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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. 158, 8. 2021

A RESOLUTION APPROVING THE REVISED OPERATIONS MANUAL OF THE
COLLEGE OF TEACHER EDUCATION, THE UNIVERSITY RESEARCH AND
DEVELOPMENT OFFICE, THE UNIVERSITY EXTENSION OFFICE, THE UNIVERSITY
PLANNING AND INFORMATION MANAGEMENT OFFICE, THE LIBRARY SERVICES
OFFICE, THE LABORATORY SERVICES OFFICE, THE RECORDS OFFICE, THE
INFRASTRUCTURE PROJECT OFFICE, THE HUMAN RESOURCE MANAGEMENT
OFFICE, THE BIDS AND AWARDS COMMITTEE, THE PROPERTY AND SUPPLY
MANAGEMENT OFFICE, THE REGISTRAR’S OFFICE, THE FINANCIAL SERVICES,
THE OFFICE OF THE UNIVERSITY AND BOARD SECRETARY, THE QUALITY
ASSURANCE OFFICE, THE INTERNAL CONTROL OFFICE, THE ADMINISTRATIVE
SERVICES, THE PRODUCTION AND AUXILLARY SERVICES, THE STUDENT AFFAIRS
AND SERVICES, THE NATIONAL SERVICE TRAINING PROGRAM

WHEREAS, the UNP BOR has approved the Operations Manual of the College of Teacher
Education, University Research Office, the University Extension Office and 25 non-academic units;

WHEREAS, the Operations Manuals have been used to establish, implement, maintain and
continually improve the quality management system of the university;

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

WHEREAS, the University desires to expand the scope of the ISO 9001:2015 registration to
include in the core process the Research Services, the Extension Services and the other 16 Academic
Units under the Instruction Services;

WHEREAS, the different units revised their Operations Manuals to modify the processes
affected by the COVID-19 pandemic in consonance with the IATF GuidelinPPss and the CHED CMOs
and in accordance with the new organizational siructure;

WHEREAS, the Operations Mannals have undergone review and editing and was presented to
the Administrative Council for discussion and deliberation on September 29, 30 & Ociober 2, 2021 and
endorsed for approval to the UNP Board of Regents;

WHEREAS, upon motion duly seconded the Revised Operations Manual of the College of
Teacher Education, the University Research and Development Office, the University Extension Office,
the University Planning and Information Management Office, the Library Services Office, the
Laboratory Services Office, the Records Office, the Infrastructure Project Office, the Human Resource
Management Office, the Bids And Awards Commitiee, the Property and Supply Management Office,
the Registrar’s Office, the Financial Services, the Office Of The University and Board Secretary, the
Quality Assurance Office, the Interal Control Office, the Administrative Services, the Production and

Board Resolution No. 158, Series 0f 2021

Copy for University Extension Office <N




Auxiliary Services, the Student Affairs and Services, the National Service Training Program be
approved.

NOW THEREFORE, BE IT RESOLVED AS IT IS HEREBY RESOLVED, the UNP Board
of Regents hereby approves the Revised Operations Manual of the College of Teacher Education, the
University Research and Development Office, the University Extension Office, the University Planning
and Information Management Office, the Library Services Office, the Laboratory Services Office, the
Records Office, the Infrastructure Project Office, the Human Resource Management Office, the Bids
And Awards Comumittee, the Property and Supply Management Office, the Registrar’s Office, the
Financial Services, the Office Of The University and Board Secretary, the Quality Assurance Office,
the Internal Control Office, the Administrative Services, the Production and Auxiliary Services, the
Student Affairs and Services, the National Service Training Program.

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. JONALYN{R. ALMACHAR
University and Board Secretary
Attested:

HON. ERWIN E. CADORNA
Vice Chairperson; UNP BOR
President, UNP
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. FOREWORD

Extension is one of the core processes of the university. It aims to deliver research-based and
quality extension services to various stakeholders to enable them to be self-reliant and, more so, as assets
in the country's development.

This manual of operations harmonizes all the facets of the extension office by coming up with clearly
defined core processes and systems. It presents the goals and objectives of the office, its composition and
mandate, the duties and responsibllities of officials concerned, general policies, guidelines, and
accountability of personnel in the conduct of extension programs, activities, or projects. It also contains
procedures in the conduct of extension activities, including risks and opportunities and forms.

This manual of operations will guide us along the path towards excellence in the delivery of our
services. As a result, our goals and objectives will be achieved, and our quality standards will be part of

Tor g m
SUr cuiture.

CHRISTOPHER F. BUENO, PhD
OIC-Director,
University Extension Office
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UNIVERSITY OF NORTHERN PHILIPPINES
University Extension Office
OperATions MANuAL
Version 2

1.0 INTRODUCTION
1.1 Profile of the University of Northern Philippines

The University of Northern Philippines (UNP) halds the distinction of being the first state
university in Northern Luzon. It was created by enacting Republic Act 4449, authored by the late
congiéssman FLORO S. CRISOLOGO and approved on Jur.e 19, 1965. The said Act converted the
llacos Sur School of Arts and Trades in the Municipality of Vigan, Province of llocos Sur, into a
university.

The governance of the University is vested in the Board of Regents. The first board was
constituted on October 14, 1965,

The Historical Background of the University

1906 ~ Establishment of Vigan High School {now the lloces Sur National High Schoof).

1810- The shop department of Vigan High School was converted into a separate
intermediate level school which became the Vigan Trade School.

1927 - Vigan Trade School opened its secondary level arid had its first graduates in 1931.

1931 - Vigan Trade School became the llocos Sur Trade School.

1941 - Hocos Sur Trade School was converted into a regional trade school by the late President
Manuel L. Quezon through the help of Assemblyman Benito T. Soliven and Governor
Padra S. Reyes. However, the Second World War prevented its impiementation.

1951 - llocos Sur Trade School was converted into the Northern Luzon School of Arts and
Trades through Republic Act 647.

1260 —Republic Act 2700 {General Appropriations Act of 1560) converied Northern Luzon Schooi
of Arts and Trades back to iiocos Sur Schooi of Arts and Trades.

1965 — Republic Act 4449 approved on June 19, 1965 authored by the late Congressman Floro
S. Crisologo converted the llocos Sur School of Arts and Trades into the University of
Northern Philippines. On October 14, 1965, the first state university in the north started
implementing its charter.

1989 —- Candon Community College was integrated into the University of Morthern Philippines
through Republic Act 6744 sponsored by Congressman Eric D. Singson.

2010 - University of Northern Philippines-Candon Campus was separated and converted into the
North Luzon Philippine State College through Republic Act 10085 sponsored by
Congressman Eric D. Singson.
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The University Presidents

Mr. Pastor M. Obien, Officer-in-Charge, October 14, 1965 - May 3, 1972

Dr. Dedicacion A. Reyes, June 1, 1972 - August 17,1978

Dr. Romualdo B. Tadena, August 18, 1978 - May 12, 1985

Dr. Dorotea C. Filart, May 13, 1985 - June 30, 1998

Dr. Lauro B. Tacbas, July 1, 1998 - July 6, 2011

Dr. Jimmy R. Soria, Officer-in-Charge, July 7, 2011 - August 22,2011

Dr. Gilbert R, Arce, August 23, 2011 — August 22, 2019

Dr. Pio Ferdinand . Lamarca, Officer-in-charge, August 23, 2019 — October 18,2019
Dr. Erwin F. Cadorna, October 19, 2019 to Present

® © @ o © @ © © ©

1.2 UNP Vision, Mission, Quality Policy and Core Values, University Extension and Development
Office (UEDOQ), Goals and Objectives

UNP Vision
A globally recognized University in a Heritage City by 2030.

UNP Mission :

To produce globally skilled and morally upright professionals instilled with rich culturai
values.
UNP Quality policy

We are committed to provide excellent instruction, research, and extension services
toward the total satisfaction of stakeholders and the development of giobally skilied and marally
upright graduates instilled with rich cultural values.

We abide by applicable requirements and continuously review and improve our quality
management system.

“Dekaiidad a serbisio isagutmi kadakayo, adal nga inkam ipaay mangtubay kinatao a
mangitunda ti balligi iti sadino mdn & dissé.”

UNP Core values: SERVANT Leadership
Selfless Service
Excellence
Responsibility
Virtuous
Adaptability
Nt grity

Transparency anc Accountability
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UEDO Goal Statement

To sustain UNP’s active role in realizing socio-economic and cultural development that
enhances the quality of life of the individuals and communitias.

UEDO Objective Statement
To empower partner individuals, organizations, and communities through responsive,
proactive, and culturally-sensitive extension services.

2,0 COMPOSITION AND MANDATE

The University Extension and Development Office shall be headed by a Director and assisted
coordinators for livelihood and training services, disaster risk reduction and management, community and
social services, health and allied sevvices, advocacy and research dissemination, food processing services,
and extension publication. They shall be tasked to coordinate, implement, monitor, and evaluate BOR

approved extension programs, activities or projecis designed by the university and those in partnership
with other agencies.

To perform their function correctly and smoothly, the total workload of the coordinators shall be
as follows as stipulated in the University Faculty Manual with Board Resolution No. 129, $.2017:

: Instructional, Research,
5 Number of Units as an R s B e
Designation Adividstiator exténsion and Acadermiic
Related Activities
Director 15 6
University Extension 9 12
Coordinators '

p

Muitiple designations. In multiple designations, only the highest designation shalicount.

2. Computation of Total Workload (TWL). The computation of the total workload shall be equal
to the sum of the following: Instructional Engagement, Instruction-Related Activities,
Researchh Engagement, Extensnon engagement, Production activities and administrative
designations.

3. Overload. The overload shall be equal to the number of units in excess of TWL. Teaching
overload shall not exceed three (3) units except in cases where there are no qualified faculty
to teach the course or in cases where the course is more than 3 units.

4. Benefits. There shall be monetary benefits {such as honorarium, travelling allowance and

other related benefits) given to extensionists in the academic units who will conduct

extension activities during Saturdays, Sundays and non-working holidays to compensate the
effort shown subject to availakility of funds.

5. Hazard Pay. There shall be hazard pay given to exter:ionists who shall conduct extension
activities to high risk areas subject to the 5\‘3!Eﬂbtllty of funds,
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3.0 ORGANIZATIONAL STRUCTURE
UNIVERSITY EXTENSION & DEVELOPMENT OFFICE ORGANIZATIONAL, CHART
: =
University President :|
Vice Fresident
For Research & Extension
T
ii Director ]
Clerk ;
Property Custodian
Coordinator, Coordinaﬁur, Coordinator, Coordinator, - " Coordinator, Cou;dinaﬂ:r Coordinator
Livelihord and Tralning Disaster Risk Reduction and Community and Social Health and Allied Services Advacacy and Research Food Processing Services Extenslon Publicaton
Sarvices Management Services Disseminatipn
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— 4.0 DUTIES AND RESPONSISILITIES

Director

a) Initiates and supervises the planning, implementation, monitoring, evaluation and continuing
enhancement of extension PAPs;
- b) Leads in the conduct of research on the impact of Extension PAPs;
¢ Establishes goodwill with partner agencies;

e d) Attends continuing professional development activities;

e €) Keeps records, manages data and information, and prepares consolidated reports

for submission to the VPRE;

i fi Performs other related functions as mandated by the Presidentand the Vice

= : President for Research and Extension.

Coordinator for Livelihood and Training Services

a) Initiates the conduct of trainings in areas recommended by the University Extension
Director based on the result of needs assessment;
- 'b) Coordinate with the development centers in the implementation of the extension programs of
the university
€} Assists in the conduct of research on the linpact of Extension PAPs;
) Provides assistance in estabiishing goodwiii with partneragencies;
e} Monitors and evaluates the implementation of livelihood and training program
f) Attends continuing professional development activities;
g) Helps in the preparation of periodic reports on the impact of extensionwork.
h} Maintains an inventory of training materials and ensures their safety, and

i) Performs other related functions as mandated by the President and the Vice
President for Research and Extension.

Coordinator for Disaster Risk Reduction and Management

. a) Implement/ conduct disaster risk reduction and management programs along areas
_ recommended by the Director/ higher authorities based on the results of the needs
assessment survey.
— “b) Implement the extension programs of the Disaster Risk Rec'i.ction and Management Office.
- ¢} Provides assistance in establishing goodwill with partner agencies.
d) Prepares periodic reports on the impact of extension work.
e} Monitors and evaluates the implementation of disaster and other-related program
= ) Maintains an inventory of training materials and ensures their safety.
g) Performs related functions as directed by the Director/higher authorities.
h) Establish linkages with other agencies, groups, as well as government and non-gevernment
organizations, :
)  Monitor and evaluates the implementation of the services.
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Coordinator for Community and Social Services

a)

b}

leads in the implementation/ conduct and monitoring of social services in areas
recommended by the University Extension Director based on the result of needs assessment;
implement the extension programs of the Poverty Alleviation and Community Development
Center that geared toward the attainment of the socio-economic development through the
implementation of the Adopt-A-Community and School Program.

Assists in the conduct of research on the impact of Extension PAPs;

Provides assistance in establishing goodwill with partner agencies;

Monitors and evaiuates the impiementation of community and sociai services program
Attends professional development activities;

Helps in the preparation of periodic reports on the impact of extensionwork.

Maintains an inventory of training materials and ensures their safety, and

Performs other related functions as mandated by the President and the Vice

President for Research and Fxtension.

Coordinator for Health and Allied Services

a)

Initiates the conduct of health and allied services along areas recommend by the
University Extension Director based on the results of the needs assessment survey;
Implement the extension programs of the Medical Health and Humanitarian Development
Office along medical mission, health education and humanitarian support for PWD.
Provides assistance in establishing goodwill with partner agencies;

Attends continuing professional development activities;

Monitors and evaluates the implementation of health and allied services programs
Helps in the preparation of periodic reports on the impact of extension work.
Maintains an inventory of training materials and ensures their safety, and
Perforims other related functions as miatidated by the Presidént and the Vice
President for Research and Extension.

oordinator for Advocacy and Research Dissemination

a)
b}

o

d)

g

h)

Coordinates the conduct/ impie-mentati-en of advocacy programs and other related

activities;

Coordinates with the Research Office, Academlc Unit Extension Coordinators in determining
the research outputs that will be disseminated to stakeholders.

Coordinates with the developmeni centers of the extension office in the research
dissemination and advocacy for impact development studies needed in the QMS and quality
assurance.

Provides assistance in establishing goodwill with partner agencies;

Prepares periodic reports on the impact of extension works;

- Establishes linkages with other agencies, groups, as well as government and non-government

organizations

Monitor and evaluates the implementation of advocacy and research dissemination
programs.

Attends continuing professional development activities;

6
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Helps in the preparation of periodic reports on the impact of extensionwork.
Maintains an inventory of training materials and ensures their safety, and
Performs other related functions as mandated by the President, theVice
President for Research and Extension, and Office director

Coordinator Food Processing

a)

b)

Assists the extension office in the conduct of needs assessment survey to determine the
service area to cater.

Initiates the conduct of food processing trainings in areas recommended by the University
Extension Director resulting from the needs assessment.

j) Assist in the implementation the extension programs relevant to food processing of the Poverty

¢
d)

f)

Alleviation and Community Development Center that geared toward the attainment of the
socio-economic development through the implementatios: of the Adopt-A-Community and
School Program.

Establish linkages with other agencies, groups as well as government and non-government
organizations.

Maintains an inventory of training materials and ensure their safety.

Conducts monitoring and evaluation to the extent/impact of technology beingtransferred.
Performs other related functions as directed by the Director/higher authorities.

Coordinator for Extension Pubiication

2)
b)
o
d)
e)

o
1}

g

Manages the DAMILI, the official publication of the UEQ
Provides assistance in establishing geodwill with partner agencies

Prepares a periodic report on the impact of extension work

Maintains an inventory of publication materials and ensure their safety

In-charge of the documentation of all extension programs and activities

Consolidates articles from different colleges/units and departments as reflected in their
extension programs and activities

parforms other functions as directed by the Director/higher authorities

Academic Unit/ Department Extension Coordinator

a)

b)

c)

dy

e)

Initiates the planning, implementation, monitoring, and evaluation of the extension program
of the College/ Department;

Serves as ligison between the College and the University Extension Services Office and all
partners on matters pertaining to the implementation of Program, Activities, Projects {PAPs)
of the Academic Unit;

Attends continuing professional development activities;

Keeps records, manages data and information, and prepares consolidated reports for
submission to the Director; '

Performs other functions related to extension as may be assigned by the Dean/Head and
Extension Director.

]
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Pronerty Custodian

a) Manages equipment, supplies, and materials before and after the conduct of the training,

b) Attends continuing professional development activities, and

) Performs other functions related to extension as may be assigned by the VVPRE, Extension
Director and Coordinators.

Clerk/Office Assistant

a} Manages in-coming and out-going communication;

w] Manages records using established systems;

€} Attends continuing professional development activities, and

d} Performs other functions as may be assigned by ttie VYPRE, Extension Director and
Coordinators.

50 UNIVERSITY EXTENSION AND DEVELOPMENT OFFICE ROADMAP, EXTENSION SERVICES AGENDA,
AND SUSTAINABILITY OBJECTIVES :

51 EXTENSION AND DEVELOPMENT OFFICE ROADMAP

The University Extension Office is mandated to the implementation of partnerships with the LGU,
NGA, NGO, Industries, and SMEs through various extension programs with the inclusion of adopters and
demonstration projects to sustain the realization of socio-economic and cultural development that
enhances the quality of life of the individuals and communities.

Furthermore, it provides extension services and programs that envision to:
Biilid a stronger community

Create a wider range of horizon

Empower the vulnerable

Reach-out without borders

Nurture and develop the mind of thelearners

Secure the future through training skilis and livelihood programs
Intensify the promotior and preservation of culture and strengthen personal and communal
values

Advance disaster training and management

Strengthen technology transfer
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52 STATEMENT OF EXTENSION AGENDA

The Extension agenda of the University Extension and Development Office incorporates
areas of concern from the Sustainable Development Goals (SDG's) as provided in the United
Nations Development Plan (UNDP); the apparent integration of the ASEAN in 2015 is an
opportunity to make UNP reach beyond national borders. The ASEAN leaders declared that an.
ASEAN Community should be established to ensure peace, stability, and shared prosperity in the
region. The envisioned ASEAN community is based upon three intertwined pillars, namely: ASEAN
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Security Community (ASC), ASEAN Economic Community (AEC), and ASEAN Socio-Cultural
Community (ASCC). It is also in accordance with the United Nations 2030 Agenda for Sustainable
Development, Philippine Development Plan (2017-2022) of National Economic Development
Authority (NEDA) anchcred on Ten Point Socio-Economic Agenda, Commission on Higher
Education (CHED)- National Higher Education Research Agenda (NHERA), Department of Science
and Technology (DOST)-Harmonized National Research and Development Agenda (HNRDA) 2017-
2022 and National Integrated Basic Research Agenda (NIBRA) 2017-2022, the National Unified
Health Research Agenda (NUHRA), Gender Responsive Extension Agenda (CHED CMO #1 series of
2015) and the CMO No. 52 Series of 2016 that advances the pathways to equity, relevance and
advancement in Research, Innovation, and Extension in Philippine HigherEducation.

The Higher education institutions are delegated to concentrate extension services hand-
in-hand with instruction, research and production. This instance appreciates fhe dynamic role
colleges and universities play in the development of communities, especially the underserved and
the depressed. The university's long-term goal is to sustain its active role in the realization of
socio-economic development that enhances the quality of life of the grassroots in the province of
liocos Sur and nearby areas. Therefore, the University Extension Office shall package and
disseminate its various corporate services to the community to sustain thisrole.

Further, the Twelve Development Goals of the University of Northern Philippines (UNP)
is also considered, in partnership with the different academic units, college and student
organizations of the university, other leading local government units (LGUs) and Non-Government
Organizations (NGOs) of the region and country that intends to intensify boundless services
through the formulation of development policies and provisions of impact projects and activities
of the marginalized, underserved and underprivileged communities.

Specitically; _
1. Givethe highest priority to individual devélopment by establishing the concept of
individuality and uriiversality wheréin each person is a unique, irreplaceable
center of freedom and creativity within the bound of the community;

2. Strengthen the desire to develop self-realization, self-transformation and self-
franscendence;

3. Highlight social reform, social justice and social democracy and focus its
interverition to poverty alleviation through community empowerment;

4. Liberate individuals in the community to achieve optimum potentials and realize

opportunities for better living; _ :

Ensure that the institutionalized development programs will promote the

diffusion and more equitable distribution of opportunities, income and wealth

across all cities and municipalities in the province and other provinces as well;

6. Strive to eahance the quality of life for all people in the community, especially the
underserved and underprivileged, by expanding their capacities for economic
productivity and increase their incomes to enable them to avail of essential goods
services for their direct benefit; and

7. Pursue rurai development with social inclusion.

w
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5.2 Sustainability Objectives

1. To ensure that people will be given priority to warrant human flourishing;

2. To build a stronger community to face ali chaiienges of time and space;

3. To establish a broader and bigger horizon for the optimum utilization of
resources and capacities;

4. To promote and support the establishment of sustainable livelihood and skills
training programs;

3. To ensure that all livelihood and skills training being offered by the university
are appropriately coordinated and implemented at the institutional,
municipal and barangay levels, NGOs, NGAs, SMEs, and other stakeholders

6. To ensure that all livelihood and skills training are made available to barangay
communities that need the most help from the government;

0y ]
nrd o §

7. To maximize environmental impact and refloat environmental capacity and
potentiais;

8. To make the environmerit & better place to live in;

9. To ensure that the training needs of barangay communities based on local
development plans are properly identified and adequately provided: and

o X 8

10. To prioritize rural areas with the highest poverty incidence in the provision of
services aligned with the priority programs and mandate of the university

6.0 SERVICES OF THE UNIVERSITY EXTENSION AND DEVELOPMENT OFFICE (UEDO)

The University Extension Office provides partnerships with LGU, NGA, NGO, SMEs, and industries
to ensures the implementation of the extension programs with the adopters and demonstration projects
through the community engagement of the service area. It is expected to cortiibute to the socio-
economic development impact to the communities. The deliverables of the UEDO provides technical
assistance and services along livelihood skills, technology transfer, agriculture and fisheries support
activities, cooperative enterprises, architectural and engineering support, health and medical services,
disaster risk reduction and emergency response, security management, local governance and other
relevant extension activities.

6.1 LIVELIHOOD / SKILLS TRAINING SERVICES

The livelihood and skiiis training services on catering services, cookery, baking, food processing,

cosmetology, and other relevant extension activities provide tectnical assistance to the recipients and
beneficiaries for additional income, livelihood, and ermployment in the service community. The deliverable
extension package is the Adopt-A-Community and School Programs in the regular extension programs for
the livelihood, skills training and technology transfer to the service areas. It is expected to generate

profitable income and revenue through the implementation of the adopters and demonstration projects
to the communities.
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A. Skilis Training on Catering Services

The catering service provides training support for prospective caterers arnid éfiployment
opportunities in social occasions, restaurant Management, tourism industries and other occasions. In
addition, the adopters and demonstration projects create catering and local restaurant enterprises
that can generate employment and livelihood incomes to the locality..

i) Familiarization of Kitchen Utensils '

2) Table Skirting and Setting

3) Napkin Folding

4) Flower Arrangement

5) Other related catering activities

B. Skills Training on Cookery
The cookery training supports additional livelinood entérprises in the management of a
restaurant, local enterprises, and other employment training to the locality. In addition, the adopter and

demonstration projects on this training ensure the creation of jobs and livelihood programs on the local
cooperative enterprises, including the catering and restauran

i services.
1) Appetizer- hot & cold
2) Soup
3) Salad
4) Main and side dish
5) Dessert
6] Others related training

€. skills Tralning on Baking
The baking training provides technical assistance in making cakes, pastries, delicacies for the lacal

livelihood for bakeshops enterprises. The adopted community can work for local enterprises in
making cakes, pastries, delicacies to suppiy focai stores, school-enterprise and other industries..

3} Cake

2) Pastries

3) Delicacies

4) Other related training

D. Skilis Training on Food Processing
The food processing for meat, fish, vegetables, and mushrooms provides technical assistance to the
adopted communities, schools; and locals to provide additional income and revenues for profitable
~enterprises. This skills training for food processing extends to the packaging of processed meat, fish,

fruits, vegetables and mushroom products to ensure the competitiveness and profitability of its
adoption to the service area,

1} Meat

2} Fish

3} Fruits

4) Vegetables

5 Mushroom

6) Other related training
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E. Arts and Design Training

The Arts and Craft Training provides technical assistanee to the stakeholders for the product
packaging, labelling design, floristry, furniture refurbishing, shirt printing, decorative candles, pot
making and mural painting. In addition, the adoption and demonstration project of the arts and
method enable the stakeholders to have additional income and livelihood within the local enterprises
and industries,

1) Packaging and Labelling Design

2} Furniture Refurbishing Upgrade

3} T-shirt Printing

4} Floristry

5) Basic and Decorative Candle Making

6) Ornamentai Pot Making

7) Mural Painting

8) Other related training

F. Hospitality and Tourism :

The training program for the hospitality and tourism inciude housekeeping, bartending and
catering services for the hotels, restaurant, tourism enterprises ' the UNESCO Heritage City of Vigari.
It is expected that the extension programs for hospitality and Tourism cater to the needs of
stakeholders who are willing to work in hotels, restaurants and tourism industries in the service area.

1} House keeping ;
Z} Bartending

3) Catering Services

4y Other related training

G. Garments and Fashion Designs
The garment and fashion designs provide technical assistance and support for the tailoring ang
dressmaking enterprises. it is expected to extend the university's expertise to improve the garment
and fashion design for more profitable products design to SUPPort the garment and sewing industries.
1) Garment Sewing

2) Tailoring/ Dressmaking

3) Apparels

4) Other related training

H. Cosmetology
The extension project for cosmetology ensures the creation of local employment and livelihood

support for hair care, nail care, foot spa and beauty care. The cosmetology development training
provides further expertise for the locality employed residents to have quality service in hair and nail
care, foot spa, and beauty care. The usual deliverables to the Adopt-A-Community and School program
are the development of expertise of local residents to give hair and nail cares as additional livelihood
income for them.

1) Hair Science

2} NzilCare

3) Foot Spa

4) Beauty Care

5) Soap Making

6) Other related trainings
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1. Skills and Livelihood Training/ Technology Transfer

The technology transfer is designed to provide technical assistance to train the comm unity residents
on automotive mechanics, metorcycle repairs, engine repairs, and welding. This service supports the
adopters on technical assistance to the stakeholders, creating employment and livelthood for the
service area..

1} Automotive Engine Tune-up and Servicing
2} Motorcyclé Repair and Troubleshooting
3) Small Engine (Farm Equipment) Repair

4) Basic Welding

5) Driving

6 Other related trainings

J. Electrical Technology

The electrical technology provides the extension design for the electrical installation and
maintenance and appliance repair for the Adopt-A-community  School program and other
stakeholders. It is expected to provide jobs and liveiihood for those men and women who are
interested to be trained in electrical wiring, installation and maintenance, and appliarice repairs. The
local demand for this electrical work and appliance repair can be done in the community, which is
expected to generate additional income for them

1) Electrical Wirings Installation and Maintenance

2} Domestic Appliance Repair

3) Other skills training

K. Electronics Technology

The electronic technology is designed to cater to the stakeholders' needs on electronic servicing,
cellphone repairs, CCTV and fire alarm instaliation, and solar charger installation. The stakeholiders
must be interested in iearning technology-based instructional materials on electronics development,
cabie TV, fire alarm installation, and solar installation.

1) Consumer Electronics Servicing

2) CCTV and Fire Alarm System Installation
3) Solar Charger Installation

4} Celiphone Repair

5) Other related training

L. information Technology
The informational technology infuses the extension training on computer oneration for t!

e
organizational productivity as an adopter of 21st-century technology for the LGU, NGA and NGOTs.
Likewise, the Adopt-A-Community and School program has extended this IT Extension training for the
basic computer hardware and nefwork maintenance that can be considered deliverables for {ocal

employment and livelihood programs in the service area.

Basic Computer Hardware Maintenance
1) Skills Training on Muiti-Vedia Operation
2) Computer Network Maintenance
3} Ms- Office Productivity
4) LMS Training
5) Other related training
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M. Civil and Buiiding Technology
The Civil and Building Technology ensures the extended assistance to the construction workers

and stakeholders to be trained in plumbing, carpentry, masonry, and landscaping to those interested
residents for employment and livelihood programs in the service area Adopt-A-Community and School
Program.

1} Plumbing

2) Carpentry

3} Masonry

4) landscaping

5) Other related training

6.2 AGRICULTURE AND FISHERIES
The agriculture and fisheries ensure the extension programs with deliverables value as adopters

and demonstration projects for profitable enterprises in the sewvice area. It is expected to provide
technical assistance to the communities for the agriculture support of mushroom cuiture, hydroponic and
backyard gardening,

1) Mushroom Culture

2) Hydroponic Gardening

3) Vermicomposting

4) Backyard/ Minuyungan Gardening

5} Fresh Water Fish Culture/ Tilapia

6) Organic Farming

7} Seéaweééds Culture

8 Other analogous to above mentioned activities

6.3 COMMUNITY ENGAGEMENT ON GENDER DEVELOPMENT, ENVIRONMENTAL SUSTAINABILITY,
CULTURAL PRESERVATION AND PROMOTION, ADMINISTRATIVE CAPABILITY BUILDING, AND
- SECURITY AND PUBLIC SAFETY.

A. Gender Equality and Women Empowerment Project

The academic and administrative office provides technicai assistance for the stakeholders and
clients on Gender Equéfity .and Women Empowerment. While v.omen Empowerment engages in the
provision, availability, and accessibility of opportunities, services, and observance of human rights, which
enable women to participate actively and contribute to the nation's political, economic, social, and
cultural development.

i)  Gender Sensitivity and Orientation Training

2) Responsible Parenthood

3} Team Building

4) Women’s and Children’s Rights

5) Child and Youth Welfare

6} Other related projects -
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B. Ensure Environment Sustainability Project

- The environmental sustainabi-iity._prject provides technicat assistance and support to
address concerns and issues on climate change and ecological degradation in the service area.

The environmental projects for the extension activities are reforestation, clean and green

program, waste management and climate change mitigation. The academic units specializing in

ecoiogical science shall initiate and implement extension projects to support adopters and
demonstration projects for profitable enterprises.

1) Reforestation Project {Tree Planting)

2) Clean and Green Program

3) Trash-for-Education Program

4) Environmental Education and Clean-up Project

5) Waste Management

6) Climate Change Mitigation and Adaptation

7) Other related project

Ly

C. Values Grientation and Re-orientation Project

The Values Orientation provides the necessary support of the peer counseliing and values
formation training program. It Is a moral and values orientation program to enhance the ethical and moral
standards of the identified stakeholders.

1) Enhancement Seminar on Values
2) Peer Counseling

\-l’lllﬁ
3) Values Education Orientation
4) Professional Ethical Standards
5) Other related project

D. LGU Administrative Capability Building Project
The LGU Administrative Capability Building project ensures the technicai support of LGU good
governance initiatives to address the issues and concerns in the capacity building programs of LGU
officials. The scope of the LGU capability building includes local governance, community organizing,
local fiscal administration, executive management program, dispute resolutions and security
protocols, and leadership Orientation and Management.
1. Locai Governance and Development
Community Organizing
Local Fiscal Administration
Martial Arts/Self-Defense/ Disarming Training
Capability Building
Executive Management
Leadership Orientation and Vianagement
Dispute Resolution : il
Other related project

O 0N AWM e

E. Promotion and Preservation of Cultural Heritage Project
The cultural heritage project provides the technical support of the architectural design, tour
guiding, ancestral house conservation, local history and culture. These deliverables are within the

technical assistance of the UNESCO Heritage City of Vigan, including the LGU and other stakeholders.
1. Architectural Design
2. Tour Guiding

el
(9}
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Hotel and Restaurant Management

Ancestral House Conservation
Eco-Tourism

Local history and Culture

Other related project

NO v s w

F. Security and Public Safety

» Security services, crime and fire prevention and
other relevant tasks..

1) Traffic Management

2) Security Services {NC 1} Assessment

3) Violence against Women and Children
4) Crime Prevention Education

5) Fire Prevention Education

€ Juvenile Delingquency

7) Other related project

G. Advocacy Campaign on Current issues and Concerns

The advocacy campaign includes legal counselling, drug education, human rights education, chiid

and youth welfare, senior citizen empowerment and other related advocacies. The technical engagement

shall be done through seminar-workshop, conference and orientation lecture to the stakeholders, The

impact of this extension projéct requires the sustainability of the deliverables for the client’s satisfaction

and application to its practical scope of the mpaign to address issues and concerns within the
service area.

1} Basic Legal Counseling
2} Drug Education

3) Human Rights Education
4) Peace Education

5} Child and Youth Welfare

6) Senior Citizen Empowerment
7} Other related advocacies

Theais

6.4 COOPERATIVE MANAGEMENT AND ENTREPRENEURSHIP TRAINING
The cooperative management and entrepreneurship training provides the technical engagement
to assist, facilitate and Support the LGUs, NGA, SMEs, Industries and local businesses to address the issues
and concerns iin accounting and bookkeeping, financial management and auditing, feasibility study and
product deveiopment.
A. Accounting Activities
1) Financial Recording and Bookkeeping
2) Management Advisory Services
3) Cost Accounting
4) Tax Planning and Compiiance
5) Investment Strategies

6) Financial Statement Analysis and Preparations
7} Other related training

s
(=2




8. Management Specialization
1) Business Management
2) Risk Management
3} Finance Management
4) Other related training
C. Business Consultancy Services
1} Bookkeeping
2} Business Registration
3) Business Planning
4) Feasibility Studies
5} Cooperative Management
6} Other related training
D. Product Development
1) Packaging
2} Branding
3) Pricing
4) Other related training

6.5 COMMUNITY AND SOCIAL SERVICES

The Community and Sacial Services provide th
Development, Teacher Enhancement prograims, Se¢

A. Students’ Development
1) Literacy and Accuracy
2} Artstraining
3} Sports Clinic
4) Values Orientation
5 Leadership Devélopment
6) Oherrelated trainings
B. Teachere Enhancement Program
1) Course Content
2) Research
3} M Development
4) Laboratory Skills Development
5) IT skilis Develoomeant
6} Personal Finance

7) Other related program

C. School Improvement Program
1) Building Maintenance
2} Clean and Green Program
3) Herbal Gardening
4} Other relatsq program

University Of Northern Phikippines
University Extension Office

OperATions MANuAL

€ extension programs a!ong Studenis’
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D. Other Services

1} People Empowerment and Capacitation Programs

2} Cultural Preservation and Community Enrichment

3) Environmental Promotions

4 Social Democracy and Social Justies Demystification

6.6 ENGINEERING AND ARCHITECTURAL SERVICES
The architectural services provide technical engagement with the stakeholders to assist and facilitate
residential and commercial designing; LGU proposed a development plan on the infrastructure arai

ucture srojects.
While engineering services enable the technical engagement on topographic surveying, fand boundary
dispute survey, sanitary and technical descriptions of physical plants and facilities.
Architectural Designing
Infrastructure Project Development
Topographic Surveying
Land Boundary Dispute Survey
Professional /Technical Service
Sanitary Engineering
Other related services

NOUpwN R

6.7 HEALTH AND MEDICAL ALLIED SERVICES

The Health and Medical Allied Services provides the technicai engagement with the stakeholders along

health education activities, disease prevention activities and other rele' ant extension activities.
A. Health Edueation Activities

1) Communicable and Non-communicable Diseases
2) Mental Health
3) Responsible Parenthood
4) Maternal Health
5} Chiild Health
6) Adolescent Health
7) Physical heaith
8) Environmeniai Health
9} Cther related program
B. Training Activities
1) Basic Vs Taking
2) Alternative Medicine Preparation
3) Other related training
C. Disease Prevention Activities
1) FBS/RBS Determination
2) Blood Typing
3) Deworming
4} Feeding, Nutrition and Exercise
5} Psychological
6) Recreational
7} Other related activities
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6.8 DISASTER RISK REDUCTION AND MANAGEMENT

The Disaster Risk Reduction and Management provides the necessary technical engagement and
assistance to the LGUs, NGAs and NGOs along Emergency Responders in cases of natural calamity and
disaster in the service area. In addition, it is expected to provide extension services aiong disaster
preparedness and orientation and training on DRRM in the locality.

A. Disaster Management
1) Basic First Aid,
2) Basic Life Support
3) Basic Rescue Training
4) Earthguake Drill
5) Fire Evacuation Drill
6] Tsunami Drill
7) First Responders Training
B. DRRM Planning Training
1) Contingency Pianning Training
2) Risk Communication Training
3} Basis Incident Command System Training )
4) Rapid Damage Assessment and Needs Analysis Training
5) Psychological First Aid Training
6) Face Shield Making

6.9 RESEARCH DISSEMINATION
The research dissemination provides the presentation of research outputs relevant to needs and

expectations of the LGU, NGA, NGO and other stakeholders. The product of research can be utilized as
the adopters and demonstration projects for profitahle enternrises that can transform socio-economic
development in the locality,

1) Education Research Studies

2) Science and Technology, and Energy Studies

3) Agriculture, forestry, and Natural Resources Research Stud'es

4) Health and Nutrition Research Studies

5} Social Sciences Research Studies

6.10 OTHER EXTENSION SERVICES
The other extension servi

. ces are the communi continuin i i i
capability building, institutional tr . A el

aining, technology transfer, GAD and other relayans
Fabapto s e ' ’ QUEr relevant advoc -y
M€ participation of the academic units, +advocacy programs
A, Community Continuing Education
{LSE)])-hif:l a‘l;):; Sh;ft);yff—'::éfm Course Programs for Livelihood Skills Development
uni ecture- i
University, Demons;rat:on on Mature Technology of the

B. CQmmunityPaﬂnershfp Program

Partnership program with local gaverniient units (LGUs) and other institutions

aimed at supporting countryside develo ilizi
: Pment by mobilizing o
and available resources of the University, ol i
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Capability Building
Internal - capacitate and upgrade capabilities of extension services

External —capability building that emphasizes training and developmentactivities
for community partners.

Institutional Training Program
Focus on the training activities extended by academic units in collaboration with
the university extension office to clients, LGUs and community beneficiaries and their

target groups.

Technology Transfer, Adoption, and Utilization

This program focuses on the transfer of skills, knowledge, expertise, know-how,
equipment, machinery, and tools availabie in the treasury of research and technology
of the university. {i.e. production of IEC materials, technology dissemination,
prototype and fabrication of new products and media utilization.) Clients are either
walk-in or partner communities of the university who are qualified under the list of
extension beneficiaries.

Expanded Linkages

Linkages which tie-up programs with the various organization for resource
sharing and technical assistance, i.e.,, commission on Higher Education (CHED),
Department of Science and Technology (DOST), Local Government Units (LGUs),
TESDA, Civil Society Groups and other development organization both local and
international.

- Gender and Development Programs

Invoives gender-responsive planning, advocacy, training and development of a
gender-responsive statistical system and setting up of focal point, COD!, and other

structure gender mainstreaming. Aside from gender, these programs aiso include

Sexuality, Reproductive Health, Violence agai '
A : F gainst Women and Children {VA\ f
othér gender issues. PR

Industry Association Development Programs

. This development program concerns a specific partnership between 3 universi
unit e.md an industry association outside the univéfsitv to upgrade the lattr ng
technical/technological capacity and help improve the lives of ass.ociation mem b:rss.

Good Governance Program

~ This concerns proper management of the m
through the knowledge of the local
and other technological know-
governance.

unicipal and barangay government
_govemment code, mastery of leadership function,
how in the pursuit of barangay development and good
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J. Environmental Management Program
This refeis to extension programs concerned with the reasonable utilization,
protection and rehabilitation of the region’s natural resources and habitat. Eco-

tourism ic ane of the target areas for these programs.

K. Health and Nutrition Programs
Activities that promote healthful living, nutrition, prevention of diseases,
breastfeeding and similar concerns are among the scope of extension work under this

pragram.

L. Technical Consultancy Service
These services make the university's different technology and vocational
expertise accessible and valuable to the community and business through the
deployment of technical experts from the university.

M. Cultural and Sports Development Program
Responding to socio-cultural and sports activities community particularly during
special events in the national, regional and local such as fiesta celebration, EVRAA,
SCUAA and other similar activities.

N. Relief and Rescue Operation Program
This program assists people and or communities affected by man-madeé or natural
calamities. Activities are centered on the procurement and distribution of relief goods
or services to affected communities. It also provides for activities involving disaster
awareness, prevention and management,

0. Extension Research Program
This program covers the conduct of research work/activities for dissemination

and or improvement of extension services delivery.

P. Nen-Format Education Program
This is Non-Formal Education (NFE) with the government

. . e | A Y ¥
alleviation of the region, = v anu nieiping in the poverty
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7.0 GENERAL POLICIES AND GUIDELINES ON EXTENSION SERVICES

7.1 Formal Agreement. To implement Extension activities, PAPs should be specified in the
Memoranda of Agreement (MOA)/Memoranda of Understanding (MOU) signed by the University and
partner agencies for BOR approval.

7.2 Phases of Extension Services. In the implementation of BOR-approved Extension PAPs, the
following phases shall be adopted:

7.2.1. Needs Assessment. The University Extension and Development Office shall conduct

beneficiaries and respond to the invitation for the needs assessment. Furthermore, it shall seek
and conduct a needs assessment survey that later consolidated, presented, and validated the
assessment results. This shall be the basis to conduct extension activities based on the scope of
deliverables for the extension projects.
The documented process for the Needs Assessment based on the scope of
deliverables in the University Extension Office include the following:
1. ldentifying and assessing the needs of the individuals, organizations and
communities through ocular survey/pre-entry visit and/or informal interview.
2. Determining the priority needs of individuals, organizations, and communities
using a needs assessment survey form.
3. Consolidating the results of the survey to determine the service areas tobe
implemented/conducted.
4. Presenting and validating the needs assessment result to further planning and
implementation.

The benchmark survey is within the scope deliverables for the extension programs of the
university.
A. Livelihood; Skills Training Services
B. Technology Transfer

C. Agricuiture and Fishery

D. Community Engagement on Gender Development, Envirétifierital Sustainability
Cultural preservation and promotion, administrative capability building, and I
security and public safety, ’

E. Cooperative Management and Enterprise

F. Community and Social Services

G. Engineering and Architectural Services

H. Health and Medical Allied Services

I Disaster Risk Reduction and Management
1. Research Dissemination

K. Other Services

involvedz;-i'aﬂni?gﬂirgli .afiminist;ation, faculty, students, and other stakeholders shall be
4 fitizing, and implementing extension progra iviti

i . ms
extension programs, activities and projects shall be based on the r e e SEs, e

and resources of the EHTIEF Sgonctor. esults of the needs assessment
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The documented information for the planning process in the University Extension Office

include the following:
1. Initial planning to strategically conduct and implement the services to beconducted.

Establishing the strategies, goals and objectives of the activities to beinitiated.
3. Coordinating to the pariner agencies/coiieges for their involvement in the activities to

be initiated.
&. Preparing and approval of the Operaticnal Plans for thé seérvices to be materialized.

g

7.2.3. Implementation. A system shall be adopted in the conduct of extension projects
where a pool of experts from various disciplines shall participate in the conduct of extension PPAs.
They shall serve as organizers, facilitators, and frainers during the implementation of extension
activities in line with their area of expertise. The documented process for the implementation of
the extension projects/programs based on the scope of deliverables in the University Extension
Office with the support of the Development Centers, which includes thefollowing:

1 Initiating skills training, technology transfer, advocacy promotion, community and
social services, health allied services, disaster risk management and other related
activities. '

2 Preparing post-activity report on the conduct of extension activities as reference for
further activities to be conducted

7.2.4, Menitoring and Evaluation. There shall be a periodic monitoring and evaiuation of
extension activities conducted to provide feedback on the program. Results shall be disseminated
and discussed with the clientele to re-plan activities to improve and enhance the delivery of
extension services.

Furthermore, the Monitcring and Evaluation provides information about the extension
activities with the participation of scademic units, collz.:orators and partners. The form also
includes information about the monitoring of the activities, the benefits' derived and evaluatios
as to the clients' satisfaction, including their comments and recommendations. Thus, the quality

assura‘m.ce. of the Monitoring and Evaluation addresses the issues and concerns of the
beneficiaries, community and trainers.

In the Monitoring of the Extension Projects/Programs, the documented process is based

on the scope of deliverables in the Universi i i
sity Extension Office (wi
Development Centers) which includes the following: fuih the R

1. Supervising the cond ivi
uct of activities by checkinelanking if cimmsn:
objectives are adequately mes. Y checking/looking if sirategies, goals and

2. ldentifying the effect/impact and the acceptability of the servicesrendered

are propierler:f;rzn: their effects/impact as to the acceptability of the 53!.\.'1*:_95- }e;z-de;:ed-:.hu i
. r Tyre of the Extension Project/ Program
2. Implementing Unit
3. Venue
4. Beneficiaries
3. Collaborators/Partners
S. Benefits Derived from the Program
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7. Evaluation of the Program
& BReneficiaries’ Comments/ Recommendations
8. lssues and Concerns of Beneficiaries, Community and Trainers

In tha Evaluation of the axtension projects/ programs provides the assessment of the
implemented deliverables by:
1. Assessing the satisfactorily level of the services rendered through a pro-porma
survey.
Consolidating and analyzing the results of the evaluation for furtherimprovement.
3. Planning for future activities

The documented information for the Evaluation of the extension projects/ projects is the
Client Satisfaction Feedback Form to assess the level of satisfaction along with (a) Objectives;
{b) Timeliness; (c) Participation; (d) Resources (Physical Assessment); (e) Overall Assessment.
In addition, the quality assurance provides the qualitative evaluation along the comments and
suggestions, issues and concerns provided by the beneficiaries, trainers, andcommunity.

The Client Satisfaction Feedback Form provides the following indicators to evaluate the
deliverables of the extension projects and programs:

A Objectives
1. The ohjectives of the study are ciear and well understood.
2. The objectives of the activity were attained.
3. The activity was in response to the neec's of the community.

B. Timeliness

1. The activity is conducted within the timeframe.

2. There was adequate time for the activity.

3. The schedules of the activity were followed.

4. The activity was relevant to the needs/demands of the clienteles/beneficiaries
C Participation

1. The clienteles/beneficiaries were involved in the planning of the activity.
2. The clienteles/beneficiaries participated actively.

il o Gl b
3. There is participation of other tooperating agencies such as LGU, NGO
PO & Academic Unit/s (UNP). ,
4. The imnlementing agencies were courteous and considerate
5. The activity is well attended ‘
D. Resources (Physical Assessment)
1. The \{en ue was appropriate for the activity.
2. Supplies were adequate.
43. El?mﬁﬁient' and facilities were adequate
- The clientele/beneficiaries shar i
ed their re
E. Overall Assessment Tones

1 Tha ~liaaesl o

4. 10€ Giientele/beneficiary was generally satisfied with the activity

) The conduct of extensi ivities i '

will P extension activities in the universi

exte:cs'fifr:v ::e holistic approach” where all academic units are bound to partifipua!l:?::l‘;
Programs, Each academic unit shall Prepare their programs, projects, and activities

and submit to the University Extension Office for consolidati i
L 101 consoiidation andimplementation,
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7.4 Accountability on Eguipment; Supplies and Materials. The University Extension and
Development Office shall require the Extension Coordinators to be held responsible for all
equipment supplies and materials issued to the unit. In addition, they must return all
requisitioned equipment and unexpected supplies and materials to the property custodian

after their use.

8.0 DEVELOPMENT CENTERS

The following are the services under the University Extension Office:

8.1 Poverty Alleviation and Community Development Center

This canter provides the implementation of the socio-economic development concerning the
poverty alleviation programs in the marginalized and underserved community with the support
of the partner agencies and organizations in the service areas. The best practice of extension
program on the Adopt-A-Community and School Programs represents the holistic package to
ensure socio-economic development. This office is attached to the responsibilities and functions
of the Coordinator for Community and Social Services. The UEDO shall implement the Extension
agenda that incorporates areas of concern from the United Nations 2030 Agenda for Sustainabie
Development, Philippine Development Plan {2017-2022) of National Economic Development
Authority {NEDA} anchored on Ten Point Socio-Economic Agenda, Gender Responsive Extension
Agenda (CHED CMO #1 series of 2015) and the CMO No. 52 Series of 2016 that advances the
pathways to equity, relevance and advancement in Research, Innovation, and Extension in
hilinpine Higher Education.

The University Extension and Development Office will coordinate with the academic units to
ensure sustainable extension programs for skills training, technology transfer, livelihood and
cooperative enterprises, agriculture and fisheries activities with impact activities relating to socio-
economic development in the service areas. In addition, f is expected fo initiate adopters and
demonstration projects for profitabie enterprises in the locality.

The poverty alleviation programs provide employment and livelihood support on skills

training, technology transfer, agricuiture, and fishery programs to ensure the stakeholders' socio-
economic development:

A Livelihood Skills Training and Technology Transfer
1. C4Téring Services
2. Cookery
3. Baking

5. Cosmetoiogy
6.Soap Making
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B Technology Transfer

1. Automotive and motor repair
2. Electronics and electrical servicing
3. Building technology (plumbing, carpentry and masonry

€ Agricuiture and Fisheries Support on
Mushroom Culture

Backyard gardening

Organic farming

Aqua-culture

Deep-sea fishing

VTR WA

0. Enterprise and Livelihood Support Development
1. Business Development Support for the Trade and Industry
2. Local Cooperative Enterprise for Livelihood and technology support
3. Local Livelihood and technoiogy assistance for adopters and demonstration project

8.2 Medical Health and Humanitarian Development Center

This center provides medical and humanitarian s :pport, which addresses the needs of

persons with disabilities (PWDs) within Region | and nearby regions. It alsa ensures the continued

support of the Medical Mission and health education activities for the depressed, underserved
and poor communities in the service area. The Coordinator for Health and Allied Services shall be
responsible for implementing this development center's medical mission, health, environment,
and nutrition activities. In addition, the coordinator of this development center shall coordinate
with the academic units with medical-health related courses to initiate a sustained extension
program with an impact on health-medical weliness in the servicearea.

These are the following scope of the medical health and humanitarian services that the
academic units can initiate with the assistance and support of the UEDO :
A Health and Medical Support

i, Alternative Medicine

2. Communicable and Non-communicable Diseases
3. Maternal Heahh

4, Breastfeeding

S. Child Health

B. Disesase Prevention Activities
1. FBS/RBS Determination
2. Blood Typing
3. Deworming
4. Feeding, Nutrition and Fxercise

C Allied Medical, Psychological and Special Needs Support
1. Psychological and Mental Health Support
2. Responsible Parenthood
3. Peer-Counselling
4, PWDs support
26




University Of Northern Philippines
University Extension Office
OperATions MANuAL

Version 2

8.3 Disaster Risk Reduction and Management Development Center

This development center implements disaster risk reduction and management programs
with the LGU, NGA and NGO partnershipe based on the mandate of Republic Act No. 102i1. it
shall have a separate equipment and facility office to suppert the university's emergency response
team. The office shall be headed by the Coordinator of Disaster Risk Reduction and Management
and the University Emergency Response Team coordinator. It shall continue to coordinate with
the LGU and NGAs national emergency response team and the disaster risk reduction
management office for the technical assistance of the disaster risk reduction operation,

The following extension programs with partnerships of the Local Government Units and
National Goevernment Agencies and National Government Organizations (NGOs)s on Disaster Risk
Reduction and Management:

A Disaster Management

Basic First Aid,
Basic Life Support
Basic Rescue Training
Earthquake Drill
Fire Evacuation Drill
Tsunami Drill
First Responders Training
B. DRRM Planning Training
Contingency Planning Training
Risk Communication Training
Basis Incident Command System Training
Rapid Damage Assessment and Needs Analysis Training
Psychological First Aid Training
Face Shield Making

8.4 Advocacy Promotion Development Center,

The advocacy promotion of university extension programs shall oversee and coordinate
with the other academic units in the specialized exterision programs to support the mandate in
the quality assurance on community engagement. The Coordinator for Advocacy Promotion shall

provide assistance and support to the academic units for the extension advocacy promotion
program.
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Procedure in in the conduct of Needs Assessment
Procedure in the conduct of Extension Services
Procedure in the Program Planning
Procedure in the conduct of Monitoring and Evaluation of Extension Services
Procedure in the Implementation of the Adopt- A- Community Program
Procedure in the Conduct of Skills Training Initiated by the University
Procedure in the Conduct of Requested Skills Training
Procedure in the Conduct of Food Processing Skills Training
Procedure in the Implementation of Advocacy Programs of the University
Procedure in the Implementation of Medical/ Dental/ Surgical Mission
Procedure for the Provision of a Technical and Financial Assistance to partner
agencies
Procedure in the Publication of Damili; the official

publication of University
Extension Office
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Appendices

G.Opportunity Log (10.0 Opportunity Register Log)

H.RIPNEL (8.0 Relevant Interested Parties Needs and
Expectations Log}

I. SWOT Analysis ( Key Result Area 3 : Services to the
Community) ‘

J. QF Forms (11.0 QF Forms)

29




UNIVERSITY OF NORTHERN PHILIPPINES
University Extension Office
Oper Ations MANuAL
Version 2

D, Republic of the Philippines

< @ UNIVERSITY OF NORTHERN PHILIPPINES
3 Tamag, Vigan City

2700 ilocos Sur

University Extension Office

Website: www.unp.edu.ph Mail: unoextensionoffice@gmail.com
Telefax #: (077) 722-2810

Drocedure in the Conduct of Needs Assessment

Title: E&vceddre in the conduct of Needs Assessment
Purpose/s: To define procedure in the conduct of Needs Assessment Survey

Scope: This procedure applies to the needs assessment to community to determine the service
areas to be catered such as but not limited to advocacy promotion and research
dissemination, community and social services, livelihood training and technology
transfer, disaster risk reduction and management, and health related services by the |
University.
Review and This procedure shall be reviewed by the University Extension Office Director every
Amendments: three (3] vears or as deemed necessary. Inputs from Internal Audit and other concerned
units may be considered. The Director shall propose amendments to the Administrative
Council.
The President shall give final approval on the proposed amendments to the Procedure
in the conduct of Needs Assessment.
Definition of Terms:
Needs Assessment Survey refers to the appraisal by the University to identify specific needs, probiems and -
' concerns which includes thie individuals, organizations and communities including schools or to identify the
service areas to be catered subject to the provisions of a Memorandum of Agreement executed between
the University and the concerned beneficiaries.
Prospect Beneficiaries refers to the individuals, organizations, communities including schools as recipients
of services to be catered by the University based from the Extension Master Pian or Programs.
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Ha P;?::ziztw. | Responsible Person Timeline Details
; ' Difector 1 day L
e ’ i identifies prospect
Identify Prospect Coordinator beneficiaries/ respond to the
beneficlaries/ erineqAgencies invitation for needs acsessment
- Respond to invitation| Beneficiaries 7 ;:;;';;oss-i T A,
= The Director seeks permission
i University President 1day to the President to conduct NAS. |
STEPZ. 1 Director
[ Seek permission to! | Coordinator Upon approval, coordingiors
conduct NAS Clerical Staff prepare the survey form to be
T Beneficiaries administered.
| The university extension office
B - coordinates with the URDO &nd |
plans the conduct of NAS
1 day | The University Extension Office
T STEP 3. Director administers the instrument io
Conduct Needs UEQ Coordinators/ the beneficiaries
Assessment Academic Units Coordinators
- "”"‘”; beneficiaries The Director/ Coordinator
.{I,s.;, explains the significance and the
- . < objectives of NAS
— || siePa. Director 1 day | The University Extension Office |
Consolidates results || UEO Coordinators tallies/ consolidates the results
z of thge__s'grvey URDO Coordinators of NAS
i %g,_.l_‘;;f? Clerical staff The University Extension Office
>~»<: forwards resuits to URDO for
o !, A} analysis and interpretations to
Sy
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validation of NAS

Presentation and
Resulis

| Academic Units coordinators
Linkages/Beneficiaries

Website: M.ung.;:!:;ag:x?g;g_ggf;;:mfﬁceo mall.cam :
. | determine the service areas 1o |
R be implemented/ conducted,
: Director ,1day if results of NAS js already
STEPS. UEO Coordinators available from URDD, The
/ Receive Resultsoff | URDO Cosrdinators | Director of the extension office |
NAS Clerical staff conducts  consultation  apg |
planning  for 8  possible
el Preparation  of  Extension |
Programs |
e Director 7?d'ays
i STEP S, UEO Coordinators

requests general assembly
meeting to the beneficiarias to
present and validates NAS

e |
The University extension Office !
results and the possible conduct ,)

I
| of activity, i

| UEO Coordinstors
Maintain documen

Director

ts /| Academic Units

Keeps documents for future
references

e il 2
T —
—————— T

" Forms ' Needs Assessmigiit Survey Form
| References: | CMQ 52, 5. 2016
Approved:

3

ERVAFIN & CADORNA, PhD,
SUC|President

X
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Procedure in the Conduct of Program Planning

Title: Procedure in the conduct of Program Planning
Purpose/s:

To define the procedure in the conduct of Program Pianning

Scope: This procedure appiies to the conduct of Program planning to ﬁi?bpér“i\i‘ékecuteﬁand
implement all the service areas catered by the University Extension Office of the
_ University such as but not limited to advocacy promotion and research dissemination,

livelihood and training services, food processing, community and social services, health
and allied services and disaster risk reduction and masiagement.

e UL B IR IO FR TS TN TS )
— | Review and This procedure shall be reviewed by the University Extension Office Director every
Amendments: three (3) years or as deemed necessary. inputs from Internal Audit 2nd other concerned |

' units may be considered. The Director shall propose amendments to the Administrative
e Council.
The President shall give final approval on the proposed amendments to the Procedure
in the conduct of program planning

— | Definition of Terms:
Program Planning refers fo the basic preparation of the University to manage the implementation of the
services catered and establish strategies, goals, purpose and objectives of the activities which addresses
— | specific needs, problems, and concerned of the individuals, organizations, schools and com

X

| to the provisions of Memorandum of Agreement executed between the
beneficiaries.

i Consultation Meeting refers to the ini
other people involve in the implement

munities subject
University and the concerned

tial planning and discussion between the director, coordinators and
ation of a program, project, or activity.
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Process Flow:
Flowchart Responsible Person Timeline Details

- .| Director 1 hour The director meets the
STEP 1. || UED Coordinators coordinators and  the
Consultation meeting || Academic Unit faculty to strategically plans
| Cocrdinators/Faculty the conduct of a program
Clerical staff

The director sees to it the
persons involve in the
conduct of a program

Director
STEP 2. UEO Coordinators i h i
. our | The Director i
Conceptualize the Academic Unit aind other fegogd;:jf?rs
Program Coordinators/Facuity set paramépterg for ;;':
Cieri i
cal staff implementation of the
& program
STEP 3 g Director #hour
Set s?ra‘iégies.. goals, i | VEO Coordinators ; s Unimr%ity S
and objectives ﬂ | Clerical staff czfﬁ: : e'stabhshes e
I | strategies and the
objectives of the program
to attain success and draws
: — | positive results
I e { virector 1 hour The Dira: '
g Fl:ailze the UEQ Coordinators o | pn-}eggﬂ‘n]eetozw:‘apsku;}the |
rogram Cierical Staff el o
ﬂ are sets for the conduct of
an activity

|
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irector ‘ 1 hour The University Extension
Coordinate o the | UED Coor.dmators | i Ofﬁce-ir‘lfo-rms 1.:he
e Clerical Siaff beneficiaries with regard
beneficiaries
to the planned program
and their participations
and invelvement
UEQ Coordinators .
; Maintain Y, | Clerical Staff Keeps records
\, documents 7 :
End
Forms: APA
Budget Proposal -
PAAP '
| References: ‘oM EB016
Approved: -
PP ER?IN § CADORNA, PhD.
SUC Preskdent .

35




UNIVERSITY OF NORTHERN PHILIPPINES
e - University Extension Office
OperAtions MANuAL
- Version 2

Republic of the Philippines
\ UNIVERSITY OF NORTHERN PHILIPPINES

University Extension Office

Website: wwanv.unp.edu.oh Mail: unoextensionoffice@email.com
Telefax #: {077} 722-2810

Procedure in the Implementation of an Extension Activity

Title: Procedure in the Implementation of an Extension Activity
Purpose/s: To define procedure in the implementation of an activity based on the results of needs
- assessment and the Extension programs of the University.

Scope: This procedure applies to the Impiementation of Extension Activity that are based from

i the service areas of the University Extension Office such as but not limited to advocacy
- promotion and research dissemination, livelihood and training services, food processing,
community and social services, health and allied services and disaster risk reduction and
= management.

Gl Review and This procedure shzii be reviewad by the University Extension Office Director every
: Amendments: three (3) years or as deemed necessary. nputs from Internal Audit and other concerned
units may be considered. The Director shall propose amendments to the Administrative
= Council.

The President shall give final approval on the proposed amendments to th
in the implementations of Extension Activities.

= Definition of Terms:

lmeiementatior? of Extension Activity refers to the conduct of requeste activity/ies or initiated programs,
fngis :;dniit;:r:riidb:;iﬁ :?nmiusjiz::e areas of the Qni\{ersity Exteision Office to t!}g partner agencies
FHCE 4 » 8rOUps, ofganizations, schools, and communities. This is subject
ta the provisions of Memorandum of Agreement executed by the university and the partner agecies.

Procedure

External Request refers to the communication lett

: er coming from a recipi i
not limited to the individuals, sihomareciplontjparer agencies such as but

groups, organizations, schools, and communities,

Operational Plan refers to the process of

! execution of University E i i
detailed plan of the activity to be conducted e

that presents a

Partner Agencies/Beneficiaries refers *o the individuals,

tn ' organizations, communities i
recipients of services to be catered by the University base ; e

d from the Extension Master Plan.
B —
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Process Flow:
Flowchart Responsible Person Timeline Details
é START >
Director 1 day The University Extension
_______| Coordinator receives request to
E STEP 1. Clerical staff conduct an  activity/
E Receive External initiates the conductof an
grequest/ initiate the activity that are based
| conductofan 1 from the needs
i activity | assessment results
| E 4 Director The Director presents the
. 4 UEO Coordinators 3 hours reguest letter of the
STEP 2. Clerical staff beneficiaries  to the
Consultation coordinators for proper
Meeting action
e
The Director discusses the
involvement of each in
the conduct of an activity
The Director identifies the
roles of each coordinator
The director and
coordinators set the
goals, objectives and
strategies in the conduct
- of an activity
: Director -
STEP 3. UEO Coordinators 1day The Coordinators
Prepare and Clerical Staff prepare the operational
Approval of OP plan for the conduct of
ain activity
2
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N
¢ A b The coordinators
%\;—_‘;:ﬁ/ strategize the goals and
i} objectives of the activity
- Director 1 day After approval, The
STEP 4. UEO Coordinators University extension
Coordinate to Clerical staff office communicates
Partner Agency/ || Beneficiaries properly to the
Beneficiaties beneficiaries for the
conduct of an activity
The University Extension
Office and the
community iron out
issues and concerns with
regard to the conduct of
an activity
The University Extension
Office and the
community finalize the
jM o 5 Director 1d3 'lr:-:nduc.t Of'?n AehViy
?i p——— | | coordinators vy e University extension
;3 Implementation ;ij Facilitators Office conducts/
¢ of an activity 4 Resource Person 'mplements the planned

activity

The facilitators check the
smooth flow of the

activity

Maintain
Documents

Keeps records
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Forms: Training Evaluation Form/ Clientele Feedback form
APA, PPMP, Budget Proposal

Operational Plan

Resource Materials, Tools

Eguipment

Attendance

References: CM© 52 520156

Anproved: K

ERWIN\E. CAL/ORNA, PhD.
SUC President
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Procedure in the Conduct of Monitoring of an Activity

Title: Procedure in the conduct of Monitoring of an Activity

Purpose/s: To define the procedure in the conduct of Monitoring of an activity

Scope: This procedure applies to the conduct of Monitoring of an activity conducted by the
University Extensio: Office that are focused on the service areas catered

Review and This procedure shall be reviewed by the University Extension Office Director every

Amendments: three (3) years or as deemed necessary. Inputs from Internal Audit and other concerned

units may be consi‘dered. The Director shall propose amendments to the Administrative

Council.
The President shall give final approval on the proposed amendments to the Procedure

in the conduct of Nionitoring of an activity

Definition of Terms:
Monitoring refers to the supervision of activities conducted by the Uni=rsity Extension Office/ Academic

Units by looking if goals, objectives, strategles and purpose are propery met and delivered to the target
heneficiaries.
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Process Flow:
| Flowchart Responsible Person Timeline | Details
Ir Director 10 The Director and
? STEP 1. UEOQ Coordinators minutes | Coordinators oversees the
Manage the conducti| Academic Unit Coordinators/Faculty conduct of an activity by
i . of an activity checking of attendance/
’ = number of beneficiaries
The Coordinators check
equipment, tools and
materials if it already
available
The Coordinators check if
the resource speaker/s is/
are ready
UEQ Coordinators
STEP 2. Clerical staff i0 The Coordinators look if
Check strategies, minutes | the purpose of the activity
\goals and objectives is well-established
The Coordinators see to it
that the significance of the
activity Is properly set
UEO Caordinators Duration | The Coordinators check
Clerical staff of the | the flow of the activity if it
Monitor the smooth activity | is properly delivered,
fiow of the activity presented, and
proper understood by the
{A% beneficiaries
a (A
Wl
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Director 1day The Coordinators prepare
UEO Coordinators and submit post activity
Step 5 : report to the director for
Prepare and evaluation
submit post-
activity repeort
Director Keeps records/
UEOQ Coordinators documents
T Clerical Staff
Maintain
document  J
End
_?orms: Attendance/Registration Form
Post Activity Report Template
References: CMQ 52 S 2016
Approved:

ERVUIN & CADORNA, PhD.
SUCWresident
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STEP 3.
Endorse Results

e SR,

Director
UEO Coordinators
Clerical Staff

Process Flow:
| Flowchart Responsibie Person Timeline | Details
B START
g - UEQ Coordinators 15 The Coordinators assess the
B }g STEP 1. Academic Unit Coordinators/Faculty | minutes | satisfactory level of the
~ | {Evaluate the satisfactory {| Partner Agency/Participants beneficiaries by
~_|llevel of the beneficiaries || Clerical staff administering feedback/
evaluation form
The Coordinators collect the
> feedback/evaluation form
for  consolidation and
— interpretation
. STEP 2. UEO Coordinators 1 day ' The Coordinators
— Consolidate and Academic Unit Coordinators/Faculty consolidate and interpret
| |interpret Re_st{lts ofthe| | Clerical staff the  feedback/evaluation
Evaluation form from the beneficiaries.
1day

After analysis and
interpretation of the
feedback/evaluation form,
the coordinator/s will submit
the result to the director for
safekeeping and planning

Maintain
documents Y,

UEQ Coordinators
Clerical Staff

Keeps records
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Process Flow:
| Flowchart Responsibie Person Timeline | Detaiis
| stAaRT )
f - = UEQ Coordinators 15 The Coordinators assess the
|l STEP 1. Academic Unit Coordinators/Faculty | minutes | satisfactory level of the
Evaluate the satisfactory | Partner Agency/Participants beneficiaries by
| ilevel of the beneficiaries || Clerical staff administering feedback/
evaluation form
- ' The Coordinators collect the
e - feedback/evaluation form

for  consolidation  and
N I ] interpretation

STEP 2. | | UEO Coordinators lday | The Coordinators
- Consolidate and g Academic Unit Coordinators/Faculty consolidate and interpret
{interpret Results of the%ﬁ Clerical staff the  feedback/evaluation
Evaluation ; form from the beneficiaries.
s o i
1 day
- Director After analysis and
- L 4 UEO Coordinators interpretation  of  the
STEP 3. Clerical Staff feedback/evaluation form,
Endorse Results the coordinator/s will submit
| B the result to the director for
. safekeeping and planning
UEC Coordinators
Clerical Staff Keeps records

Maintain

i
documents &

T
7N
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stpis]
Forms: Feedback/Evaluation Form
References: CM0Q 52 5 2016
Approved:

Aawn 1.
Enmgfﬁooam, PhD.
SUC eredident
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rocedure for Publication of the DAMILI Newsletter

1 Tigle: Procedure for Publication of the DAMILI Newsletter
Purpose/s: This procedure aims to estabiish the system oi producing an issue of the Damili
| Publication
| Scope: This procedure applies to the publication of an issue of the Damili Publication; the
official newsletter of the University Extension Office
Review and This procedure shall be reviewed by the University Extension Office Director every
-1 Amendmenis: three (3) vears or as deemead necessary. Inputs from internal Audit and other concerned
units may be considered. The Director shall propose amendments to the Admiristrative
Council. '
The President shall give final approval on the proposed amendments to the Procedure
for publication of the Damili Newsletter

Definition of Terms:
Damili Newsletter refers to the official puolication of the University Extension Office published bi-annualiy.
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Process Flow:
T Flowchart Responsible Person Timeline Details
I A —4 President 2 minutes
e STEP 1. Director The UEO Coordinator for
Request for a release | UEO Coordinator for Extension Extension Publication
of Memorandum on | Publication reguests from the Office of
{ the submission of news | Academic Unit the President the release
and literary articles Coordinators/Faculty of a memorandum on the
_ relevant to extension | Clerical staff Submission of news and
— = services literary articles relevant to
extension services from
P e i the Unit Extension
- = Coordinators and Faculty
Extensionists
Director

i

- = | [Collection of news and

i
i

S

v

N7

literary articles

o

g e

. Step

UEQ Coordinator for Extension
Publication

Academic Unit
Coordinators/Faculty

] Clerical staff

T sTEPs.

1  minutes

The UEO Coordinator for
extension Publication
collects a softy copy of the
news and literary articles
from the Unit Extension

Coordinators and Faculty
Extensionists

UEOQ Coordinator for Extension
Publication

: Clerical Staff

10 days

The UEO Coordinator for

Extension Publication
checks and edits the
submitted news and

literary articles

47




UNIVERSITY OF NORTHERN PHILIPPINES

University Extension Offic
OperaTions MANuAL
Version 2
Republic of the Philippines
UNIVERSITY OF NORTHERN PHILIPPINES
Tamag, Vigan City
4 2700 llocos Sur
b
University Extension Office
Website: www.unn edu.ph Mail: unoeitensionoffice@amall.com
Telefax #: (077) 722-2810
UEO Coordinator for Extension | 2 minutes The UEO Coordinator for
Step 4 Pubiication Extension Publication
Submit final OPAI Staff submits the final version of
version of the the articles to OPAI staff
articles for lay- for lay-outing
outing
2 minutes
UEQ Coordinater for Extension The UEOQ Coordinator for
tep 5 Publication Extension Publication
Accept the draft OPAI Staff accepts the draft of the
of the newsletter newsletter from the OPA|
for proof reading staff for proof reading
i
Step 6 UEO Coordinator for Extension | 2 minutes The UEOQ Coordinator for
Submit the draft of Publication Extension Publication
the newsletter to OPAI Staff subinits the draft if the
proofreaders and newsletter to proofreaders
consultants

and consultants for perusal
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| 3 g i 5 days | The UEQ Coordinator for
¢ § Step7 % | Extension Publication does |
e ‘ 35 Einai editing of g | UEQ Coordinator for Extension | ﬁna. editing of the
; z the newsletter i 1 Publication newsietter based on the E
] ? ¥

| 5 minutes

from proof-readers and
consuliznts

| The UEQ Coordinator for
i BExtension Publication
| Prepares the operationa]

| newsletter issue for
appraval

! The UEO Coordinztor for
| Extension Publication
submits the fingi version of ‘
the newsletter to the OPaj
' staff for printing

i

plan for the printing of the |

—

The UED Coordinator for
Extension Publication
atoepts the fing] copy of
the newsletter from the !
OPA! staff for distribution i

i
i

:_ Comments and Suggestions

—— &
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Version

| Title: | Procedure in the conduct of Research Disseminatic:
i . To define the procedure in the conduct of Research dissemination i
| Scope: | This procedure applies to the conduct of Research Dissemination

Review and

- Amendments: three (3} vears or as deemed necessary. inp

uts from internal Audit and other concermned

; units may be considered. The Director shall propose amendments to the Administrative
, | Council.

. in the conduct of Research Dissemination

| This procedure shall be reviewed by the University Extension Office Direcior every

The President shall give final approval on the proposed amendments to the Procediure |

i

i
i

Definition of Terms:

Research Dissemination refers to the presentation of research outputs to the community and for possibie
adaptation of the results of the research to affect their fives.

X
k o
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5 UNIVERSITY OF NORTHERN PHILIPPINES
;'_:" Tamag, Vigan City
2700 Hocos Sur

University Extension Office
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'1 Responsible Person Timneline Details

T | URDO Coordinators
UED Coordinators

15 minutes The Coordinator for

Reszgrch Dissemination

Academic Unit
Coordinators/Facuity
Partner Agency/Participants
| Clerical staff

coordinates to the URDO
for possible conduct of

i research dissemination o
| the commaunity

: URDO Coordinators

i | Researcher/s

*| UEC Coordinators

| Academic Unit

| Coordinators/F -culty

Clerical staff

 designs  the
| dissemination program !

| objectives

The  Researcher and |
presenter securss |
certification dearance from

i the URDO i

The  Coordinator  for |
' Research  Dissemination

research |-

it
i

The UEO Coordinators
establish the goasis and |

il Director
i UEO Coordinators

|| Clerical Staff

1 day

| The UED Coordinators

|
f
prepare the cperational

plan for the conduct of an:

aﬂﬁgi i..?

5y
Ind
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The UEO Coordinators

strategize the goals and
objectives of the activity

UEQ Coondinators

30 minutes
Clesical St=ff

The UEC Coordinators
inform the
berieﬁdaﬂsfmmmmﬁy
with regard to the planned |
research dissemination and f
their participations and i
involvement

URDD 2 howrs
UED Coordinators
Researcher/s

The Researchers present
and disseminate the !
research output to the ¥
community

™ Qlerical staff

UEO Coordinators

Keeps records
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Purposefs: H To define procedure in the implementation of disaster risk reduction and management .
| Scope: i This procedure applies to the implementstion of Disaster Risk Reduction and |

, Management that are based from risk reduction ard management plans {prevention, |
mitigation, preparedness, response, recovery) of the University Extension Office and H
Externzal Partner Agency f
Review and This procedure shall be reviewed by the University Extension Office Director every |
Amendments: three {3} years or as deemed necessary. inputs from internal Audit and other

| concerned units may be considered. The Director shall propose amendmenis to the
 Administrative Council.
| The President shali give final approval on the proposed amendments to the Procedure |
in the Conduct of Disaster Risk Reduction and Manzgement.

Definition of Terms:

| Disaster Risk Reduction and Management refers to the conduct of requested activityfies or initiated
programs, projects and activities bas:d from the risk reduction and management pians in terms of
prevention, mitigation, preparedness, response and recovery of the University Extension Office to the
partner agencies such as but not limited to the individuals, groups, organizations, schools, and communities, |
This is subject to the provisions of Memorandum of Agreement executed by the university and the pariner
agendiss.

External Request refers 1o the communication letter coming from 2 redpient/pariner agencies such as but |
not limited to the individuals, groups, organiz=ions, schoois, and communities.
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University Extension omce
Weistter ww omo st o Mk trosrtenstr i reiinms
Teicax 4 {077) 722 2810
Process Flow:

Flowchart Responsible Person Timeline | Details
i i
H i
] i
i day Receives request 1o |
- Coordinator conduct an acﬁwﬁty; .

. Clerical staff initiates the conduct of an |
3 activity based from the | |
neads assessment |
i ]
| results/implements i
: planned activities
Director | The Director presents the | K

| UEO Coordinators 2 hours request letter of the |
| UNIVERT j beneficdaries to the |
Clerical staff coordinators for proper |
Beneficiaries action
| The  Director  and |

Coordinators verify :?ae

extent of needs

| | The Director am’i w

| Coordinators identify risk, |
| assess the area situation, |

: plans the target risks, and | ;
establish concrete |
measuras {g

The Director discusses the n
involvement of each in
the conduct of an activity |

i \
i i

i "'he Directormanhﬁsﬁﬁxe

R 'o!es of ezch coordinator |

i
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B University Extension Oﬂice
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The Director and |
Coordinators  set the |
goals, objectives and |
i strategies in the conduct
of an activity

(Y
[+
b

| President | The University extension | !
UED Coordinztors E office seeks permission to |
L Clerical Staff . i the President s} g;
i i implement DRRM |
| programs and requested | i
activityfies jé
. | !
____ | Director '\ 1 day | The Coordinator prepares |
i siEP4 . { UEO Coordinators | the operational plsn for |
.— | | Preparationand © | Clerical Staff § j;Mecondut‘"Gfanau;am i
| Appnmdafﬂ? | The Director and |
| | Coordinators strategize
I | the goals and objectives
of the activity
. | Director 1 day | Afterapproval, The
|| UEO Coordinators Coordinators
|| UNIVERT ; | communicate properiy to
' the beneficiaries for the |
conduct of an activity

: The Coordinators and the
; | beneficiaries iron cut ;
| issues and concerns with
! regard to the conduct of
am activity

by : I The coordinators and the !
i i beneficiaries finalize the |
/ i . | g conduct of an activity
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Director i day | '

| | Coordinators ! The University Extension
Facifitators ’ j{ office conduct/ Q
Resource Person ! implement she activity on |
UNIVERT | aither prevention,

| mitigation, prapareniness,
| response, fecovery

{ Drograms.

R AL S

i
| The facilitztors o weck the -
smocih flow of the :
| Keeps racords P
i i i
: |
P
|

Forms: | APA, PPMP, Budget Propossl
| Operationat Plan
| Resource Materiaks, Tooks
| Attendance
Referances: | Republic Act 10121 Disaster Rk reduction and Management Act of 2510
Kational Disaster Risic Reduction and Managemant plan

 ooseer Risk and Reduction and Managemeat Piam of 2017
Ry Disaster Risk and Reduction and Management Plan _ |
fIN £ CADORNA, PhD. T

fent

SR
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Appendix “A”
Risk Log (9.0 Risk Register Log)
9.0 RISK REGISTER LOG
B S - Consequence - '
. Activity Risk Event Tﬁx;;::;gf (I visk Is Severity F::‘::: " Mitigation Contingency Ri:?::}‘;'a
| encountered) | e
Unavallabliity
Acguisition of of supplies,
supplies, " materials, and
e Delay i the Advance ,
mater}afs, and purchase of equipment thus Postpohement request of BAC, Property,
aquiprent for affecting the : ) Budget,
supplies, High High High / Delay of supplies and
training implementation ‘ Accounting,
_ - materlals and A Activity congtant
purposes ane asuipmanit of extension follow u VP Finance
conduet of qHIp programs, P
actlvities projects,
activities
Extenslon
programs/activit Fallure to meet Incrense
les/projects targets Reallgniment of budget Sudmet
N , require more budget allocation g A
Inslementation financlal Limited Budget Accouiiting,
af;;xﬁggion resources than Medium of extension Medium | Medium Source out LEU support VP Finance
planned; hence sarvices in the axternal of the LeU
it will affect academie units funding henerarium of
other relevant trainers
activitles _ -
The main Issuas Monitoring and Use tha
Implementation and concerns of maﬁiﬁ;‘;‘:ﬁ; - Evaluation of alternative
of Extension the baneficlarios Madiur avaluation of Medium | Medium the extension deli\rer"vrmade UEDO Staff
SuriER are the COVID - the extension programs in of extension
19 Pandemic ré e the low-risk | such as google
el RO || Program s | survey.
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‘‘‘‘‘ o Version 2
Irplament the
Monitoring and
Evaluatien,
The CoVID-19 Lﬁgiﬁgﬁ;";
Pandemle Failure to ' _—
_ delivery modes
erAnot dallvar the of enteralon
Implement the extenslon e Implementati
i activities sueh :
Implamantation extension targets, s vides on ef
of Extansion pregrams, High Ineluding the Hlgh High . traaml;ﬁ Extension UEDO Stalf
Saervices including menltoring and vogle me%t prograrms in
Adopters and evaluation of B ' | low risks areas
: ) zoom meeting
Demanstration the extenslon i
projects in the programs, soclalmadis
o S iammumty. — activitles, e
Fallure to deliver
axtansion Nenh-conduct of
services to planned/approv
Implermentation rllgrtflg?lfa - 33:?’:::; Pestponement Proper
of Extension ; L;nf@r i Medium covcg 19 Low Low / Delay of planning and UEDC Staff
services avents/situation Pandemis thus Activity scheduling
§ and other affecting
related compliance
(- clreumstances S
Limlted The 1.GUs ,
Limnited _ ! UEDO
Implementation implemented accomplishmen SMEB$NGOS Partniership Director
of Adopters and t raports on and industries i
N extension High High High with LGU,SME,
Demenstration o antenslon are willing to :
services on ; antraprenaurs NGO and
Prajacts Adtars i services for support ane Industrls;
 _ i _p adoptars and asslst the nes
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Opportunity Regisior Log
o o Vargion 2
i Demenstration demonstration implementatio
projects prajects n of Adopters
and
Demonstration
projects
Procurement of
offica
‘ supplies/materia Strict
Is/ equipment as . manktoring
Acqulii!ﬂan of | presented In the — szg;ﬁil:fgg; " z;nd f BA% P{;opartv,
oifice FPMP Is not attendance of uelget,
supplias/materla | strictly followed; High ‘{9“*‘?; mgneg‘:? Medlum | Medium thekp?zfezal enid-usar Accounting,
Is/ aguipment thus, it will $pecific targets poc i"f ne during the UEDO
affect the o bidding
efflclency and process
affectivaness of
e BOVICRS ] K . - ’ — ]
Unavailabilityof |
vehicle solely o . N
Reguest for used in the Loss of Advante l\:g!::s;g?;;? Ac?:gﬂﬁfli |
University implamentation Medium operational Low L.ow seheduling of strict UEDO VP Fi B
_ . nance,
Vehicle / conduct of capabllity activities use UEDO
axtension
netivities _—
Prepared by: Reviewad by Approved by:
. %MW}{')WV‘%%%MWWM . ) ﬂ%&: ] M
CHRISTOPHER F, BUENO C—PRTIMA P, B oc‘iqm , Ed.D, ERYIN i, CADORNA, Ph.D.
OC-Diractor, UEQ

OIC-Vice President fér Research & Extension SUC'President

&0



10.0 OPPORTUNITY REGISTER LOG

Appendix “B”
Opportunity Log (10.0 Opportunity Register Log)

UNIVERSITY OF NORTHERN PHILIPPINES

Opportanity Register Log

Verston 2

« Procoess Opportunities Result Measuring of Consequence/s (if Action Plan Responsible Person
Livelihood opportunities is
67%-1009%-High 34%.- ancountered)
66% Medium-19%-339%-
Low e
*Attendance of UEO High *Exposure to *Praparation of annual University Extension
personnel and Unit internatlonal, national, | plan to address the aic Developmeant
Extension Coordinators regional training/ atiendonce of the Offlce
Management of | to training, seminars/ seminars/ workshops, parsonnel te training, Budget/ Accaunting
University workshop, conventions, conference, Fora, ate. seminar/ werkshop, ete. Offlce
Extansion fora, ete. to enhance *Allogation of budget
thelr effectiveness in
the implementation of
extansion programs/
activities/ projects - -
Unlversity *Linkages/partnerships High *Tapping of an expart *Agtive Linkaging with Prasident
Extension Services | to LGUs, Industries, as tralners/ resource government agencles, VPRE
NGOs, NGAs, SMEs and speakers by other hon-gevernment agencies | UEDO Coordinators
other stakeheoldars agencies/ LGUs/ NGOs und erganizations and Staff
government, * Praparation of Acadarmie Units
MOA/MOU between the
e agencles and University
Universliy Presence of High Tapping the DRRMC in Preparation of annual plan | President
Extension Serviees | Development Centers the calamitles and of action for the VPRE
for DRRMC anc disasters integration of the DRRMC | UEDO Coordinators
Community Engagement and academic units for the | and Staff
Adopt-A-Community university-wide extension | Academic unlis
and School program activities
pravides the university-

61
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NIVERSITY OF NORTHERN PHILIPPINES

wide axtansion activities
of all academie units

Academic Unlts’ | Collaboration and High ‘Academlie units are Praparation and Prasident

core function of | support of academlc collaborating and submission of extension VPRE

Extension Servicas | units in the core subrnitting operational | services as part of UEDO Coordinators

) function of extension plans for extension performance Indicators In | and Staff
services L services the OPCR, DPCR and IPCR_ | Academic units . |
e g,,,
Preparaed by: Reviewed by: Approved by:

CHRIST
GIC-Director, UEQ

GPHER F, BUENG

é“ﬂ#ﬂﬁ?‘ﬂb‘cgm#& Ed.D.

OIC-Viee President for Research & Extension

62
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8.0 RELEVANT INTERESTED PARTIES NEEDS AND EXPECTATIONS LOG

 UNIVERSICY OFNORTHERN PHILIPPINES

Opportunity Register Loy

RIPNEL (8.0 Relevant Interested Parties Needs and Expectations Log)

Verston 2

B3

INTERESTED INTERNAL REASONS NEEDS and BIAS PROCESSES | PRIORITY | TREATMENT RECORDS
PARTIES o FOR EXPECTATIONS {s) AFFECTED (#) METHOD REFERENCE/S
(4} EXTERNAL | INCLUSION {4) &) (@) NOTES
PARTY {3) {9)
. S O - N R e S B ,
Expact guality In Risk and
extensien EEERERTE Rlak
sarvices provided 4 Agsessment
Iri the commiunity v o B B
Timeliness of
delivery of Risk
axtension Assessment
services Rlsl . _
flecipient of Parttclpetlcnj of Monltoring
students in the .
products and community and Extension
Students Extarnal sarvicas ' All processas High Masesamont Sepvices
_.?D;g;a—ag_g me n.t - i = M anun i
Rewards and )
racognition
ineluding the
benefits aned Opperkunit Performance
Incantivas y Evaluation
conducting
extension
Engaging Expect to be Risk Managerment
B} o N | community | providedwith | | 1 | review
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UNIVERSITY OF NORTHERN PHILIPPINES

Opportunity Register Log

Version 2
INTERESTED INTERNAL REASOMNS NEEDS and BIAS PROCESSES PRIGRITY TREATMENT RECORDS
PARTIES or FOR EXPECTATIONS {5) AFFECTED {7} METHOD REFERENCE/
(1) EXTERNAL | INCLUSION {4) {6) {8) NOTES
PARTY (3) {9}
(2) _
services for | quallty extension through
soclo- services guality
aconomle assurance
development suppert of
faculty and
students in
axtansion
 services |
Expact to be T
provided with
adeguate
facilities and Risk Risl
learning Assessment
materials for the
axtension
services e
Partners/Inve | Capacitate the Monitoring
Ivesinthe | students Inthe O and iigd:%k
conduct of | conduct of Rportuni All Processes High Assassmeant Pl . is .
axtenslon | extension ¥ Planning and Prizgsﬁg
: activities | activities Review
Graduates External *Recipiant/b | *skills and
eneficlaries | livelihood, High
of products | technolog Rlskiaid gﬁnltering Faedback
and services z;:;gz;i; opportunit | All Processes Assessment S;::ﬁf:g
*Partnars of | eutput ¥ zla‘::nlﬁg and Process
linkages dissemination for s

future planning |
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Opporiunity Rogister Log

Verston 2
INTERESTED INTERNAL REASONS NEEDS and BIAS PROCESSES PRIORITY TREATMENT RECORDS
PARTIES or FOR EXPECTATIONS {S) AFFECTED {7) METHOD REFERENCE/
(1) EXTERNAL | INCLUSION {4) {6) (8) NOTES
PARTY {3) {9)
@ . - ]
; and
N 1 Implementation - o
Pravide Concarned with Feadbaclk
suppertand | the holistie High Managament
resourcesfor | development of systam
thelrchildren | their children B ——
Expect that thelr | Risk Review of
Parents/ childran receive : Student
Busedlans External | quality All Processes |  Medium performance
Support for Instruction
Studant ?s ; - e
development Expect th't thair Risk
childran will pass Whedicim Assassment
their Board
Faculty Internal Manpower in | Expect to be Risk Medium Appropriate
praviding glven benefits financial
sarvieas and incentlves in Managemant | HR Manual
thely Extengion
angagement for All Process Manual
the extension Extension
activities - Performance
Manpowerin | Expect Risk Low Feadhack Evaluation
providing satisfactory level | Managament
services of evaluation in Systam
thelr extension
e = _ WV'C""’LA h . - e
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Version 2

PROCESSES

66

INTERESTED INTERNAL REASONS NEEDS and BIAS PRIORITY | TREATMENT RECORDS
PARTIES ‘ or FOR EXPECTATIONS (5) AFFECTED {7) METHOD REFERENCE/
(1) EXTERNAL | INCLUSION (4) {6) (& NOTES
PARTY {3} {9)
Manpower in Continuing Opportunit High Appropriate
providing professional V financial
sarvices development Management
training in / responsive
axtanslon human
sarvices rasource
o ) ) ; developi @nt , _
Non-Teaching | Internal Facilitate *Concerned with | Risik All Processes | High Feedback Feedback
Personnel free-flowing | the smooth flow Management | Process
process to implementation System
implement of procass
axtansion
programs, *Expedite the
projects and | attainment of
activitles goals and
*Provide objectives of the
assistance to university
execute
processes . N
Head of Internal Provide Expect to be well Medium Appropriate
Academic andg leadarship tompensatad financial
Administrative and and partieipate Management
Unlis facllitator of | relevant
Program extension
implementati | servicas for their
on for the academlc units Rlsk All Process
extension Feedbael
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Oppoviunity Reglyter Log

Version 2

INTERESTED INTERNAL REASONS NEEDS and BIAS PROCESSES | PRIORITY | TREATMENT RECORDS
PARTIES oF FOR EXPECTATIONS {B) AFFECTED {7} METHOD REFERENCE/
{1} EXTERNAL INCLUSION {4) {6) {8) NOTES
PARTY {3) {8}
§ @_ | . . B, . .
Provide Expact Feedback
leadership satisfactory Management | Operational
and workplace and Systam Plans for the
faciltator of | facilities In the Extension
program implementation sarvices
Implermentatl | of extension
on services )
Pravide Concerned with Meohitaring
leadership the development and
and In the Assassmant
facilitator of | Implermentatlon relevant to
pragram of axtension the extenslon
implemeantati | programs of the programs
on ef unlversity.
axtension
programs ) B
Top intarnal Provide Attainment of Risk Management
Management leadership goals and Review
and abjectivas of the All Processes | High Planning
resources responsive and Process
In the adaptive
attalnment extenslon
of the programs 1L
extenslon Conecerned with | Opportunit Feadback
programs. the development |y Managemant
and growth System
through
community
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Opportunily Register Log

Versian 3
INTERESTELD INTERNAL REASONS NEEDS and BIAS PROCESSES PRIORITY TREATMENT RECORDS
PARTIES or FOR EXPECTATIONS . {%) AFFECTED {7) METHOD REFERENCES
(1) EXTERNAL INCLUSION {4) {6) (8) NOTES
PARTY (3) {9)
' engagement of
: the unlverslty _

BOR intarnal policy pravision of Risk All Processes | High Managament | Board
making bady | relevant Review Resolution
of the axtension
unlversity programs and

policies fur the
unlversity
mandate )

Suppliers External Prevides Attain the Rial All Processes | High Procurament | Annual plan
resourees for | abjectives of the Process PPMP
the university along Budgeting Budget
implementati | responsive and process proposal fer
on of adaptive the extension
extenslon extension services
programs, saryvicas
projects, and
Aetivities

Contractors | External N/A N/A N/A N/A N/A N/A N/A

Media External Provides Attain the Opportunit | Research and | Medium Meonloring Oparations
avenua to chjectives of the |y @xtension and Manual
broadaast, university along progesses Assessment
transmit, and | extension
alr programs, | sarvices
projects, and

. activities of 1

6B
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Opportunity Register Log
Verslon 2

INTERESTED INTERNAL REASONS NEEDS and BIAS PROCESSES | PRIORITY TREATMENT RECORDS
PARTIES or FOR EXPECTATIONS {5) AFFECTED (7} METHOD REFERENCE/
{1} EXTERNAL | INCLUSION {4) {6) {8) NOTES
PARTY {3} {9)
the extension
S——— . Offlces e sacoviat SN :

LGUs Externai Indirect Expect to be Medium Performance
partners in provided with review
cammunity active
ongagement | partherships In Opportunit | All Pracesses
and communlity ¥

|_development engagement L
Strengthen Compliance to High Planning Annual Flan
partnerships | the provisions of process
and linkages | MOU/MOA Implementatl | Extension
on Operations
Monitoring Manual
e e s T e e G " - prﬁﬁess

CHED Extermal Cascacles Expect UNP to Managernant
policles and | comply with the review / rlsk
standards for | standards ane management
Implementati | policies set by aned
on of the eemmissicn Opportunit | All Processes High oppariinity
axtension relevant to the i assassment
pregrams in | implemenitation
HE|s of extension

) services

Partnersin | Complianiee to Planning Planning
the the provisions of Manhagement | Process
Implamentati | MOU/MOA Review Annual plan
on of
extension

UNIVERSITY OF NORTHERN PHILIPPINES
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. Verston 2
INTERESTED INTERNAL REASONS | NEEDS and BlAg PROCESSES PRIORITY TREATMENT RECORDS
PARTIES or FOR EXPECTATIONS {5) AFFECTED {7} METHOD REFERENCE/
{1) EXTERNAL INCLUSION {4} {6) {8) NOTES
PARTY (3) (9)
A (2) A _ SEE——
: projects ane
activitles
along
rasearch and
e e _xtension S ) . .
PASUC External Partners In Compliance to Oppertunit | All Procasses High Planning Planning
the the provisions of |y Management Process |
Implementati MOU/moa Review Annual plan
on of
programs,
projects and
actlvities
" aleng
extension
s S sorvices . e W
DepEed External Strengthen Technology Opportunit | Extension High Assessmant Annual Plan
Partnerships transfer y Processas Monitoring
Reclpients/ Research aytpyt spearheaded ang
baneficaries dissemination for by the evaluation

in the fuvire extension OVPRE
implementat| Programs,
on of Adopt- Projects, and
- activities
t:ammunlty
and Schog)
S— e L Program ) — . S
Matlona External | Mandate Compllanee to al| /
Government regulatory regulatory
AE@”‘"@%M L L Y fequirements e L RISK s S e
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Opportunily Rogister Log

Verston 2
INTERESTED INTERMAL REASONS NEEDS and BIAS PROCESSES | PRIORITY | TREATMENT RECORDS
PARTIES oF FOR EXPECTATIONS {5) AFFECTED {7) METHOD REFERENCE/
(1) EXTERNAL INCLUSION {4) {6) {a) NOTES
PARTY (3) {9)
_ (2)
(NGAs )-{which Timaly Risk
Includes ameng submisslon of Assassmeant
others NEDA, required raporis All Processes e
DBM, DILG, DA, Partners In Compltance to Planning Annual plan
COA, DOST, tha the previsions of | Oppertunit High Management | Accomplishme
BIET) Implementati | MOU/MOA y Review nt report
on of
programs,
projects and
activitios
along
research and
X extension | B ]
Accraditing External Direct
Bodles programs,
projects and | Compliance to all Feedback
activities for | regulatory High management | Planning
Implementatl | requirements Risk All Processes review Process
an aspeclally | and mandates of planning
on cutension | the community
_services anhd extension
Evaluate gervicas
programs,
projects and
abjectives for
future
extension
planning -
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Verslon 2
INTERESTED INTERNAL REASONS NEEDS and BIAS PROCESSES | PRIORITY | TREATMENT RECORDS
PARTIES or FOR EXPECTATIONS {5) AFFECTED {7 METHOD REFERENCE/
{1) EXTERNAL | INCLUSION 4 {6) {8) NOTES
PARTY {2) (9)

2) _ ._ )
Cartifying External Coneluets Level of Risl All Processes | High Internal Audit Report
Bodias avditfar 1S | organization Auditing
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SWOT Analysls { Key Result Area 3 : Services to the Community)

APPE,  Republic of the Philippines

University Extension Oce

UNIVERSITY OF NOR

% UNIVERSITY OF NORTHERN PHILIPPINES
j+d Tamag, Vigan City
2700 llocos Sur

WWebsite: wuwapsdunh Mail unpetensionoffica@gmall.com

GR 0 og179613610

SWOT ANALYSIS

Key Result Area 3 : Services to the Community

INDICATORS

STRENGTHS

WEAKNESSES

OPPORTUNITIES

THREATS

Active linkages / partnership with
other erganizations or
aduentional ingtitution,

Farged agreement with the Local
Gevernmant Unlts In the
implamentation of the Adopt-A-
Catmmunity and Sehoel Bragram
implemanted by the UEDO.

Leag Invelvemeant of the
acaderale units In the
implementation of the extension
progiams and prajacts,

Expansion in the participation ad
the inkages and parenarships
with NGA, NGO and othar
Institutions.

Tapplng of expert as tralners,
spaakess by other agencles -
LGS/ 11303 ete,

The €OVID-18 Pandermie
resulted te the non-
implementation of the
programs, projects and activities

Community or papulation servad
numbar (humber welghted by the
of tralness weighted by the
{angth of tralning)

a)  Number of adopters
engaged in profitable
enterarisas,

b)  Avarage yenrly percent
Inereasa in the number
of adopters

The extenslon mandate in the
GAA to Implement extension
adopters engaged in profitable
antarprise.

Fallure ta deliver extensien
services te Intended elientales
due te unforeseen averits
sltuatlens  (COVID -19
Infactiens for 1t and 27 laval)
infection and othar related
elreumstances, And Insuffiglent
numbar of adopters engaged in
profitable enterprises

The LGUs and NGOs are willing to
asslst and support the extension
adopters angage In profitable
entarprises

The COVID 19 Pandamic cannot
Implament the extension
adopters te engage In profitable
anterprises.
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INDICATORS THS
Viable Demon stration Projects

A Number of viahle
demonstration project
based on positive
return on investment
(ROY analysis

The extension mandate in the
GAA to implement to all viahle
demonstration Projects in the
community.

B. Internal Rate of Return
{IRR) to ali '
demonstration project
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WEAKNESSES

OPPORTUNITIES

THREATS

Insufficient personnel and
technical staff to implement
viable demonstration projects,

— e

———

The LGUs and NGOs are willing to
support the viable demonstration
project for the cormmunity.

The viable demonstration
Projects cannot be implemented
because of the COVID-19-
Pandemie,

Faculty Issues, concerns or
feedbacks of extension services

The core function of the faculty
members to conduct extension
activities ang integrated as part
of the accomplishments in the
OPCR, DPCR, and (pcR

e i

The University Extension Office
can integrate the Monitoring
and Evaluation (M&E) by
including the community issyas
and concerns in the
implementation of the extension

Commun.ity Issues, concern or
feedbacks on extension services
provided

.- SRS

Beneficiaries’ issues, concerns or
feedbacks on extension services

The mandate of the University
Extension Office o rate the
extension project of the
beneficiarias i the post-
evaluation rated the training ang
advisory Service as satisfactory,

programs,
i LS

Not all faculty members involve
in the extensior activities,
Furthermore, the conflict of
schedule and no time to conduct
extension activities during
weekly classes in the academic
units

The LGUs, NGAs, SMEs, and
NGOs are willing and even
request to implement relevant
extension activities not only on
the Adopt—A-Commlunitv School
Program but also ather initiated
extension activities of the
academic units.

The COVID-19 Pandemic has
affacted the implementation of
the extension programs
participated by the facy Ity
members,

No document to show
community issuas and concerns
in the Monitoriry; and Evaluatior
of the extension program.

The LGUs and communities are
receptive on the extension

| mandate of the university.

The COVID-19 panderic are the
maln issues and concemns in the
implementation of the extension
services in the community,

Beneficiaries’ issues and
concerns are not presented as
part of the M&E report,

L

The extensicn projects need to
identify the benefictaries’ issues
and concerns to provide
feedback mechanism in the

- implementation of the sustained
extension activities,

The main issues and concern of
the beneficiaries are the current
state of COVID-19 Pandemic.

|
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Trainor’s’ issues, concerns ar
feedbacks '

Pool of experts trained to do the
professional works in the
implementation of the extension
activities,

The Extension Trainor's are
committed to work in extension
activities; however, conflict of
schedules are the usual issue
and concerns to be addressed.

No enough incentives and
benefits in the conduct of
extension activities,

The trainers’ knowledge of
facilitating, coaching and other
forms of pro-active training

No enough policy to piovide
more incentives and banefits for
extension activities

Operations

Full support of the
administration in the full
implementation of the extension
operation of the EUQ

Delay in the purchase of
supplies, materials and
equipment thus affacting the
implementation of the

programs, projects and activities.

Lack of incentives and benefits
(deloading of Unit Coordinators)

The ISO certification of the
University Extension Office as
core process providas the
smooth operation in the QWS of
extension activities.

The COVID-19 Pandemic cannot
fully implement the extension
operations of the university.

Budget Issues, concerns o
feedbacks on PAPs

The university extension office
has distinct budget for
community engagement in the
GAA for partnership with the
LGUs, Industries, NGOs, NGAs,
SMEs and other stakeholders to
crganize and support extension
programs.

The limited budget (20,000 per
program) in funding the
substantial extension programs
of the academic units,

Extension funds are redirected if
other acsdzimic units cannot
Implement extension activities,

No fund support for the
honararia and incentives of
faculty members involved in the
extension project.

The COA disallows the granting
of honoraria during the
extension activities in the week
days

The LGUs are willing to fund the
honoraria in the skills train ing
and other extension projects of
the academic units

“The support of external fund ing
by the LGUs, industries, NGOs,
NGAs, SMEs and other
stakeholders

The intended beneficiaries
allotted for the extension
programs are not properfy
implemented because of COVID
19-Pandemic,
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6.

STRENGHTS
Forged agreement with the Local Government
Units in the implementation of the Adopt-A-
Community and School Programimplerented
by the UEO.

The extension mandate in the GAA to
implement extension adopters engaged in
profitable enterprise.

The extension mandate in the GAA to
implement to all viable demonstration projects
in the community.

The core function of the faculty members to
conduct extension activities and integrated as
part of the accomplishments In the OPCR,
DPCR, and IPCR

The University Extension Office can integrate
the Monitoring and Evaluation (M&E) by
including the community issues and concernsin
the implementation of the extension programs.

The mandate of the University Extension Office
to rate the extenslon project of the

WEAKNESSES
Less Involvement of the academic uniis in the
implementation of the extension programs and
projects.

Failure to deliver extension services to
intended clienteles due to unforeseen events
situations  {COVID -19 Infections for 1:*and
2rd |avel) Infection and other related
circumstances. And insufficient number of
adopters engaged in profitable enterprises

Insufficient personnel and technical stafff to
implement viable demonstration projects.

Not all faculty members involve in the
extension activities. Furthermore, the conflict
of schedule and no time to conduct extension
activities during weekly classes in theacademic
units.

No document to show community issues and
conceorns L the Monitoring and Evaivation of
the extension program.
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beneficiaries in the post-evaluation rated the
training and advisory service as satisfactory.

Pool of experts trzined to do the professional
works in the implementation of theextension
activities.

Full support of the administration in the full
implementation of the extension operation of
the EUO.

The university extension office has distinct
budget for community engagement in the GAA
for partnership with the LGUs, Industries,
NGOs, NGAs, SMEs and other stakeholders to
organized and support extensicn programs,

Beneficiaries’ issues and concerns arenot

7,

presented as part of the M&E report.

The Bxtension Trainor’s are committed towork
in extenslon activities; however, conflict of
schedulesare the usual issue and concerns to
be addressed. No enough incentives and
benefits in the conduct of extension activities.

i

Delay in the purchase of supplies, materialsand
equipment thus affecting the implementation
of the programs, projects and activities. Lack of
incentives and benefits {deloading of Unit
Coordinators)

The limited budget (20,000 per program) in

' _ funding the substantia| extension programis of |

the academic units. Extension furids are -
redirected if other academic units canrot
implement axtension activities. No fund
support for the honoraria and incentives of
faculty membersinvolved in the extension
project. The COA disallows the granting of
honoraria during the extension activities inthe
week days ‘

1

OPPORTUNITIES

Expansion in the participation od thelinkages
and partnerships with NGA, NGO and other
institutions, Tapping of expert as trainers,
speakers by other agencies -LG Us/ NGOsete.

The LGUs and NGOs are willing to assist anc
support the extension adopters engage in
profitable enterprisas,

L

SO Strategies

Active partnership with LGUs, Industries, NGOs,
NGAs, SMEs, and other stakeholders in all
extension activities in the University Extension
Office including the participation of the
academic unit,

The LGUs, industries, NGOs, NGAs, SMEs and
other stakeholders are the pariners in engaging
the adopters for profitable enterprises.

WO Strategies

The academic units are involved in the
implementation of the extension programs and
projects with the LGUs, industries, NGO, ’
NGAs, SMEs, and other stakeholders

The alternative mode of extension activities will
be Implemented such as Webinar, Zoom and
Google Mezting for this time of COVID 19-
pandemic. However, limited face-to-face with
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3. The LGUs and NGOs are willing to support the 3.  The LGUs, industries, NGOs, NGAs, SMEs apd the use of IATF health protocols for the low risk
viable demonstration project for the other stakeholdars are partner agencles and areas in the locality,
© community. ' institutions to implement to all viable
‘ demonstration projects in the community. Failure to deliver extension services to
- intended clienteles dye to unforeseen events
situations  (COVID -19 Infections for 15t and
) 4. Theacademic units are the institutional 2" jevel) Infection and other related
4. The LGUs, NGAs, SMEs, and NGOs arewilling partners of the University Extension Officato circumstances. And insufficient number of
arid even request to implement relevant implement extension activities in the L.GUs, adopters engaged in profitable enterprises
extension activities not only on the Adapt-A- industries, NGOs, NGAs, SMEs and othar
Community School Program but also other staleholdars Atademic Units cen have extension activities
initiated extension activities of the academic every Friday or Saturday for the involvemeéntin
uhits. the extension activities. Completed Extension
Project shall be given service credits for
adlopters and demonstration project with
5. The Monitoring and Evaluation (M&E) is complete technical report
implemented in the extension programs in the Monitoring and Evaluation shall include the
5. ThelGUs and communities are receptiveon community. community issues and concerns in the
the extension mandate of the university. : implementation of the extension program.
6. The Extension project conducts post-evaluation :
) : rated the training and advisory serviceas Monitoring and Evaluation shall include the
6. The extension projects nead to identify the satisfactory and identify the beneficiarias’ beneficiaries issues and concerns In the
beneficiaries’ issues and concerns to provide issues and concerns to address to sustainability implementation of the extension program .
feedback mechanism in the Empl_ementathn of of the extension activities.
the sustained extension uctivities.
7.  Pool of experts trained to do the professiopal
works | pro-active tralning in the The Extension Trainor's shall be givenbenefits
7.  Ths tratners’ knowledge of facilitating, implementaticn of the extension activities, and incentives( such as honoraria or service
cq'aching and other forms of pro-active credits) in their participation of extension
training. 8, The ISO Certification as the core process activities,
provides the smoath operation of theextension
activities which highly supported by the are committed to work in extension activities;
8. TheISO certification of the University Extension administration. however, conflict of schedules are the usual
Office as core process provides the smooth issue and concerns to be addressed. No enough
operation iin the QIVIS of extension activities, incentives and benefits in the conduct of
extension activities.
9. The community engagement with the LGUs,
; Industries, NGOs, NGAs, SMEs and other
9. The LGUs are willing to fund the honorariain stakeholders can provide external funding

the skills training and other extension projpcts
of the academic units, The support of external

including honoraria to organize and support
extension programs.

Early procurement in the purchase of supplies,
materials and equipment. The request from the
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funding by the LGUs, Industries, NGOs, NGAs,
SMEs and other stakeholders

partner agency to provide external funding and
honoraria to the extensionists.

- THREATS

The COVID-19 Pandemic resulted to the non-
implementation of the programs, projects and
activities.

The COVID 19 Pandemic cannot implement the
extension adopters to engage in profitable
anterprises.

The viable demonstration projects cannot be
implemented because of the COVID-19-
Pandemic.

The COVID-19 Pandemic has affected the
implementation of the extension programs
participated by the faculty members.

The COVID-19 pandemic are the main issues
and concerns in the implementation of the
extension services in the community,

The main issues and concern of the
beneficiaries are the current state of COVID-19
Pandemic.

No enough policy to provide moreincentives
and benefits for extension activities

1

5.

ST Stratgies
Comply the IATF Protocols in forgingagreement
with the Local Government Units in the
implementation of the Adopt-A~ Community
and School Program implemented by the UEO.

Comply the IATF Protocols and implement the
adopters engaged in profitable enterprise in
the low-risk areas of COVID -19. The possibility
o conduct webinar, zoom, google meet incase
limited-face-to-face is not possible.

Comply the IATF Protocols and implement the
viable demonstration project in the low-risk
areas of COVID -19. The possibility to conduct
webinar, zoom, google meet in case limited-
face-to-face is not possible,

The core function of the faculty members to
conduct extension activities in the low risk
areas and must comply IATF protocols. The
possibility to conduct webinar, zoom, google
meet in case limited-face-to-face is not
poessible.

‘The Monitoring and Evaluation {M&E) Form has
included the comrunity issues and cancerns in
the implementation of the extension programs.

‘The Monitoring and Evaluation (M&E) Formhas
included the beneficiaries issues and concerns
in the implementaticn of the extension
programs.

Pool of experts trained to do the professional
works in the implementation of theextension
activities.
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8, The COVID-19 Pandemic cannot fully
implement the extension operations of the
university.

9, The intended beneficiaries allotted for the
extension programs are not properly
implemented because of COVID 19-Pandemic.

8.  Full support of the administration in the full
implementation of the extension operation of
- the EUO.

9.  The university extension offlce has distinct
budget for community engagement in the GAA
for partnership with the LGUs, Industries,
NGOs, NGAs, SMEs and other stakeholders to
organized and support extension programs.

Prepared by:

Reviewed by:

P Tt - . AGAL
: /4"*‘13*”9( Yi— ;rn%fiu\%g’g%‘o—’gnu RA, Ed.D.

CHRISTOPHER F. BUENO
QIC-Director, UEQ

OlC-Vice Presidentfor Research & Extension
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Appendix “E”
QF Forms (11.0 QF Forms)

11.0 FORMS

11.1 Request for Livelihood/Skills Training Programs- VPRE —UEXO -QF -01
11.2 Request for Medical and Allied Services - VPRE — UEXO — QF —02

11.3 Request for Research Utilization and Dissemination - VPRE-UEXO-QF-03
11.4 Reguest for Adveocacy - VPRE-UEXO-QF-04

11,5 Request for Training, Seminar/ Workshop/ Consultancy Services and Capability
Building - VPRE-UEXT-QF-05
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Republic of the Philippines

UNIVERSITY OF NORTHERN PHILIPPINES
Tamag, Vigan City

2700 llocos Sur

University Extension Office

Website; www.unp.edu.gh Mail: unpestensionoffice@email.com
CP #:0917R(13630

REQUEST FOR LIVELIHOOD/SKILLS TRAINING PROGRAMS FORM

Name of Requestor: Tel. No.:
Office/Unit: Date of Reguest: _
TYPE:

Meat/Fish Processing

L
I:] Food Processing, Cooking and Baking
D Building Wiring and Trouble Shooting
D Hajr Seience and Nail Care

Sewing Enhancement & Garmient Apparel
Dressmaking, Tailoring and Cloth

Silkseraen Pracessing and T-Shirt Printing

I

D Basic Auto machanics

I:I Basic Computer Trouble Shooting

D Basic Electronics and Caliphone Repair

Driving {(NC i)

Soap Making {Detergent, Dishwashing, Fabric Conditioner)
Motorcyde/ Small Engine Repair

Others:

[

L0 O

Scientific Training Reguested:

No. of Trainees:

e

Purpose of Request:

Signature of Requestor

FOR OFFICE USE ONLY

By:

L1 Approved {_{ Denicd{reasonofa

Signature over Printed Name
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Republic of the Philippines

UNIVERSITY OF NORTHER? PHILIPPINES

Tamag, Vigan City
2700 llocos Sur

University Extension Office

Website: wwyr.unp.edu.sh Mail: un extensicnoffice@gmail.com
CP #:09178613610

REQUEST FOR MEDICAL AND ALLIED SERVICES FORM

MName of Reguestor: Tel.No.: _
Office/Unit: Date of Request: _
TYPE:
D Medical/DentalfSurgical Mission l:l Blood Typing
D Supplemental Feeding E] FBS/ RES Determination
D Blood Letting D Others:
D Humanitarian Medical Assistive Devices
Sclentfic Medical & Allied Services Requestad:
No. of Beneficiaries: J
Purpose of Request:
Signature of Reguestor
FOR OFFICE USE ONLY
Approved L__l Denied {reason of denial}
By:
Signature over Printed Name
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Republic of the Philippines
UNIVERSITY OF NORTHERN PHILIPPINES
Tamag, Vigan City
2700 Hocos Sur

University Extension Office
Website: www.uno.edu.ch Mail: unpextensicnoffice @gmail.com
CP #: 09178613610

REQUEST FOR RESEARCH UTILIZATION AND DISSEMINATICN FORM

Mame of Reguestor: _ Tel. No.: _
Office/Unit: Date of Reguest: _
TYPE:

I:l Education D Soclal Selence
L]

| science and Technoiogy Health Nutritien

D Industry and Energy D Others:

D Agriculture and Fishery

Scientific Medical & Allied Services Requested:

No. of Beneficiaries:

————

Purpose of Reguest:
Signature of Reguestor
FOR OFFICE USE ONLY
Approved 1 l Deniad {reason of denfal)
By:
Signature over Printed Name
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%, Repubilic of the Philippines

- ¢a UNIVERSITY OF NORTHERN PHILIPPINES
#15 Tamag, Vigan City

/' 2700 llocos Sur

University Extension Office
Website: v unp.edu.ph Mail: ungextensionoffice@amail.com
CP #: 09178613610

REQUEST FOR ADVOCACY FORM
Name of Reguestor: Tel. No.: _
Office/Unit: Date of Request: _
TYPE:
D Drug Education D Human Rights Education
D Barangay Administrative Capability D Health Education
D Disaster Risk Reduction Management D Others:

D Peace Education

Scientific Advocacy Services Requested:

Mo. of Beneficlaries:

Purpose of Request:

Signature of Requestor

FOR OFFICE USE ONLY

Denied (reason of denialj

I 1 Approved CEE

By:

Signature over Printed Name
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Website: www.unp.gdu,ph Mail: unpextensionoffice@grail.com

CP #: 09178613610

REQUEST FOR TRAINING, SEMINAR/WORKSHOP, CONSULTANCY SERVICES,

AND CAPABILITY BUILDING FORM

Name of Reguestor: Tel. No.:
- Office/Unit: Date of Request:
TYPE:

ot D Gender Sensitivity Training
I:I Literary/fNumeracy
D Sports Development
D Values Orientation
D Leadership Training

D Cooperative Management and Entrepreneurship Training
D Engineering and Surveying Services
D Trafflc Management

I:I Security and Public Safety

D Others:

Scientific Training Requested:

— No. of Trainees:
Purpose of Regquest:
Signature of Reguestor
= FOR OFFICE USE ONLY
L_I Approved L_J Denied {reason of denial]

By:

Signature over Printed Name
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Republic of the Philippines

2 (3 UNIVERSITY OF NORTHERN PHILIPPINES

Tamag, Vigan City
2700 llocos Sur

University Extension Office

Website: www.unp.cdu.ph Official eMail Address: 11mayval63@gmail.com
Gfficial mobile number: _05272145745

MONITORING FORM
Title of the Activity
Venue
Date
Beneficiaries
Number of Participants: male female

5-Strongly Agree
4-Agree
3-Unceratin/Undecided
2-Disagree

1-Strongly Disagree

Section 1. Event/Activity Administration

SA

1. Overall, the satisfaction level of the
participants to administration is high

2. The registration process is orderly

3. The number of beneficiaries/ attendees is
appropriate  for the size of the
accommodation

4. The objectives, goals, strategies of the
activity were met/ attained

5. The objectives of the activity are clear and
weli-understood

Section 2. Timeliness
1. The activity is conducted within the
timeframe
2. There was adequate time for the
activity
3. The schedule of the activity was
followed
Section 3. Event/ Activity

90




UNIVERSITY OF NORTHERN PHILIPPINES
VPRE-UEDO-QF- 04

5 Republic of the Philippines
| - EJNIVERSITY OF NORTHERN PHILIPPINES

1. Overall, the activity is weil-set
2. The benefit and relevance of the activity is
appropriate for their current life status
3. The level of difficulty of the activity is ideal
Section 4. Materials
1. The usefulness of the background
materials is acceptable
3. The equipment, tools, and paraphernalia
are available
Section 5. Event/Activity delivery/ Resource
Speaker/ Trainor
1. Overall, the Resource Speaker/ Trainor is
excellent/outstanding
2. The guality of discussions and dialogue for
this activity is high
3. The opportunities for participants to
interact (have guestions answered), share
concerns, and experiences, during the
activity is ideal.

Commendations:

Issues/ Concerns during the conduct of the activity:

Coordinator’s Name and Signature

Director’s Name and Signature
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CLIENT SATISFACTION FEEDBACK FORM

Title of Activity:

Partner/s

Venue

Date

We would like to hear from you about the service/s we render. Please accomplish
this Client Satisfaction Feedback Form completely.

Thank you and we look forward to be of service to you in the future,

Please indicate your level of satisfaction by checking the number of your choice,
based on the following rating system.

5- Excellent 2~ Fair
4- Very Satisfactory

; 1- Poer
3- Satisfactory

ITEMS 5 4 3 2

A. Objectives

1. The objectives of the study are clear and well
understood.

2. The objectives of the activity were attained,

3. The activity was in response to the needs of the
community.
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B. Timeliness
1. The activity is conducted within the timeframe.
2. There was adequate time for the activity.
3. The schedules of the activity were followed.
4. The activity was relevant to the needs/demands of
the clienteles/beneficiaries.
C. Participation
1. The clienteles/beneficiaries were involved in the
planning of the activity.
2. The clienteles/beneficiaries participated actively.
3. There is participation of other cooperating
agencies such as LGU, NGO, PO & Academic
Unit/s (UNP).
4. The implementing agencies were courteous and
considerate.
5. The activity is well attended.
D. Resources (Physical Assessments)
1. The venue was appropriate for the activity.
2. Supplies were adequate.
3. Equipment and facilities were adequate.
4. The clientele/beneficiaries shared their resources.
E. Overall Assessment
The clientele/beneficiary was generally satisfied
with the activity

COMMENTS/SUGGESTIONS:

ISSUES AND CONCERNS:
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TRAINING NEEDS ASSESSMENT

Basis for Formulation of Proposals/ Training Designs for Extension Services Programs

RATIONALE:
This questionnaire is designed to gather data/information to identify the Training Needs of the target
beneficiaries in the adopted barangays/communities and schools. The findings will serve as a basis far the
formulation of project proposals/ training designs for sustained extension programs, projects and activities.

Kindly identify the needs you liked most and will be very helpful to you. Please check opposite the item of your
choice.

PART I: Respondent’s Profile

NAME (Optional):
ADDRESS:
A. AGE
20 years old and below ____41-50 years oid
20-30 years old 51-60 years old
31-40 years old 61 years old and up
B. SEX/GENDER
Male Female
C. RELIGION

—_ Roman Catholic
—_lglesia ni Kristo
e Seventh Dav Adventist
— lehovas Witnesses
— Others, pls. specify :

D. CIVIL STATUS
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Married Widow/Widower
e Single Separated
E. EDUCATIONAL ATTAINMENT
g Post Graduate Trade Tech Graduate / Vocational

- ___ College Graduate Elementary Graduate
____College Level Elementary Level
* _____High School Graduate ____Others, pls. specify:
____High School Level

—

F. OCCUPATION

e ___ Empioyee _____Laborer
____Teacher ____Driver
____Sangguniang Bayan Member _____Fisherman

— _____Barangay Captain ____ Farmer
____ Barangay Kagawad ____ Student

Barangay Health Worker Others, pls. specify:

G. AVERAGE INCOME PER MONTH (in pesos)

40,001 and above 15,001~ 20,000
= 35,001 - 40,000 10,001- 15,000

30,001-35,000 5,001-10,000

25,001- 30,000 5,000 and beiow

20,001- 25,000
H. FAMILY STRUCTURE
Nuclear

Extended

1. MEMBERSHIP IN ORGANIZATION
4H Club 4Ps Beneficiaries Association

4 Rural Improvement Club Farmers Association
Barangay Nutrition Scholars’ Group Senior Citizens’ Club
Single Parent Association LGBT Association

Women’s Club Others, pis. specify:

J. YEARS OF STAY IN THE BARANGAY / MUNICIPALITY
Less than 12 months more than 7-9 years
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more than 1-3 years 10 years or more
more than 4-6 years’
K. NATURAL RESOURCES IN THE BARANGAY

_____RootCrops ___Abaca __ Sand

____Coconut _____Vegetables ___ Fruit Trees

____ Fish ____ Metal ____ Forest Trees
____Rice ____Stone _____Others, pls. specify:

L. No. of Children

Name (Optional) Age Sex Educational Occupation
Attainment

N|ofu || wi e

Part Il — TRAINING NEEDS
Direction: Please check your priority training needs and services in the space provided

for.

UVELIHOGOD / SKILLS TRAINING

A. Skills Training on Catering Services
Familiarization of Kitchen Utensils
Table Skirting and Setting
Napkin Folding
Flower Arrangement
Others, pls. specify

8. Skills Training on Cookery
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Appetizer- hot & cold
- Soup
g Salad
Main and side dish
Dessert
Others, pls. specify

€. Skills Training on Baking
Cake
=~ Pastries
Delicacies
Others, pls. specify

1

D. Skills Training on Food Processing

Meat
y " _Fish

Fruits

Vegetables
= Mushroom
Others, pls. specify

E. Arts and Design
- Arts and Craft Training
Packaging and Labelling Design
Furniture Refurbishing Upgrade
T-shirt Printing
Floristry
Basic and Decorative Candle Making
Ornamental Pot Making
- Mural Painting
Others, pls. specify
= F. Hospitality and Tourism
s : House keeping

Bartending
Catering Services
Others, pls. specify

i

LI
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G. Garments Fashion and Design
R _____ GarmentSewing
Tailoring/ Dressmaking
Apparels

e Others, pls. specify

H. Cosmetology
 Hair Science

e MNail Care

Foot Spa
Beauty Care
— Others, pls. specify

i

I. Skills and Livelihood Training/ Technology Transfer
Automotive Engine Tune-up and Servicing
- Motorcycie Repair and Troubleshooting
Small Engine (Farm Equipment) Repair
Basic Welding
Driving
Others, pls. specify

—
—
—
se——

1. Electrical Technology
i _____Electrical Wirings Installation and Maintenance

Domestic Appliance Repair

______ Others, pls. specify

- K. Electronics Technology
' Consumer Electronics Servicing
CCTV and Fire Alarm System Installation

L Solar Charger Instaliation
Others, pls. specify

— L. Information Technology
e Basic Computer Hardware Maintenance
Skills Training on Multi-Media Operation
Computer Network Maintenance
MS- Office Productivity
LMS Training
Others, pls. specify

5 908
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M. CBT (Civil and Building Technology)
Plumbing
Carpentry & Masonry
Landscaping

Others, pls. specify
0. Soap Making

AGRICULTURE AND FISHERIES

Mushroom Culture Hydroponic Gardening

Vermicomposting Backyard/ Minuyungan Gardening

Fresh Water Fish Culture/ Tilapia Organic Farming.

Seaweeds Culture Others, pls. specify
ADVOCACY

A. Gender Equality and Women Empowerment Project
Gender Sensitivity and Orientation Training
Responsible Parenthood
Team Building

—_Women’s and Children’s Rights
Child and Youth Welfare
Others, pls. specify
B. Ensure Environment Sustainability Project
Reforestation Project (Tree Planting)
Clean and Green Program
Trash-for-Education Program

Environmental Education and Clean-up Project
Waste Management

Climate Change Mitigation and Adaptation
Others, pls. specify

C. Values Orientation and Re-orientation Project

Enhancement Seminar on Values

Peer Counseling

Others, pls. specify

D. Barangay Administrative Capability Building Project

Barangay Governance and Development
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Community Organizing
Barangay Fiscal Administration
- Martial Arts/Self-Defense/Disarming Training
Capability Building
Executive Management
% Leadership Orientation and Management
Dispute Resolution
Others, pis. specify
= E. Promotion and Preservation of Cuitural Heritage Project
____ Tour Guiding
Hotel and Restaurant Management
= Ancestral House Conservation
Eco-Tourism
1 ocal history and Culture

3 Gthers, pls. specify

E. Security and Public Safety
Traffic Management
Security Services (NC I} Assessment
Violence Against Women and Children
Crime Prevention Education

Fire Prevention Education

— Juvenile Delinquency
Others, pls. specify

; G. Advocacy Campaign on Current Issues anid Concerns
= Basic Legal Counseling

Drug Education

Human Rights Education

Peace Education

Chiid and Youth Weifare

Senior Citizen Empowerment

Others, pls. specify

COOPERATIVE MANAGEMENT AND ENTREPRENEURSHIP TRAINING
A, Accounting Activities

Financial Recording and Bookkeeping

Management Advisory Services

Cost Accounting

Tax Planning and Compliance
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Investment Strategies
Financial Statement Analysis and Preparations
e Others, pls. specify

B. Management Specialization
- Business Management
Risk Management
Finance Management
e QOthers, pls. specify

1

C. Business Consultancy Services
= Bookkeeping
Business Registration
Business Planning
= Feasibility Studies
Cooperative Management

|

Others, pls. specify

D. Product Development
Packaging
Branding

Pricing

Others, pls. specify

|

COMMUNITY AND SOCIAL SERVICES

A. Education
1. students’ Development
Y ____Literacy and Accuracy
' Arts training
= Sports Clinic
Values Orientation
Leadership Development

- _____ Others, pls. specify

= 2. Teachers’ Enhancement Program
Course Content
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Research

IM Development
Labhoratory Skills Development
IT Skills Development
Personal Finance
Others, pls. specify

3. School Improvement Program

Building Maintenance
Clean and Green Program
Herbal Gardening
Others, pls. specify

4. Other Services

ENGINEERING AND ARCHITECTURAL SERVICES
____Infrastructure Project Development
____ Topographic Surveying
____Land Boundary Dispute Survey
____ Professional / Technical Services
_____Sanitary Engineering

____Others, pls. specify

Health and Allied Services

A e —

A. Health Promotion Program

A. Health Education Activities

_____Communicable and Non-communicable Diseases

Mental Health
Responsible Parenthood
Maternal Health
Child Health
Adolescent Health

e
——
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Oral health
Environmental Health
Qthers, pls, specify

& B. Training Activities
Basic VS Taking
Alternative Medicine Preparation
Others, dls. specify

C. Disease Prevention Activities
FBS/RBS Determination

Blood Typing

Deworming
Feeding, Nutrition and Exercise

Psychological
Recreational
Others, pls. specify

———t
————
——
—
e —

Y — DISASTER RISK REDUCTION AND MANAGEMENT

_ A. Disaster iVianagement
— Basic First Aid,
Basic Life Support
Basic Rescue Training
Earthquake Drill
Fire Evacuation Drill
Tsunami Drill
First Responders Training
B. DRRM Planning Training
Contingency Planning Training
Risk Communication Training
Basis Incident Command System Training
Rapid Damage Assessment and Needs Analysis Training
Psychological First Aid Training
Face Shield Making
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