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POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
VICE PRISIDENT FOR ADMINISTRATION

FACILITY MANAGEMENT OFFICE

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

FACRITY INVENTORY
As of Seplember 28, 2018
_ ncoor Facility o B -
= Facirty Location l Estimated Size 1 Seatng Cnpa..ny
' Butwagan Balsgtss l 4% Floar, NALLRC ’ 827 85 sq.m 500 poapic
Bubwsgen Bonkado | 4% Fioor, NALLRC | 29625sqm | 160 peopie
Clare M. Recio &* Ficor, South Wing ' 383.33 =qm i 300 pecpls
- - Col of : e
UCCA Theste o fg‘ ‘ 1,455 57 8q.m 600 paopie
| CEA AVR | 4"Foor CEABGg. | 11718sqm | 130 people
E‘i"_ON_M-@_Beg'!! AudioVisuadRoom ===~ —
Faciity Lecation | Estimated &20 Scaun; Caaa::ly
Maute
Rm: Conterance 24 Floor South Wing &3 sq.m 20 pecpie
Or. Ofela Carague l 2% For South Wing 84 sq.m 15 paaple
Q Zaneds Olonan 2% Floor South Wing 65.7 sq.m 15 poapks
NS s
| Or. Nemesio Pruderse | 4 Floor Sauth Wing 125.35 sgq.m ' 30 people
' College of Educaton S SR AT < R PN T
 Aucka Vi Room ' Y PooeNothWeg | W84Ssam | 40 pecris
| Accenture Canference ] 4% Floor East Wing ‘ 7ez3sgm | 30 pecpie
Punor - T
e Qbfgmﬁ - | & Floor East Wing 78.23 sqm 20 people
C of Arts and
Lkm’@ * 4™ Floor South Wing 94 85 sq.m 23 p'ec:;ﬁ
_Sports Facility * [
[ Facity Locsson | Estmated Sze | Capecity
PP Gymnasium Undar construciion
PLUP Qual including !
G jetand PUP Grounds 9,800 sqm -
Swimn'dng Poal I |
nchacfoppibneter: | PLPOmasds | 145327aqm -
| Open Basketball Cownl | PUP Grounds
Tennis Court PU® Grounds 206938 sqm -
Lo

Prepar

T 4 T NP R g e ey sy p——

——

-T

I Amenies
| L=
2

1 Contral room
1 Storage 1oom
| 2

: } 2 Drassing room

1 Comdon room
1 Control room
2 Orus-sn; room
| 4 Camfort roam
1 1 Contral room
11 conirol booth

AMrevibias

| Corference tabies

Executive chars
1 comfort rooms
1 SI0rage roim

[ Canterencs tabhes
. Executive chairs

Cordumoe v.abb..

——————— R

com

Caomfort room

|

=t~

l

1 slerage roden

Tabies
Chairs
Tatdes
Chairs

Tablas
Chaars
1 coorcd booth,

Amenties

1 comfor reoms in
grandstand

2 comfort room

2 washing sres
1 camfort room
i starage rcom
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Regutdc of the Fhakppnes
POLYTRCHNIC UNIVERSITY OF THE PHILIPPINES

OFFICEOF THE PRESIDENT

MEMORANDUM ORDER
No. 39, Seriew of 2016

TO0

i ALL CONCERNED

SUBJECT: POLICIES AND GUIDELINES ON THE USE OF UNIVERSITY

FACILITIES

DATE : Deocember 12, 2016

“

In accordance with the decision made by the PUP Board aof Regents in its

150% Regular Mesting, the following policies and suidelines are formulated and
prescribed:

g.

Prugrams and/or activities organized by PUP, its faculty, adminisirative
employees and students (e.g activities related to sports redigeon, culture,
education, faculty /staff development etc.) are to be pioritized;

- Programs and for activities for mare than five (5) consecutive days shall be
approved by the University President, If the requesting party is an outsider
(mon-PUPmn), a Memorandum of Agreement (MOA} shall be entered into
with the University;

Academic activities are only allowed from Manday to Saturday, 7:30 a.m
to 7:30 pm;

It shall be understood that academic aclivities pertain to curricular
activities organized by the Colleges and/or Departments only. Curricular
activities refer to wmotivities, programs and/or learning experiences
which are course/subject requirements.

Free use of University facilities shall be granted for-

&, curricular activities;

b. other actiities related to Accreditanon (Opening and Ewit
Conference], Freshmen Onentatson, University Foundauon,
Anniversary Celebration aof Colleges, Convocations, Seminars ancd
Trainings sponsore] Ly the University Administration and its
legitimate units; and

€. such other events/activities as may be determined fapproved by the
University President

- All income-generaling or fund.raising activities shall be subject to the

payment of applicable assessment fees:

Payment for the uae of the university facilities by the student councils and
student pablications may be made chargeable from their accounts in the
University provided there s safficient fund availsble. Otherwise, payment
shall be made directly to the Pund Management Office (FMO);
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7. The Univecsity has the night to cancel the upproved application due w

circumestances beyond its cantral,

a. In case of cancellation, the person-in-charge shall mmediately
noudy the client of the cancellation of his/ her reservation:

b. If the cancellation is due 1o the fault of the client, the amount paid
shall be farfeited in favor of the University:

«. lf the cancellation is due to the fault of the University, the chent has
the optian to reschedule the activity or to ask for refund the amount
pxid;

d. If the cancellation is duec to fortuitous events, the University shall
re-negotiate with the client

& Special events (e.g photo ahoot, commercial shooting) are allawed on

Sundays only;

9. The University may refuse admission of any person for justiliabile cause ) s;
10, Chents shall abide by the rules and regulations of the University;

1L, Clients must mamuam cleanliness and ordecliness during the use of the

University facilities. In case of damage in any part af the facility fies,
including its equipment. due to thetr improper use, clients are to be held
accountablefliable;

12 Any viclatian of the University rules and reguianions on the use of

facihties shall be subject to appropriate penalty /s and sancoon/ g,

FROCEDURE FOR RESERVATION

Applcants shall

. Submit & request letter addressed to the Perasoa-in-Charge at least five [5)

warking day= prnor to the intended date:

4, Bring approved request letter to the Resource Generation Office RGO} and

secure RGO Form 1. Present the letter with the attached form to the
Campus Development and Maintenance Office (CDMO) for the assessment
of the energy fee and go back to RGO for the assesament of the rental fee.
(Kandly see the attached RGO Form T and COMO Energy Fee Computation)

In case the person-in-charge is also the CDMO Director, the latter shall
determine if the requested venue is available in the intended date and
asscas the electricity fee if applicable. The proceed to RGO for the
asze=sment of rental fee:;

. Secure a Relerral Slip from RGO upon assessment,

. Present the Referral Slip o the Accounung OfGee and secure oeder of

payment. RGO shall not waive the rental fee except only upon the appraval
of the University President or Executive Vice President.

Pay the assessed fees 10 the Cashier's Olice;

I™ floor Scath Wieg PU? A Mabes Camoue Arcass Syee, 52 M, Mew'n Moss 00t L JL0-138% Tolgher TI51544
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6 H.nu: the omr@ Receipt properly marked with an RGO stamp and duly
signed by the D_an-cmc or his representative. Moreover, the applicant must
have the details of payment be recorded by the RGO personnel for
MONIoring purposes;

7 I_’roc:cd to the qfﬁcc of the person-in-charge and present the ROO-stamped
OR and copy of the RGO Farm to confirm the rescrvation;

8. Prowide the Secunty Office a copy of the RGO Form 1.

EFFECTIVITY

These policlex and guidelines shall talee eftect tmmediately.

[Sgd.) EMARUEL €. DE GUZMAN, PhD
Prasadant
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A. GYMNASIUM |

« Laboratory Manual
Rules and Requlations |

1. Students should wear the proper uniform and an Indoor, |
non-marking rubber shoes in the Gym.

2. Food and drinks are not allowed inside the Gym.

3. Only students with scheduled Physical education classas |
can enter the gym. Spectatorsf/observers who wish to
enter have to ask the permission of the Physical
Education teacher/instructor In charge.

4. All equipment used must be property accounted for and |
returned o the utifty room for safekeeping.

5. For varsity practices, the team cen use the gym only

during scheduled practices.

6. Presence of the trainor/codch of the varsity team 5 a | .

N

>

requirement during practices,
7. It 5 the coach's/trainors/advisers responsibility to
observe the proper use of the area.

8. Maintain cleanliness at times.

« Operation Manual ‘

1. The gym is open B:00 am - 12:00 pm and 1:00 pm

- 8:00 pm, Manday. - turday. However the | |
- “t

B R BB

(02) 8713 5968 | dcoe_chair@gmail.com
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training of our University Athletes will always he |
given top priority.

2. Activities requiring the use of the sarvice facility for |
more than five (5) days {except sports) shall not ,_..._.5
allowed. :

3. The gym is exclusive for sports related activity. |

4. Those who want to avail the use of the Gymnasium l
for tournaments and other events on exclusive or
non-exciusive shall secure a Facllity Reservation|
Form.

5. The request shall be endorsed by VPAA for
activities sponsored by various colleges and faci:lv:.vl
organizations; VPA for activity sponsored by
various administrative offices and organizations and,

request from the outsiders; VPSS for activities|
|

sponsored by vanous student organization,|

|
6. The Vice-President for Flnance shall make the

academic or non-acadgemic,

approval of request. 1

7. Gymnasiom rates Phe 1,500.00 per hour fon
Amateur games and case-to-case Dasis .'r:r.
Professional games.

B. In case of extenslon of time in the use of the
venue, a fraction of an hour is considered as nnc'.l
hour. \

9. Putting-up of streamers and other paraphernali

have to be cleared with the office Operations.,

(02) 8713 5968 | dcoe_chair@gmail.com
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10. Damaged to any part of the venue or parts of;

any eqguipment/facility shell be paid for by the
¢lient. 7 ;
l
11. Cleanfiness must be maintained in all areas of)|
!
1

the service facility and shall vacate the same In an

orderty, sanitary and original condition.
12, The Gym autharity is not liable for any lost c.'é
1
belonging during activities/events inside.
13. The University may refuse admission of any

person to the service facliities for justifiable cause. |

1

|
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B. LAWN TENNIS COURT

Laboratory Manual

Rules and Regulation

1. Tennis court is open to all bonafide faculty students I
and administrative officials of the University,

2. Players are to register to the court attendant upon

arrival, '

3. Use of tennis court is strictly on a first served basis. |

4. Players are requested to wear the proper tannis
attire (short, t-shirt & rubber shoes), |

5. Physical Education classes have the priority to use |
the tennis courts, No one is allowed to play during |
P.E. classes,

6. Observe strictly that. Tuesday and Thursday |
aftemoon, 4:30-6:00 is reserved for Physical Fitness |

pregram of the University, ‘

7. Dbzerve stricty deadiines and orderliness Inside the |

tennis court, = |

|

Operation Manual |
|
|
1. The Tennis Court is open B:00 am - 12:00 om |
and 1:0D0 pm - 5:00 pm, Monday - Friday.
However the training of our University Athletes

will always be given top priority,
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~ N l
2. Activities requiring the use of the service facility '
for more than flve (5) days {(except sports) shall l
not be allowed, |
3. The Tennis Court is exclusive for sports related |

acTivity.

4. Those who want to avall the use of the Tennis

Court for tournaments and other events On'

exclusive or non-exclusive shall secure a Facility
Resarvation Form,
5. The request shall be endorsed by VPAA .for'
activitles sponsored by various colleges and |
faculty organizations; VPA for sctivity sponsored |

by various administrative offices and

n
organizations and request from the outsiders,

VPSS for activities sponsored by various studcnt'

organization, academic or non-academic. '
6. The Vice-President for Fnance shall make the |
approval of request.
7. Tennis Court rate, St@:dent and Faculty Php so.ong
per persan at daytime, Php 100.00 per person ati
|

nighttime due to the use of lights, Case-to-casa?
l

basis for Amateur and Professional games,

8. Putting-up of streamers and other paraobernalia‘

have to be clearad with the office Operations. |

o

9. Damaged to any part of the venue oOr parts of
any- equigment/faciity shall be paid for by thel

client.
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|

10. Cleanliness must be maintained In all areas of t
the service facllity and shall vacate the same In
an orderiy, sanitary and original condition.

11. The PUP authority is not liable for any lost of |
belonging during activitles/events Inside. |

12. Strictly "No Smeoking” Inside the venue (RA'
9211 tobacco requlation act of 2003).

n
|
13. Akcoholic drinks like beer, wine and ctr-e'!

inside the venue,

Station for proper disposition,

venue,

cause,

14. Persons caught srealing,

will be tumover the PUP Secyrity Unit for further

|
persan to the service faglities for justifiable

Intoxicauhg beverages Incducing guns, deadly|

weapons and lllegel drugs are strictly prohibitad

ar

vandalizing the properties and equipment of PUR

investgation and than to the nearest Policy

15. Spitting, gambling, Iittering persons under the

influence of liqguor are strictly prohibited inside mv.L

|

16. The University may refuse admisslon of anv

(02) 8713 5968 | dcoe_chair@gmail.com
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SWIMMING POOL

Laboratory Manual

Rules and Requlations

Swimming Pool usars should;

1. Present 1D to the locker attendant or Swimming Pocol|

Pass before proceeding to the dressing roam. '

2. Not be suffering from a communicable disease. |

3. Always wear bathing sult or trunk (caps Included for

men and wamen). ,
4. Take a shower and use footbath before swimming, |

S. Enter the pool only when an Instructor or lifeguard is)

around. |

6. Not spit or Diow their nose in the pool.

7. Not ren around or push others when In the shower or
l

I
8. Not eat in the swimming pool area. ‘

on deck,

9. Not bring alooholic drinks In the swimming peol area. |

i0. Not be on streat shoas around the pool areaa.
|
11. Get out of the pool in case of lightning and
|
thunderstorm,

Operation Manual

1. The Swimming Paool is open B:00 am - 12:00 pm
and 1:00 pm - 5:00 pm, Monday - Frida'.'i
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-
However the tralning of our University Athletes
will always be glven LOp priority.

Activities requiring the use of the service facillty
for more than five (5) days (except sports) shall
not be allowed.

The Swimming Poal is exclusive for sports rejated
activity,

Those who want to avall the use of the Swimming
Poal for toumaments and other events on
exclusive or non-exclusive shall securs a Facllity
Reservation Form.

The request shell Bbe endorsed by VPAA for
activities sponsoréed by varlous colleges and
faculty organizations; VPA for activity sponsored
by various administrative ofTices and
organizations and request from the outsiders;
VPSS for activities sponsored by various student
crganization, academic or noa-academic

The Vice-President for Finance shall make the
approval of request.

Swimming Pool rate; Student S0 per person, Non-
student 100 per parseca regardless of numbers of
hours and case-to-case baslis for Amateur and
Professional games.

Putting-up of streamers and other paraghernalia

have to be cleared with the office Operations.
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|
9. Dameged to any part of the venue or parts of |
any eguipment/racility shall be pald for by the

client. I
'

10. Cleanlinass must be maintained In all areas Ofi
the service fadiity and shall vacate the same mi
an orderly, sanitary and oridinal condition.

11, The PUP puthorty s not liable for any lost of|
Belonging during activities/events inside,

12. Strictly “MNo Smoking” inside the venue (RA|
9211 tobacco regulation act of 2003). |

13. Alcokolic drinks like beer, wine and other

intoxicating beverages Including guns, deadly|
|

inside the venue, |

weapons and llegal drugs are strictly prohibited

14. Persons caught  stealing, breaking or}

vandalizing the properties and equipment of PUP
will be turnover the PUP Security Unit fors fuumen:

|
investigation and then to the nearest Police

Station for proper disposition., |

15, Spitting, gambdling, littering persons under thg
influence of liquor are strictly prohibited inside the
venue,

16. The University may refuse admission of any

person to the sesvice facllities for jus:lflami:

cause. l
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D. TRACK OVAL

* Laboratory Manual l

Rules and Regulation: |

1. Students should wear the proger uniform anag

rubber shoes in the Track ovsl.
!

Only students with scheduled Physical education

Food and drinks are not allowed at the aval.

Closses can enter the oval. Spectators/observer:
who wish to enter have to ask the permission 01
the Physical Education teaches/instructor In
charge.

All eguipment used during classes like szaru-wj
bDlocks, hurdles, jumping and throwing should ::wl
supervise by coaches / trainors must be Cfoperi',Ji
returned to the equipment area after using.

For varsity practices, the team can use the oval
during scheduled practices. |
Presence of the trainor/toach of the varsity tean
I5 2 reguirement during practices.

It is the coach's/trainor'sfadviser’s responsibéill-,ll
1o cbserve the proper use of the area.

Maintain deanlinass at times.
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« Operation Manual

1. The Track oval is opan 6:00 am - 12:00 pm and {
1:00 pm - 6:00 pm, Monday =~ Saturday .
However the training of our University Athletes ‘
will always be given top pricrity. I

rvice facllity

for more than five (5) days (except sports) shall

not be allowed. |

3. The ‘Treck oval is exclusive for sports related

activity and for big events.

K 4. Those who want to avail the use of the Track oval
E %’Fi{- for todrnaments and other evants on exclusive or '
| B |
| '}: nan-exclusive shall secure a Facllity Reservation |
':?' Form.

5. The request shall be endorsed by VPAA for

activities sponsored by vearicus colleges and
faculty organizations; VPA tor activity sponsored
by various administrative offices and
organizsticns and request from the outsiders;

VPSS for acthities sponsaored by various student

orgenization, academic or non-academic.
|
8 6. The Vice-President for Finance shall make the

approval of request.
t
7. Track oval rates Php 2,000.00 per hour daytime|

— —

3,000.00 par hour st nighttime due to the use -3*]

lights.
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BULLETIN BOARDS, DISPLAY BOARDS |
DISASTER PREPAREDNESS |

(Informative board regarding disaster preparedness)

] F/""‘\.
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CENTRAL SIGNAL AND FIRE ALARM
SYSTEM

FIRE EXTINGUISHER AND OTHER
FIREFIGHTING EQUIPMENT

'
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CLEANLINESS AND ODERLINESS OFJ

~ THE COMFORT ROOMS

r“
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CLEANLINESS AND ODERLINESS OF
THE COMFORT ROOMS
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I CLEANLINESS AND ODERLINESS OF l

THE COMFORT ROOMS
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Potable Drinking Facilities }
(Free potable water for every student)
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ENOUGH CHAIRS

(Sufficient chairs for every student)
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PUP TAHANAN NG ATLETA
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