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SECTION 1: QMS OVERVIEW

This Quality Manual defines and clarifies policies, systems, and procedures adopted to implement
and continuously improve the Benguet State University’s Quality Management System (QMS).

This Quality Manual, together with associated documents mentioned hereto, aims to:

a. describe the basic elements of the QMS of Benguet State University and serve as reference
in its implementation and continuous improvement;

b. inform all stakeholders so as to enable them to participate in the implementation of the QMS
" in the institution;

c. serve as reference for newly hired personnel.

As an institution of higher learning, Benguet State University was created by law to carry out
programs along instruction, research, extension and agribusiness through dynamic and

responsible governance.

Benguet State University (BSU) is now a little more than a century old. It started as the La Trinidad
Farm School with 30 Grade V pupils in 1918. It became a University in 1986 by virtue of the
Presidential Decree 2010 signed by former President Ferdinand E. Marcos in 1986. From these
humble beginnings, BSU now averages an enroliment of 10,000 students every semester.

At present, the University maintains 14 colleges in the La Trinidad Campus; College of Agriculture
(CA), College of Arts and Humanities (CAH), College of Engineering (CE), College of Forestry
(CF), College of Home Economics and Technology (CHET), College of Human Kinetics {CHK),
College of information Sciences (CIS), College of Natural Sciences (CNS), College of Numeracy
and Applied Sciences (CNAS), College of Nursing (CN), College of Public Administration and
Governance (CPAG), College of Social Sciences (CSS), College of Teacher Education (CTE), and
College of Veterinary Medicine (CVM). The Bokod Campus has 4 colleges: College of Applied
Technology (CAT), College of Business Management & Public Administration (CBMPA), College
of Education (CE), and College of Criminal Justice Education (CCJE). While the Buguias Campus
has 3 colleges: College of Agriculture (CA), College of Criminal Justice Education (CCJE), and
College of Education (CE). The Advanced Studies, previously the Graduate School, has the
different Graduate offerings of the University lodged in the concerned colleges. At present, the
University offers ten (10) Doctorate degree programs, forty-one (41) Masters programs, fifty (50)
Undergraduate degree programs, eight (8) diploma/certificate special short courses, and an Open
University. Research and extension programs are pursued to enhance the impact of these
curricular offerings as well as to help improve the livelihood and health of the communities near
the University. The production sector (University Business Affairs) serves as a lifeline that provides
additional financial resources to carry out various operations of the University and a sound avenue
as well to showcase that the technologies generated are economically feasible, socially acceptable
and environment-friendly. '

Its status as a CHED-SUC-Level IV University has been mainly attributed to the majority of its
programs, projects and activities having attained Levels 1}l (33 academic programs} and Level IV
(12 academic programs) based on the standards set by the Accrediting Agency of Chartered
Colleges and Universities of the Philippines, inc. (AACCUP).

At present, the University consists of three campuses. The main campus is sprawled on a 606.7855
hectare-land grant at the heart of la Trinidad, the capital town of Benguet Province, about 255
kilometers north of Manila and 5 kilometers away from Baguio City. The Buguias Campus, formerly
the Buguias-Loo Polytechnic College integrated to the University in 2001, is 81 km away from the
La Trinidad Campus while Bokod Campus, formerly the Benguet School of Arts and Trades
integrated in 2001, is §1 km. away.

The University is governed by a Board of Regents whose composition as the policy-making body
is made up of CHED Chairperson/Representative as Chair, the Universify Presidenta lice.Chal

and the following as members; and o ;u f h hlii B
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government, Regional Directors of Government Line Agencies, prominent private citizens,
federated Faculty Club representative, federated Supreme Student Government representative,
and a BSU Alumni representative.

Benguet State University started its I1SO initiatives after a team assigned by the then President
Rogetio D. Calting attended a “Training Workshap on IS0 8001.:2008/ GQMSS Requirements and
Documentation conducted by the Development Academy of the Philippines (DAP) in September
20089, After a series of meetings, it was decided that the University will have its Instruction Services
certified. With technical guidance from the DAP, the BSU ISO Team then proceeded with the
documentation of the Quality Management System (QMS) and the conduct of various trainings and
cascading sessions to prepare the Process Owners and other University personnel for the
certification. Third party auditing was not able to push through though.

In 2017, the University was bent on having its various processes 1SO certified through 1SO
9001:2015. With Instruction Services as the Core Process, and Adminisiration and Finance, and
Research and Extension as Support Processes, the designated BSU QMS Team had undertaken
a series of trainings and workshops in preparation for the crafting of required QMS documents. It
was in 2018 that Benguet State University became 1SO 9001:2015 certified and after garnering
successful surveillance audit results, was re-certified in 2021,

Scope

The scope of Benguet State University’s Quality Management System encompasses Instruction
Services as the Core Process and Administration and Finance, and Research and Extension
Services as the Support processes.

The Provision of Tertiary Education is thus the scope of the University's 1ISO 9001:2015
certification specifically referring to undergraduate programs offered by its different colleges and
encompassed in the core process - Instruction Services. This includes the processes being
implemented by the 21 colleges under tertiary higher education in the three (3) campuses, the
Office of the University Registrar (OUR)/Campus Registrar and Office of Student Services (OSS).
All of them play a significant part in addressing customer requirements while at the University
starting from admission, enroliment, instruction, until graduation.

The following colleges compose the core process: College of Agriculture (CA), Coliege of Arts
and Humanities (CAH), College of Engineering (CE), College of Forestry (CF), College of Home
Economics and Technology (CHET), College of Human Kinetics (CHK), College of information
Sciences (CIS), College of Natural Sciences (CNS), College of Numeracy and Applied Sciences
(CNAS), College of Nursing (CN), College of Public Administration and Governance (CPAG),
College of Social Sciences (CSS), College of Teacher Education (CTE), and College of Veterinary
Medicine (CVM) in the La Trinidad Campus. The College of Applied Technology (CAT), College of
Business Management & Public Administration (CBMPA), College of Education (CE), and College
of Criminal Justice Education (CCJE) in the Bokod Campus. And in the Buguias Campus, the
College of Agriculture (CA), College of Criminal Justice Education (CCJE), and College of
Education (CE).

The BSU Advanced Studies (previously BSU Graduate School), Open University, basic Elementary
and Secondary Education, the International Language Center, other short/diploma courses, and
other programs of tertiary education based on RA 10931 such as those under TESDA, TVET
(Technical-Vocational Education and Training and TVIs (Technical-Vocational Institutions) are not
included in the scope of the QMS instruction services. The Business Affairs Sector is likewise not
included. The Gender and Development Office, Center for Culture and Arts, Sports Development
Office, National Service Training Program (NSTP) and the BSU Alumni Office are likewise not part

of the BSU QMS.

Upon admission to the University, each student goes to the College offering the Program of his
choice where screening of applicants is conducted. He is then given a Notice of Admission by the
Office of the University Registrar upon acceptance. The student then enrolls after being given his
class schedule and is considered officially registered upon payment of required fees.

Benguet State Wniversity Document QM-01 Revision | ;o
OQAA ~ QUALITY MANAGEMENT SYSTEM Code: Number:
La Trinidad, Benguet PR
gf;?;tmty Dec;ngller 5, Page 2 of 4
QUALITY MANUAL '

Beaguer State Hniversity
UNCONTROLLED
COP

issuedby




Republic of the Philippines

Benguet State Wnibersity Document QM-01 "] Revision 08
OQAA ~ QUAL_ITTY i:;wv,«e:sm»s:\n' SYSTEM Code: Number:
La Trinidad, Benguet o
EZ?;WM Dec;glzl:er 5, Page 3 of 4
QUALITY MANUAL :

Under Insfruction Services, faculty members prepare their syllabi for the courses to be taught for
the semester/term, teach the students for the entire term using different modes of instruction as
applicable, and after a student is evaluated through examinations and other evaluation modes, is
given his final grades at the end of the term. Curriculum development and revision, including
instruction Materials (IM) preparation are likewise done by faculty members as part of
enhancement of teaching competencies. While in the University, the student is able to avail of
student services facilitated by the Office of Student Services (OSS) such as the provision of student
development and wellness services, health services and fibrary resources. Academic records of
students are managed by the Office of the University Registrar (OUR]} and the Campus Registrars.
When a student finally finishes all the academic requirements in his Program, and after these are
duly evaluated, the University Academic Council recommends the student for graduation and
approved by the University Board of Regents.

The Support Services ~ Administration and Finance, including Office of the President (OP) offices
and Research and Extension, though having indirect links to the students, have significant roles to
play in the students’ life in the campus. Instruction Services are thus complemented by these
Support Services in the University. The following offices are included in the QMS: Human Resource
Management Office (HRMO), Human Resource Development Office (HRDO), General Services
Office (GSO), Procurement Management Office (PMO), Supply and Property Management
Office(SPMO), Compensation, Benefits and Other Obligations Office (CBOO), Information and
Communication Technology {ICT), Finance which includes the Budget, Accounting and Cashiering
Offices, University Public Affairs Office (UPAO), Legal Office, Security Office, Motor Pool, Records
Office & Archives, Planning Unit (PU), Project Management Unit (PMU), Office of the University
Board Secretary (OUBS), Office for Quality Assurance and Accreditation (OQAA) and International
Relations Office (IRO). Document Controllers take charge of QMS record management and the
control of documented information. Document custodians are designated per office to facilitate
records management while at the same time coordinating with the University Document
Controliers. The operation of all these different offices and performance of their respective
functions are supported and enhanced by the presence of relevant interested parties.

Research and extension play pivotal roles in education. Both faculty and students engage in these
activities, thus, the research and extension sector functions to facilitate the conduct of research
and extension activities that enhance both teaching and learning, develop new knowledge and
contribute to the community. The following are the Centers under the BSU Research and Extension
Sector: Office of the Vice President for Research and Extension {(OVPRE); Office of Research
Services (ORS); Office of Extension Services (OES); Intellectual Property Rights Office (IPRO);
Horticultural Research and Training Institute (HORTI); Northern Philippines Root Crops Research
and Training Institute (NPRCRTC); Institute of Highland Farming System and Agroforestry
(IHFSA); Institute of Social Research and Development (ISRD); Cordillera Organic Agricuiture
Research and Development Center (COARDC), Agri-based Technology Business
Incubatorfinnovation Center (ATBIIC); Climate- Smart Agriculture Center (CSAC), Cordillera
Regional Apiculture Center (CRAC); Food Science Research and Innovation Center (FSRIC),
Research and Extension Publication Office (REPQ); Higher Education Regional Research Center
(HERRC).

External and internal issues in the University are addressed by regular and proper strategic
planning spearheaded by the Planning Unit (PU). The Office of the University Board Secretary
takes charge of informing and updating the University Board of Regents (BOR) of transactions
taking place in the institution, including relevant issues and congerns within the University needing
its decision and approval.

The Internal Audit Services (IAS) Office takes charge of reviewing and monitoring the soundness
of internal control system of the university while the team of Internal Quality Auditors is responsible
in regularly reviewing and monitoring the different processes and procedures of the core and
support offices so that corrective actions are done, improvement of processes is assured and best
practices are developed and sustained.

Many services provided by both the core and support processes in the University consider
applicable statutory and regulatory requirements such as those of the Commission on Higher
Education (CHED) for Certificate of Program Compliance (COPC), scholarships, enroliment and
graduation data and student organizations. Concerns on University budget proposals, budget and
financial accountabilities and agency procurement requests are through the Department of Budget
& Management. Also included as interested parties are the Philjppine Requlatory COmMISSION e
(PRC), the Commission on Audit-eGGA)n,-GMLSaMce-Cemmison»ﬁSC), Bureau of Internal
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Revenue (BIR), PHILGEPS, Philippine Association of State Universities and Colleges (PASUC),
Department of Education (DepEd) and the Accrediting Agency of Chartered Colleges and
Universities of the Philippines (AACCUP). Other regulatory bodies include the Environmental
Management Bureau — CAR, PAG-IBIG, GSIS, Philhealth, SSS, DOH, DOLE, NEDA, LTO, DFA,
PDEA, NAP, FOI, Utility Services, Scholarship Sponsors and other agencies, organizations, and
institutions.
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SECTION 2: COMPANY STATEMENTS

VISION AND MISSION
VISION:

A premier university in transformative education, innovative research, inclusive extension services,
sustainable development, and stewardship of cuiture and the environment.
MISSION:

Cultivate resilient and future-ready human capital through excellent teaching, responsive research,
proactive and sustainable community engagements, strategic partnerships, and progressive leadership.

CORE VALUES

E  Excellence

V  Vibrancy

E  Equity

R Responsiveness

L  Leadership

A Accountability

S Service

T Teamwork

I Ingenuity

N  Nobility

G GCreatness
QUALITY POLICY

“Benguet State University is continuously committed to improve its Quality Management System, satisfy
requirements of relevant interested parties and provide excellent service for quality education and
innovative research aligned with sustainable development and client satisfaction”

The Quality Policy was developed in alignment to the organization’s Vision and Mission in its provision
of quality education. Its framework is in consonance to the University’s strategic objectives aimed toward
a commitment to the continual improvement of its quality management system.
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FUNCTIONAL DESCRIPTION

The Offices Under the University President
(Lifted from BSU Code 1990, Res. No. 385, s. 1990)

The University President shall be the Chief Executive Officer of the University. He shall be
appointed by the President of the Philippines upon recommendation of the Secretary of Education,
Culture and Sports after consultation with the Board of Regents as provided for under P.D. No. 1437
and 2010. His compensation and term of office shall be fixed in accordance with laws. In case of
vacancy, by reason of death, resignation, retirement, incapacity or removal, the Secretary of
Education, Culture and Sports shall designate an officer-in-charge of the University pending
appointment of a University President by the President of the Republic of the Philippines.

The Vice President for Administration and Finance
(Lifted from BSU Code 1990, Res. No. 365, s, 1990)

The University shall have a Vice President appointed by the Board of Regents on
recommendation of the University President. He shall assist the University President in the general
administration of the University towards the promotion of effectiveness, efficiency, and economy in the
delivery of educational services. He shall assist the University President in the establishment of better
management control systems within administrative matters.

The Vice President for Academics (Lifted from BSU Code 2010 Draft)

There shall be Vice-President for Academic Affairs (VPAA). He/she must have a doctorate
degree and at least a professor rank with five years of administrative experience. The Office of the VPAA
shall oversee, supervise, develop, plan, and facilitate the implementation of existing and new academic
programs,

The Vice President for Research and Extension
(Lifted from BSU Code 1990, Res. No. 365, s. 1990)

The Office of the Vice President for Research and Extension is a mutual consultative,
supportive and service arm to promote the interests of the offices/centers/institutes under the research
and extension organization.

The Vice President for Business Affairs (Lifted from BSU Code 2014 Draft)

There shall be g Vice President for Business Affairs to be appointed by the Board of Regents
upon recommendation of the University President in accordance with existing Civil Service laws and
rules. The Vice President for Business Affairs must have a basic knowledge and experience in
business management, preferably with doctorate degree in a related field, and should have at least
five years of adminisirative experience.
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BAGONG PILIPINAS

Offtce of the Univensity President
September 2, 2025

OFFICE ORDER
No. 0788, s. 2025

T0 :  ALL CONCERNED FACULTY AND STAFF

SUBJECT : UPDATED DESIGNATION AND COMPOSITION OF THE BENGUET STATE UNIVERSITY
1SO-QMS ORGANIZATIONAL STRUCTURETEAM

1. The following faculty and staff are hereby designated fo compose the BSU ISO-QMS Organizational
Structure including their respective functions and shall be effective February 11, 2025 untit further revoked by
this Office, to wit:
DESIGNATION NAME FUNCTION
1. Establishes, reviews and
Quality Managerment System (QGMS) KENNETH A. LARUAN maintains the Quality Palicy of the
Champion Instifution;

2. Ensures that quality
objactives and relevant functions
are established at differant levels
with the University;

3 Ensures allocation of
available rescurces to support the
implementation of the institution’s
Qms;

4, Defines the responsibilities
and authorities of sach unit in the
organization;

5, Reviews the effecfiveness of
the institutior’'s QMS and monitors
ths implementation and
improvement of action plans;

6. Ensuires that communication
mechanisms are effective and
ssiablished.

1. Oversess the implementation

Quality Management Representative JOANNA I, ALAFAG of the Quality Management

{QMR) System;
2 Ensures the effactive

implementation and malntenance
of the established QMS;

3. Raports to the CEO/QMS
Champion the performance of the
ualily management systems and
areas for further improvement;

4, Ensures the profmotion of
awareness in mesting or
exceeding customer requiraments
within the relevant scope of the
institution's QMS;

5. Liaises with external parties
on matters relating to the
institution’s QMS.

1. Ensures the sffective

Deputy QMR MARICRIS P. LAD-EY-NEYNEY planning, implementatinn,
maintenance and continuous

sy Gt Elivecsiy
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BACONG PHIPINAS .
improvement of the established
QIS for the sactor,
2 Assists the QMR in
performing assigned duties and
responsibilities;
3 Assumes the responsibilities
of the QMR In hisfher absence.
Heads, Stsering Committee for ESTHER JOSEPHINE D. SAGALLA
Academic Seslor JANICE P. BALANGEN
JULIENNE C. CARINO 1. Bein-charge of the close
Feads, Steering Gommiies for CABMIR 8, LIGAT e R O
Research & Extension VONY, AMADO ; _—
, processes within thelr committes;
MARGIE 8. EPIE 2 Masats the documentation
ogmmittge members regularly to
Heads, Steering Committes for Administration: discuss issues, concems and action

to be taken to improve the QMS; and

Administration and Finance RAYMUNDO H. PAWID, JR, 3. Consolidates the outputs of the
Finance: documentation commitiee mermbers
. for sither Instruction Services or
SHEILA MARY V. BASQUIAL Administration or R & E of Offices
under the OP.
Offices under OP:
MARTINA A. DEFONIO
INTERNAL GUALITY AUDIT TEAM
‘ 1. Prepares the audit plan,
Lead Internal Auditor LYNN J. TALKASEN coordinates and implements the
agency's Audit Program;
2, Identifies the nacessary
Altemate Lead Intemal Auditor EVELYN D. ROSARIO resources neaded to manage the
agency’s Audit Program,
3 Provides infiuts on audit

Cora Process - Cluster Lead Auditors

GRACE D. QUIANO
LETICIA C. TUL-ING

4, Monitors and malintains records

Support Process - Cluster Lead
Auditors

DALIFER A. GANO
NOEL A. LENGUAJE

findings during management review;

of implementation of corrective and
prevendive actions for non-
conformances found during audits

Dacument Custodian for infernal Quality
Audit

JUDITH V. NABUS

3 To bs able to easly locate it

4. To be updated with new

1. - Fllecormectly and appropriately
all pertinent IQA-QMS documents of
the university;

2. To be In custody of all perfinent
IQA-QMS documents;

offics files, neaded IQA-QMS
documents; and

equirements / methods / guidelines
m the ugkeep of IGA-QMS
documents.

CONTROL

OF DOCUMENTED INFORMATION COMMITTEE(CDIC)

Lead CDi

GERALDINE 8. TUMBAGA

Members:

JULIE ANN R, DUGAT-TABD!

SELINY J. GUILINGEN

RUTHD. LALIO Standard Operational Procedures,
as welf as the master fistof
AUGELIE D. BOTALON extemelly genierated documents and
referenoss;
3. Ensures that cutrent versions

1. Docurnents, implements,
sstablishes and maintains &
procedure for the controf of
documents;

2 Maintains the master copies
and master list of the Quality
Manual, Quality Procedures and

of relav documents ars avallabla

A A T A e P R TR
Email: president@hsy.edu.ph

Website: www.bsu.eduph
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College of Home Ecanomics and Technology (CHET)

JAO-JAO A. SOMYDEN

Collsge of Information Sciences (CIS)

GRACGE D. QUIJANO

Collage of Numeraoy and Applied Sclences (CNAS)

EDERSON G, BAWANG

College of Natural Sciencas (CNS}

SHERLYN C. TIPAYNO

College of Nursing {CN) MARK U. GAY-AS
Collsge of Secial Sciences (CSS) STANLEY F. ANONGOS, JR.
College of Veterinary Medicine (CVM) MAUREEN THERESA P. DE VERA
Collega of Teacher Education (CTE) DIVINA M. YANGO

College of Human Kinetics {CHK) MARLON S. TABDI

Callage of Public Administration and Govemancs (CPAG) GRETCHEN GAYE C. ABLAZA
Office of the University Registrar (OUR) JULIE A, BUASEN

Office of Student Services {0S8)

ERLYN HONEYLETTE C. MARQUEZ

University Health Services (UHS)

FLORENCE V. POLTIC

University Library and information Sarvicas (ULIS)

LAUREN P. KIPAAN

B. Administration and Finance

1, Administrative Division
Compensation, Beneflts, and Other Obligations Offica (CBGO)

SUSAN P. BUASEN-OCASEN

Records Office and Archives (ROA)

CHARLIE M. TURING

Human Resource and Development Office (HRDO)

WIARICRIS P. LAD-EV-NEYNEY

Humman Resourcs and Management Office (HRMO)

RAYMUNDO H. PAWID, JR,

Supply and Praperly Management Office (SPMO)

RICKY 8. POLILEN

Procurement Management Office (PMO)

ARSENIA L. BAYAWA

Email: president@bsu. edu.ph

Website: www.bsw.edu.ph
Tel. No.: +63-974-4222-281
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for use;

4, Prevents unintended use of
obsolete documents as wall as the
unauthorizad use of relevant
dosuments;

5 Ensures the traceability of
dootiments.

CHANGE CONTROL MANAGEMENT COMMITTEE
1. Facitates the crafting and
Change Control Management RICHARD H. KINNUD approval of the change and Control
Committos Chair Management Pelicy of the
University; and

2 Monitors the implementation of
the University Change Conirol
Management Poliay in coordination
with the QMS Champion/President
and the QMR.

PROCESS OWNERS
A. Academic Sector
College of Agriculture (CA CONSTANTINO T. SUDAYPAN
College of Arts and Humanilies (CAH) RONDA B. TULLAY
College of Engineering (CE} ALVIN C. DULAY
College of Forestry (CF) NOVAD. DOYOG
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2. Finance Division

Accounting Office IMELDA B. GALINATO
Budget Office ESTRELLITAM. DACLAN
Cashlering Office JOAN ANN B. DECINA

3. General Services Division

Security Services Unit (SSU)

ODELON C. DULAY

Facilities and Ground Maintenance Unit (FGMU)

DORATO R, WANAWAN, JR.

Transport and Automotive Services Unit (TABU)

ARGEL D. VALDEZ

Landseaping and Environmental Assthetic Unit {LEAU)

LELA MARY A. AYBAN

. Office of the President

information and Communications Technology {ICT)

PAUL G. GARCIA, JR,

Infernal Audit Servics (IAS) ANGELINE D. ALICDA
International Relations Office (iRO) REX JOHN G, BAWANG
University Public Affairs Office (UPAQO) JENNYLINE S. TABANGCURA
Office for Legal Affairs (OLA) REYNANTE B. BASCO

Office for Quality Assurance and Accreditation (OQAA) JOANNA L. ALAFAG

Office of the University and Board Secretary (OUBS)

LYNN J. TALKASEN

Planning Unit (PU)

MELVIN JOHN M. AROMIN

Project Management Unit (PMU} HAZELINE N. TIBANGAY
D. Research and Extension

Office of Extension Services (OES) CHERYLL C. LAUNIO
Cffice of Research Services (ORS) RUTHS. BATANI

Northem Philigpines Root Crops Research and Training Center
(NPRCRTC)

GRACE 8. BACKIAN

Horticulture Research and Training Institute (HORTI}

JENMA ROSE M. KILAKIL

Institute of Highland Farming Systems and Agroforestry (IHFSA)

CHRISTOPHER P. DEPONIC

Climate-Smart Agriculture Center (CSAC)

GENNIE B. SOYON

Institute of Social Research and Davelopment {ISRD)

ANN HEATHER B. KIWANG

{COARDC)

Agri-based Technology Business incubator/innovation Center RUTHC. DIEGO
{ATBHIC)
Cordillera Organic Agriculture Ressarch and Development Center GENNIE B. SOYON

Inteflectual Property Rights Office (IPRO)

CYNTHIA D. GARAMBAS

Cordilfera Reglonal Apiculture Center (CRAC)

ANA B. MENDOZA

Research and Extension Publication Offics (REPO)

CHERYLL C. LAUNIO

Geoinformatics Canter (GIS)

ROSCINTO {AN C. LUMBRES

Cordillera Center for Animal Research and Development (CCARD)

ANA B. MENDOZA

Center for Educational Ressarch and innovation (CER!)

JANET LYNN M. BALAGTEY

Food Scietice Research Innovation Center (FSRIC)

LESLEY DALE G. UMAYAT

Cordillera Canter for Anafysis of Agriculture, Natural Resources and

JHOMEE FE (JAJA} F. SAPITAN

Environmental Biotechnology (CordiCARE)

Website: waww.bsu. edu oft Z]ﬁgngugg Staten
Tel. No.: +63-974-42224281 ‘
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General Service Office

RODEL 8. ONiL

F. BUGUIAS CAMPUS

Quality Assurance Coordinator JAYNE B. MIRANDA
FLORENDO P, COMILA (Collage of Agriculturej
ELIZABETH M. BAY-AN (College of Educatian)

o i DIVINIAK. DOMINGUEZ {Coflego of Education)

Acadamic Unit SUSAN D, ANSIBEY (Colege of Educaton)
VICTOR O, DELOS SANTOS (College of Criminal Justice
Education

Office of the Registrar MARITES P. LAMPACAN

Offica of Student Sarvices KENNETH T. KITONGAN

Racords Office ROSITA N. PUKOL

Human Resource Management and Development Office (HRMDO)

Supply And Property Management Office (SPMO)

VINA JOY S. TOSAY
RHOD JOHN C. PERALTA

Procurement Management Office (PMO}

GERALDINE K, TANGOYAB

Secunty Services Office (SSO) SABADO D. BULAGLAG

General Services Office {GSO) MIGUEL D. HIBLAWEN

Motlorpool and Transportation Services (MTS) ROMEOQ JR. C. BOGTONG

Accounting Office DARWIN P. GAYASO

Budget Office MARITES P. LAMPACAN

Cashiering Office RHEA S. PADASEN

Information And Communications Technology (ICT) CLYDE A, SENTI

Health Services (HS) MELODY G. DOMALT!

Library And Information Servics {LIS) LUNCIA B. BOSILO

Research and Extension Ofiice RAQUEL 0. ABYADO

‘ QMS Team Members

A. Academic Sector:

College of Agricufture (CA) MADELINE S. KINGAN
JENIFER P. DOMOLOG
LEO 8. LARUAN Be in-charge of the correct and complete
JESSON Y. DEL-AMEN documentation of the processes in their
GEMMA 8. DAS-LEN respactive officee as per IS0
MARICEL V. DACNES requirsments.
JUDITH G. LAWILAO ’
MARY ARNEL D. GARCIA

Email: president@bsu.edu.ph } AL . —

Website: www.bsu.eduph IRy
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Quality Assurance Coordinafor CHERRY 8. TOLANC
Academic Unit SHAKIRA B. HERMAN  (Cuffege or Enteation)
VIOLETAB. BUGTONG  (College of Applied Technology}
DEMPSEY O. DEPAYSQ  (College of Criminal Justice Edtation
— and Public Administration}
Administration and Finance Unit HAZEL G. LING
Registrar's Office AMORSOLO B. CUILAN
Office of Studants Sarvices . ROWENA P. VIRAY
Office of Research and Extension SHAKIRA B. HERMAN
Health Services Office RACHELLE B. KIONG
Library Services Office ESTELLA A, KIGANGAN
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College of Arts and Humanities (CAH) | KARA 8. PANOLONG
JULIENNE C. CARINO
JANET B. MEDE

PETER 8. DALOCDOC, JR.
JOSERH B QUINTO
College of Engineering (CE) ALMON B. BOKILIS
NELSON S. BANOS
ERICKSON N. DOMINGUEZ

MARLON CHARLES V. VILLAFUERTE
Coliege of Forestry (CF) BERNARD PETER O. DAIPAN

SANO L. NGIWAS

GERRY M. ALFONSO
Coliege of Home Economics and DALIFER A. GANO
Technology (CHET) KATHLYN A. ARAGON

MICHEAL KARL M. BARNUEVO
ROCHELLE B. QUINTOS
JESSIELYN S, PANTALONE
FLORIDA S. ROSARIO

Gollege of Information Sciences (CIS) ROWENA G, TELLO

VY JANE V. MIGUEL

MARIA TERESA T. CACHERC
ELIZABETH A. LASCANO

Gollege of Numeracy and Applied FREDA KATE D, SAMUEL
Sciences (CNAS} SERANO L. ORYAN
KENT W. DEPAYSO
PRECIOUS M. VALENTIN

College of Natura! Sclences {CNS) JENNIFER C. PALTIYAN-BUGTONG
YVONNE D. BOLAYO
JONES T. NAPALDET

JANICE P. BALANGEN
Collage of Nursing (CN) DOMINADOR B. ABAD

JUDE L. TAYABEN

JOCYLYN W. ANGELES
Collage of Social Sciences (CSS) BEVERLY C. SA-AD

MA. THERESA B. DOLIPAS

College of Veterinary Medicine (CVM) EDLYN MAE N. CIANO
KAREN B. GAERLAN

College of Teacher Education (CTE) LETICIA C. TUL-ING

DONA CLAIRE L. COLINANG
JINGLE P. CUEVAS

OLGA B. BETUDIO

EVELYN 8. ANGIWAN
ALEXANDRA 8. SAD-ANG

College of Human Kinefics (CHK) JENNY V. ESIONG
RYAN B. BATINAY
JANDY U. GAY-AS

Collage of Public Administration and GLORINA C. DAMONG
Governanca (CPAG) RENEBETH G. DONGUIZ

Office of the University Registrar (QUR) | BERNADETTE M. BAC-IDANG
BERNADETTE C. BAGTO
DAISY G. DEL ROSARIO

Office of Student Servicss {0SS) RAMON C. FIANGAAN; JR.

FAY ANN P. FARANGAN

EDITH A. GRANDE

EDNA B. DELMAS
University Health Services (UHS) JAMEL C. OLAVIDEZ

: FREDDIE L. SAYUCOP

University Library and Information CARL BRYAN W. SIBAYAN
Services (ULIS) JOVEN D. DONGGA-AS

Email: presidentt@bsy.edu.ph

Website: www.bsu.edy.ph , iw o ,,!:'"“mm’w WWW
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1. Administrative Division

Compensation, Benefils, and Clher RUTH D LALIO
Obligations Office {CBOQ) DEBBIE ANN P. PAZA
Human Resource Development Office | JENNY D. AGADAN
{HRDO)
Human Resource Management Office | GERRY ANNE W. CALABIS
(HRMO) ELLIBRAN G. DINES
Procurerment Management Office (PMO) | JOCELYN L. MAUTING
SONIAT. PASIAN

Records Office and Archives (ROA} MEDINA B, NAVARRC
ROXANNE D. BATTATENG

Supply and Property Management EZRAEL 5. SALMING

Office (SPMO) BERNARD 8. PABLITO
FREDDIE L. ACWADEY

2. Finance Divisien

Accounting Office IMELDA B. GALINATO

Budget Office SHEILA MARY V, BASQUIAL

Cashiering Office JOAN ANN B. DECINA

3. General Services Division

Security Services Unit (SSU} JOSIE M. BUGNAY

Faciliies and Ground Maintenance Unit | MECHELLE D. AVELING

(FGMU) GENARO G. SALIYOC

Transport and Automotive Services Unit | ARGEL D. VALDEZ

{TASU)

Landscaping and Environmental CRESENCIO K, MAGSINO

Agsthetic Unit (LEAU)

C. Office of the President

infarmation & Communications JULIE ANN R, DUGAT-TABDI!

Technology {ICT)

Internal Audit Services (IAS) ANGELINE D, ALICDA

ELVIE P. ALTATIS

international Relations Office (IRO) REX JOHN G. BAWANG
RACQUEL M. FATOG

Offics for Legal Affairs (OLA) JEANNE 8. HARDER-BALACAY

Office for Quaiity Assurance & JOANNA 1. ALAFAG

Accreditation (OQAA) EVELYN D. ROSARIO
MARTINA A. DEPONIC
JULIENNE C. CARINO

Cffice of the University and Board BEVERLY A AGUILAR

Secrstary (OUBS) REYZALYN T, BOADO

Planning Unit (PU) THEA MAE D, AMAK!

Project Management Unit (PMU) SHERIFF JOHN C. LAMADRID

University Public Affairs Office {UPAC) | ELSIE M. BAWAYAN
PRINCE JHERUEL D. GADANG

. Research and Extension

Office of the Vice President for SELINY J. GUILINGEN
Research & Extension (OVRE) ABEGAIL M. ADAMAG
Qffice of Extension Services {OES) ANGELICA L. AQUINO

Office of Ressarch Services (ORS) RENAJOY C. FLORENTING
GHLEDLE LYN 8. BACKIAN

Norther Phifippine Root Crops SHAINDY S. POLINEC
Research & Training Conter ALMA D, SANTIAGO
{NPRCRTC) EDEN K. LAOYAN-MANUEL
Email: pres hsit, { a1 g
Website: www.bsu.edu.ph e
Tel. No.: +63-974-4222-281 i S
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R & E Publications Office (REPO) NOEL A. LENGUAJE

Horticuliure Research & Training MARGIE E. BAD-EY
Institute (HORTH)

institute of Hightand Farming Systems & | VON Y. AMADO
 Agroforestry (IHFSA)

intellactual Property Rights Office
(IPRO}

APRIL P. ESTRADA

D. Bokad Campus

{HRMQ)

Academic Unit WILLIANA 8. BATO (Coflege of Education)
GAZAEL B. BASATAN (Callege of Applfed
Technolegy)
JOEL H. NEHYEBAN  {College of Criminal
Justice Education and Public Administration)

Repistrar's Office AMORSOLO B. CUILAN

Office of Students Services RYAN PAUL T.DICOS

Accounfing Office FREDALYN JOY V, FINMARA

‘Budget Offce RODEL S. ONIL '

Cashiering Office HENRIETTA B. BENCIO

General Services Office RODEL S. ONIL

Human Resource Management Office HAZEL G.LINO

Motorpool & Transport Services

MELCHOR G. SIMSIM

Procurement Management Office (PMO)

JEZREEL A. AFIRCHAQ

Security Services Office (S80) ARVIN D. HILARIO
Supply and Procurement Management | BRIGIDA A. BENSOSAN
Office (SPMO)

Records Office JADE S. TOLANO
Health Services RACHELLE B. KIONG
Library Services ESTELA A. KIGANGAN

E. Buguias Campus

FLORENDO P. COMILA

{Collegs of Agricuturs)
ELIZABETH T, BAY-AN
{Collage of Education) ;
DIVINIA K. DOMINGUE
Aosdernic Unit {College of Edutation)
SUSAN D. ANSIBEY
{Collega of Education}
RHODORAL, BILAG
_—— {Collage of Criminal Justice Education}
Office of Campus Administrator LEMAR A. ABLASA
FELY P. DANGPAYAN
(Office of the Registrar JULIUS M, ABYADO
QOffice of Student Services KENNETH T. KITONGAN
Human Resource Management and VINA JOY S. TOSAY
Development Office (HRMDO)
Supply and Property Management RHOD JOHN C. PERALTA
Offics (SPMO)
P:&cwemm Management Office GERALDINE K. TANGOYAB
{PMO)
Security Services Office {SS0) SABADO D, BULAGLAG
General Services Office (GSO) MIGUEL D. HIBLAWEN
Email: peesidentiichsuedicpli e

Website: wiww.bsu.edupl 5

Tel. No.: +63-974-4222-281

issuedby ,___@,_.‘

erguet %m;a@g for
FB Puge: BSU- Office ofjthe Priibbln ON ED

COPY

¥ “"’”‘—‘ﬁe w&gw@ %3% Unipersity

mantﬂankmgs

Mgsmf Cﬁpy

W YM‘& A‘(M«'ﬁl




Republic of the Philippines

Benguet State Elniversity Document | qm.oz | ReVEIOT | 09
OQAA ~ QUALITY MANAGEMENT SYSTEM Ef Ct" ty Seotemb .
La Trinidad, Benguet ectivl eptember
Date: 15, 2025 Page 12 of 19
QUALITY MANUAL
Republic of the Philippines
Mepguet State Univergip
2601 La Trinidad, Banguet =
] BAGONGS PILIPIRAS
Motorpoo! and Transportation ROMEO JR. C. BOGTONG
Services (MTS) :
Racords Office ROSITAN. PUKOL
Accounting Office DARWIN P. GAYASO
Budgat Office MARITES P. LAMPACAN
Cashiering Office RHEA S. PADASEN
information and Communications CLYDE A, SENTI
Technology (CT)
Health Servieas (HS) MELODY C. DOMALT!
Library and Informafion Service LUNCIA B. BOSILO
Research & Extension Services (RES) | RAQUEL 0. ABYADO
BSU QMS Document Custodians
A. Academic Sector
Office of the Vice President for WINNIE W. LONGBOAN To correctly and appropriately file,
Academic Affairs (OVPAA} maintain, sustain and update all QMS
Collage of Agriculture (CA) NARLYNE G. BAGUINGAY reated docurments of their regpeciive
DIANNE D. PINGALO ces.
DARLENE O. SONGUITAN
CATHERINE A. BAGSAN
CHARLOTTE |, BILLY
Collage of Arts and Humanities (CAH) | AIRISH T. CAMTE
College of Engineering (CE) OGERMELYN C. BUGTONG
MILAGROS B. ONALAN
Collage of Forestry (CF) BERNADETTE S. BANGSHEL
MILBRENNE D. YABES-ALFONSO
College of Home Economics and JANICE A, GALIAN
Technology {CHET) CARLENE T. LAURO

Callege of information Seiences (CIS}

MARIA TERESAT. CAHERO
VY JANE V. MIGUEL
ELIZABETH T. LASCANO
JESSICA G. VILLACER

College of Numeracy and Applied
Sciences (CNAS)

SAMANTHA M. SARMIENTO
MARIBETH P. SIGUIDAN
ARPHELLY A. TONGED

College of Natural Sciences (CNS)

CAMILLE L. QUIANIO

College of Nursing {CN}

RHEA ELENA 8. CARBONELL
JONALYN 8. ESCO

Coliage of Social Sciencas (C58)

RACHELE D. BAMBICO

AGNES KRYZAH. 8ITO

KRISTINE BANIQUED-DELA CRUZ
RACHEL D. MAY-08

College of Veterinary Medicine (CVM)

MA. RESUREGCION B, COLLARO
ALKEN M. SASA

College of Teacher Education (CTE)

WILMA J. FARONG-EY
GLENN FORD 8. BACGALANG

College of Human Kinetics (CHK}

CHARVET P. CAYTAP
LAWRENCE M. CASTILLO

College of information Sciencas {CIS)

ROWENA G. TELLO
JESSICA J. GASPAR

College of Public Administration and MARY JEAN B. COMILA
Governance {CPAG)
Office of the University Registrar {OUR} | DAISY G. DEL ROSARIO

CRISTINA ANGELICA B. BELGICA
ARLEENE C.AGYAC

VALENTINA J. DULNUAN
RHEALETTE B, DAIZ

Email: presidem@bsu.edu.ph
Website: www.bsu.edy,ph
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FLEURE DE RUTH C. BONGSIW

Office of Student Services (0SS)

DEO ANTHONY C. DARIT
EDITH A, GRANDE

JOY ERICAT. TERO

EDNA B. DELMAS
VANESSA B. BUENAVISTA
VANNESSA V. PINOSAN
JOAN B. CALINAO
NELSON A, POLITCHAY
DECIMAE G. CARANTES
DEBBIE HER C. PACITENG

University Health Services (UHS)

ERIKA JONA 8. FABRO
JANE S. BALIAG
ALMA B. MAGSIANG

University Library and information
Services (ULIS)

PERLITA B. MANODON

B. Administration & Finance Sector:

1. Administrative Division

Office of the Vice President for EDEN D. DAGUASI

Administration and Finance

Compensation, Benefits, and Other MARJORIE G, ALSAEN

Obligations Office (CBOO)

Records Office and Archives (ROA) JOENUEL A, LUMPIO
MEDINA B. NAVARRC

Human Resource Development Office | JOSE KARL L. CAUAN

{HRDO}) KAMAE P. ANACIOCO

Human Resouree Managemant Office
(HRMO}

CLAIRE D. CONTIC-PULACAN

Supply & Property Menagsment Office
(SPMO)

GIRLY M. MALANNAG
FLORANTE B, VALDEZ

Procurement Management Office (PMO)

SHARI KATE B. SABOG

SONIA T. PASIAN
2. Finance Division
Accounting Office JUNIA W, SONSON
Budgst Office AUGELIE D. BOTALON
MARIE GRACE B. ELEVENSON
MARIELLE KAYZEE B. DACULOG
Cashiaring Office ARCELLI G.BELLO

3. General Services Division

Security Services Unit (SSU)

JOSIE M. BUGNAY

Fagilitios and Ground Maintenance Unit
{FEMU)

MECHELLE D. AVELING

Transport and Automotive Services Unit | ANATOLIO T. GARCIA, JR.
{TASU} LAURIS C. ESTILLORE
Landscaping and Environmantal CRESENCIO K. MAGSINO
Aesthetic Unit (LEAU)

C. Office of the President

Information & Communication

Technology (CT) JULIE ANN R. DUGAT-TABD!
Internal Audit Services {IAB) JORAM B. SAPAC

Infernationat Relations Office (IRC}

RACQUEL M. FATOG

Office for Legal Afiairs (OLA)

SHEINLEY B. BALACAY
MARK SANDAVE B. BAUTISTA

Email; presidenti@bsi.eduph
Website: www.bsu.edu,ph

Tel. No.; +63-974-4222.28) P;g
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Offics for Quality Assurance & KENNETH JAKET. JOSE
Accreditation (OQAA) JACELLE GRACE M. MAIDUN
GERALDINE 8. TUMBAGA
JUDITH V. NABUS
Office of the University and Board BEVERLY A AGUILAR
Secretary (OUBS) REYZALYN T. BOADO
Planning Unit (PU) THEA MAE D. AMAKI
Project Management Unit {PMU) EDNA M. SUMINSIN
University Public Affairs Office (UPAO) | BRIXAN GYLE A TAYABAN
D. Research & Extension
Office of the Vice President for RUDYLEEN D. BESTRE
Rasearch & Extension (OVPRE)
Office of Exlension Services (OES) JULIE C. TENIAS
Office of Research Services {ORS} GHLEDLE LYN 8. BACKIAN
Intetiectual Property Rights Office k DIANA ROSE P. VILLENA
(IRPO)
R & F Publications Office (REPO} NOEL A, LENGUAJE
Northem Philippine Root Crops VANESSA MAYE E. KALINGGAN
Research & Training Center
{NPRCRTC)
Horticulture Ressarch & Traning LETTY C. CALIXTO
Institute (HORTI)
Insfitute of Highland Farming Systems & | DAISY G. ABES
Agroforestry ({HFSA)
institute of Social Research & REMEDIOS B. THOMPSON
Davelopraent (ISRD)
Agri-basad Technology Business JOSIE T, DANGATAN
Incubstorinnovation Center (ATBHIC) .
Food Sclence Research & Innovation ZENITH M. MOTES
Center (FSRIC)
Cordillera Organic Agriculture Research | FREDAB. PICPICAN
Davelopment Center (COARDC)
Center for Educational Ressarch and JOYCE D. MAURICIO
innovation (CERY)
Cordillara Center for Animal Research | CRISTINE P. SARIC
and Development (CCARD)
Climate Smart Agriculture Centar VICENTE P. KINAHINGAN, JR.
{CSAC)
Cordillera Reglonal Apiculture Center CRISTINE P. SARIO
{CRAC)
Gaoinformatics Center {BIS) CAROL R. MITAS
Cordilieta Conter for Analysis of MARIE ANTONETTE N. CLEMENTE
Agrioutture, Natural Resources and
Environmantai Biotechnology
{CordiCARE}
E. Bokod Campus
Academic Unit GLEEMOORE C. MAKIE (Collage of Education)
VIOLETA B. BUGTONG
(Coltege of Appliet  Technology}
ROZSI P. TOBIAS
{College of Business Management &Public
Administration}
JOEL H, NEHYEBAN
; {Collegs of Criminal Justice Edusalion)
Registrar's Office AMORSOLO B. CUILAN
Office of Students Services RYAN PAULT. DICOS
Email: president@bsu.edu.ph = '%mkw "
Website: www.bsu.edu.ph et s LR B iate. Glniversity
Tel. No.s +63-974-4222-281 | Benguet 3= ] Wi
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(HRMO)

Research and Extension HERONIMA D. SANCHEZ
Accounting Office FREDALYN JOY V. FINMARA
Budget Offics RODEL S. ONIL

Cashiering Office HENRIETTA B. BENCIO
General Services Office {GSO) - RODEL S. ONIL

Human Resource Management Office | HAZEL G. LINO

Motarpool and Transport Services

MELCHOR G. SIMSIM

Procurament Management Office JEZREEL A, AFIDCHAC
Racords Dffice JADE 8. TOLAND
Office of the Campus Administrator JADE S. TOLANO
Security Servicas Office (S80) ARVIN D. HILARIO
Supply and Property Management BRIGIDA A. BENSOSAN
Office (SPMO})

Health Services RACHELLE B. KIONG
Library Services ESTELAA. KIGANGAN

F. Buguias Campus

JANE R. VISPERAS  (College of Agriculture)
GLORIA M. COTIYAM  (Collage of Education)

Academic Unit RHODORAL BILAG (Colkge ofCriminal
Justice Education}
Offica of the Executive Deaty FELY P. DANGPAYAN
LEMAR A. ABLASA
["Office of the Registrar {OUR) JULIUS . ABYADO
Office of Student Services KENNETH T. KITONGAN
Records Office ROSITAN. PUKOL
Human Resaurce Management and VINA JOY S. TOSAY
Devslopment Office (HRMDO}

Supply and Property Management
Office (SPMO)

RHOD JOHN C. PERALTA

Procurement Management Office GERALDINE K. TANGOYAB
{PMO)

Security Services Office (SSO} SABADO D. BULAGLAG
General Servicas Office (GSO) VWONNE B. NGIAO
Motorpool and 1ransportation FELIXD. SABT
Services (MTS) ,
Accounting Office DARWIN P, GAYASO
Budget Office MARITES P. LAMPACAN
Cashiering Office RHEA S. PADASEN
Information and Communications STEVE S. PINAS
Technology (ICT)

Health Services (HS) MELODY C. DOMALT!

Library and Information Service (LIS)

LUNCIA B. BOSILO

Resoarch & Extension Services Office
{REQ)

MARJORIE T. CORNELIO

2. This shall supersede office order number: 0538 serles 2024 issued on November 11, 2024;

Emait; president@ibsy.cdu.ph

Republic of the Philippines 5 : e :
Benguet State Lniversity oocument | am-0z | RoEET | 08
OQAA - QUALITY MANAGEMENT SYSTEM = t‘i & | September :
La Trinidad, Benguet ecllv ep
Date: 15,2026 | 29815019
QUALITY MANUAL

Website: wuww.bsu.edu.ph

Tel, No.: +63.974-4222.281 | Wrnguet
FB Poge: BSU- Office of the Breside "
g Wice of BNCONTROLLED

lssued By

=

coryY

g

%ﬁ%ﬁnﬁ&@tﬁmmwmw

Master Copy




’ Republic of the Philippines ) " Revisi
Benguet State Hniversity Bt amoz | ovOT | 08
OQAA ~ QUALITY MANAGEMENT SYSTEM o .
La Trinidad, Benguet Effectivity | September | 46 49
Date: 15, 2025 g

QUALITY MANUAL

Republic of the Philippines
Tenauet State Eniersity
2601 La Trinidad, Benguet

BAGONG PILIPINAS

3, This designation shall be given a commesponding oredit, or as appropriate, however, subject to the existing
goademic/administrative poficias of the Universily;

4. In the best interest of public sarvice and in order to sustain quality and excsllence in the University, they shall
parform their duties and responsibiliies In the said designation with utmost sincerity, honesty, dedication, and
commitment;

5, Beguided accordingly.
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'ﬁ KENNETH A. LARUAN
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BRIEF DESCRIPTION

The core process for business processing at Benguet State University is Instruction Services of the
Academic Sector. In order for a student to transact and complete business within the university in terms
of availing of the University’s instruction services, there are requirements needed to be satisfied for
Admission, Enroliment, Instruction (Mentoring) and Graduation. Currently, there are fourteen (14)
colieges, the Office of the Vice President for Academic Affairs (OVPAA), the Office of the University
Registrar (OUR), and the Office of Student Services (OSS) that cater to this.

Provision of tertiary education is governed by the Commission on Higher Education (CHED), other
regulatory bodies and enhanced by various accrediting agencies. The development of specific curricula
for the different academic programs, approved by CHED and/or other regulatory bodies provide the
faculty the needed and appropriate instruction services to its students. The presence of student auxiliary
services by the OSS likewise gives the assurance that needs of the students are catered to, from
Admission until Graduation.

Instruction Services are complemented by the Support Services in the University. These are the offices
for Human Resource Management (HRMO), Human Resource Development (HRDO), General Services
(GS0), Procurement Management (PMO), Supply and Procurement Management (SPMO),
Compensation, Benefits and Other Obligations (CBOO), Information and Communication Technology
(ICT), Finance which includes the Budget, Accounting and Cashiering Offices, University Public Affairs
(UPAO), Legal Affairs (Legal), Security Services, Motorpool, Records and Archives (ROA), International
Relations (IRO), Research and Extension Services and the processes covering Controller of
Documented Information (CDI) including Internal Quality Audit. The operation of these different offices
and performance of their respective functions are supported and enhanced by the presence of relevant
interested parties and specific regulatory bodies.

External and internal issues in the University are addressed by regular and proper strategic planning
spearheaded by the Planning and Development Office (PDO). The Office of the University Board
Secretary (OUBS) takes charge of informing and updating the University Board of Regents (BOR) of
transactions taking place, relevant issues and concerns within the University needing its decision and
approval,

The Internal Audit Services (IAS) Office reviews and evaluates financial transactions in the University
while the Office for Quality Assurance and Accreditation (OQAA) is responsible for regularly reviewing
the different processes and procedures of the core and support offices so that corrective actions and
improvement of processes are done to ensure customer satisfaction and quality service.
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SECTION 4: STRATEGIC PLANNING
STRATEGIC OBJECTIVES
Goals & Objectives
Goal 1: (Instruction) Ensure equity in accessin lity higher education
Objectives:
1. Formulate and implement affirmative action policies aligned with free higher education.
2. Sustain enrofiment of disadvantaged students
3. Sustain grants and scholarships for undergraduate and graduate students
4. Develop learning continuity and student affairs services plan
5. Implement inclusive education strategies for diverse learners
6. Sustain optimal enroliment in all degree programs
GOAL 2: (Instruction) Advance quality and relevant instruction to boost regional
economies.
Objectives:

1. Enhance instruction through a supportive and innovative environment
2. Continuously improve tertiary and advanced education standards

GOAL 3: (Research) Develop pioneering science and gender and cultgfe-sensitiVe

solutions to reduce regional vulnerabilities and boost socio- economic conditions
Objectives:

1. Strengthen policies, culture, linkages and support for research and development

2. Advance scholarly capabilities of faculty and staff through research-driven initiatives and
activities

3. Conduct socially-responsive and impactful research

GOAL 4: (Extension) Develop proactive extension programs for disadvantaged

communities and vulnerable sectors

Objectives:

Enhance extension system environment for effective community development
Build capacity among extension service providers ’

Implement cuiturally-relevant and gender-sensitive engagement programs
Expand reach and inclusivity of extension initiatives

Evaluate and amplify the impact of extension programs and projects

pl ol el F

GOAL §: (Administration and Finance) Promote integrity-based governance and efficient
management of resources

Objectives:

1. Develop human resource capabilities

2. Cultivate a culture of good governance and resource stewardship

3. Develop smart and green campus solutions

4. Establish sound financial policies and systems

GOAL 6: (Business Affairs) Balance progressive resource development while maintaining
existing biophysical resources

Objectives:

1. Foster a supportive ecosystem for entrepreneurial ventures

2. Create strategic and socially-responsible business partnerships

3. Strengthen capabilities in revenue-generating activities

4. Optimize existing income sources

5. Pursue green enterprises and growth opportunities

GOAL 7: Strengthen and expand strategic partnerships

Objectives:

1. Build a dynamic and enabling environment for partnerships

2. Deepen engagement with alumni, government, and civil society

3. Strengthen multi-sectoral collaboration among academe, LGUs, industries, and communities
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STRENGTHS, WEAKNESSES, OPPORTUNITIES. AND THREATS (SWOT)
STRENGTHS WEAKNESSES

]

institutional Recognition and Achievements

Recognized as a SUC Level IV institution
with Centers of Development and
Centers of Excellence

Nearly 95% of programs are AACCUP-
accredited

increased compliance with COPC
standards

Consistent high performance in board
courses

Above-national-passing-rate
performance across licensure programs
Active participation and recognition in
regional and national sports and

Institutional Challenges

A few advanced studies programs lack
COPC compliance.

No distinct “brand” for BSU graduates.
Insufficient digital visibility reduces BSU's
competitiveness and recognition in the
global academic community.

Enroliment numbers outpacing the
University's absorptive capacity, straining
resources and infrastructure

Low enroliment rate and retention rate in
other campuses

No brand for BSU-Buguias Campus
Graduates

leadership competitions, showcasing the
university's commitment to holistic
development

Active involvement and promotion of
cultural heritage, highlighting BSU's
dedication to preserving local traditions

Numerous academic, institutional, and
individual awards

ISO Certification awarded to the 3
campuses

All Undergraduate Programs are COPC
compliant in Buguias and La Trinidad
Campuses

Research and Innovation

Seasoned faculty researchers and

extensionists

Academic, Research and Creative Works
Challenges

Insufficient impact assessments or
outcome studies for programs and
projects

Lack of IRR of faculty workload policy for
research ETL

Insufficient representation of facuity
researchers in the REC.

No creative works office

No guidelines for creative works
Declining number of facuity researchers
and extensionists

No research produced by faculty
members and staff

Generation of external research fund and
research outputs
Capacity to generate internal income

Human
L ]

Human Resource Development

Highly qualified faculty, with a majority
hoiding Masteral and Doctorate degrees
in most programs/colleges.

Scholarship Policies

Continuing education and capability-
building program of the university

Resource Challenges

Insufficient succession planning,
particularly in the academic sector
Non-compliance with the staffing patterns
for student services

Non-competitive entry level for faculty
and academic staff

Insufficient regular plantilla positions
(manpower shortage)

Multiple designations of faculty and
non-teaching personnel

Implementation of the 192 Instructor |

Plantila positions strengthens the
academic workforce

Competent personnel in information
technology

Diverse workforce

Pool of passionate researchers and
extensionists

Hardworking R and E leaders and staff
Research-oriented leaders

Empowered Research Assistants

Physical and Environméntal Resources

Development of a system for online
health consultation and sfudent services.
Presence of regional laboratory animal
facilities

Availability of hop%rgﬂfaedmes——fer—....&w bsence of
employees enguet State Hyiversup Nlanagement

Physical and Technological Limitations

Insufficient classroom facilities, with
some buildings being outdated and
unsuitable for large student cohorts

Lack of modern laboratory equipment for
research and instruction purposes
Inadequate sanitation facilities and
maintenance

Slow and insufficient internet connectivity
in some areas (e.g., classrooms and
facully rooms)

Limited bandwidth coverage and
inadequate local area network (LAN)
infrastructure

Obsolete computers and limited access
to licensed software

a .BSU-owned Learning
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« Availability of dormitories for students, + Limited National Research and

experimental areas for academic
purposes, research facilities, sports
facilities, library services and facilities,
and medical and dental clinic facllities
Availability of key institutional manuals
(Data Privacy, Administrative)

Landholdings supported by BOR
approved LUDIP

Access fo systems, equipment, and
machinery

Utilization of ICT-based platforms for
information dissemination (e.g., social
media, website)

Human Resource Information System
(HRIS)

Document Tracking System (DTS)
Availability of new vehicles

Established R and E Centers/ Institutes/
Offices with specialized facilities
Established and approved REMO and
processes

R and E Management
System (REMIS) in progress
Available land areas for R and E
Operation

Availability of Organic Market

Availability of Special Project Internally
Generated Income

Approved Technology Transfer protocol
Offices of line agencies within the BSU
campus

Strategic location of support offices

Information

Development Centers / institutes
Low level of technology readiness
Inadequate  laboratory and
equipment for other campuses
Insufficient library holdings for other
campuses

Unavailability of SIAS for other campuses
Unavailability of high-tech tools and
advancements in the automotive and
transportation seciors
Dilapidated buildings /
buildings

Inadequate sanitation faciliies and
maintenance

office

insufficient

Financial Constraints

Delayed COS salary
Insufficient BSU fund for Research and
Extension

Programs and Processes

Expansion of colleges

Possibility of opening new degree
programs or additional majors /
specializations

Established standardized administrative
and financial processes

Compliance with regulatory requirements
Approved retention and disposal
schedule of records

Team-based management approach

Activitles and Process-Related Issues

Weak communication mechanisms and
over-reliance on informal channels like
group chats

Errors in the entry of final grades and
delayed submission of grade sheets
persist

Limited or underdeveloped databases
and recording systems in certain sectors
or offices, hindering efficient data
management and access due to data
privacy laws

Misalignment of some college policies
with the university policies

Inefficient processes

Uncoordinated and inconsistent

communication system

o Non-compliance with some
regulations

o Recurring Audit Observation
Memoranda (ACMs)

Limited policies on the sustainability of
acquired equipment from externally
funded researches

Lack of policy on land utilization

Limited international collaboration for
research and extension

Limited technology utilization and
commercialization of research outputs
Delays in the hiring process of personnel
Unregulated entry and use of campus
grounds

OPPORTUNITIES

THREATS

Institutional Growth and Partnerships

»

Compliance and certifications from
national and international accrediting and
assessment bodies enhance the
university's credibility and reputation

Increased preference for BSU graduates
by various agencies, organizations, and

Human Resource Challenges

®

Loss of specialized expertise due to
employee retirements and migration
impacts institutional knowledge and skill
sefs

Low number of applicants for job
vacancies makes filling critical positions

challenging

institutions for employment opportunities
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e Expansion of local, national, and ¢ Resource reductions:

®
[ ]

international linkages for academic,
research and extension activities
Strengthened partnerships with LGUs for
collaborative efforts in academics,
research, extension, and production
Growing internationalization initiatives
Support from Local Government Units
{LGUs)

Presence of active regulatory bodies
Collaboration with stakeholders

o Manpower atirition due to external
factors

o Funding cuts / Funds that were not
downloaded

Researchers from other Universities are

conducting researches within BSU's

niche and expertise

Loss of specialized experiise due fo

employee retirement

Physical Environment and Facilities

[

Semi-temperate climate in the region
provides a conducive environment for
learning and research

Development of faculty housing facilities
improves employee well-being and
retention

Access to digital and ICT platforms and
resources

Presence of other Government Agencies
within the campus

Accessibility of public utility vehicles

Environmental and Security Concerns

L

Security and noise concerns arising from
the use of open areas, including parking
spaces, impact the campus environment
Impact of climate change

legal parking around university belt
could result to accidents

Financial Opportunities

Online accreditation systems reduce
operational costs and improve efficiency
in the accreditation process

External funding for Research and
Extension

Operational Processes

Availability of webinars and online
instructional materials supports faculty
development and student learning
Enhancement of student services and
activities through the Office of Student
Services (O88) initiatives
Capacity-building initiatives:

o Availability of frainings, seminars,
workshops, and learning service pro-
viders

o Scholarship funding

Technology Transfer Act

Risks in Academic and Operational Processes

Issues on plagiarism, ethical violations,
and intellectual property concerns
threaten academic integrity

Proliferation of predatory publishers
undermines the credibility of faculty and
student research outputs

Stringent requirements from regulatory
bodies

Shifts in the political landscape
Lack of access to mental
psychological support services
National policies affecting Research and
Extension operations

LGUs are conducting researches
Opening of similar degree programs in
adjacent universities / colleges

Loitering of non-BSU students in the
campus

Inability of incoming students to meet
admission requirements

and

Physical and Technological Limitations

]

.
.

Technology failures that can delay
information dissemination

Possibility of cybersecurity threats
Presence of gender-based violence
(reported cases)

Insufficient number of registered
boarding houses in other campuses is
causing a significant decline in
enroliment

Lack of social, financial, and economic
institutions or establishments in other
campuses. (ATM, Computer Shops,
water service, non-regulated
transportation services, etc.)

Difficulty to secure COPC for the
Advanced Studies programs
Dependence and over reliance to artificial
intelligence impends the personal and
academic development of students
Issues of plagiarism, ethical violations

tssuedby f& -

and intellectual property concerns
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e Few and expensive boarding houses for
students

Note: Frequency of updating= Annually

Prepared by the Documentation Commitiee Members:

LYNN J. JALKASEN ESTHER&“%@ D. SAGALLA

RAYMUYNRO H. PAWID JR. SHE!L?%-;%’ . BASQUIAL
-~
MARTINA Ai DEPONIO Vi MADO

MAR&%@ED-EY s GAT

Reviewed by:
MARI . -BY-NEYNEY JOA 1. ADAFAG
uty-@M Quality Managément resentative (QMR)
Approved by:

¢
KENNETH ALIP LARUAN
Univergity President
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SECTION 5: SERVICE REALIZATION

51. STRATEGIC PLANNING
BRIEF DESCRIPTION

» Office of the University Board Secretary (OUBS). The OUBS ensures completeness of signed
referendum ensuring compliance with regulatory requirements; it functions to timely provide
information on the approved Administrative Council actions. It likewise serves to facilitate University
matters with the Board of Regents.

« Planning and Development Office (PDO). This office prepares and coordinates pians which nead
to be implemented on time or as scheduled. Also, it identifies and proposes infrastructure projects
that are implementation-ready and are responsive to the needs of the university; and monitors on-
going and finished projects in compliance to approved plans.

5.2. REVIEW AND IMPROVEMENT
BRIEF DESCRIPTION

« Internal Audit Services (IAS). It provides quality and timely internal audit services to ascertain
that controls are well designed and properly implemented and ensures compliance of the University
to regulatory requirements.

o Office for Quality Assurance and Accreditation (OQAA). The OQAA collects and warehouses
complete and updated pertinent documents in compliance with regulatory requirements before
accreditation / certification scheduled visits, It likewise facilitates applications for AACCUP
accreditation of different degree programs in the university within the validity period and other local
accreditations. It aiso facilitates the University's application/audits/accreditation by international
bodies such as the ISO, QS Stars Rating System, Times Higher Education (THE), WURI, and

others.

¢ Management Review. Thig process ensures that Management systematically reviews the Quality
Management System (QMS) of BSU for continusd suitability, adequacy and effectiveness. The
review assesses opportunities to improve the QMS and University performance.

o Internal Quality Audit. This process assesses the effectiveness, areas for improvement, and
conformance of BSU processes to ISO 9001:2015 in the different University offices covered by the
Quality Management System.

5.3. CORE PROCESSES
BRIEF DESCRIPTION

The core process on instruction services starts when a client applies for admission and ends when the
student graduates from his chosen academic program in the University. Specifically, this involves the
following processes:

e Admission: A prospective student seeks admission to the University. The applicantthen is diracted
to the department or college where his chosen academic program is lodged The academic unit
submits the list of qualified applicants to the Office of the University Registrar (OUR) which in turn
prepares a Notice of Admission which will be released to the qualified applicant.

« Enroliment: The customer proceeds to the academic unit where the enroliee is admitted for pre-
registration. The registration takes place at the Office of the University Registrar for the encoding
of their personal information and course/s to be enrolled. After a registration form is given for filling
out, the enrollee proceeds to the Cashiering Office for payment of school fees, then goes to the
OUR for ID processing for new students and, for continuing students, proceeds to the University
Library for iD validation.

« Instruction: The enrolled student attends their classes for eighteen (18) weeks for the regular
semester and seven (7} weeks during the summer’ midyear term as reflected in their class

schedule. At the start of classes, students are oriented on course requirements. The student .he}s
to satisfy all the requirements of the course. The faculty-in- chargewillissug 2 final grade within
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one (1) week after the final examination. There is likewise syllabus preparation and submission by
the faculty member for each course handled. Faculty evaluation is administered after the midterm
exame.

¢ Graduation: The Office of the University Registrar (OUR), in coordination with the academic unit
where the student belongs, evaluates the graduating student's non-academic records for
compliance and academic records for completion. After alf the requirements are satisfied by the
graduating student, the candidate is recommended for graduation initially to the College Academic
Council, then to the University Academic Council. The list of candidates for graduation is then
endorsed for confirmation by the Board of Regents before graduation. Finally, the diploma and
Official Transcript of Records are issued to the graduate.

» Design and Development: For the mentoring process, instructional materials prepared by faculty
members and which have undergone evaluation and approval by the University instructional
Materials Committee are used for shhancement of the teaching and learning process. For the
development of new curricula, the conduct of a feasibifity study is done initially before approval. A
Certificate of Program Compliance (COPD) will be issued by CHED for the approved curricutum.
For existing curricula that need revisions or enhancements, the University Curricufum Commitiee
evaluates these first then endorses these for approval.

o Student Services: The enrolied students can avail of the different student services such as library
services, dormitory, health services, development and weliness services, scholarships and grants,
and vocational and placement that will help them cope with the challenges of student life.
Furthermore, these are intended to empower students to become locally and internationally
competitive graduates and productive citizens.

o Student Records Management: The Office of the University Registrar {OUR), is the official
repository of student records, and retains and maintains the academic and other records of
students. it ensures the proper storage, maintenancs, utilization and proper disposition of these
records. In addition, the office takes charge of the release of academic records and other
information as per request by the students, authorized representative, clients (previous students,
graduates, and the like), and other government regulating bodies subject to the provisions of Data
Privacy Act and Freedom of information.
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5.4. SUPPORT PROCESSES
BRIEF DESCRIPTION

e Information and Communication Technology (ICT): This office ensures that the Information
Systems and their databases are secured and maintained. Furthermore, it ensures the presence
of regular and efficient internet connectivity in the university and likewise provides services for
repairs and maintenance of the ICT equipment of the University.

« University Public Affairs Office (UPAO): The UPAO takes charge of disseminating correct and
timely information/ information materials pertaining to university affairs and activities and assists
and facilitates the development of design and printing of materials for various University purposes.
Furthermore, this office facilitates the dissemination of pertinent information to the University and
to the public and orients and tours local and foreign visitors within the campus.

« Legal Office: This office provides basic legal services to the employees and students of the
University as well as to the different members of the community seeking assistance. Also, it
thoroughly studies and reviews the various contracts and agreements that the University enters
into taking into consideration the rights and interests of the University, and provides proper
representation to protect the interests of the University.

e International Relations Office (IRO): The IRO facilitates the visit of international visitors to
Benguet State University (BSU) based on the purpose/s and duration of their visit. It likewise
facilitates linkage, faculty and student exchanges with international partners to promote
internationalization of the University.

e Research & Extension Services: The Office of the Research Services promotes the generation
and utilization of technologies for the benefit of the society, to manage the university experiment
farms and resources therein, and to coordinate monitoring and evaluation of research and

development activities.

The Office of the Extension Services spearheads the promotion, transfer, adoption and utilization
of knowledge and technology generated by the University.

e Finance Services: The Finance services cover the recording of various financial transactions up
to the preparation or generation of financial statement/reports until the submission of these to
oversight bodies or requesting parties.

v The Budget Office operate starting with the preparation of budget proposal until its
submission for approval, review accuracy of claims, identify sources of funds and register
the transaction. The Chief of Budgeting Office signs Box B of ObR/ BUR to certify
availability of allotment and obligations incurred in the ObR or budget utilization in the BUR.

v The Accounting Office evaluates accuracy of transactions and completeness of
supporting documents and records the transactions. The Chief of the Accounting Office
signs Box A of Disbursement Voucher to certify: a. the availability of cash b. the
completeness of supporting documents c. for contract or purchase order, certify the
availability of funds based on the ObR or BUR duly certified by the Budget Officer.

v The Cashiering Office prepares checks for the disbursement of funds. The Chief of
Cashiering Office signs the check, issue checks to the authorize payees.

e Human Resource Management Office (HRMO): It covers all the processes required -
Recruitment, Selection and Placement, Separation from Service (Retirement/ Resignation),
Government Working Hours, Leave Management and Administration; Updating of existing or
developing new policies to cope with the present needs of the University as well as to conform with
requirements of regulatory bodies.

« Compensation, Benefits, and Other Obligations Office (CBOO): it covers the processing of
compensation, benefits and remittances, and maintenance and monitoring of indices/ledgers, loan
approval/ confirmation and issuance of certification and documents requested.
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» Motorpool. This office is in charge of deploying drivers and dispatching vehicles for official travels
of officials and personnel, including students. It aiso takes charge of the proper maintenance and

repair of BSU vehicles.

o General Services Office (GSO): It implements the approved repair and maintenance plan based
on identified priorities, including urgent, unforeseen infrastructure repair due to calamities or
disasters. This office likewise functions to regularly assess conditions of buildings, structures, road
networks, and grounds and recommend courses of actions and/or as basis of the annual repair and
maintenance plan indicating designs and bill of quantifiers to support the Project Procurement
Management Plan of GSO, in coordination with the Planning and Development Office and
designated buiiding in-charge.

« Human Resource Development Office (HRDO): It implements processes to enhance employee
competencies (core, organizational, technical and leadership) through varied learning
interventions, from the start of government service until separation/retirement.

e Records Office and Archives (ROA): The ROA implements effective and efficient manzagement
of records, from creation, maintenance, and disposal of documents. it controls and safeguards vital
and permanent records of the University o provide continued reference and information necessary
for management decision-making; keeps records of enduring value in the University Archives.

« Procurement Management Office (PMO): It serves as the main support unit of the Bids and
Awards Committee to facilitate procurement-related tasks. Also, it coordinates with the different
sectors of the University in the preparation of their respective procurement plans.

« Supply and Properties Management Office (SPMO): This office manages the different phases
of supply and property management and oversees all activities after the procurement process
pertaining to inspection, acceptance, custody and issuance of supplies, materials, and equipment
{o end-users.

o Security Services Office (§50): It maintains peace and order in the campus and its premises at
all imes; works closely with outsourced security services in implementing University security plans
and traffic rules. Further, it protects the personnel, students, and properties of the University;
initiates safety driis for BSU family against fire, earthquake and other catamities; provide security
services to the disaster team.

o Control of Documented Information Committee (CDIC): This committee is composed of
members in charge of QMS documents; implements, establishes and maintains a procedure for
the control of documents. Also, the committee maintains the master copies and master list of the
Quality Manual, Quality Procedures and Standard Operational Procedures, as well as the master
list of externally generated documents and references.
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