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3 QUALITY ASSURANCE CENTER

GOALS

The QAC endeavors to achiéve:

1. excellence in institutional and program management;

2. excellence in capacity development for continuous quality improvement; and

3. excellence in partnershlp for ms’cltutlonal and program development.
OBJECTIVES

Towards these e}nds the QAC commits to: )

1. develop and mamtam an effective internal quality assurance system;

2. secure Certiﬁcafe of Program Compliance and attain higher accreditation statu
for all academic programs;

3. attain Centen of Development and Center of Excellence status for priority
programs;:; g;;

4. strengthen collaboratlve arrangements with internal and external stakeholders;

5. maintain an efﬁment secure, and accessible database of updated, comprehensivie
and relevant materlals for quahty assurance,

6. develop and lmplement capacity buﬂdmg interventions to improve the teachinlg
and learning process; and

7. rationalize academic programs offering.

g

CORE FUNCTIONS |

The QAC’s prlmary roles are to

assist the academic sector in the preparanon and packaging of documents to
effectively facilitate the accreditation, government recognition and assessment ?f

glee
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academic programs;

enhance the | institution’s c.‘apa'city in designing, delivering and managing

curricular programs and services to achieve quality learning outcomes;

identify areas; for reform and/or conhnuous improvement along the key areas of
governance and management, quahty of teaching and learning, relations with the

community and management of resources;

provide basis for policy options and informed dec131ons for development

assistance to the Colleges, Branches and Campuses;

effectively commumcate current and relevant information about the
achlevements quahty system and processes of the umverSIty and its academjic

programs; and

partner with local and lntematxona] agencies for quahty assurance-related

projects and actlwtles
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QUALITY ASSURANCE OFF ICIALS AND STAFF
;5; DUTIES AND RESPONSIBILITIES
DIRECTOR ‘
Job Summary
3
= This position is prlmanly responsxble for the overall leadership and supervision in
the planning, organization and management, implementation and assessment of the
entire quality assuraqce undertaklngs in the University.

Key Task ReSpODSlbllltles. ki ; %t =

1. Formulates pohc1es, systems, procedures and practices for the university’s academi¢
quality assurance and enhancement W

2. Maintains and lmplements quahty—related strateglc developments within sustainablée
quality assurance and enhancement frameworks and procedures in accordance with
the PUP’s vision and strategic planning;

3. Encourages the culture of academic quality within the university;

4. Monitors, rewewsland continuously assesses the university’s quality assurance and
enhancement strategles, frameworks and procedures for the promotion of academid¢
excellence in learrung, teachlng and research; i

5. Plans admlnlstratxve and substantive support for quality assurance and enhancement
atall levels of the unxversxty, and' to support the institutional and course accreditation
processes and contents for external organizations and agencies;

6. Designs and develops Quality Assurance plans, policies, strategies and systems
relative to the accredltatlon endeavors for both the main campus and brarnches and
campuses of the Uhlverslty, Lic i

7. Maintains oversight of the assurance of quality and standards at local level in thé
institution, within the Faculty for which they are allocated responsibility, includin
managing the work of one or more Quality Assurance Officers;

8. Sustains institutional awareness of external quality agendas, draw these to the
attention of the University,'and propose appropriate institutional responses;

9. Undertakes a range. of quality and standards tasks, in relation to the approval andg
review of internal  and collaborative provisions, the University’s regulatory
framework, the external examiner system and professional accreditation, and devisée
new or revised prcﬁtocols for thesye processes as required;

10. Takes overall resp{ins’ibility for exercising oversight for one or more areas of quality
and standards: e.g. Academic Standards (including External Examiners) and
Regulations; Partnershlp ‘and; External Relatlons Approval and Review, or Quality
Enhancement and Student Engagement :

11.Undertakes projects and- initiatives ‘associated with 'qualitytassurance and quality
enhancement, and work on any ‘other projects with which the Unit is involved;

b 3%
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QUALITY ASSURANCE CENTER

12. Arranges traihing on guality and standards matters for staff in the institution and

external partner brganizations;

13. Maintains, develops' and disseminates the University’s Quality Assurance

Handbook/Manual and other materials;

14. Takes the initiative in solving problems for academic and professional colleagues, and

keep a customer-oriented approach;
15. Gives advice and guidance, based on specialist expertise, about quality and standard

matters to Faculties, Offices, students and partner organizations, as well as to

University committees and working groups;
16. Builds internal and external networks and linkages to enhance aspects of quality in
the University; and L e NG

17. Ensures compliance of fhéidilfferént collége‘s, branches and campuses on the quality

assurance standards.

'y

Job Summary i

“This position is primarily resporisibl_e in providing assistance to the QAC Director.

Primarily takes charge of accreditation' processes of the different academic units workin
out for accreditation recognition in the PUP Main Campus, Branches and Campuses.

Key Task Responsibilities‘ et ’
: 0 g
1. Develops strategi;es and sYs‘t_’e‘r_n's' to effectively meet the accreditation needs of th
different Colleges,f_(Maiﬁ'ZCa'x-npus), Brainlc':hes and Campuses in the University
2. Supervises preparation of documents necessary for accreditation submissions of th

19

different college&/progréms in the main campus; branches and campuses andgl
t

ensures that accreditation.  documents are submitted by the differen

colleges/programs in the ‘ma‘in“campus/ branches and campuses in time for the

evaluation visit ‘ ]
3. Monitors accredif;ation activities in collaboration with the different Colleges and
Offices in the main campus/branches and campuses to ensure the quality and
accuracy of dataf?-ibéing collected’ for programs’ compliance to requirements ang
reports submissions; b Wie G .
4. Supervises collection of accreditation data and preparation of reports for use ij
monitoring and ir‘nprbviﬁg educ‘atir.')‘r.iali‘programs and administrative units to mee
accreditation reqihirementQ ‘.'arid 6vetsees maintenance of relevant and up-to-dat
database of documents Atl'xatl‘de‘monstratfe conformity to accreditation standards ang

—_—

=]

measures; ; o b e : v
5. Disseminates appropriate documentation systems and procedures T
colleges/program'$ in the"r_na'in.c;anlpus/ branches and campuses taking part in th
accreditation visfts; conduct training in . updating of documentary exhibits,

§
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coordinating updates on accredltat:lon visits, proposing changes or amendments ﬁ
the standards, and assessing the impact of changes on current policies an
procedures and the annual reporting process;

6. Participates in the facilitation processes for the Organizational Self-Assessmen
analysis of results, and rnaklng recommendations regarding program improvements;
assists in ldenufylng ways to improve current accreditation work processes in order
to establish more streamline practices and improve client/partner relationships and
outcomes; .i

]

7. Participates in xnsntutxonal research in quality assurance mechanisms.
8. Helps in the implementation of the organizational policies and procedures in thle
carrying out the Accreditation initiatives, conduct of regular reviews and revisions of
the QAC policy and pi‘oeedures manuals to meet accreditation standards; includinlg
accreditation-related technical assistance, training, tools and support, simulated
accreditation visi;i:s,, etc. by
9. Keeping abreast of all aspects of quality assurance mechanisms especially the
accreditation process by attending seminars and conferences related to QA; and
10. From time to time, be required to undertake other duties of similar nature as maPI
reasonably be requlred by the head of office.

CHIEF (CURRICULUM PLANNING AND DEVELOPMENT)

Job Summary \ 1 AEE
{ e e &4 ot hee ol e
This position is' primarily responsible for planning, development and supervision
of the curricula of the different programs in the University and monitors their
implementation. e d '

Key task Responsibﬂiﬁes- :

1. Develops, plans and coordlnates curriculum and assessments for the purpose ()f
implementing a standards-based instructional program;
2. Participates in professxonal development growth activities for the purpose of
maintaining profesmonal knowledge and staying current with curricular trends;
3. Oversees all curhcular adoptions, including review, selection, distribution and
subsequent professxona] development
4. Supervises the development of a research database that may be utilized to develdp
and review curriculum of the different: programs in the University;
5. Analyzes data for:the purpose of'i improving the instructional program;
6. Monitors plans, implementation, and revision of curriculum in keeping with changes
in practice, leg151at10n, and regulation as well as competencies required to meet
standard requlrements when necessary;
7. Assists with the planning, development, implementation, and revision of curriculum
in keeping with best practices;

5
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8. Conducts research on new and innovative curriculum practices and consults with key
collaborators foricurriculum devélopment purposes;

9. Assists academic¢ déeans in developing learning objectives and-goals for each nev
curricultim and riéviews learning objectives for existing curriculum;

10. Identifies resources required to develop and deliver training projects relative tcL
curriculum development; and =~ @

11. From time to time, be réquired to undertake other duties of similar nature as may
reasonably be required by the head of office/QAC Director. .

~

FACULTY COORDINATOR = '

Job Summary

N

This positon is responsible in glving assistance to the Director. Primarily taket
charge of the coordination.and-administrative functions of the accreditation proces
in accordance with established QA(;-",\'S'tandards, policies, and procedures.

Key task Responsibilities = o

| r N . : * ‘- i O B “ .

1. Gives directassistance to the Office of the Quality Assurance Director;

2. Organizes, facilitates; and participates on team evaluation visits to the differentt
programs infthe main campus and branches/campuses ofthe University seeking
initial accreditation or reaccreditation;

3. Schedules, arranges travel/accommodations, and assists the on-site teams
of vo]untee:r evaluators; ‘ .

4. Drafts, consolidates, .and edits team visit reports for subsequent review and
evaluations;’ o B :

5. Provides assistance to QAC meetings and other undertakings;

6. Prepares draft correspondence to the main campus, branches and campuses
significant to the QAC’s deéisions relative to accreditation; 1
Assists in d:dh‘dlicting ‘Accreditation Workshops for Colleges/Departments
seeking accreditation or reacéreditation ; . ’

8. Reviews, tracks, and responds to documents related to the accreditationh

requiremenés of the different programs in the University;

9. Coordinates with the different Colleges /Offices within the University concern
related to Accreditation both in the main, branches and campuses;

10. Maintains database | of 'documents that demonstrates conformity to
accreditation standards; : :

11. Acts as point person between Colleges/Offices and other agencies and any
individuals that are contributing to the accreditation process of the University

12. From time to time, bé required to undertake other duties of similar nature as
may reasona;bly bé required by the head of office /QAC Director.

1’4

UALITY ASSURANCE COORDINATOR

Job Summary , A

This position is? ‘respbns‘ibleb in ,’ékﬁending assistance before, during and after th
implementation of the accreditation process in accordance with established QA

Vi W
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standards, p011c1es, ' and procedures. Primarily takes charge of accreditatior]
documentation and coordlnatlon w1th the dlfferent academic units working out for
accredication recognition.

Key task Responsibiliﬁes

1.
Zs
Sy

9.
10. Attends trainirigs, seminars on quality assurance concerns

Prepares common 1nst1tutlona1 documents
Reclassifies document/s placement according to cluster
Assures readlness of the follovxnng area documents following specific prograr
instruments: | TRCTORE
v Support to Students (Area 4)
v~ Library (Area 7y
v~ Physical P]ant and Facxl"
v Laboratorles (Area 9)
v’ Admlnlstratxon (Area 10) ;
Assists the accredltatlon ‘area counterparts in the ﬁreparation of Program
Performance Proﬁle Comphance Report Self-Survey and documents/evidences
for survey 1nstrument b ‘ ST 5
Assures readlness of the follovwng documents on or before Day 0 of accreditation
survey visit "’" wpd S : 3
Program Perfonndnce Proﬁle
Narratl\ve Report -
Comphance Report
Well- Packaged Documents based on specific program instrument
Self—Survey
Blank Instrument
Accredltors Kit
Improves documsentation and.’ 1nformatxon system for accreditation througl
maintenance of relevant and up-—to-date database of" documents that demonstrats
conformity to accreditation standards and measures
Updates quality assurance files as needed including the collection ofaccredltatloﬂ
data and preparation of reports. for use in monitoring and improving educationall
programs and administriative units to meet accreditation requirements
Assists in the conduct of simulated accreditation visits
Coordinates vxnth the! program accreditation chair on the preparation df
accreditation v151t program i
Prepares certificates & accreditors kit

_ff'és (Area 8)

ANSS NS

e

W

=4

11. Collaborate with other FCs in the conduct of research on quality assurance

12. Responds to accr editors addltxonal documents request during accreditation ws;t
13. Does other]obs related to QA as aSSIgned by the Chief, Accreditation and Director-.

ADMINISTRATIVE STAFF
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Job Summary <

This position is responsible in extending assistance to the QAC Director and thé
Chiefs of Offices. Primarily performs administrative and clerical functions that aids
In the accreditation documentation and coordination with the different academic

L | TR

units of the University.

Key task Responsibilities

Provides clerical sﬁjp‘pbrt‘ to QAC personnel

Acts upon written ;éqjlesfé /quenes ~y;rithin prescribed period
Prepares and disseminates ~ﬁotiées[t};qmmunications/ advisories
Monitors submiss:-;ion of mandatorii péi‘iodic reports

Assists the QAC's €DO in the liquidation of expenses

Maintains and updates quah’ty assurance files

Documents benc}{mar}&ng iri‘sits Va_ndt].)x‘-épares reports /proceedings

Responds to accreditors additional documents request during accreditation visit

PN U AWN R

Attends to visitors of the Qhélity Assurance Center

[
=]

. Does other jobs rélated to QA as aSsigned by the Director.

2

t

“THE COUNTRY'S 15t POLYTECHNIC U”

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPQUND,
ANOMNAS COR. PUREZA STREETS, STA. MESA, MANILA

SOCOTEC

150 S001:2015 CERTIFIED
CHRTIFIZATE MUMBER: SEPO0B41SS



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

e e — it

lr.-""_""h-\.
(02) 8713 5968 | dcoe__chair@gmail.com ‘..,g: /g
RMmM322 CEA BLDYGS, NDC COMPOLUIMND, —_— | e

AMNOMNAS COR. PUREZA STREETS., STA. MESA, MANMNILA, IS0 9081:2015 CERTIFIED



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

QUALITY ASSURANCE CENTER

(O2) 8713 5968 | dcoe__chair@gmail.com
EMmM322 CEA BLDG. MDD COMPOLIMND, |
AMNOMNAS COR. PUREZA STREETS, STA. MESA., MARNILA IS0 S081:2015 CERTIFIED




POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

."'
(O2) 8713 5968 | dcoe__chair@gmail.com G v AB

nu-nu'rl:c

RMmM322 CEA BLDYGS, NDC COMPOLUIMND, —— g
AMNOMNAS COR. PUREZA STREETS., STA. MESA, MANMNILA, IS0 9081:2015 CERTIFIED

TCPEayl B8



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

Psychology

QUALITY ASSURANCE CENTER

(O2) 8713 5968 | dcoe__chair@gmail.com
RMmM322 CEA BLDYGS, NDC COMPOLUIMND,

ANONAS COR. PUREZA STREETS, STA. MESA, MANILA

,/D

s a e
=

(O

LS50 30@1:20015 CERTIFIED
CERTIFRCATE MUEE R



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

Irf"'_""\-u ]
(O2) 8713 5968 | dcoe__chair@gmail.com ‘a v AB

SD=CDNTIET

RM322 CEA BLDG. NDC COMPOUMND, | === | ===
ANOMNAS COR. PUREZA STREETS, STA. MESA, MANILA 150 9081:2015 CERTIFIED




POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

| Third surve
Phase 2 >

Third Survey,

. Pnase 2

QUALITY ASSURANCE CENTER

(O2) 8713 5968 | dcoe__chair@gmail.com
RMmM322 CEA BLDYGS, NDC COMPOLUIMND,

ANONAS COR. PUREZA STREETS, STA. MESA, MANILA

AN e

LS50 30@1:20015 CERTIFIED
CERTIFRCATE MURSEER. CLPON0E1 B2



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

II‘_.-""'"""\-..
(O2) 8713 5968 | dcoe__chair@gmail.com 'La AR

SD=CDNTIET

RMmM322 CEA BLDYGS, NDC COMPOLUIMND, —— | ==
AMNOMNAS COR. PUREZA STREETS., STA. MESA, MANMNILA, IS0 9081:2015 CERTIFIED




COLLEGE OF ENGINEERING

Cooperatives
Fconomics »

POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COMPUTER ENGINEERING DEPARTMENT

QUALITY ASSURANCE

CENTER

(O2) 8713 5968 | dcoe__chair@gmail.com
RMmM322 CEA BLDYGS, NDC COMPOLUIMND,
AMNOMNAS COR. PUREZA STREETS, STA. MESA, MAMNILA

| 4

s

LS50 30@1:20015 CERTIFIED
CERTIFRCATE MUEE R



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

Economics

Cooperatives

II‘_.-""'"""\-..
(O2) 8713 5968 | dcoe__chair@gmail.com i& AR
RMmM322 CEA BLDYGS, NDC COMPOLUIMND, —— | ==

AMNOMNAS COR. PUREZA STREETS., STA. MESA, MANMNILA, IS0 9081:2015 CERTIFIED



POLY TECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

QUALITY ASSURANCE CENTER

l'_.f"—""\-\.
(O2) 8713 5968 | dcoe__chair@gmail.com ‘a v AB

SD=CDNTIET

RM322 CEA BLDG. NDC COMPOUMND, | = | ===
ANOMNAS COR. PUREZA STREETS, STA. MESA, MANILA 150 9081:2015 CERTIFIED




POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

i~ |
(02) 87132 5968 | dcoe_chair@gmail.com (<] AB
RM322 CEA BLDG. NDC COMPOUND, | T | EEE
ANOMAS COR. PUREZA STREETS, STA. MESA, MANILA 150 9001:2015 CERTIFIED




POLY TECHMNIC UNINVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

QUALITY ASSURANCE CENTER

CO2) 8713 5968 | decoe__chair@gmail.com
RM322 CEA BLDG. NDC COMPOUMND, _
AMNOMNAS COR. PUREZA STREETS, STA. MESA, MARMILA, IS0 8081:2015 CERTIFIED




POLY TECHMNIC UNINVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

e S RS o S o

CO2) 8713 5968 | decoe__chair@gmail.com
RM322 CEA BLDG. NDC COMPOUMND,

AMNONAS COR. PUREZA STREETS, STA. MESA, MANILA

50 S0@1:20015 CERTIFIED
CERTIFRCATE MUEE R



POLY TECHMNIC UNINVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

m

ni gg ﬂ - - - o » .
- ~ - > ~

g

|

oy
/

- - » -

QUALITY ASSURANCE CENTER

CO2) 8713 5968 | decoe__chair@gmail.com
RM322 CEA BLDG. NDC COMPOUMND,
AMNOMNAS COR. PUREZA STREETS, STA. MESA, MARMILA,

50 S0@1:20015 CERTIFIED
CERTIFRCATE MURSEER: SLPO00E1 58



