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Republic of the Philippines

UNIVERSITY OF NORTHERN PHILIPPINES
Tamag, Vigan City

2700 Ilocos Sur

EXCERPTS FROM THE MINUTES OF THE THIRD SPECIAL BOARD MEETING
OF THE UNP BOARD OF REGENTS VIA TELECONFERENCE (ZOOM) MEETING ON
OCTOBER 21, 2021

BOARD RESOLUTION NO. 157, S, 2021

A RESOLUTION APPROVING THE REVISED QUALITY MANUAL OF THE UNIVERSITY
OF NORTHERN PHILIPPINES

WHEREAS, the UNP BOR has approved the Quality Manual of the University of Northern Philippines
per Board Resolution No. 112, s. 2016

WHEREAS, the Quality Manual has been used to level up the quality of services in the university and
be of better service to its clientele,

WHEREAS, the provision of tertiary education services in the College of Teacher Education covering
the admission and enrollment process to the promotion and conferment of degrees is ISO 9001:2015 registered
on December 5, 2018 with certificate number AJA18/19003;

WHEREAS, the Quality Manual of the University of Northern Philippines was revised because of its
desire to expand the scope of the ISO 9001:2015 registration to include in the core process the Research Services,
the Extension Services, the other 16 Academic units under the Instruction Services, and some non-academic units
under the support process;

WHEREAS, the Quality Manual have undergone review and editing and was presented to the
Administrative Council for discussion and deliberation on September 29, 2021 and endorsed for approval to the
UNP Board of Regents;

WHEREAS, upon motion duly seconded the Revised Quality Manual of the University of Northern
Philippines and the implementation of the Quality Manual be approved and shall take effect immediately after the
approval of the UNP Governing Board

NOW THEREFORE, BE IT RESOLVED AS IT IS HEREBY RESOLVED, the UNP Board of Regents
hereby approves the Revised Quality Manual of the University of Northern Philippines and the implementation
of the Quality Manual shall take effect immediately after the approval of the UNP Governing Board.

Adopted during the Third Special Board Meeting of the UNP Board of Regents via teleconference (zoom)
meeting on October 21, 2021.

Certified True and Correct:

ATTY. JONAL ALMACHAR
University and|Board Secretary
Attested:

i

{

HON. ERWIN F. CADORNA
Vice Chairperson| UNP BOR
President, UNP

Board Resolution No. 157, Series of 2021
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I NTRODUCTI ON

1 Profile of the University of Northern Phil
The University of Northern Philippines (UNP
university in Northern Luzon. I't was <creat e
authored by the | ate Congressman FLORO S. C
1965. The said Act converted the Il ocos Sur
of Vigan, Province of Il ocos Sur, into a Uni
The governance of the University is vested

constituted on October 14, 1965.

The Historical Background of the University
190i6Est abl i shment of Vigan High School (now
191i0The shop department of Vigan Hi gh Scho

intermediate | evel school which became t
19217Vigan Trade School opened its secondary
1931.
1931vigan Trade School became the Il ocos Sur
194111l ocos Sur Trade School was converted i
President Manuel L. Quezon through the h
and Governor Pedro S. Reyes. However, t
i mpl ement ati on.
1951l ocos Sur Trade School was converted i

and Trades through Republic Act 647.
196/ 0Republic Act 2700 (General Appropriatio

Luzon School of Arts and Trades back to
196 5Republic Act 4449 approved on June 19, 1
FI oro S. Crisologo converted the Il ocos
University of Northern Philippines. On C
in the north started Iimplementing its <ch
1989Candon Communi ty Coll ege was i ntegrat ec
Philippines t hrough Republic Act 6744

Singson.
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20%lioUni versity of N&€anhlkdenn CRmpluisp piase separat
into t he North Luzon Philippine State
sponsored by Congressman Eric D. Singson

The University Presidents

1 Mr . Pastor M.-i ©Obaege, OOD¢ i clMeary 1149,7 21 96 5

1Dr . Dedicacion A:ARewyets,1Mad 1972

1Dr . Romualdo B. TadtMawyal9B85gust 1978

fDr. Dorotea C. -Fuinear3Q, MaAY998985

1Dr . Lauro B. Taebuwlsy @Gul0ony 1998

1Dr . Ji mmy R.-i €£dhrairg,e , Ofifuilhpegra st 2221 2011

1Dr . Gil bert R. Arce, August 23, 2011 to dat
1Dr . Ferdinand J. -lOxmamea, 8Au@wstdy 23

1Dr . Erwin F. Cadornha, d®&tetober 9, 2019

The Satellite Campuses
fMushroom Research and Development Center
fAguamari ne Resources Research and Devel opme

The Academic Units

The University has 17 coll eges and four depa
1. College of Medicine

2. Coll ege of Law

3. Coll ege of Architecture and Environment al
4. College of Engineering

5. Coll ege of Arts and Sciences

6. Coll ege of Business Administration and Acc
7. Coll ege of Communication and I nformation T
8. Coll ege of Criminal Justice Education

9. Coll ege of Fine Arts and Design

10Col l ege of Health Sciences

11Coll ege of Hospitality and Tourism Managem
12Col l ege of Nursing

13Coll ege of Public Administration

14Col l ege of Social Work

15Col l ege of Teacher Educati on
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16Col l ege of Technol ogy
170pen University
18Department of Social Science and Phil osoph
l19Department of Mathematics and Natwural Scie
20Department of Languages and Humanities
21 Department of Physical Educati on
The Administrative Units
The University has the following administrat
1. Office of the President
Of fices under the Office of the President
R Presidential Management Staff
R Of fice of the University Board Secretar
R Center for Gender & Devel opment
B Infrastructure Project Management and D
B I nternal Control Oof fice
R PASUC Zonal Faculty Evaluation and Comp
R Quality Assurance Office
R Records Office
R Legal of fice
B Public Information Office
R Public and International Affairs Office
R University Hospital
R Environment al Management Office
R University Planning & Information Syste
fUPI $PM anni ng
fUPI sDvit a & Statistical Services
fUPI SWanagement I nformation System
fUPI SO mput er & Network Maintenance
2. Office of the Vice President for Academic
Academic Support Units
R Regi &t rodrf i ce
R National Service Training Program
R Laboratory Services Oof fice
R Library Services Office
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B Il nstruction and Faculty Development Off
R Of fice of Student Affairs and Services
fStudent Welfare Progr ams
flnformation & Orientation Services
fGui dance & Counselling Services
fCareer & Job Pl acement Services & Al
fEconomic Enterprise Development Seryv
1Student Handbook Devel opment Servi c
Education Services
fStudent Development Progr ams
fStudent Organizations & Activities/ S
fStudent Discipline Services
fStudent Leadership Training Services
fStudent Publications Services
flnstitutional Student Progr ams

TfAdmi ssion Services

1Schol arships & Financial Assistance
1Soci al Communi ty rmvdlhv emanwti c& sMul t i
flnternational Students Services

fStudents Speci al Needs with Disabild:@

fSports Devel opment Services
fCul ture & Arts Program

fResearch Services

Of fice of the Vice President for Research
Of fices under Of fice of the Vice Presiden

RUni versity Research and Devel opment Offi
fMushroom Research and Devel opment Cent

fAquamarine Research and Devel opment Ce

fCenter for Il okano Studi es
fGovernance and Policy Research Center
Rl ntell ectual Property Office

RUniversity Extension Office
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4 Of fice of the Vice President for Fi nance
Under Of fice of the Vice President for Fi
RAdmi ni strative Services Office

fHuman Resource Management Office
fCampus Security Services Office
fProperty Management Office

fTransport & Motorpool services Office
fPhysical Pl ant and Maintenance Office

fBids and Awards Committee

ROffice of Financial Services
fTAccounting Office
fBudgeting Office
fCashiering Office

ROf fice for Production & Auxiliary Servic
fMedi cal & Dental Services Unit
futility Services Office
fFacilities Management Services Office

fEnterprise Management and Devel opment

Vi sion, Mi ssi on, and Core Val ues
Vision

A globally recognized University in a Her
Mi ssi on

To produce globally skilled and morally u
al values

Core Values

The UNP holds a set of core value® ittdant i
and operations: SERVANT Leadership

Sel fless Service

Excell ence

Responsibility

Vi rtuous

Adaptability
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iNt egrity

Transparency and Accountability

2 Strategic Direction

The UNP reviews and anal yses -kveiys aistpse cstsa ko
to determine its strategic direction. This i
funderstanding its core outputs and services
System (QMS) ;
fidentifying recipients of its outputs and
them, or parties who may otherwise have a ¢
parties are identified in the Relevant I nt
ment . ) ;
funderstanding internal and external i ssues

parties also identified in the Risk and Opp
are identified through an analysis of ri sk
Such issues are monitored and updated as a|

agement reviews.

This information is then used by t ddp smarnaatge
gic direction and identify the relevant i nt
i ssues. This is defined in records of manage

ditions and situations change.

3 Scope of the Quality Management System
3.1 Scope Statement

Based on the analysis of the issues and c
tunity Register, interests of stakeholder
puts and services, the UNP determines th
foll ows:
SCOPE: provision of higher and advanced ins
al |l Coll eges in the University

1 Management Process
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The Management Processes include Pl an
Performance, Manage I mprovements and Man
2. Core Process

The Core Processes relate t @& tnhag opr o\
outputs addressing the client requirement
earch and Extension Services.

3. Support Process
The Support Processes ensure that t he
and cor e processes ar e addressed t o prc

services which includetSManmbagemenManhtg®&iarc
Resources, Management of Financi al Res ol
Services, Management of I nformation and

ment of Health Services.
The Support Processes ensure that t he
and cor e processes ar e addressed t o proc

services which include Management of Stu
Resources, Management of Financi al Resol
Services, Management of I nformation, Ma n ¢

of Heal th Services.

4 Out sourced Process
The Out sourced Processes i nclude Enr
Mai nt enance, Construction Services, Tel
Mai nt enance, Food and Health Services.
1.3.2 Sites Within the Scope
The QMS applies to all processes, activit
at Vigan City, Il ocos Sur.
1.3. 3-appNorability:

No exclusions.

1. 3P4rpose of the Quality Manual
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This manual ensures quality outputs ar
manded from the UNP and expected by its s
The manual al so daéesf iinretse rtphree tlantiivoenrss iotfy
standard, as well as, demonstrates how th

QUALI'TY MANAGEMENT SYSTEM STRUCTURE ANI

Process Approach

2.

l1Prlocess I dentification

The UNP adopts a process approach for it
of the high 1| evel processes within the Ul
nonconforming out puts and services dur i
processes. Ri sk and opportunities are i
of the high | evel processes.

Each process may bprocuepees edt @gyksubor ac

and control of high | evel processes ensur
processes, tasks, or activities.

Each high | evel process has:

fgual ity objective;

fapplicable risks and opportunities;
fapplicable inputs and output s;
fresponsibilities and authorities;
fsupporting resources; and

fcriteria and methods used to ensure effe
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The sequence and interaction of these proces
(Figure 1).
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Review. These data are analyzedteéeommadaet i
i mprovement . Review of the performance
Performance Management Review minutes.

When a process does not meet a goal,
process, the corrective action process is
2.1 Cdntrol of OQOutsourced Processes

Any process performed by a third part.
and mu st be controll ed. Control s ar e
contracts among others.

Ri sks and Opportunities

The UNP considers risks and opportunitie
Ri sks and opportunities are identified as p
i ssues that are of concern to the Universit
activities of the QMS.

Ri sks and opportunities are managed in a
Opportunity Register. This document defines
their |ikelihood and impact and how opportul

and benefit.

8hange Management

When UNP determines the need for <changes
changes are planned, implemented, and then v

UNP ensures that changes such as organi z
guidelines and policies, change of student
must undergo review and approval

As necessary, documents are changed in ac
Procedure.

.Documentation Management

2.4Gdner al
The UNP QMS document ati on includes both
University does finooctu mesnag etdh & mtd orrima s it ead u
terme®cunmantt ecdarndd undergo different contr

extent of the documentation that has been
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fthe size of the University;
fcomplexity and interaction of the proces
frisks and opportunities and,
fcompetence of human resources.
2.4C@ntrol of Document s
A documented procedure for Control of Doc
trols to ensure that the staff have acces
restrict the use of obsolete information.
All documented procedures are established
tained.
2.4C8ntrol of Records
A documented procedure for Control of Rec
needed for the identification, storage, r
sition of quality records.
These controls are applicable to those re
ance to requirements. These may be eviden
contractual requirements, procedur al requ

pliance.

MANAGEMENT AND LEADERSHI P

Management

The Top Management of UNP provides evidence

Leadership and Commitment

devel opment and i mplementation of the QMS an
ness by:
ftaking accountability for the effectiveness

fensuring that

compatibl e

Wi tc

fensuring the i

fpromoting t

h e

fensuring that

fcommuni cat.i

ng

the quality policy and qualit

hnt ext UMRd strategic dir

ecti

0

ntegration of &heprQMEssequire

use of thbapedcehs napmpmygo
the resources needed for
the i mportance of effect

ach
t he

i ve

a

Q
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fensuring that the QMS achieves its intended
fengagi ng, directing, and supporting persons
QMS;

fpromoting i mprovement;

fensuring that the integrity of the QMS is m
pl anned and i mplemented, and

fsupporting other relevant management rol es
to their areas of responsibility.

.l i ent Focus

The Top Management of thd iUrsitvarpyirtoya cahd ovhti < |
client needs and expectations are deter mi ned
with the aim of enhancing students and stake

This is accomplished by assuring that:
fstudent and 6s¢equiehemdetrs are determined, u
met ;

fapplicabl e statutory and regul atory requi |

consistently met;

frisks and opportunities that can affect <cor
to enhance students and stakeholders satisf
fthe focus on enhancing students and stakeho

. Quality Policy
The Top Management has defi neds aQuda |diotcyu nReonltie

QUALI TY POLI CY

We are committed to provide excellent instru
toward the total satisfaction of stakehol der
and morally wupright graduates instilled with
We abide by applicable requirements and col

guality management system.
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AIDEKALI DAD A SERBI SI O | SAGUT MI KADAKAYO, Al
MANGTUBAY KI NATAO A MANGI TUNDA TI BAL Lol G I

The policy articulates the purpose and ¢
strategic direction. The policy provides a
includes a commitment to meet applicable rec
QMS. The Quality Policy is released as a se
i mpl emented throughout the University. The
interested parties through: broadcasting i
soci al medi a, newsl etter, |ive video feeds o

.Duality Objectives

The UNP defines its quality objectives 1in
( OPCR) for every delivery wunit and in the
(I PCR) for every members of the delivery u

Strategic Performance Management System (SPNM

The Pls defined in the OPCR and | PCR assess
performance of each personnel

. Rol es, Responsibilities, and Authorities

The Top Management has assigned responsi bi
functions i n t he University. These ar e (
organi zational structure, position descrioptd.i

ManCom Top Management :
fReports directly to the President all matt e
concerns on | SO 9001: 2015

Quality Management System Leader:

fOversees the establishment, documentati on,
fActs as | iaison with external parties on ma
fEnsures that procedures for | QA, Management
Actions are established and i mplemented
fReports QMS performance to Top Management f
fTPromot ebsasreidskt hi nking in overseeing the eff.e
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QMS Deputy Leader
fAssists the QMS in performing assigned duti
fAssumes responsibility of the QMS in his/ he

Secretariat of the Deputy QMS

fProvides administrative and technical suppo
systems devel oppreerntty ucpe rttoi ftihciartdi on
fFacilitates the delivery of specific output
TPl ans and coordinates effective depl oyment
ot her physical resources of the project

Ri sk Management Team

TfPerforms oversight function in ensuring tha
activities are consistently implemented

TPl ans and coordinates effective and efficie
TEnsures -tdladat ed siknf or mati on are maintained

QMS Quality Workplace Team
fensures that the work environment needed to

ments i s managed,;
fensures consistent i mplementation of the 5s
fmonitors and assesses workplace cleanliness

QMS Training and Advocacy Team

fProvides administrative support in terms of
pl ement ation and sustenance of the QMS

fPl ans and coordinates effective depl oyment
training and advocacy activities

fPl ans and coordinates echoing/cascading ses

QMS Knowledge Management Team

fEnsures that the requirements for retaining
i mpl ement ed

fCoordinates and oversees activities related
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QMS Audit Team

fDetermines whether the QMS is effectively i
audi ts
fProvides input to management review regardi

fMonitors actiemsnftoakmen iteos moaan sed during t he

SUPPORT
Gener al
The UNP determines and provides the resourc

continually i mprove the QMS. Resource allo
capability and constraints on existing inte
obtained from external providers. The Uni ve
resources are properly allocated through tl
budgeting where all operating units are invo
The University sees to it that the i mpl emer
internal budgets of the different operating
periodically.

2 Human Resources

The UNP ensures that it provides sufficient

the management systems, as wel | as, its i den
Li kewi se, the University employs faculty anct
on the basis of appropriate education, trai

Service Commi ssi on Rul es and Regul ations ¢
instruction and efficient and effective sup
undertakes faculty and staff development pr
and evaluate its effectiveness. Faculty an
for personnel continuing professional dev
reassignment of currently employed personnel

Applicable actions and subsequent communicat
foll owing:

fguality policy;
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frelevant quality objectives;

ftheir contribution to the effectiveness of
fits of i mproved performance; and

i mpl i cat i-comnsf corf mintoyn wi t h the quality manag

3 I nfrastructure

The UNP determines, provides and maintains t

that contribute in the attainment of quality

graduates. The infrastructure provided by th

4. 3.1 buildings, classrooms, auditori ums,
centers, offices, hostels, hospital/clini
door sports facilities, among others;

4. 3.2 equi pment, hardware and software for
the university; and work environment

4. 3.3 support services such as informatio
tion.

Environment for the operation of processes
The UNP determines, provides and maintains
l earning and working.

Suitable environment can be a combination of

5 Procur ement Management

The UNP provides ti mely, cost ef fective,
services. Al | procurement of goods and ser
specifications and applicable | aws. Procure
goods or services ordered. Procurement docun
release to suppliers. I nspection and accep

specifications are met.

The performance of approved suppliers and s
and evaluated to ensur® tghbhelirtgbirbkeguyr e memes
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A I'ist of suppliers and service providers ar
deliver with regard to timeliness and qualit
tained.

UNP reasonably ensures its compliance to the

regulations of Republic AdBowWeBrMmer th eR wid sler &
form.Act

@ni versity Knowl edge

The UNP determines the knowledge necessary f
achieve conformity of outputs and services.
achieve th® Wbjeetbivey The UNP establishes a

effective planning, operation, and control o

mai ntenance, retention and disposition of kn

This may include knowledge and information o

1 internal sources, such as administrative
student records, l essons | earned from suc
from subject matter experts, intell ect
experience, and

1 external sources such as standards as [
i ssuances, academe, conferences, or infor
in the form of feedbacks.

This knowledge is maintained and made avail ¢
mai ntained through systematic organization &

made available through ©posting in the UNP
requests mad e to t he concerned of fices, e
publications such as manuals or newsletters.

When addressing changing needs and trends,
and determines how to acquire or access the
gives full support to the faculty and staff
seminars in their field of specialization.
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OPERATI ON

1 Operational Pl anning and Control

The UNP plans, implements, and controls the
of the client. Pl anning for the realization
University is consistent with the requireme
pl anning considers the information rel ated
resources and capabilities, product and ser:
wel | as, the need to outsourced processes.
qguality objectives and requirements of the c
aldentifying and wutilizing innovative instr.

mat ching evaluation and management system;
bMat ching the (instructional) design and dev

and other relevant interested parties;

cAligning the (knowledge and skill) compet e
qguality operational equi pment in the | abor e
structional facilities to the instructional
dDesigning a scheme to control the instruc
evaluation of the client at various stages,;

eStandardizing the performance <criteria and
completion of the process towards the award

Requirements for Outputs and Services

5. 2Clli ent Communicati on
The UNP provides mechanisms to ensure ef
and other relevant interested parties.
i nformation brochur e, website, emai | f aci
di stribution of notifications and other p
client and other relevant interested part
fProvision of inf ormati on rel ated to t h
extension services;
fHandling of inquiries pertaining to cur
avail ment of extension services, resear

requirements;
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1TObtaining client feedback on the deliver
compl aints);

fHandling client property; and
fEstablishing specific requirements for ¢

5. 2Dt ermination of Requirements for Outputs
The UNP ensures that the requirements rel
sion are defined including any applicabl e
those considered necessary by the Univers

The scope includes the admission and regi
programs, delivery of instruction, period
the conf er menthowafs ed agrvdesy,, imentoring and
qguality control and statistical services,
publication, needs assessment, program i m
ation.

5. 2R8view of the Requirements for Outputs an

The UNP reviews its curricular program of
to ensure that they meet al/l requirements
fThose required by prospective employers
fThose required by external funding agenc
fThose required by adopted schools and co
fThose beyond the expectations of the cli
TApplicable statutory and regulatory requ

fThose specified by the University; and
fRequirements differing from those previo

When any of these requirements are change
documents are amended and relevant person

. Besign and Development of Outputs and Servic
For new designs and for significant design
and extension services, the UNP ensurbasetébe
and requirements into detailed design out plL
mai ntainability, and testability issues, as
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This process ensures:

fDesign conceptualization (delete planning)
fDesign inputs requirements are captured,;
fDesign outputs are created under controll ed
TfDesign reviews, verification and validati on
fDesign changes are made in a controlled man
fThe University shall ensure that all pertin
the curricular progr ams, research, and exte
al |l relevant interested parties.

5.8ervice Provision

I n
di

I n
1A

the UNP, service provision is planned, do
tions for the attainment of its desired go

struction

dmi ssion and Enrol ment ;

2Management of Learning:

aDelivery of I nstruction
bMonitoringProdgrCdsisent s

CAssessment and Evaluation of Client
dPartici pactuiroan ciun a@auandciEkaraActi vities;

3. Promotion and Conferment of Degr ees;

4.l n house review;

5.Research Monitoring and Consultation;

6 . Research Quality Control and Statistical Se
7.lntell ectual Property Registration;

8. Research Publication;

9 Needs Assessment ;

10Program I mplementation; and

l11Moni toring and Evaluation of Extension Pr of¢

Research

l.L.fmouse Review

2Research Mentoring and Consultation
3Research Quality Control and Statistical Se
4. ntell ectual Property Registration
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5Research Publicati on

Extension

I1Needs Assessment
2Program Pl anning

3. mpl ementati on

4Moni toring and Evaluation

The documented process controls in the Unive

Il nstruction
T Accepting only quali-CAg€drebukbnht shaghpeschdd

and fourth year high school final grades in
T Enrolling only clients with complete origin
T Planning and delivering instruction based o
T Ensuring adequacy of gualified and trained

other regulatory bodies;
T Providing and maintaining sufficient and s
facilities;

=

Constructing and administering appropriate

|

Pl anning, execut i ngurarnidc ud carrd reon d d eabga rcavact i
holistic devel opment of the clients;

T Promoting only c¢clients who complete the pre
Conferring the degrees to the qualified cli

Research

fproviding separate procedures f-roousealrlevfi @
research proposals and of completed researc|
finstituting procedures for research ment o
researchers for quality outputs;

flaying down standards in the approval of 0
requi sitions and services;

fendorsing only for presentation in conferen
and for journal publication t hose -sraensce a rocnkhe
processes and procedures -Boobke aseviaeamo,ng HGI
Revi ew, research quality control s, and | ACU
fproviding procedures in availing statistica
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mai ntaining equipment/facilities used for q!
fmaking available to researchers the guideld]
requests for research publication, research
fproviding procedures in the peer review of

Research Journal;

fgui ding/assisting for Intell ectual Property
whose outputs are eligible/applicable for pi
fgranting service credits only to faculty me
reduction of | oad or deloading to faculty w

tive for their research initiatives.

Extensi on

Assessment

fldentifying and assessing the needs of the

through ocul-aeant rswrwiesyi/tpreend/ or i nfor mal i nt

fDetermining the priority need of i ndividu
form;

S
used of needs assessment survey
t h

fConsolidating the results of e survey to
ed/ conduct ed; and

fPresenting and validating of the needs asse
mentati on.

Pl anning

1l nitial planning to strategically conduct a
fEstablishing the strategies, goals and obje
fCoordinating to the partner agencies/ coll eg
initiated:; and

fPreparing and approval of the Operational P
|l mpl ementati on

Tl nitiatin t he conduct of skills training,

nity and oci al services, heal th allied ser
ed acti vi i es, and

fPrepari-ag
further a

pwoisty report on the conduct of [
tivities to be conducted.

O ~ T 0 Q

Monitoring

fSupervising t he conduct of activities by
objectives are properly met, and
fldentifying the effect/impact and the accep

5

Eval uati on

fAssessing the satisfactorily | epel maf stheegy
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fConsolidating and analyzing the results of
TPl anning for future activities.
5.15denti fication and Traceability

Where appropriate, the UNP identifies its pr
puts by suitable means. Such identification
monitoring and measurement requirements.

The University controls and records the wunigq

bility is required by contract, regul atory,

l owi ng:

Il nstructi on

T collecting, verifying, storing, and preser\
accomplished application form of each <clier
f i ssuing a permanent client number (includi
T scheduling of c¢classes and room utilization;
T verifying class enrol ment thr &Gugh ftilkke;contr
f maintaining a class attendance record;
T requiring the client clearance from account
T compilin the record of courses taken and ¢

clients; and
T transferring grades ear negsd acnadeevmircy ascuchqg uenctt
to his/ her transcript of records.

Research

1T screening research capsule proposals, accef
house revi ews;

f maintaining a pool of reviewers for resea
di scipline, focus/interest, met hodol ogy, et

T i ssuing controlled number for the Operatio

of the approved research undertaking;
f maintaining records/|list of researchers bei
as completed or endorsed for presentation/
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credit by area coordinators, wunit coordinat
1 keeping/storing all/l documents of researche
provision such as research capsule proposa
proceeding$fhoasetheviaw of research proposa
proposal, ter mi nal research report, copy
subjected to plagscan or grammarl|l y check
compl eteness and/or certification for presete

T requiring the researcher clearance from re:

Extensi on

T Filing and storing of MOA/ MOU, request s, 0
accompl i shment-aateipwirttys, r gmaortt s, monitoring
other related documents specifically for e

1 Keeping of needs assessment results and ot
activities and planning;

T Coordinating of activities and other relat
i mpl emented to partner agencies and other |
T Compiling of activities, projects and progrt
references;

f Maintaining the records of partnerships/
actions and management; and

T Compiling the records determining the effe
beneficiaries.

.FBBroperty Belonging to Clients or External Pr

The UNP exercises care over client or sup
or use. Upon receipt, such property is iden
such property is |l ost, damaged or otherwise
student or supplier and is properly recorded

Client intellectual property and client f
preserved to prevent accidental |l oss, damage

.Preservation
The UNP guarantees the security and -bseifreg yb yo:



'YADBSNEAGE 2F b2NIK
vdzk t A& al y
+SNEAZ2Y H

fkeeping safely all documents submitted by t
fensuring the safety of the physical facilit]
fmaintaining discipline in the campus;
fproviding health services;
fof fering guidance and counselling services I
fensuring hygiene and sanitation in the caf et
fsafeguarding the integrity of the assessmen:
handling by proper authority;
fprotecting instructional materials from dam
fproviding proper safekeeping for client (ac:
.BodDtel i very Activities
The UNP condelciteeppsactivities but not | imit
fcoll aborating with a review center in prepal
fconducting enhancement seminar in preparat:.i:

fundertaking tracer studies to determine the
fi ssuing referrals for possible job opportun
fintegration of employers feedback for mecha
futilizingfeaphd oyl rfsor enhancement of existir
the delivery of instruction.

The extent delthesyg postvities is determined

the following:
1Client requirement s, including feedback
fStatutory and regul atory requirements; and

TfRi sks associat ed idne ltihvee rcyo nadcutcitv iotfi epso.s t

.Process Change Control

The UNP reviews and controls both planned
provision processes as necessary to ensure ¢c
Records describing the results of the review
any necessary actions arising from the revie

10 Rel ease of Outputs and Delivery of Seryv
The UNP guarantees that only qualified cl
retention policies in every program are also
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evel. The client must also meet the prescribe
he conduct of a r esetalkjeohb, tfriaeilnd nsgt.u dR eecso radnsd sou
completion, portfolio, narrative reports, dai/l
the client are maintained and retained.
The University ensures that the clients are
ence as manifested by satisfactorily complyin
gr am. Evaluation and assessments are undertak

icular program requirements are met before th

Compliance to the aforementioned requiremen
o the client.
11 Control of Nonconforming Outputs

The UNP ensures that outputs of the process

reqguirements are identified and controlled to
priate action is taken based on the nature of
services. Appropriate action can be one or mor

fcorrection;
fsuspension of provision of outputs and servic
finforming the client;

The University also takes action when a non
the provision of service.

Record of the description of the nonconform
the authority deciding on the action to be tak

PERFORMANCE EVALUATI ON

Monitoring, Measur ement , Anal ysi s, and Evaluat
6. 1Gdner al
The UNP monitors, measures, and evaluates t

6. lcbnformity of services and output;
6. 1studlents and stakeholders satisfaction;
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pkr3 ormance and effectiveness of the QI
IInp4d ementation of the plans;
eff®ctiveness of actions taken to addr e
pr6 ormance of external providers,; and,
nke®d for i mprovements to the QMS.

o o 0o o o
N

6. 1SRudents and stakeholders satisfaction
The UNP monitors the service anddourtep-ut
guirements and expectati onéf.ee dmearciko daincd g a't
tion is conducted through any, but not 1in
ffaculty evaluation by students
fstudents and stakeholders satisfaction su
fexit integeieg 9fudents and personnel

ffocus group discussion

The activities aim to measure as well as
versity in terms @Wfeqméeeimegtshandl| eapest a
the current and future development concern
and aligning&tpkeabai apdsptyggr ams.

Pnternal Audi t

The UNP maintains an I nternal Quality Audi
tivities and related reé&ulotwn acemfudrrm memtshd o
requirements of | SO 9001: 2015 and to deter mir

mai nt ai ned.

The internal audit team tasked to perform
pendent or free from bias or conflict of inte
as foll ows:

1l must have undergone training on auditing

as basi s;

2must be independent in fact and in mental
3must possess good communication skill s;

4 must exercise sound professional judgment
5must be regular personnel of the Universi
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The University ensures effective audit pro

mai ntain audit program including the frequenc
ments and reporting, which shall take into co
concerned, changes affecting the University,
program also defines the audit criteria and s«
The University QMS ensures that internal a
a year ensuring that all/l processes are audite

ot her set audit criteria.

The results shall be recorded and brought
sponsibility in the audited area. The manage
take appropriate correction and corrective act

The Uni& eQMS teynsures that audit results are
that-canhormances are closed out without wundue

Follupgwactivities shall be conducted to ver
fectiveness of the actions taken. The summar
ties shall be reported to Top Management durir

BManagement Review

The Top Management reviews the QMS at | east
ability, adequacy, and effectiveness. The review is led by the President and inputs to this re -
view include, at a mini mum, the foll owing:
fthe status of actions from previous manageme
fchanges in internal and external i ssues that
fthe effectiveness of actions taken to addres
finformation on the performance of t he QMS, i

*client (student and parents) satisfaction
ti es;
*the extent to which quality objectives hav

*process performance and conformity of outp
*nonconformities and corrective actions;
*monitoring and measur ement resul t s;

*audi t resul ts; and
*performance of external providers.
fthe adequacy of resources; and

fopportunities for i mprovement.
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The outputs of the management review include

for i mprovement, any need for changes to the QN
has been adequately and effectively i mplemente
Approved items for i mprovement are documented
as minutes, and made available to the concerne:

are maintained.

7. 01 MPROVEMENT

7.Aener al
The Top Management determines and selects op
ments any necessary actions to meet client requi
satisfaction. These include:
Li mproving services to meet requirements as

pectati ons;

Lcorrecting, preventing or reducing undesir
Li mproving the performance of the &MS8ajsprecad
put (program accreditations, attai nment
graduates, tracer of al umni , attainment (

sion services among others).

7.Nonconformity and Corrective Action
The UNP maintains a Corrective Action Proced
the nonconformity and as applicable take acti ol
guences.
The procedure also provides a system for re
and if similar nonconformities exist, or coul d

rective actions are taken.
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The UNP QMS ens-coepfbkotimiati eeonare addressed
t hat correction, analysis and corrective -act |
recurrence.

Records of the nature of the nonconformitie
sults of any corrective action are maintained.

3Continual | mprovement
The UNP continually improves the suitabildi
through the results of analysis and evalwuation

The QMS of UNP ensures optimization of oppo

ferent review activities.

At UNP, the system encowpageppolatl tnimeimber sed
erations Manual. This i-sp bwiitnlg & ulWmiav é rzeidt oW
ties. Example of opportunities is the submis

example YTD 7 passed accreditation for | evel [
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8. 6 Internal Quality Audit Procedure
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