

- the concerned employee 

- the office/department of the concerned employee 

- the Finance Office  

- the Human Resource Development Office 
 

4.1.7 A change in the status or circumstance of the parent claiming benefits 
under this Act, such that he/she is no longer left alone with the 
responsibility of parenthood, shall terminate his/her eligibility for these 
benefits. 
 

4.1.8 The employee shall have the responsibility to inform the Institutional 
Planning and Organizational Development Department in writing of any 
change that may affect the eligibility to avail of the benefits provided 
herein. In the same manner, the Institutional Planning and Organizational 
Development Department shall automatically withdraw the grant of these 
benefits if the employee is no longer eligible to receive them based on 
personnel records.  

 

 

6. SSS Benefits 
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 All employees below sixty (60) years of age are subject to the compulsory Social 

Security System (SSS) coverage. The benefits under this system are: 

 

 Sickness Benefit 
 Disability Benefit 
 Retirement Benefit 
 Pension 
 Salary and Housing Loans 
 Educational Benefit 
 Death Benefit 
 Burial Benefit 
 

7. Employees Compensation (State Insurance) 
 

 All SSS members are covered under this benefit whereby the employer is required to 

remit monthly Employees Compensation (EC) contributions equivalent to one percent (1%) of 

the employee’s monthly salary credit. 

 

8. PhilHealth Benefits 
 

 All employees subject to compulsory SSS coverage and their dependents are 

automatically covered under the Philippine Health Insurance Corporation (PHIC) Law. 

 

7.1 Dependents, as defined under the PHIC Law, are: 
 

7.1.1 The legitimate spouse who is not a Medicare member; 
 

7.1.2 The unmarried and unemployed children – legitimate, legitimated, 
acknowledged children as appearing in the birth certificate, legally 
adopted or stepchildren who are below twenty-one (21) years of age; 
 

7.1.3 Children who are twenty-one (21) years old or above but suffering from 
congenital disability, either physical or mental, or any disability acquired 
before the age of 21 that renders them totally dependent on the member 
of support; 
 

7.1.4 The parents who are sixty (60) years old or above who are not enrolled 
members of PhilHealth and whose monthly income is not more than one 
thousand pesos (Php 1,000.00) 

 

7.2 Benefits under this law are: 
 

7.2.1 Maximum of forty-five (45) days of confinement annually for members, 
accumulated total of 45 days for all dependents; 
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7.2.2 Hospital room and board expenses; 
 

7.2.3 Professional fees of Php15.00 per day but not to exceed Php 200.00 for 
ordinary cases and Php 300.00 for intensive care or catastrophic cases 
per s ingle period of confinement; 
 

7.2.4 Surgical benefits: 
 

7.2.4.1 Surgeon’s fee not exceeding Php 650.00 (specified amount shall 
be paid in accordance with the Relative Unit Value (RUV), i.e., 
points assigned to surgical procedures according to their 
comparative complexity. This includes two (2) days of pre- and 
five (5) days of post-operative care. 

 

7.2.4.2 Surgical procedures without any assigned RUV shall be 
evaluated taking into considerations its similarity to existing 
procedures. 

 

7.2.4.3 Anesthesiologist’s fee not exceeding thirty percent (30%) of the 
allowable Surgeon’s fee. Only One anesthesiologist shall be 
compensated. 

 

7.2.4.4 Local anesthesia is not compensable except when it is a 
regional nerve block anesthesia. 

 

7.2.4.5 When the operating surgeon administers anesthesia himself, no 
separate anesthesiologist’s fee shall be allowed. 

 

7.2.4.6 Operating Room fee. 
 

7.2.4.7 A qualified beneficiary who undergoes surgical procedure in the 
hospital operating room complex on an out-patient basis is 
entitled to benefits provided that one day is deducted from his 
forty-five (45) day room and board benefits. 

 

9. Pag-IBIG (Home Development Mutual Fund) 
 

 Membership in the Pag-IBIG Fund shall be mandatory for all employees covered by the 

Social Security System. However, coverage of employees whose monthly compensation is four 

thousand pesos (Php 4,000.00) shall be voluntary. 

 

8.1 Return of Contribution 
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 A member shall be entitled to receive his Accumulated Value upon termination of 

his membership in accordance with Termination of Membership, free from any pending 

obligation with the Fund or any of its loan programs. In the event of his death, his legal 

heir shall likewise receive the same free from any pending legal obligation with the Fund 

or any of its loan programs. 

 

8.2 Optional Withdrawal of Contribution 
 

 A new member of the fund after the effectivity of Republic Act No. 7742 shall 

have the option to withdraw his total accumulated value after the tenth or fifteenth year 

of continuous membership. Provided that said member has no outstanding housing loan 

with the Fund at the time of withdrawal. This option may be exercised only once and 

shall not prejudice his continuing membership in the Fund. 

 

 The exercise of this option by the member shall not be considered as a ground to 

terminate his membership with the Fund. He shall continue to be mandatorily covered by 

the Fund and his employer is mandated to deduct and remit the employee’s required 

contribution together with his employer contribution pursuant to these rules. 

 

 This provision shall likewise apply to all members who voluntarily joined the Fund 

under the provision of Executive Order No. 90 prior to the effectivity of Republic Act No. 

7742. 

 

8.3 Dividend Benefits 
 

 Upon the death of a member, his legal heirs shall be entitled to death benefits in 

an amount to be determined by the Board of the Pag-IBIG Fund in addition to the total 

accumulated value as mentioned in Return of Contributions. 

  

10. Retirement Benefit 
  

 An employee shall be entitled to receive retirement benefit from the University, separate 

from the SSS retirement plan. 

 

 An employee shall be entitled to retirement pay equivalent to at least one-half (1/2) 

month salary for every year of service, a fraction of at least six (6) months being considered as 

one (1) whole year. 
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Section 3.  Institutional Benefits 

 
1. Leaves of Absence With Pay 

   

1.1  Vacation Leave 

 

 A permanent academic/non-academic employee is entitled to a fifteen (15) day 

leave with pay every academic year. Probationary faculty with at least one year of 

service is entitled to a three (3) day vacation/sick leave per semester. 

 

 Permanent non-academic employees may avail of their vacation leave anytime, 

even during semestral breaks. Faculty members shall avoid taking vacations when they 

have teaching loads. For special considerations however, they may take their vacation 

leave as long as arrangements have been made where a substitute may take over their 

classes. However, it is within the authority of the SSenior Vice President for Academic 

Affairs for academic employees and the VICE PRESIDENT FOR ADMINISTRATION for 

non-academic employees to determine when they may take their vacation leave 

considering the requirements and nature of his work. 

 

 Unused vacation leaves upon the lapse of the academic year in which it is 

granted shall be considered forfeited upon the end of such year and shall not be 

converted to cash. 

 

1.1.1 Procedural Guidelines 
 

1.1.1.1 The employee secures an official leave form from the 
Institutional Planning and Organizational Development 
Department at least five (5) working days prior to the date of the 
intended leave of absence(s).  

 

1.1.1.2 The employee accomplishes the form in four (4) copies and 
seeks the recommendation for approval from his immediate 
head. 

 

1.1.1.3 The accomplished leave form must be immediately submitted to 
the Institutional Planning and Organizational Development 
Department to facilitate processing. A leave form which is not 
properly accomplished will not be processed. 

 

1.1.1.4 The accomplished leave form will be submitted by the 
Institutional Planning and Organizational Development 
Department to the VP concerned (VICE PRESIDENT FOR 
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ADMINISTRATION for non-academic and Senior Vice President 
for Academic Affairs for academic). 

 

1.1.1.5 The employee must conduct the necessary follow-up at the 
Institutional Planning and Organizational Development 
Department on the status of the leave applied for. Should there 
be no developments after two (2) days after submission to the 
VP concerned, the Institutional Planning and Organizational 
Development Department will make the pertinent follow-up in 
behalf of the employee. 

 

1.1.1.6 Upon approval, the four copies of the leave form shall be 
distributed to the following:  

 

- the employee concerned 

- the department/office of the employee concerned 

- the Finance Office 

- the Institutional Planning and Organizational 
Development Department 

 

1.1.1.7 In case the concerned employee wishes to change the date(s) of 
his approved leave, he must undertake the same procedure. 

 

1.1.1.8 Cancelled leave form whether approved or not must be returned 
to the Institutional Planning and Organizational Development 
Department for record purposes. 

 

1.1.1.9 Regardless of rank, leave shall be approved by the University 
President if is for fifteen (15) days or more. 

 

1.1.1.10 An application for leave of absences for fifteen (15) days or 
more shall be accompanied by a clearance from all financial and 
property accountabilities and with the approval of the University 
President. 

 

1.2 Personal Leave 
 

 In consideration of any contingency that may need immediate attention, personal 

leave can be availed of by the employees. Personal leave is limited to two (2) days per 

academic year. Leave for emergencies beyond personal leave shall be without pay and 

subject to validation and approval of the SSenior Vice President for Academic Affairs or 

the VICE PRESIDENT FOR ADMINISTRATION for academic and non-academic 

employees respectively. 

  

1.2.1 Procedural Guidelines 
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1.2.1.1 The employee shall inform the Institutional Planning and 
Organizational Development Department and immediate head 
that he/she is availing of personal leave. 

 

1.2.1.2 The employee secures an official leave form from the 
Institutional Planning and Organizational Development 
Department upon returning to work.  

 

1.2.1.3 The employee accomplishes the form in four (4) copies. 
 

1.2.1.4 The employee then submits the form to his immediate head for 
recommendation.  

 

1.2.1.5 The accomplished leave form must be immediately returned to 
the Institutional Planning and Organizational Development 
Department within two (2) working days from date of issuance to 
facilitate processing. Unaccomplished forms shall not be 
processed. 

 

1.2.1.6 The accomplished leave form will be submitted by the 
Institutional Planning and Organizational Development 
Department to the SSenior Vice President for Academic Affairs. 

 

1.2.1.7 Upon approval, the four copies of the leave form shall be 
distributed to the following:  

 

- the employee concerned 

- the department/office of the employee concerned 

- the Finance Office 

- the Institutional Planning and Organizational 
Development Department 

1.3  Sick Leave 

 

 A permanent academic/non-academic employee is entitled to a fifteen (15) day 

leave with pay every academic year while probationary faculty with at least one year of 

service is entitled to a three (3) day vacation/sick leave per semester during actual 

illness, provided all the requirements have been complied with. Permanent/regular 

employees are given one hundred percent (100%) of the monetary value of the total 

unused sick leaves. Sick leaves shall be counted on a calendar year basis with releases 

of the monetized value given bi-annually. 

 

1.3.1 Procedural Guidelines 
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1.3.1.1 The employee secures an official leave form from the 
Institutional Planning and Organizational Development 
Department upon returning to work.  

 

1.3.1.2 The employee accomplishes the form in four (4) copies and 
attaches the Medical Certificate. Absence of the Medical 
Certificate will nullify the leave filed for and the employee will be 
considered AWOL. 

 

1.3.1.3 The Medical Certificate may be requested from the University 
Medical Clinic. However, for sick leaves incurring more than two 
(2) days of absence, the concerned employee is required to 
seek a Medical certificate form a private physician and must be 
validated by the University Medical Clinic. 

 

1.3.1.4 The employee then seeks the recommendation for approval 
from his immediate head. The immediate head cannot 
recommend approval in the absence of a Medical Certificate. 

 

1.3.1.5 The accomplished leave form must be immediately returned to 
the Institutional Planning and Organizational Development 
Department within two (2) working days from date of issuance to 
facilitate processing. A leave form that is not properly 
accomplished will not be processed. 

 

1.3.1.6 The accomplished leave form will be submitted by the 
Institutional Planning and Organizational Development 
Department to the VP concerned (VICE PRESIDENT FOR 
ADMINISTRATION for non-academic and Senior Vice President 
for Academic Affairs for academic). 

 

1.3.1.7 Upon approval, the four copies of the leave form shall be 
distributed to the following:  

 

- the employee concerned 

- the department/office of the employee concerned 

- the Finance Office 

- the Institutional Planning and Organizational 
Development Department 

 

1.3.1.8 An employee who has exhausted his sick leave benefit can avail 
the SSS sickness benefit. Provided the following: 

 

1.3.8.1 He is either confined in the hospital or at home for at least four 
(4) days; 
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1.3.8.2 He has paid at least three (3) monthly contribution within the 
twelve (12) month period immediately before the semester* of 
sickness; and  

 

1.3.8.3 He has notified his employer and the SSS. 
 

*Semester refers to the period of two (2) consecutive quarters ending in 

the quarter of sickness. On the other hand, quarter refers to a period of 

three (3) consecutive months ending in the last day of March, June, 

September or December. 

 

2. Leaves Without Pay 
 

 Prolonged Leave of Absence 
 

A leave of absence for fifteen (15) days or more shall be considered as a prolonged 

leave and may only be approved by the University President. An extension of such leave 

without approval by the University President shall be deemed as a resignation of the employee 

concerned. 

 

 The employee must accomplish the University clearance, otherwise his application shall 

be considered disapproved and his leave of absence shall be unauthorized. Approved 

prolonged leaves of absence shall be without pay. 

 

3. Uniform 
 

 Wearing of uniform and ID for faculty and staff is required by the University to help 

establish and project its desired identity, as well as to maintain a more professional atmosphere. 

 

 All employees, except for top management, are required to wear the prescribed uniforms 

from Monday to Thursday during regular semesters and official work hours. Said uniform must 

conform according to the cut, style and usage specified by the University.  

On Fridays and throughout summer, employees are allowed to wear appropriate casual 

clothes that adhere to the following prescribed dress code:  

 

 Smart casual 

 For men: 
o Collared shirt 
o Long pants/jeans without stylized holes 
o Closed shoes 

 For women: 
o Non-provocative/revealing top; blouses preferred over shirts 
o Long pants/jeans or knee length skirt or longer 
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o Closed or strapped shoes 

 Rubber sandals, slippers/flip-flops not allowed. 
 

 The ID is part of the uniform. All employees are required to wear their IDs upon entering 

and while within the University premises. IDs must be worn even during days when the 

employees are exempt from wearing the prescribed uniform. 

 

3.1  Eligibility for Uniforms (Male/Female) 

 

3.1.1 Permanent employee can avail of the 100% assistance. 

 

3.1.2 Probationary employee can avail through salary deduction. 

  

3.2  Guidelines 

  

3.2.1 Exemptions 

 

3.2.1.1    Mourning- letter of notice is required to be submitted at the 

Institutional Planning and Organizational Development 

Department 

 

3.2.1.2   Maternity- letter of notice is required to be submitted at the 

Institutional Planning and Organizational Development 

Department 

 

3.2.1.3 Repair- letter of notice is required to be submitted at the 
Institutional Planning and Organizational Development 
Department. The concerned employee is given a maximum of 
one (1) week to restore the same. 

 

3.2.1.4   Worn-out/Damaged- letter of notice is required to be submitted at 
the Institutional Planning and Organizational Development 
Department 

 

3.2.1.4.1 If the uniform is new, the concerned employee is required 
to replace the same. 

 

3.2.1.4.2 If the uniform is old or has lasted a period of three (3) 
consecutive semesters, there is no need to replace the 
same. 

 

3.2.1.5 Employees are obligated to make pertinent follow-up on their 
letter of notice. 
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3.2.1.6 Newly-hired employees are excused from wearing of the 
scheduled uniform for the first six (6) months of service. 
However, they are compelled to observe the dress code policy 
of the University. 

 

4. Medical Consultations and Medicines 
 

 Employees may avail of the free medical consultations and medicines available at the 

Medical Clinic. This is applicable to permanent and probationary employees. 

 

5.1  Guidelines: 

 

5.1.1 The University Physician and nurse render free consultations at the Medical 

Clinic for emergency cases. 

 

5.1.2 If necessary, the University Physician shall refer the employee to a 
reputable hospital/doctor for further examinations and/or hospitalization. 
However, expenses incurred shall be on the account of the employee 
concerned. 

 

5.1.3 Medicines available at the Clinic are for emergency cases only. 
Therefore, additional medicines of the employee shall be bought outside 
and shall be on the account of the employee concerned. 

 

5.1.4 Medical Certificates are issued to employees who go to the Clinic for 
consultation and treatment. Such certificates are given within 24 hours 
after the employee has reported back to work. 

 

5. Dental Consultations and Services 
 

 The Dental Clinic provides dental services for permanent and probationary employees 

as well as their dependents (legal spouses and children below 21 years of age).  

 

6.1 Services provided: 

  

6.1.1 Dental Examination 
6.1.2 Emergency Dental Treatment 
6.1.3 Simple Extractions 
6.1.4 Temporary Filling 
6.1.5 Permanent Filling 
6.1.6 Dental Prophylaxis 
6.1.7 Oral Medication or Initial Dosage 
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 6.2  Limitations 
 

 Benefits available at the Dental Clinic are subject to the functions agreed upon by 

the University and the University Dentist and may not be modified or altered. Follow-up 

medicines are not reimbursed nor given free. 

 

 The Dental Clinic provides extended services with 50% discount to the 

employees’ immediate family members up to the first degree of consanguinity – parent, 

spouse and children. Other relatives by consanguinity or affinity can avail of 20% 

discount on the following: 

 

- Tooth Extraction 

- Oral Prophylaxis 

- Tooth Filling (light cure, amalgam, composite) 

- Prosthetics (jacket crown, dentures, retainers) 
 

7. Privileges of Dependents 
 

 Educational benefits are provided to children of qualified employees of the University for 

elementary, high school and college. 

 

   7.1 Eligibility: 
 

 Permanent employees’ dependent children. 
 

 7.2 Guidelines: 
 

7.2.1   The first four children of the employee can avail of 50% discount in tuition 

fee 

 

7.2.2 In the college level, the discount shall apply for only one collegiate course 
for twenty-four (24) units per semester and nine (9) units during the 
summer excluding the computer laboratory fee. 

 

7.2.3 Employees’ children who get unsatisfactory (failure, dropped, NG) grade 
shall pay tuition fees for such subject. 

 

7.2.4 Application for the privilege shall be filed two (2) weeks before the start of 
classes with the Scholarship Coordinator. 

 

7.2.5 There is no discount for miscellaneous fees. 
   

8. Service Awards 
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 The University recognizes the value of excellent and loyal service rendered by its 

employees and acknowledges the same in a ceremony conducted annually coinciding with the 

foundation anniversary celebration of the University. 

 

8.1  Eligibility for Service Awards 

 

Employees who have rendered 10, 15, 20, 25, and 30 years of service to 

the University at the time of the foundation anniversary celebration are 

given the corresponding award. 

 

 8.1.2    Awards: 

 

8.1.2.1 The awardees shall likewise receive a plaque and a Northwestern 

University medal. On the 25th year, the awardees shall receive a 

ring, a plaque and a NWU medal. 

 

8.1.2.2 A cash award of two hundred pesos (Php 200.00) per year of 

service shall be given. Awardees for the 15th, 20th, 25th and 30th 

years of service shall receive the cash award corresponding to 

their additional year, i.e., 5 years.  

 

8.1.3 Guidelines: 
 

8.1.3.1 The awards committee shall review the service records of the 
employees eligible for the award. 

 

8.1.3.2 The tentative list of awardees shall be posted on bulletin boards 
for scrutiny and information. 

 

8.1.3.3 Awarding shall be on the foundation anniversary celebration. 
Hence, should an employee resign prior to the awarding rites, the 
award is deemed forfeited.  Instead, a certificate of recognition is 
given to the employee. 

 

8.1.3.4 The VICE PRESIDENT FOR ADMINISTRATION supervises the 
awards process through the Awards Committee. 

 

8.2 In recognition of  excellent individual and collective accomplishments, the 
University also gives the following awards annually: 

 

8.2.1 Most Outstanding Employee Award (Academic) 
8.2.2 Most Outstanding Employee Award (Non-Academic) 
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8.2.3 CHAMPS Unit Award 
 

9. Scholarship 
 

 Permanent employees may apply for a scholarship grant from the Fund for Assistance to 

Private Education (FAPE), Department of Science and Technology (DOST), University of Asia 

and the Pacific (UA&P) and other funding institution such as Nicolas N. Nicolas Foundation. The 

terms and conditions of the scholarship are as follows: 

 

9.1 Qualifications 
  

9.1.1 Recipient must not be more than 35 years old for  the master’s program and 
must not be more than 40 years old for the doctoral level; 
 

9.1.2 He must be a Filipino citizen; 
 

9.1.3 He must at least be average in general mental ability and in the performance 
evaluation; 
 

9.1.4 He must show competence in both oral and written English; 
 

9.1.5 He must be a full-time employee, faculty member or administrator, with teaching 
assignments, if so required; 
 

9.1.6 He must be physically fit to study; 
 

9.1.7 He must have a permanent appointment as an employee, faculty, or 
administrator, if so required; 
 

9.1.8 He must not have any pending administrative case; 
9.1.9 He must be of good moral character; 

 

9.1.9.1 He must be able to pass the interview conducted by the scholarship 
screening committee and  the Dean of the Graduate School; 

9.1.9.2 He must meet the other qualifications required by a sponsoring institution. 
 

9.2 Application Requirements 
 

9.2.1 Submission of undergraduate transcript of records with the GPA or its equivalent, 
duly computed and certified correct  by the Registrar and acceptable to the 
graduate school of Northwestern University; 

 

9.2.2 Accomplishment of application forms in triplicate copies; 
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9.2.3 Health certificate from  the University Physician; 
 

9.2.4 Certificate of good moral character by the immediate supervisor; 
 

9.2.5 Latest  performance evaluation rating duly certified by the chairman of the 
performance evaluation; 
 

9.2.6 Recommendation from the immediate supervisor; and 
 

9.2.7 Other documents required by a sponsoring agency and Northwestern University 
the Memorandum of Agreement and the like. 
 

9.3 Credit Load 
 

9.3.1 Full-time Program 
 

9.3.1.1 The required credit load must be strictly followed to enable the grantee to 
complete his/her program for graduate studies within the specified period 
of the scholarship grant. 
 

9.3.1.2 In case the required credit load is not followed due to dropping and/or 
failures, the grantee will assume the costs incurred beyond the approved 
specified period of scholarship grant. 

 

9.3.2 Part-time Program 
 

9.3.2.1 The grantee carries the academic load below the maximum load for full-
time graduate programs. 

 

9.3.3 Summer Program 
 

9.3.3.1 The grantee carries full load required by the training center. 
 

9.4 Duration of Grant 
 

9.4.1 A full-time grantee of the masteral program must finish the course within a period 
of two (2) years, inclusive of the comprehensive examination, thesis writing and 
defense, while the part-time program must be completed within three (3) years.  
 

9.4.2 A full-time grantee of the doctoral program must finish the  course within a period 
of three (3) years or as prescribed by the University, inclusive of the 
comprehensive examination, thesis writing and defense, while the part-time 
program must be completed within four (4) years. 

 

9.5 Request for Extension (if applicable) 
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9.5.1 Request for extension beyond the grant period, not to exceed one (1) semester, 
may be granted on a case-to-case basis and in accordance with the policies and 
regulations of the sponsoring institution. 
 

9.5.2 Procedures in applying for deferment: 
 

9.5.2.1 The sponsoring institution must be notified in writing regarding the 
request.  The request must contain a sufficient justification for extension 
and target date of completion, and should be submitted a semester 
before the planned extension. 

 

9.5.2.2 Application for the extension should be accompanied by a letter of 
consent from the sponsoring institution. 

 

9.6 Deferment (if applicable) 
    

9.6.1 Deferment may be considered in cases of serious illness, death in the family, or 
other unavoidable circumstances which would prevent the grantee from 
continuing his/her studies. 
 

9.6.2 Procedures for applying for deferment: 
 

9.6.2.1 The University should be notified within a month before the start of the 
semester, during which the grantee seeks deferment. 

 

9.6.2.2 A recommendation for deferment should be secured. 
 

9.6.2.3 A grantee seeks deferment from the sponsoring institution. 
 

9.7 Obligations of Grantee 
    

9.7.1 The grantee must complete the program within the specified period of the grant. 
 

9.7.2 He must render three (3) years of service to the University for every year or a 
fraction thereof spent in studying or for a period recommended by the scholarship 
committee to the President.  
 

9.7.3 He maintains the weighted average required by the retention policy of the 
institution where enrolled. 
 

9.7.4 In case of sickness or force majeure, a justification accompanied by supporting 
documents must be presented. The University requests for and in behalf of the 
grantee the extension/deferment of the grant if found to be meritorious. 
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9.7.5 He enters into contract with the University setting forth the obligations of the 
grantee to the University after the completion of the course. 

 

9.8 Obligations of Northwestern University 
 

9.8.1 The University through the President recommends the grantee to the sponsoring 
institution and certifies that the fellow’s program is in line with the university’s 
over-all institutional development program. 
 

9.8.2 For the duration of the grant: 
     

9.8.2.1 The University provides counterpart support consisting of the grantee one 
hundred percent (100%) monthly salary, upon acceptance of  the 
scholarship grant; or 

 

9.8.2.2 If the sponsoring institution is solely the University, the latter provides full 
support consisting of the grantee’s one hundred percent (100%) salary, 
tuition and miscellaneous fees, book allowance and other necessary fees  

 

9.8.3 The University shall completely release full-time scholars from their teaching and 
administrative responsibilities for the duration of the grant and deload the 
teaching and administrative responsibilities in the case of part-time scholars. 

 

10. Grants 
 

10.1 Financial Grants 
  

 All employees enrolled in any undergraduate/graduate/ post graduate program in 

the University enjoy fifty percent (50%) tuition fee discount. The privilege may be availed 

of during the regular trimester or semester. However, such privilege shall be 

discontinued if the employee obtains a failing mark. 

 

 Thesis or dissertation writing assistance is extended to deserving faculty 

members and employees. 

 

10.2 Research Grants 
 

  To encourage the academic and non-academic employees of the University to 

conduct researches, the following benefits and incentives are extended to them: 

 

10.2.1 A faculty member may be appointed as faculty researcher of his/her college and 
is given twelve (12) units as research load (in place of teaching load) per 
semester and is considered part of his basic load. 
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10.2.2 For voluntary research done by academic and non-academic personnel, an 
honorarium is given once the University Research Center receives a complete 
manuscript of the research conducted according to its guidelines. 
 

10.2.3 Published research shall be a basis for ranking and evaluation for promotion and 
granting of tenureship. 
 

10.2.4 Procedures for the application for approval of a research proposal: 
 

10.2.4.1 The academic researcher/voluntary researcher submits a research 
proposal to the University Research Center (URC) in three (3) copies 
on or before May 7 of each year. 

 

10.2.4.2 The Director informs the Chairman and members of the Research 
Council and schedules the review of the paper. 

 

10.2.4.3 The council convenes, reviews, evaluates and recommends the 
proposal to the University President for approval. 

 

10.2.4.4 The President approves/disapproves the recommended proposal. 
 

10.2.4.5 The researcher(s) are informed of the approval/disapproval of the 
proposal. Approved proposals are immediately carried out. 

 

11. Tenureship 
 

 In its quest for academic excellence, the University encourages each faculty member to 

upgrade his qualifications through the adoption of a policy on tenureship. 

 

11.1 Tenureship is granted to a faculty member who meets the following: 
 

11.1.1 At least ten (10) years of continuous and commendable service in the University 
from time of employment as full-time faculty 
 

11.1.2 Teaching performance of at least above average for the last five (5) years   
 

11.1.3 Appropriate Master’s Degree or its equivalent 
 

11.2 A tenured faculty shall enjoy the following privileges: 
 

11.2.1 Sabbatical Leave 
 

 This privilege may be availed of two years after tenureship. For every year of 

service, a tenured faculty is entitled to a fifteen (15) day sabbatical leave with 
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pay. Sabbatical leave is a period of rest. An academic personnel availing of this 

leave does not have any academic responsibility to the institution. 

 

11.2.2 Faculty Development Program Scholarship Grants 
 

 This can be availed of when working for a doctoral degree. 

 

11.2.3 Loading Priority 
 

 A tenured faculty member shall be given a loading during the regular semester 

and summer. 

 

11.3 Tenureship is not automatic. A faculty member may apply for tenureship by 
submitting an application to the President with  the following:  

   

11.3.1 Recommendation of the  dean concerned; and 
 

11.3.2 Documents relating to the application endorsed by the Institutional Planning and 
Organizational Development Department such as performance ratings, 
educational attainment/academic records, appointments/positions held, etc. 

 

 On the other hand, a faculty who cannot qualify for tenureship within ten (10) 

years from date of hiring shall have a “non-promotable” status. This one of the 

avenues the university is adopting to comply with the minimum qualification of 

faculty requirement in the tertiary level 

   

12. Professional Chair 
 

 The University shall reward academic excellence through the establishment of 

Professional Chairs in the following disciplines but not limited to: 

   English 

   Mathematics 

   Computer Science/Computer Engineering 

   Accountancy 

   Civil Engineering 

   Mechanical Engineering 

   Electrical Engineering 

 A Professional Chair Team shall be constituted to identify potential chair holders. 

Nominees shall be submitted to a Screening Committee not later than May 15 of each academic 

year. The selection and awarding of chair holders shall; beheld within the first month of the next 

academic year. 
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12.1 Composition of Screening-Awards Committee 
  

 Chairman  - Vice-President for Academic Affairs 

 Member - Director, Institutional Planning and Organizational 

Development Department 

 Member - Dean Concerned 

 Member -  Sponsor-Benefactor 

 

12.2 Qualifications of Chairholder 
 

12.2.1 A graduate degree in the discipline 
12.2.2 Tenured regular 
12.2.3 Scholarship and commitment to the teaching profession as evidenced by: 

 

12.2.3.1 At least very satisfactory performance rating by students, peer and 
superior (or at least 4.50 averages in a scale of 5.0). 

 

12.2.3.2 No undergraduate or graduate course mark below 3.0 or 2.0 
respectively in the discipline. 

 

12.2.3.3 Favorable endorsement by the college dean concerned. 
 

12.2.3.4 Articulation and leadership ability. 
 

12.2.3.5 Integrity and worthy role model for students/colleagues. 
  

12.3 Terms and Responsibilities 
 

 The Professional Chairholder shall serve at least one academic year. Renewal of 

the award shall be subject to the availability of funds and the efficacy of the chairholder 

in raising the academic standards of the University and energizing the academic 

community for greater commitment to excellence 

 

 The grant is not limited to faculty members of the University. It is also open to 

professors connected with other institutions of learning and agencies.  

 

  The Chairholder shall: 

 

12.3.1 Receive the grant that will support the project to be undertaken;  
 

12.3.2 Deliver a lecture or read a scholarly paper on recent developments and trends in 
the discipline before the academic community or the service of the University, 
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develop a program of a specific field of specialization contributory and in support 
of the developmental goals of the University; 

 

12.3.3 Render consultative service to colleagues and other members of the academic 
community; and 

 

12.3.4 Sign a contract to remain as a regular faculty or staff of the University. 
 

12.4 Requirements 
 

12.4.1 Payment of application fee of Php 100.00 to the cashier; 
12.4.2 Submission of completed information sheet together with the following 

documents to the Search Team: 
 

12.4.2.1 Official Transcript of Records (undergraduate and graduate degree) 
 

12.4.2.2 Recommendation from professionals 
 

12.4.2.3 Performance evaluation for at least two (2) semesters; 
 

12.4.2.4 Submission of an essay of not less than five hundred (500) words to 
include reasons for joining the program and plans after finishing the 
program. It should also include a brief description of the program the 
chairholder proposes to undertake while holding the Professional Chair. 
The manuscript shall be submitted to designated member of the 
Screening-Awards Committee; 
 

12.4.3 Interview; 
 

12.4.4 Execute a Memorandum of Agreement with the University. 
  

13. Growth Path 
 

 The University encourages the non-teaching staff to enroll in the graduate program to 

give them the opportunity to join the academe or obtain a promotion. These employees are 

given fifty percent (50%) tuition fee discount by the University. They are encouraged to attend 

seminars and trainings conducted within and outside the University. 

 

13.1 A non-academic personnel with a masteral degree has the following options: 
 

13.1.1 Teach full-time/part-time in academic rank; or 
13.1.2 Be considered for promotion to an available higher position to which he is 

qualified. 
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13.2 A non-academic employee may avail of the benefit granted by the University by entering 
into a service contract under which he is obliged to: 

 

13.2.1 Finish the degree in two years; and 
13.2.2 Render service in the University for at least six (6) years. 
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ARTICLE VIII 
FACULTY TRAINING AND CAREER DEVELOPMENT 

 
 People are the heart of every organization. It is not enough that the organization recruits the 
best and the brightest. It is vital that the organization continues to provide employee development and 
training opportunities to upgrade, enhance and improve the knowledge, skills and attitude of their 
employees.   

 

Section 1. Competence, Training and Awareness  
 
The deans of the different colleges, the director of Institutional Planning and Organizational 
Development Department and department heads  

a) determine the necessary competence for the teaching and non-teaching 
personnel performing work affecting conformity to product requirements 

b) where applicable, provide training or take other actions to achieve the 
necessary competence 

c) evaluate the effectiveness of the actions taken 
d) ensure that its personnel are aware of the relevance and importance of their 

activities and how they contribute in the achievement of the quality objectives, 
and maintain appropriate records of education, training, skills and experience. 
 

1.1 Needs Assessment of Teaching Personnel. Needs assessment of teaching 
personnel are determined by the dean of the colleges or the department head 
through the following means:  

 
a. Individual Career Growth Path Plan   
b. Classroom observation of faculty 
c. Evaluation of faculty by students 
d. Evaluation of course by students 
e. Peer evaluation of faculty 
f. Faculty profile, and 
g. Supervisory reports 

 
1.2 Career Advancement  

 
Career assistance is another program of the university, which encourages 

academic and non-academic personnel to advance career growth to 
achieve professional excellence. 

1. Applicants, through the human resources personnel, are being made 
aware of the ranking and evaluation for prospective faculty and the 
growth path for aspirants in the non-academic positions as early as the 
interview process.  

2. Hired applicants are then motivated to take up masteral and doctoral 
programs of the university to provide wider opportunities for growth and 
promotion. 
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3. All personnel during their stay in the university are given ample 
opportunities to attend various training and seminars to update 
themselves with knowledge and know-how relative to their positions. 

4. Employees who display exemplary commitment and performance are 
offered scholarships outside the university to pursue masteral or doctoral 
studies. 

5. The faculty development program for academic and employee 
development program for non-academic personnel are formulated to 
strengthen the working force of the university on long-term point of view. 

 
1.3 Faculty Development Program  

 
In the pursuit of offering higher quality education to its customers, the university provides 

professional development programs to employees who have the potential 
to improve and develop their fields of expertise to facilitate the 
advancement of their academic qualifications.  

 
1. Faculty Development Programs have two types, one for advance 

graduate/postgraduate course while the other is for in- service 
training. 
 
a. Advanced Graduate/Postgraduate Courses. The college 
dean/department head submits the names of faculty members to 
pursue graduate/postgraduate programs on the basis of expertise and 
qualifications. 

aa. Scholarship funds regularly budgeted for faculty are allocated 
and approved by the President; other scholarship grants are 
funded by private foundations like the FAPE. 
ab. The program, which is given priority for scholarship grant, is 
based on the need for expertise in a particular discipline and on 
the faculty preference. 
ac. The dean of the college and the Senior Vice President for 
Academic Affairs monitors the performance of faculty scholars. 
ad. The implementation of the faculty development program is 
documented and regularly evaluated.  

b.  In-service Training program is provided regularly in response to  
the individual needs of faculty. 

ba. The department head recommends to the dean the faculty 
members considered for an in-service training. This 
recommendation is based on the results of supervisory evaluation 
report of the department head. 
bb. The department head and the dean design general in-service 
training conducted in the college. The plan, together with the 
names of recommendees, is submitted to the Senior Vice 
President for Academic Affairs for review and approval.  
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bc. Highly competent faculty members are chosen to conduct in-
service training or participate as trainers, facilitators, presenters, 
group discussion leaders and evaluators. 
bd. In-service training results are continually evaluated which are 
used as complementary data to upgrade annual faculty needs and 
evaluation of professional growth. 
be. In-service training includes echo-seminars. 

 
c. Participation in Faculty Meetings and Committee Work  

 
ca. As part of professional development, faculty members are 
required to attend special lectures and other gatherings of seminar 
in nature sponsored by the university. 
cb. The faculty shall participate actively in the discussion of 

academic problems and issues during meetings. 

cc. From time to time, a faculty member may be called to do some 

committee work. 

 

1.4 Training Agreements and Amendments 
 

a. Short-term training of individual/group/administrative staff covered by a 
Memorandum of Agreement specifies terms/prescribed requirements and 
actual training activities; it is recommended by the Vice President for 
Administration and approved by the President. 

b. In-service training of faculty member covered by an agreement specifies 
terms/prescribed requirements and actual training activities; the Vice 
President for Academic Affairs recommends for the approval of the President. 

c. In-service training of non-teaching personnel covered by an agreement 
specifies terms/prescribed requirements and actual training activities is 
endorsed by the Vice President for Administration upon the recommendation 
of Director for Human Resource Development for the approval of the 
President. 

d. Amendment to training agreements is reviewed by the counsel. Such 
amendment is incorporated in the original document and recommended to 
the Office of the President for approval. 
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ARTICLE IX  
ACADEMIC RANKING AND PROMOTION SYSTEM 

 
The university adopts a performance evaluation scheme to assess its employees’ competence 

and performance on the jobs specifically assigned to them. 

 

Section 1. Performance Evaluation for Academic Personnel 
 

1.1 Purposes of Evaluation 
a. Appraises competencies of the faculty members. 
b. Provides data for ranking and evaluation purposes 
c. Determines the effectivity of academic personnel 
d. Serves as basis of reward in promotion 
e. Enables supervisors effect improvement of teaching and curriculum 
f. Predicts success in subsequent teaching assignment 

 
1.2 Focus of Evaluation  

       Faculty members are evaluated by students (NWU-Senior Vice President for Academic 
Affairs -02),  and Dean/Head (NWU – Senior Vice President for Academic Affairs 02A) these 
forms have different criteria 

a. Instructor  
b. Instructional Commitment  
c. Compliance with school requirements 

 
1.3 Sampling  

 
    Faculty performance evaluation is two – dimensional comprising of student and dean/head. The 
breakdown among the two evaluations is 60% student evaluation and 40% dean/head evaluation. 
    The total number of students in every class will be the respondents. The members of the 
committee see to it that the questions are properly explained to the respondents. 
 

1.4 Methodology  
       Performance evaluation is an activity done two weeks after midterm examination. An adhoc 
committee is organized with staff from CICT and Institutional Planning and Organizational 
Development Department as members of the committee. 
 

1.5 Procedure : 
a. The committee is responsible in administering the computerized faculty evaluation. 
b. After evaluation results will be generated thru the computer system 
c. Results will be submitted to the office of the President thru the Senior Vice President 

for Academic Affairs for information and approval. 
d. A copy of approved result is submitted to the office of the Institutional Planning and 

Organizational Development Department and  Institutional Planning and 
Organizational Development Department    
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Director will provide each college a copy for perusal of the dean and to be discussed to the 
faculty member.    

 
 
 

Section 2. Promotion System   
 

2.1 Promotion System 

 
 The university adopts a promotion system for faculty and non-academic personnel 

that are commensurate to their work performance, output, participation and 
dedication to the university’s mission and objectives.  

 
2.1.a. Change of Appointment  

A probationary faculty shall serve a minimum number of 3 years as instructor in the 

university and shall not be promoted to a permanent status unless he/she has finished 

his/her master’s degree and has complied with the requirements of CHED for tertiary level 

instructors.  

2.1.b.  Change of Rank 

Faculty ranking is conducted every 3 years to determine who will be promoted to a 

higher rank. 

 
 

Section 3. Ranking and Evaluation 
  

The ability of a university to function, progress, and develop excellence depends both on the 

individual performance of each faculty members and on the collective performance of the faculty as a 

whole. Thus, the success and reputation of a university are highly dependent upon the talents that exist 

among its faculty and how effectively those talents are marshaled to accomplish the mission of the 

institution. To achieve and maintain high quality, a faculty evaluation system is essential. Properly 

administered, an evaluation system will encourage professional growth of individual faculty members, 

assure retention of only those faculty members who demonstrate a high level of scholarship and 

academic performance, and permit appropriate recognition of achievement. 

 

IMPLEMENTING GUIDELINES ON RANKING AND EVALUATION OF FACULTY MEMBERS  

 

A. General Principles 

 

 The ranking and Evaluation of all Academic Employees of Northwestern University will be 

administered every three years to give ample time for the teaching force to gain more qualifications 

such as trainings and seminars, educational qualifications and achievements on their respective fields 
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of specialization. However, they shall be evaluated every year for teaching performance based on the 

student’s evaluation and respective dean’s evaluation.  

 

 The evaluation and assigning of rank of academic employees are administered by the Ranking 

Committee composed of the Senior Vice President for Academic Affairs as Chair, Director of the 

Institutional Planning and Organization Development Department as co – chair and college deans as 

members. The Rank and Tenure Committee of each college is constituted by the Dean, the Department 

Chair and two to three senior faculty who does the preliminary review of application documents and 

credentials for endorsement to the Ranking Committee.  

 

B. Guidelines  

 

B.1 Teaching Academic Personnel  

 

1. All permanent full – time faculty members including Academic Deans and Department 

Heads will be ranked with the faculty ranking and evaluation instrument. Probationary full – 

time faculty members who have served the University for at least three years on the date of 

evaluation will also be ranked. 

2. Only current employees are subjected to ranking and evaluation.  

3. The faculty members shall submit their credentials to their respective college deans for initial 

and preliminary review on a date set by the Office of the Director for Institutional Planning 

and Organizational Development Department. All claims must be supported by appropriate 

and pertinent documents.  

4. The Rank and Tenure Committee of the College shall then evaluate the individual records of 

each qualified faculty member. After such, all the records initially evaluated will be given to 

the University Ranking and Committee for further evaluation.  

5. The University Ranking Committee will present the initial results to each academic 

personnel for confirmation and acceptance. Each faculty member will be required to sign a 

CONFORME SHEET, to signify that the result were discussed and conform with them with 

the evaluation.  

6. The University Ranking Committee will finalize the points garnered by each faculty member 

and forward the results to the University President for approval and implementation.  

 

B.2 Academic Personnel Non – Teaching  

 

1. Non – teaching academic personnel shall include the following personnel: 

  

1. Guidance director 

2. Guidance counselors provided that they are licensed 

3. Director of Research Department 

4. University Registrar 
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5. Director Librarians 

6. Centre for English Studies Director 

7. Dean of Student Affairs  

 

2. The above mentioned personnel shall submit their corresponding documents to the Senior 

Vice President for Academic Affairs for evaluation of the Ranking and Evaluation Committee 

members. 

 

3. The University Ranking Committee will present the initial results to each academic 

personnel for confirmation and acceptance. Each academic personnel will be required to 

sign a CONFORME SHEET, to signify that the results were discussed and conform to them 

with the evaluation. 

 

4. The University Ranking Committee will finalized the points garnered by each academic 

personnel and forward the results to the University President for approval and 

implementation. 

 

B.3 Non Academic Personnel with Teaching Load and Part – time Faculty. 

 

1. All part time faculty members, including non – academic personnel given teaching 

assignments shall be ranked provided they have been given teaching loads for at least six 

(6) consecutive semesters or nine (9) consecutive trimesters in the University. 

 

2. In applying for advancement in academic rank, at the time when the periodic ranking is 

conducted they shall follow the same procedure for full – time faculty members as provided 

under B1 of these Guidelines. 

 

3. Part – time faculty members shall be re – ranked together with the rest of the full – time 

faculty provided the condition in No. 1 hereof is fulfilled. Consideration for those who have 

not fulfilled the said condition shall be prerogative of the president upon the favorable 

recommendation of the Senior Vice President for Academic Affairs and the dean concerned. 

 

4. These guidelines shall apply regardless of the members of the academic units assigned to 

the part – time faculty members in any given semester or trimester. 

 

C. Additional Guidelines to Consider 

 

1. LlB shall be considered a Master’s degree provided, the holder is a bar passer. Likewise, 

for a Professional Mechanical Engineer (PME) per RA #8495 (Mechanical Engineering Law 

of the Philippines). 
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2. An additional equivalent and relevant degree earned related to the present position refers to 

another degree on the same level as the advanced degree that the faculty has already 

earned.  

 

3. Relevance is the applicability of the degree to teaching and to the subjects the faculty is 

handling, or the duties and functions other than teaching which the faculty performs. For 

example, a holder of an M.S. in Math acquired a degree in M.S. Physics can be considered 

as and additional degree. However, an MA holder who acquired two bachelor degrees like 

AB & BSE shall be credited only for his/her MA degree.  

 

4. Academic Service refers to academic personnel in the tertiary level in an institution of higher 

learning. A year means at least 2 semesters.  

 

5. Full – time service means the official full – time equivalent load (FTEL) hours of actual 

teaching or its equivalent in other functions approved by the institution. Institution of higher 

learning refers to chartered SUC’s, CHED – Supervised and TESDA Schools whose main 

function and responsibility is tertiary education and offers degree programs.  

 

6. When faculty members is appointed to more than one administrative position, the points for 

service and experience shall be based on the higher position within the ranking period and 

credited only once. 

 

7. Under Trainings and Seminar, Expert Services and Honors and Achievement criteria, Local 

shall be composed of the following: 

 

a. Institutional – Those that are conducted within Northwestern University 

b. Local – Those that are conducted within Ilocos Norte 

 

Points System will be: 

  Institutional   - 1 pt. 

  Local Province   - 2 pts. 

  Regional/National  - 3 pts. 

 

 

 

8. Trainings and Seminars will only be considered if it is aligned to and is important for the 

enhancement and professional growth of the faculty member. 

    

9. Tenureship shall not be automatically granted. Faculty members are required to apply and 

approval shall be necessary before faculty members will be granted a tenured status. 
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10. In cases where the masteral or doctoral degree is not vertically aligned with the bachelor’s 

or master’s degree, half point will be given. For example.  

 

 For Vertically Aligned Degree:    Not Vertically Aligned: 

 

 Bachelor’s Degree:    45   45 

  

 Masteral’s Degree    75   35 

 

 Total:      115   80 

 

11. Nobody can go up in vertical rank without at least one faculty research and one community 

extension involvement even if the educational requirements had been fulfilled. Faculty 

Research will mean a research output that underwent the research process of the University 

Research Center and on the other hand, community involvement is community activity duly 

approved by the University President or any authorizing officer of the University. 

 

12. For Professorial rank, one research is required to to get the next higher rank. For example, a 

professor 1 faculty member should be able to finish one faculty research to receive the 

Professor 2, level. This is to assure that all professors are able to finish scholarly works such 

as research to ensure the prestige of the rank PROFESSOR, that only those who can 

produce scholarly works can be promoted to such rank.   

 

13. Professors in the College of Law shall be excluded from the ranking of other academic 

employees unless they have given teaching load in the undergraduate level or a the 

Vedasto J. Samonte School of Graduate Studies in which case they may be considered 

under B.3. hereof.  

 

D. Criteria and Point System  

CATEGORY SUMMARY OF POINTS 

I. EDUCATION QUALIFICATIONS 160 POINTS 

II. WORK EXPERIENCE 90 POINTS 

III. PROFESSIONAL 
DEVELOPMENT, 
ACHIEVEMENTS AND HONORS 

125 POINTS 

IV. RESEARCH & DEVELOPMENT 
AND COMMUNITY EXTENSION 

70 POINTS 

V. PERFORMANCE 55 POINTS 

TOTAL POINTS 500 POINTS 
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ARTICLE X 
FACULTY DISCIPLINE 

 
 Discipline should be viewed as a process of control to protect the interest of the University. It 
is designed to educate the employee in the fundamental standards of behavior and performance. 
Employees should know that certain things are to be done according to specified norms of behavior 
and if these norms of behavior are not observed or are violated, then some form of sanction should be 
imposed.  
 

All academic and non-academic employees of the university are expected not only to abide by 

its policies, rules and regulations, but more so to be exemplars of loyalty and obedience to school 

authorities. However, the university exercises its prerogative to discipline erring personnel for the sake 

of order and the protection of the interests of all the stakeholders of the university, primarily its students. 

In line with such prerogative, the following are offenses are listed for the guidance of all 

personnel with a warning that any violation thereof may result in the imposition of a penalty, which may 

be a reprimand, suspension from work without pay or dismissal from employment. 

 

1. Simple Tardiness – Simple tardiness is being tardy three times within one (1) month.  
  

 Penalty –  1st offense – Warning 

   2nd offense – Written reprimand 

3rd and succeeding offenses – Maximum of three (3) days suspension w/o pay 

  

2. Habitual and/or Gross Tardiness – Habitual tardiness is the commission of at least three (3) 
simple tardiness within a period of five (5) months or less. Gross tardiness is incurring an 
accumulated tardiness of one (1) hour or more within one (1) calendar month. 

 

 Penalty – 1st offense - Three (3) days suspension w/o pay 

   2nd offense – One (1) week suspension w/o pay 

3rd offense – Two (2) weeks suspension w/o pay and reduction in salary to the 

next lower step 

4th offense – Dismissal 

 

NOTE: In counting the number of times an offense is committed, all offenses committed within 

three years from the most recent commission shall be counted. 

 

3. Dress Code Violation – inexcusable failure to wear the proper uniform or dress code and/or 
University identification card while on campus. Failure to wear the proper dress code for official 
functions of the University shall likewise be punished in accordance with this provision. 

 

Penalty – 1st Offense – Warning 

   2nd Offense – Half-day (1/2) salary deduction 
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   3rd Offense – One (1) day salary deduction 

   4th Offense – One (1) day suspension without pay 

   5th Offense – Three (3) day suspension without pay 

   6th Offense – Five (5) day suspension without pay 

 

4. Absence Without Official Leave (AWOL) 
 

AWOL is the unauthorized failure of an employee to report for work on a day on which he/she is 

required. AWOL also consists of any of the following: 

 

a. Failure of the employee to notify his/her immediate head and/or the Institutional 
Planning and Organizational Development Department office of his leave of 
absence/s; 

  

b. Failure of the employee to secure application for leave upon reporting to work; 
 

c. Inexcusable failure of the employee to return the application for leave within two (2) 
working days from the date of issuance of the same; 

 

d. Upon disapproval of leave/s; and 
 

e. Leaving campus premises within official office hours without authority or prior approval 
from the Vice-President concerned. 

 

Penalty – 1st offense – Written reprimand with counseling with the Personnel Officer 

2nd offense – Three (3) days suspension 

3rd offense – One (1) week suspension 

4th offense – Two (2) weeks suspension 

     

5. Gross AWOL – the accumulation of five (5) AWOL regardless of the period in which they are 
incurred or three (3) AWOL within one (1) semester. 

 

 Penalty – two (2) weeks suspension to dismissal 

 

6. Abandonment of Work – Absence without permission for at least seven (7) calendar days. 
Resignations, if unapproved, shall be considered abandonment when the employee incurs the 
absences provided herein. 

  

Penalty – Dismissal and forfeiture of all unclaimed salaries and benefits. 

 

7. Acts of negligence in the performance of duties or in the care and use of school 
properties. 
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7.1 Simple negligence – the failure to observe the degree of diligence required in the 

performance of duties or in the care and use of school properties resulting in damage. 

  

Penalty – written reprimand to suspension and reparation for damage caused to school 

property. 

 

7.2 Gross Negligence – the blatant and/or habitual disregard to perform the degree of 

diligence required in the performance of duties or in the care and use of the school properties 

resulting in damage. 

 

Penalty – Two (2) weeks suspension to dismissal and reparation for damage caused to school 

property 

 

8. Disobedience to lawful and/or reasonable instructions and orders of school authorities. 
 

7.1 Insubordination – the failure to comply with the reasonable instructions and orders of 

school authorities within the period prescribed.  

 

Penalty – written reprimand to one (1) week suspension without pay. 

 

7.2 Willful Disobedience – the blatant and/or habitual disregard to lawful orders of superiors or 

of published University rules and regulations. 

 

 Penalty – One (1) month suspension to dismissal 

 

9. Dishonesty related to official duties and responsibilities such as but not limited to lying 
to a superior, making a false report/statement or malicious failure to divulge information 
that an employee has a duty to report. 

 

Penalty – Two (2) weeks suspension to dismissal 

 

10. Forging, altering, falsifying, or misusing University documents, record, or credentials, or 
knowingly furnishing, or using false or forged documents or information in connection 
with official University transactions, proceedings, or investigation. 

 

 Penalty – Dismissal 

   

11. Maliciously making statements or knowingly publishing information prejudicial to the 
interest and reputation of the University, its officials, faculty members, personnel or 
students. 

  

Penalty – one (1) week suspension (without pay) to dismissal 
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12. Unauthorized use of the name of Northwestern University in any ticket, invitation, 
program, announcement or in similar printed matters or transactions. 

  

 Penalty – one (1) week suspension without pay to dismissal. 

 

13. Unauthorized collection or solicitation of money or gifts from any student, personnel, 
faculty member, or University officials without the approval of the President. 

 

 Penalty – Dismissal 

 

14. Soliciting or accepting a bribe or incentive in consideration of any act related to his 
office or position in the University. 

 

Penalty – Dismissal 

 

15. Production, possession, distribution, publication, exhibition and dissemination of 
literature, films, prints, plays or similar forms which are offensive to morals, contrary to 
law, public order, good customs, and University policies. 

  

 Penalty – one-month suspension without pay to dismissal. 

 

16. Engaging in dishonorable, lewd, indecent, obscene, or immoral conduct. 
  

 Penalty – Dismissal 

 

17. Misappropriation and/or conversion of funds that have come to the possession of the 
employee by virtue of his official function or position. Failure to produce or liquidate the 
amount when required shall be considered as prima facie evidence of misappropriation 
and/or conversion. 

  

Penalty – one (1) month suspension without pay to dismissal. 

 

18. Possession of any explosive, firecracker or any kind of deadly weapon such as, but not 
limited to, guns, knives, and darts on campus premises or during University functions 
without authority or permission from proper University official/s. 

 

Penalty – one (1) month suspension without pay to dismissal. 

  

19. Possession or consumption of any intoxicating beverage or prohibited substance within 
University premises or during University functions unless authorized by the proper 
University official/s. Entering the campus or attending an official University function in a 
state of intoxication is likewise penalized. The maximum penalty shall be imposed for 
distribution of such substances. 
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 Penalty – one (1) week suspension without pay to dismissal 

 

20. Unauthorized use or removal of University equipment, supplies, products, vehicle, and 
the like. 

 

 Penalty – written reprimand to dismissal 

 

21. Gross misconduct against any student, faculty or personnel, or University authorities, 
such as, but not limited to, disrespecting, shouting, cursing, defaming, or making threats 
of acts amounting to a crime within the University campus or during University 
functions. 

 

 Penalty – one (1) week suspension without pay to dismissal 

 

22. Physical assault committed upon any student, faculty or personnel, or University 
authorities. 

 

 Penalty - Dismissal 

 

23. Theft of University property or committed against any person within University premises 
or during University functions. 

 

 Penalty – Dismissal with restitution. 

 

24. Leading, instigating, inducing others to hold illegal strikes or similar concerted activities, 
or participating thereof resulting in the stoppage of classes or disruption of the operation 
of the University. 

 

 Penalty – two (2) weeks suspension without pay to dismissal 

 

25. Commission of any other act that causes prejudice to the name and reputation of the 
University and/or to the welfare of the same as well as its employees and students. 

 

 Penalty – one (1) week suspension without pay to dismissal 

   

 In the imposition of the appropriate penalty, these circumstances shall be considered: the 

gravity of the offense committed, the frequency of the offender in committing violations of University 

policies, rules and regulations, the surrounding incidents in the commission of the offense, and 

whether the violation reflects moral turpitude. 
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 The jurisdiction or authority of the University to subject an employee to administrative discipline 

shall not be limited to violations committed within the University premises, but also to offenses 

committed outside the school and beyond school hours, provided: 

 

1. The violation of school policies or regulations occurs in connection with a school 
sanctioned off-campus activity; or 

2. The misconduct of the employee affects the good name or reputation of the University. 
 

Note: When the violation calls for a suspension for any period of time and the offender is a 

probationary/casual /contractual employee, the University shall have the prerogative to deny renewal of 

the contract. 
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ARTICLE XI 
 EFFECTIVITY 

 
 
 This Faculty Manual and in effect, this University – Northwestern University, shall take effect 
on October 01, 2012 upon approval of the Board of Directors and by majority vote during its meeting in 
which a quorum is present.   
 
 

TO:  ALL ACADEMIC UNITS AND CONCERNED OFFICES 
FROM:  OP, SVPAA, VPA 
RE:  FACULTY MANUAL OF 2012 
DATE:  21 September 2012 

 
 
 Please be informed that the Faculty Manual of 2012 has been approved by the Board of 
Directors on 3 September 2012. The provisions of this manual shall be effective on 1 October 2012. All 
concerned offices are instructed to obtain their own copy from the IPODD. Heads of offices and 
personnel are required to review the salient provisions for proper dissemination and information. All 
contrary provisions contained in the Faculty and Employee Manual of 2010 are hereby superseded by 
the Faculty Manual of 2012. The remaining provisions of the Faculty and Employee Manual of 2010 
shall remain in effect. 
 
 For information and compliance. 
 
 

ATTY. FERDINAND S. NICOLAS    DR. LORI M. DE CASTRO 
VPA         SVPAA 

 
 

PROF. MARIA LIZA S. NICOLAS 
University President 

 


