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EXECUTIVE SUMMARY 
 
 

 The SPAMAST Learning Continuity Plan (LPC) sets the rules and guidelines on the 
administrative and academic directives of the College in this trying time of COVID-19 
pandemic or the new normal. 
 
 The SPAMAST LPC highlights the following, to wit: Systems and Procedures for the 
Transition to Flexible Learning; Summary of Project Plans and Budgets; Curricular 
Modification; Support Services; Research, Extension and Production; Policy on Intellectual 
Property Rights;  Policy on Plagiarism; Policy on Attendance, Reporting & Updating, Teaching 
Complement; Collaboration with LGU, IATF and other Key Stakeholders; Policy on the Use of 
e-Signature During COVID-19 Pandemic; Policy on Data Privacy; Health and Safety Protocols; 
Overview and Orientation Guide for Students and Teachers; Mechanisms for Continuous 
Quality Improvement; and Administrative Management. 
 
 The projects and activities included in the Learning Continuity Plan need funding 
appropriation to make it operational and functional.  The estimated budget amounts to 
P7,803,700.00 which covers enhancement of ICT infrastructure and connectivity, capability 
building and module development, Learning Management System (LMS) customization, 
quality improvement activities like conduct of COPC visit/evaluation, AACCUP Program 
accreditation, ISO surveillance, HRM-PRIME compliance, and Anti-Red Tape Authority (ARTA) 
Compliance, subscription of on-line learning resources, production and extension initiatives,  
as well as institutional health and safety measures to fight against COVID-19 including mental 
health of the faculty and staff.  
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INTRODUCTION 
 
 

 The COVID-19 pandemic is wreaking havoc in countries around the world resulting to 
a global health crisis, affecting developed and developing countries alike and drastically 
brought changes to the lives of millions of people worldwide.  It has a profound impact not 
only to the countries’ economy but also socially and spiritually. 
 
 The COVID-19 outbreak has reached in the Philippines and on January 2020 recorded 
the first case of death of which from thereon the case snowballed and later local 
transmissions of the corona virus were reported.  The number of reported cases surged and 
statistics is still increasing at present.   
 
 The Philippine government has been alerted and considerably took efforts to contain 
the spread of the disease and prevent human-to-human infection.  Health and safety of the 
Filipino people especially the vulnerable ones were at top of the priorities.   
 
 One sector greatly affected by the pandemic is education. The plea of the government 
to self-isolate to curb the spread of the infectious disease forcibly resulted to untimely closure 
of classes in all levels.  The higher education institutions (HEIs) dwindled and pre-maturely 
shifted to flexible learning modalities though unprepared considering the available resources 
such as technology and digital devices, availability of digital and non-digital learning 
resources, digital literacy of the faculty, especially those small HEIs in the country.  All these 
challenges must be addressed if quality education has to be maintained. 
 
 The Commission on Higher Education (CHED) is always on the front leading both public 
and private tertiary institutions to become resilient and agile amidst the threat of the corona 
virus and to concur with the policies and standards expected from educational institutions.   
 

To provide a clear direction and smooth implementation of institutions’ educational 
processes, the CHED required all tertiary institutions to craft a Learning Continuity Plan which 
is an action plan for disruptions of operations brought about by COVID-19.  The content 
therein manifests the preparations as well as the institutional policies and guidelines to be 
adopted for AY 2020-2021. 

 
SPAMAST, through the strong leadership of its lady President, Dr. Ruth S. Lucero, has 

developed the SPAMAST Learning Continuity Plan through the concerted efforts and minds 
of the faculty and staff who actively participated in the crafting and deliberation of the 
provisions of this manifesto. 

 
The administration anticipates that the SPAMAST Learning Continuity Plan shall guide 

and direct the future actions of the College and likewise inspire the SPAMAST academic 
community and other stakeholders to support all laid plans and projects in the attainment of 
a common goal – quality and equitable higher education for all.   
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VISION, MISSION, & GOALS 
 
  

Vision 
 
               “A premier competitive institution of higher learning providing professional training in Education, 
Agri-Fisheries, Science and Technology, Agribusiness, Information Technology and other related disciplines 
geared towards inclusive growth and development in the ASEAN Region and beyond”. 
 

V 
 
Mission 
 
               “Creating a rich culture of academic excellence and integrity through innovative instruction, 
adaptive researches and sustainable extension and enhanced resource generation while promoting 
environmental resilience, equity and harmony in diversity”. 
 

 
Goals 
 
                To improve capacity to provide equal opportunity to quality education. 
 

 
Si  
 ValuesF – unctionality     S – teadfastness and 

A – ccountability     P – assion to attain goals guided by  

I – ntegrity  to A – ffinity and  

T – ransparency     M – otivation to face adversity imbued with the 

H - armony     A – ptitude to 

        S – erve with compassion and 

        T – eamwork 
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1.1 Why go into Flexible Learning? 
      CHED Memorandum Order No. 04 s 2020 or the Guidelines on the 
Implementation of Flexible Learning outlines the following rationale for adoption and 
implementation of flexible learning in higher education institutions both in private 
and public institutions including SPAMAST, among others. 
 
     “The emergence of COVID-19 pandemic bought unprecedented disruptions in the 
lives of people all over the world.  It came so unexpectedly where no one was ready 
enough to brace its impact to society.  
 
      The Philippines, in particular, faced a critical situation due to the rise of said health 
crisis.  For higher education institutions, avoiding and limiting the risks of infection of the 
academic community has become a primordial concern.  Hence, with the 
implementation of community quarantine, conduct of classes needed to be immediately 
suspended.  The herculean challenge then was how to continue teaching and learning 
beyond the usual face to face instruction. 
 
      Thus, it has become an urgent need to explore other innovative learning modalities 
that will facilitate migration from traditional to flexible teaching and learning options.  
As learners are differently situated in terms of time, pace and place, these options allow 
customization of delivery modes responsive to students’ needs for access to quality 
education.  This shall also give students the option to choose the delivery mode most 
convenient to them as early as the time of their enrolment.” 
 

 

 

 

 

 

 

 

 

 

 

 

 

1 
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1.2 Framework for Learning Continuity under the New Normal 
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1.2.1 Outcome 
 

With the challenges brought by the new normal because of the threat of the COVID-
19 pandemic, the significant changes expected as result of the infused inputs and 
strategies in the Learning Continuity Plan is a resilient continuity learning. 
SPAMAST has to withstand the challenges and bounce back with the difficulties to 
continually deliver quality learning.  

 
1.2.2 Outputs and Strategies 
 

1.2.2.1 Improved Infrastructure and Connectivity 
   

Internet connectivity is vital in the implementation of the Flexible Learning 
Continuity Plan.  The CHED policy on restricting face-to-face classes 
demands HEIs to employ changes in the learning modality.   
 
SPAMAST has fiber optic internet connection but sometimes connectivity is 
disrupted.  Generally, SPAMAST has low bandwidth which is shared to all 
offices and to academic community which resulted to weak or low internet 
connectivity.  Moreover, the geographical location of the Province where 
SPAMAST is situated contributed to zero connectivity of some students 
especially in the remote areas and weak or low connectivity to other 
students.  
 
Strategies to be employed are the following: inter-campus connectivity, 
increased bandwidth subscription, installation of air fiber optic, and cloud-
based hosting subscription.   

 
1.2.2.2 Capacitated Human Resources or Support to  

   
Capacity building of teaching and non-teaching staff is primary to equip with 
the necessary knowledge and skills required in carrying out their functions, 
tasks, and responsibilities.   
 

                               a. Capacitation Building  
Trainings/seminars will be conducted to equip the faculty of digital 
literacy and instructional materials (IMs) development, 
curriculum/syllabi enhancement, TOS and assessment, data privacy, and 
plagiarism. 

 
             b. Communication Allowance 

The faculty will be provided with monthly communication allowance to 
defray expense on loads for calls, text, and net. 

 
             c. Access to OERs 

The library will maintain Online Educational Resources (OERs) for use not 

only by the students but also the faculty.   
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             d. Use of ICT Laboratories 
Internet and Computer Laboratories of the school is open for use by the 
faculty especially in making or developing their instructional materials to 
have free access to internet. 

 
             e. Provision of Supplies and Materials 

Printers will be provided per Institute to aid printing of modules.  RISO 
and photocopiers will be provided to hasten the printing of modules.  For 
printing purposes, personnel (JO) will be utilized to take charge in 
printing the modules.  Printing supplies like inks, book papers, etc. will be 
provided and facilitated by the Supply Office. 

 
              f. Safety and Mental Health Awareness 

Seminar on safety and mental health awareness will be conducted for 
faculty to properly manage anxiety and stress brought by COVID-19 and 
other work-related factors.  

 
1.2.2.3 Robust RIDE and Production 

   
Research, innovation, development and extension activities have to roll out 
amidst this pandemic. The College have to come up with RIDE proposals for 
internal and external funding, craft internal RIDE policy in the new normal, 
push through the publication and application for accreditation of SPAMAST 
Research Journal by CHED, and hosting of local and international research 
fora.  Production of vegetables and value-added products to boost immune 
system is needed.  The College has to develop hands-free sanitizer, cost-
effective disinfectants, and produce face mask for use by the faculty and 
students.  

 
1.2.2.4 In-placed Health and Safety Measures 

   
SPAMAST has to create the institution’s COVID19 Task Force to plan and 
ensure the health and safety of employees, students, and other 
stakeholders. LGU/IATF health advisories has to be periodically monitored. 
health and safety protocols and mapping of employees’ and students’ 
movement has to be strictly observed.  The College has to provide health 
and safety facilities, supplies, and equipment including pneumococcal 
vaccine, if budget warrants.  Psycho-social wellness program of employees 
and students has to be conducted. 

 
1.2.2.4 Support to Students Improved 

   
The students are greatly affected in the sudden change of the educational 
learning and processes in the new normal.  Efficient student support 
services through online or offline modes when necessary and appropriate 
in the following areas will be provided:  
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     a. Library 
The library will maintain Online Educational Resources (OERs) for use by 
the students.  OERs will be integrated or linked in the SPAMAST LMS and 
in the SPAMAST website for easy and wider access by the students.  It 
also has to continue procurement of in-print materials to support 
accreditation of the Programs offered by the College. 

  
             b. Guidance Counselling  

Guidance counselling services will be done through phone calls, SMS, 
online chat, etc.  The Guidance Office will provide helpline numbers and 
messenger account for this purpose. 

 
              c. Technical Support/help desk  

The Department Chair will maintain an online help desk to cater to 
questions and concerns of students related to their schooling.  

 
              d. Performance feedback 

The faculty will return all submitted learning tasks, activities, 
requirements, quizzes, and exams to the students after checking and 
recording.  This is a way of informing the students of their performance 
in the subject. 

 
Final grades of the student can be accessed online through the electronic 
Student Management System (e-SMS), if this will be established. 

 
              e. Admission and Enrolment 

Admission and enrolment will be done online through use of google 
forms (or online e-SMS if will be established). Admission and enrolment 
procedures will be posted in the official FB page of the Office of the 
Student Services. 

 
              f. Fee assessment and payment system 

Student fee assessment will be done using the e-SMS.  Payment of school 
fees will be thru bank deposits.  Deposit slip indicating the name of 
student/payee shall be sent to the Finance office for proper accounting 
and recording.      

 
              g. Computer Rentals 

The College may consider the possibility of resorting to computer rentals 
to existing internet cafes’ in the locality for use by students especially 
those without android phones, laptops or personal computers, if budget 
warrants. 
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              h. Health and Safety of Students 
Psycho-social wellness program for the students will be provided.  A 
seminar on psychological de-briefing will be conducted.  This will be 
spearheaded by the Guidance Office 

 

1.2.2.5 Enhanced Curriculum and Instruction Processes 
   

                               1.2.2.5.1 Learning Resources 
                              a. Learning Materials 

In support to the flexible learning modality, instructional 
materials (IMs) will be developed by the faculty.  This will be 
distributed to students particularly those who have poor or 
weak connectivity.   

 
                b. Learning Management System (LMS) 

The College has to develop learning resources for the faculty, 
institutionalize new learning modality that suits to students 
depending on their connectivity and availability of resources like 
smart phones, laptops, etc.  A Learning Management System 
(LMS) has to be customized or if not a proprietary LMS can be 
procured.   

 
 c. Curricular modifications, curricula review and syllabi 

enhancement is encouraged to infuse changes suitable to 
learning in the new normal.   

 
  d. The College has to strengthen collaboration and linkages 

through consortia with other SUCs and national and 
international agencies. 

 

1.2.2.6 Sustained Quality Improvements 
   

The College has to continue its effort to achieve and deliver quality 
education to its clients.  All Programs will be subjected to COPC evaluation 
and AACCUP accreditation.  Preparations for SUC Levelling, ISA, and 
COE/COD shall not cease.  The Administration ensures compliance to 
HRM-PRIME and submit to ISO surveillance and/or recertification. 

 
 
1.2.3 Key People and Human Resources 
 

                  1.2.3.1 The key people for the implementation of the Learning Continuity Plan (LCP) 
will be as follows: 
a) The VPAA will take charge of the monitoring of the implementation of 

the LCP and shall be assisted by the Campus Director and Deans. 
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b) The Campus Director will monitor the distribution of modules and 
submission of students’ outputs. Convergence areas or hubs will be 
identified.  He shall have constant dialogue with LGUs and MIATF/PIATF. 

 
c)  The Deans and department chairmen will monitor the submission of the 

TLEM and other documents due for submission by the faculty like 
modules, syllabi, TOS & test questionnaires, etc. 

 
d) Faculty shall develop the modules, prepare the syllabi fitted for the new 

normal, TOS & test questionnaires, etc. The faculty shall also prepare 
self-recorded lecture for students with no internet connectivity.  He/she 
shall help in the distribution of modules to different convergence areas 
or hubs as scheduled. 

 
e) ICT Team shall develop or customize an open source LMS using Moodle.  

They shall lead in improving the ICT network in the Campus by enhancing 
ICT infrastructures, subscriptions to cloud hosting, subscriptions for 
additional bandwidth to support SPAMAST LMS, e-SMS, and other online 
systems with more or less 300mbps.  

 
 f) School nurse shall have constant dialogue with the MIATF/PIATF, 

MHO/PHO, and LGUs to be updated on the emerging policies.  He shall 
be the focal person whenever there are faculty or students under 
quarantine in the facilities provided by the school. 

 
g) The Director for General Services shall lead the preparation of the 

school’s quarantine facility or infirmary facility including the provision of 
beds, supply of potable water, etc.   

 
1.2.4 Learning Modality 

SPAMAST shall adopt Flexible Learning System approaches to teaching and learning 
dedicated to providing a student-centered learning environment. Particularly, the 
blended strategies will be adopted which will involve the use of digital 
(synchronous) and non-digital technology (asynchronous) or combination of both 
modes of delivery.         

 
         1.2.5 Assessment of Effectiveness 

1.2.5.1The Campus Director, Deans and VPAA shall be included as 
manager/administrator of the cloud-based LMS. They shall check and 
monitor the progress of the faculty in their respective subjects. 

 
1.2.5.2 Online survey or assessment on the effectiveness of Flexible Learning (FL) 

implementation will be conducted before each semester ends.  This will be 
facilitated by the Campus Director. 
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         1.2.6 Teaching and Learning Activities and Requirements  
1.2.6.1 Learning tasks and activities or requirements will be clearly stipulated in 

the course syllabi to guide the students.  The following are example of 
learning tasks/requirements but not limited to portfolio, research papers, 
video recording, student reports, presentations, and individual or team 
projects. 

 
1.2.6.2 Submission of learning tasks/activities/requirements shall be during the 

scheduled distribution of modules for those with poor or no internet 
connectivity or as agreed upon by the faculty and students. 

 
         1.2.7 Specific Expected Outcomes  
 

The following are the expected outcomes of the implementation of the Flexible 
Learning Continuity Plan: 
 
Enhanced ICT 
Infrastructure 

<of additional fiber optic installed 
<additional bandwidth subscribed 
<additional broadband installed 
<cloud-based hosting subscribed 
<inter-campus connectivity installed 

Curriculum & 
Instruction Processes 
Improved 

<curriculum reviewed 
<syllabi reviewed and enhanced to fit the new normal 
<shift of teaching modality from face-to-face to online 
or modular mode 

Learning Resources 
Developed and 
Utilized 

<Modules developed – 259/253 SY 2020-2021 
<LMS customized and utilized 
<OERs subscribed, purchased, and utilized by the 

students 
<OERs integrated or linked to the LMS or SPAMAST 

website, whichever is applicable 
Evident Support to 
Students 

<online access to library resources through OERs 
provided 

<continuous procurement of in-print learning 
materials 

<online guidance services provided 
<online help desk instituted 
<performance feedback provided 
<online admission and enrolment adopted 
<payment of school fees thru banks 
<computer rentals for students 

Competent, 
capacitated, and 
mentally healthy 
faculty 

<provision of OERs 
<communication allowance provided 
<free access to ICT laboratories 
<supplies and materials provided 
<capacitation building provided 
<safety and mental health seminar conducted 
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NOTE: The GANTT Chart of the activities for the implementation of Flexible Learning is 

provided in the Appendix. 
 
        References: 
             CHED CMO No. 4 s 2020 
 https://lite.unesco.org 
 https://ideas.repec.org 
 https://files.eric.edu.gov 
             https://www.deakin.edu.au 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.deakin.edu.au/
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 With the shift from traditional classroom learning to flexible learning, various changes 
and modalities are done in terms of the curricula, pedagogy, infrastructure, technology and 
connectivity, etc.  All projects and activities must be in-placed, if the College would like to 
achieve quality teaching-learning despite the challenges of the COVID-19 pandemic. 
 
 Chapters 1, 3 to 15 present and discuss the modalities the College will implement in 
its processes.  Below is the summary of the initiatives and plans of the College to show its 
resilience and agility in the implementation of Flexible Learning: 
 

 ACTIVITY OBJECTIVE PERSON IN-
CHARGE 

BUDGET 

Curriculum and Instruction:   
 Module Production • To develop and produce 

teacher-made course 
modules to be used by 
students  

 

VPAA,  
Institute Deans, 
IMERC 

Supplies 
 printers 

(1/institute) 

50,000 
40,000 

 Customization of 
LMS Portal 

• To make available of a 
functional software 
application for the 
administration, 
documentation, tracking, 
reporting, automation, 
and delivery of 
educational courses. 
 

IT Coordinator - Included in 
the ICT 

enhance-
ment 

 Radio Broadcasting • To access air time slot in 
local radios for school 
announcements 
especially catering those 
who have zero internet 
connectivity 

Dev Com Faculty 
Student Services 
Director 

10,000/month 
X 6mos 

60,000 

Quality Improvement:   
 CHED COPC 

Evaluation 
• To continue in the 

preparation of documents 
and evidences for CHED 
COPC visit to ensure that 
the Programs are fully 
compliant with the CHED 
policies, standards, and 
guidelines.  

 

VPAA,  
Deans 
Program Chairs 

Equipment 
required based 

on CMOs  

1,000,000 

 AACCUP 
Accreditation 

• To carry on the usual 
preparations for Program 
accreditation by the 
AACCUP  

 

VPAA 
QA Coordinator 
Deans 
Department 
Chairs 

 1,500,000 

2 
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 Institutional 
Sustainability 
Assessment (ISA) 
Accreditation  

• To conduct institutional 
meetings for ISA 
preparations 

• To participate in CHED 
trainings/ seminars on 
ISA Evaluation 
 

VPAA 
VP for RDE 
Admin Officer 
QA 
Deans 
Dept. Chairs 
 

 30,000 

 SUC Levelling • To publish referred 
research journal of the 
College to satisfy the 
requirements for CHED 
accredited journal 

• To prepare other 
supporting documents 
for SUC levelling 
assessment 
 

VPAA 
VP for RDE 
Admin Officer 
QA 
Deans 
Dept. Chairs 
 

 100,000 

 ISO surveillance • To prepare the 
documents/evidences for 
ISO visit or evaluation 
  

Chief Admin 
Officer 
VPAA 
Deans 

 200,000 

 HRM-PRIME 
compliance 

• To assure compliance of 
the College to CSC rules 
and regulations  

 

Human Resource 
Officer 
Chief Admin 
Officer 

 - 

 ARTA Compliance • To make certain on the 
prompt submission of 
ARTA requirements to 
adhere to RA No. ____   or 
known as Ease of Doing 
Business   

 

Chief Admin 
Officer 
Human Resource 
Officer 

Supplies, tarp, 
etc. 

20,000 

Infrastructure and Connectivity:   
 Enhancement of 

ICT Infrastructure 
• To improve internet 

connectivity within the 
school premise  

• To install broadband in 
five municipalities of 
Davao Occidental to give 
students free access to 
internet 

• To make the virtual 
libraries and IT 
laboratories functional in 
order to increase 
accessibility of faculty in 
the use of school 
technological facility 
 

IT Department 
Chair 

Broadband 
installation 

 
Annual domain 

hosting 
 
Physical server 
 
Bandwidth 

subscription 
   (P3,000x6x 

12mos) 
 
Laptops for 
    IT team 

incharge of 
LMS (4) 

 
   VPAA & 

Deans as 
overseer (5) 

 

90,000 
 
 

17,000 
 
 

120,000 
 

216,000 
 
 
 
 

140,000 
 
 
 
 

175,000 
 
 
 
- 
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   PCs for Focal 
persons in 
five 
municipalities 
(5) including 
printers 

 

 
 
 
 

50,000 

 Communication 
Allowance Program  

• To provide financial aid to 
teachers on a monthly 
scheme to defray cost on 
internet load 
 

Admin Officer  
VPAA 

 
62facultyxP300 

x 6mos 

 
111,600 

 Quick Survey on 
Student 
Connectivity 

• To produce reliable 
statistics on students 
connectivity as basis in 
categorizing students into 
zero, weak/low, and high 
connectivity 
 

VPAA  
IT  
Department Chair 

 - 

Support to Students:   
 Development of 

Online Admission/ 
Enrolment System 

• To develop an online 
enrolment system in lieu 
of face-to-face enrolment 

 

IT Coordinator 
Director for 
Student Services 
Director for 
Admission 

 - 

 Establishment of 
OERs  

• To create a repository of 
faculty made learning 
materials and other 
sources which can be 
accessed through the 
SPAMAST Official Website 

VPAA 
Director for 
Library Services 

 - 

 Creation of OERs 
Databank per 
Program 

• To create list of OERs per 
program and publish it in 
the Institute FB Page 

VPAA 
Director for 
Library Services 

 - 

 Subscription of On-
line Learning 
Resources  

• To forge MOA on 
subscription of online 
journals, e-books, e-
references, etc. to add to 
the volume of available 
library resources   

 

VPAA 
Director for 
Library Services 

 550,00 

 Procurement of 
Print Learning 
Materials  

• To increase the quantity 
of print library resources 
such as books and e-
books to meet CHED 
standards 

 

VPAA 
Director for 
Library Services 

 On-going 

 Installation of New 
Payment System 
  <Bank Deposit 
  <online payment 
  <thru remittance 
agency  

• To increase choices of 
payment options in 
settling school 
accountabilities, 
whichever is appropriate 
and accessible to students 

 
 

Finance Director 
School Cashier 

 - 
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 Installation of 
broadband in the 
municipalities of 
Davao Occidental 

• To provide students free 
access on internet 
connectivity in their 
respective municipality 

ICT Team  Refer 
above 

 Computer rentals • To rent computers in 
internet cafes’ in the 
locality for students  

ICT Team 10/hr 
8 hrs./day 
100 units 

30days 
8months 

1,920,000 

Human Resource Development:   
 Capability Program  • To identify seminars and 

trainings that would 
capacitate the faculty in 
the efficient and effective 
implementation of FLS 

 

VPAA 
L&D Committee 

Honoraria of 
speakers 

 
food 

100,000 
 
 

60,000 

 Provision of Mental 
Health 
Management 
Program 

• To provide debriefing/ 
distressing to faculty and 
staff to release anxieties  
 

GAD Focal Persons Honoraria, 
food and 
supplies 

30,000 

Research, Extension and Production:   
 Publication of 

referred journal 
• To consecutively publish 

referred journal  

VP for RDE 
Deans 
Faculty 

Honoraria 
publication 

100,000 

 Application of 
CHED accredited 
journal 

• To comply the 
requirements for CHED 
journal accreditation   

VP for RDE  - 

 Submission of 
research proposals 
for external 
funding 

• To develop research 
proposals and submit to 
external funding agencies 
 

VP for RDE 
Deans  
Faculty 

 - 

 Capability building 
on proposal 
making and 
publication of 
research outputs 
 

• To design training/ 
seminar that will equip 
the faculty on research 
proposal writing and 
writing publishable 
research outputs 
 

VP for RDE 
Deans  
Faculty 

Honoraria 
food 

50,000 

 Conduct of in-
house reviews 

• To give avenue for faculty 
for the dissemination of 
research outputs 
 

VP for RDE 
Deans  
faculty 

 20,000 

 Crafting of internal 
policy on 
participation of 
faculty in regional, 
national, and 
international 
research fora in the 
new normal 

• To create institutional 
policies and guidelines on 
participation of faculty in 
regional, national, and 
international research 
fora applicable in the 
new normal 
 

VP for RDE 
 

 - 

 Gulayan sa 
Tugkaran 

• To encourage people to 
produce vegetables for 
household consumption  

• To help ensure food 
security in times of 
pandemic 

Extension 
Coordinator 

  20,000 
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 Production of 
Calamansi Nip 

• To produce healthy 
products that would 
boost the immune system 
in order to fight infection 
of COVID-19  

RDE  20,000 

 Oregano Liniment 
Production 

• To  produce home-based 
cost-effective 
disinfectants for 
distribution to the 
community  

RDE  20,000 

 Production of Face 
Mask/ Face Shield 

• To produce and distribute 
PPEs to local front liners  

Extension 
Coordinator 

supplies 50,000 

 Development of 
Hands Free 
Sanitizer 

• To innovate a hands-free 
sanitizing equipment to 
keep safe from infection 
of COVID-19 

BSABE 
Department Chair  

50pcs@1000 50,000 

Health and Safety Measures:   
 Mapping of 

students, faculty 
and staff 
movements 

• To monitor place of 
origin of students and 
employees coming into 
the Campus 

Security guards  - 

 Management of 
COVID-19 cases 

• To in-place mechanisms 
on handling and assisting 
students, faculty and 
staff who will be 
identified as PUIs, 
Confirmed and Dead  

• To  improve school 
facilities to cater to new 
normal like putting up of 
hand washing area, 
sanitizers and soap, 
footbath, thermal 
scanner, arrangement of 
offices to limit crowding 

• To support faculty who 
are going back for work 
by providing food and 
other needs while on 
quarantine  

• To conduct regular 
disinfection of school 
facilities 

Director for 
Student Services  
 
 
 
 
Campus Director 
 
 
 
 
 
 
Admin. Chief 
VPAA 
Campus Director 
 
 
General Services 
Director 

 
 
 
 
 
 
Supplies 
 
 
 
 
 
 
Food 
Other supplies 
 
 
 
Supplies 

 
 
 
 
 
 

50,000 
 
 
 
 
 

 
300,000 
100,000 

 
 
 

50,000 

 Provision of 
infirmary room 
 

• To provide an infirmary 
where sick or infected 
but asymptomatic 
personnel shall be lodged 
for care and treatment 

COVID-19 school 
task force 
Chairman 
 
School Nurse 

Beds 
Table 
Shelf 
supplies 

100,000 

 Provision of 
pneumococcal 
vaccine  

• To provide one shot of 
pneumonia vaccine to all  
faculty and staff with 
plantilla positions 

School nurse 29 staff x 
P5100 
 
62 faculty x 
P5100 

147,900 
 
 

316,200 

      
GRAND TOTAL P7,803,700 

vvvvvvvvv 
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 The unprecedented transition of the College to flexible learning compels to 
incorporate curricular modifications attune to some restrictions imposed by the LGU and 
Inter-Agency Task Force (IATF) to fight COVID-19. 
 

3.1 Modifications of School Calendar 
   3.1.1 Adjustment in Dates 

 SPAMAST’s shift of academic calendar to begin in August of every year started 
in SY 2019-2020 pursuant to RA 7722 or “Higher Education Act of 1994” and CEB 
Resolution No. 142-2019.  Academic year 2020-2021 will be the second year of 
implementation of the opening of classes in August 2020.  The school calendar for AY 
2020-2021 is attached in the Appendix. 

 
  3.1.2 Adjustment in Activities 

  Regular activities that entail mass gathering of students shall be prohibited 
including but not limited to General Orientation, Monthly Convocation, and Cultural 
and Sports Competitions.  The conduct of field trips and educational tours is also 
discouraged. 
 
 The College shall provide each student with print copy of the school policies, 
rules and regulations and ensure that all of these are posted in the official College web 
site or official Facebook page.  The class advisers may reinforce the orientation of 
students on school policies.     

 

3.2 Management of Classes 
 3.2.1 Conduct of Classes  

Face-to-face contact or in-person conduct of classes is highly discouraged.  
However, the faculty shall report to school on a four-day work week arrangement 
from Monday to Thursday or as arranged depending on consultation schedule.  
Because of the imposed curfew hours due to Covid-19, evening classes shall not be 
allowed.  This, may however, change depending on the evolving policies of the IATF. 
 
3.2.2 Loading 
 Faculty Workload 
 
            The normal faculty workload per semester shall be 21 units for 1 preparation 
and 18 units for 2 or more preparations for laboratory subjects or a combination of 
non-laboratory subjects.  In excess, the faculty shall be remunerated on per hourly 
rate corresponding to the said faculty’s academic rank not to exceed 6 units. 
 
 
 

3 
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 Student Academic Load 
 No undergraduate students shall be allowed to take more than the number of 
units specified in the specific curriculum except for graduating students. Overload of 
subjects shall be certified by the Dean. 
 
 In the summer term, the normal subject load shall be 6 units.  In justifiable 
causes, however, the Dean may allow a student to take 9 units. 
   
3.2.3. Schedules and Contact Hours 
            3.2.3.1 There shall be no face-to-face evening classes to be offered in 

adherence to curfew policies imposed by the LGU and the province. 
            3.2.3.2 Online class/lecture including student consultation with the faculty shall 

not be more than two (2) hours per week per subject.  The lacking hours 
shall be allotted for accomplishment of tasks, projects, assignments, 
etc.  

3.2.4 Curricula 
 The College shall review the curricular offerings and make the necessary 
adjustments or modifications in the course contents/requirements, determine 
alternative options in the design, delivery, pedagogy, and assessment mechanisms 
that can be delivered to the students through various modalities which shall be 
reflected in the course syllabi. 
  
3.2.5 Teaching Learning Strategies 
           3.2.5.1 Flexible Learning Strategies (FLS) shall be observed by the faculty which 

is a combination of on-line instruction (wired) and traditional offline 
(non-wired) method. Hence, blended learning will be adopted.  
Whatever modalities of FLS will be adopted, the faculty shall ensure that 
learning opportunities are available to and most appropriate to the 
current situation and existing resources of the students. Continuity of 
education despite the non-face-to-face contact with the students shall 
be the primordial consideration of each faculty of the College.  

 

3.3 Admission and Retention 
          3.3.1 Admission Policies 

1. No student shall be denied admission to the college by reason of age, sex, 
nationality, physical disability (RA no. 9442), religious belief, or political 
affiliations. 

2. For students with physical disabilities, special considerations and requirements 
shall be given to address their special needs with respect to the use of college 
facilities, class schedules, physical education requirements and other pertinent 
considerations (RA no. 9442). 

3. A student who graduates the secondary level from the Department of 
Education (DepEd) shall be eligible for admission to the degree program offered 
by the College. However, a student who has not completed the secondary level, 
but who has qualified in the Philippine Educational Placement Test (PEPT), 
Alternative Learning System (ALS) and other alternative mode of delivery can 
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be eligible for admission provided they pass or comply with the qualification 
requirements of the college. 

 
       3.3.1.1 Returning Students 

Returning students (returnees) specifically those enrolled during the second 
semester AY 2019-2020 shall be considered for readmission; must have complied 
with all other requirements for readmission. A readmitted old student who 
stopped schooling for three (3) years will be evaluated based on the new 
curriculum of the student‘s course especially when a curriculum has superseded 
the old one. Crediting of courses will be based on the new implemented courses.    

 
      3.3.1.2 Transferees 

A transferee student seeking for enrollment in the college shall be given a 
temporary registration period of fifteen (15) working days to comply the necessary 
requirements for enrollment.  The transferee must sign a promissory note 
signifying the transferee‘s commitment to comply with the requirements within 
the specified period, otherwise the transferee shall be denied for registration in 
the college. 

 
Students admitted as transferees shall meet all the academic and 

admission requirements set forth by the college, such as follows:  
1. Certificate of transfer credential preferably accompanied by informative 
copy of transcript of records;  
2. Good moral certificate from previous school; 

  3. Honorable Dismissal;  
4. Birth certificate authenticated by PSA (photocopy);  
5. Medical certificate;  
6. Four (4) pcs. Passport size picture; 
7. Marriage Certificate (if applicable) 
8. SPAMAST College Entrance Examination (SCEE) result; and 
9. One (1) long brown folder.  

 
      3.3.1.3 New Students 

     Freshmen shall be admitted through the SPAMAST College Entrance 
Examination (SCEE) and have submitted to the Admission and Registration Offices 
or via online submission all the documents required for formal acceptance in 
SPAMAST such as: 

1. High School Report Card (Form 138); 
2. Good Moral Certificate; 
3. Medical Certificate; 
4. four (4) pcs Passport Size picture; 
5. Birth Certificate authenticated by PSA (photocopy);  
6. Marriage Certificate (if Applicable);  
7. SPAMAST College Entrance Examination (SCEE), and 
8. One (1) long brown folder 

 
 



SPAMAST LEARNING CONTINUITY PLAN                             AY 2020-2021 Page 18 

   Additional requirements for Bachelor of Science in Criminology: 
1. Neuro-psychological exam 
2. Drug test 

 
    Freshmen students who seek admission to board programs shall meet the 

following grade requirements: 
1. For Bachelor of Secondary Education (BSEd), Bachelor in Elementary 

Education (BEEd), Bachelor in Criminology (BSC), Bachelor in Social Work 
(BSSW), Bachelor in Agricultural and Biosystem Engineering (BSABE), and 
Bachelor of Science in Fisheries (BSF), the student  must have obtained an 
average grade of at least 85% or its equivalent in senior high school; 

2. For Bachelor of Science in Agriculture, the student must have obtained an 
average grade of at least 80% or its equivalent in senior high school;  

3.  For Bachelor of Science in Agricultural Engineering, no grade below 80% 
or its equivalent in any subject taken in senior high school. 

4. There will be an open admission for other programs not mentioned above. 
5. Students who obtained a total stanine of 3 and above except for Bachelor 

of Secondary Education (BSEd), Bachelor in Elementary Education (BEEd), 
Bachelor in Criminology (BSC), Bachelor in Social Work (BSSW), Bachelor in 
Agricultural and Biosystem Engineering (BSABE), and Bachelor of Science 
in Fisheries (BSF) students (stanine of 4 and above) in the entrance 
examination shall qualify to enroll in any degree program. Likewise, 
students who obtained a total stanine of 2 and below will be advised to 
enroll in non-degree program. 
 
Since 80% of the secondary schools in the Province of Davao Occidental 
has been administered with the qualifying examination, the following shall 
be adopted:  

1. Result of the students who have taken the entrance examination shall be 
considered as basis in determining the appropriate Program (board or non-
board program) to be enrolled by the student, as well as the GPA in the 
senior high school. 

2. For those who have not yet taken the exam but with a GPA of 85% or higher 
and prefer to enrol in board program, shall be required to take the 
entrance exam.  Students who have not yet taken the entrance 
examination and prefer to enrol in non-board program may waive to take 
the entrance exam.   

 
      3.3.1.4 Foreign Students 

The requirements for admission of foreign students in accordance with the 
rules and regulations set by the Commission on Higher Education (CHED), 
Department of Foreign Affairs (DFA) and Bureau of Immigration (BI) shall be as 
follows: 

1. Bachelor‘s degree from a recognized institution of higher learning and the 
general weighted average to be set by the college but not lower than 3.0;  

2. High intellectual capacity;  
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3. Proficiency in English, a score of at least 500 in the paper-based or a 
minimum score of 173 in the computerized form of the Test of English as a 
Foreign Language (TOEFL) shall be required.   

4. Each foreign applicant shall submit to the head of the Institute concerned: 
duly accomplished form, official transcript of records and a written 
recommendation from two (2) former professors or experts in the field;  

5.  Submission or satisfaction of other requirements like health clearance and 
others that may be imposed by the college.   

 
        3.3.2 Retention Policies 

Any Bachelor of Secondary Education student in the first two (2) years (refers 
to the 50% of the total number of units required in the curriculum) must maintain 
a grade of 2.50 or better in any of the subjects taken in order to be retained in the 
program. 

 
The Bachelor of Science in Criminology students shall have a General Point 

Average (GPA) of 2.25 with no INC (incomplete) and D (dropped) remarks reflected 
in their official transcript of record. Likewise, the aforementioned retention policy 
shall be applied to all transferees and shiftees. 

  
        3.3.3 Conduct of Admission Examinations 

3.3.3.1 The college conducts entrance examination to all senior high schools within 
the province simultaneous with the periodic career guidance to senior high 
school students.  

 
3.3.3.2 For those who would like to take entrance examination shall make on-line 

appointment with the Admission Office through its official web page or 
Facebook page.  The entrance examination shall be scheduled twice (AM 
and PM) every Wednesday starting May 2020.  Examinees shall be grouped 
by twenty-five (25) per room to ensure social distancing.  Results shall be 
given to examinees an hour after the exam. 

 
      The Admission Office shall reach out to students who cannot visit the 

school due to restrictions from barangay-to-barangay or municipal-to-
municipal borders in the imposition of COVID-19 public safety measures.  

 
         3.3.4 Shifting to Other Program 
                   3.3.4.1 The GPA of the student during the 1st semester SY 2019-2020 shall be 

considered if he/she opted to shift to a board program and shall satisfy the 
GPA requirement of the program.  He/she shall obtain a “P” or Passed 
grade in all the subjects during the 2nd semester SY 2019-2020.   

 

3.4 Enrolment System 
 3.4.1 Enrolment for the freshmen and regular students in higher level shall be through 

on-line mechanism via the Facebook Page of the Admission Office or through its 
hotline numbers. 
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  3..4.2 Freshmen shall contact the Admission Office for the result of the entrance exam 

to determine his/her course appropriate for the stanine obtained.  Scanned 
report card shall be sent on-line to the Admission Office, of which it shall be 
submitted and other requirements for enrolment during the start of classes.  The 
Admission Office shall refer or forward the list of students to the respective 
Program Chair to facilitate the enrolment. 

 
   3.4.3 Regular students shall contact the respective Program Chair through the 

Department’s official web page or Facebook page indicating his/her intent to 
enrol of which the latter shall facilitate the enrolment.  Irregular students shall 
personally coordinate with the Program Chair to discuss and settle academic 
related problems prior to enrolment.  Foreign students who wish to enrol in 
SPAMAST shall inquire online at the Admission Office for requirements and 
assistance. 

3.5 Residency, Leave of Absence and Honorable Dismissal 
3.5.1 To obtain a bachelor’s degree, a student must take his/her last two (2) years of 

academic work and at least fifty percent (50%) of academic credits for diploma 
courses in the college; otherwise, he/she shall not be readmitted into the college 
in which he/she is enrolled. 

 
3.5.2 In case a student is officially given permission for leave of absence, the leave shall 

not be included in the computation of tenure. 
 
3.5.3 Any student who intends to take leave of absence exceeding one semester shall 

file a written petition to the College Dean, stating therein the reason for the leave.  
If the leave exceeds one academic year, he/she shall loose his/her status as a 
student in residence. 

 
3.5.4 Any student who withdraws from the college without a formal leave of absence 

shall apply for readmission as a new student. 
 
3.5.5 An Honorable Dismissal is issued by the Registrar’s Office to a student who 

voluntarily withdraws from the college for purposes of transferring to another 
school.  Any student applying for an Honorable Dismissal shall be cleared of all 
accountabilities before a certificate is issued to him/her. 

 
3.5.6 Any student who leaves the college for reasons of expulsion, dropping due to 

disciplinary action or suspension shall not be entitled of an Honorable Dismissal.  
Any student who has been issued Honorable Dismissal cannot be readmitted in 
the college either by reason of permanent disqualification or expulsion due to 
disciplinary action. 

 
3.5.7 In the period of public health emergency, a one-year extension of residency shall 

be granted to the students.  Moreover, maximum residency shall be 6 years for a 
4-year degree and 7 years for a 5-year degree. 
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3.6 Evaluation 
         3.6.1 Grading System 

3.6.1.1 The modified grading system shall be applied in the new normal.  The 

student shall be given a numeric grade and remarks of “P” (Passed) when 

the General Point Equivalent (GPE) is 3.0 or higher.  When the computed 

grade is lower than 3.0, an “F” or Failure shall not be given, instead an “IP” 

or “In-progress” which shall be complied within one (1) year.  Students 

who lack requirements, quiz or exam shall be given a grade of “INC” or 

“Incomplete”.  Students who failed to submit per Unit/Lesson 

requirements and have not taken the mid-term or final term examination 

shall be given a grade of “D”  or “Dropped”.  The student shall coordinate 

with the faculty in the completion of “IP” grade and “INC” grade. 

 

 3.6.1.2 Grades of students in subjects enrolled in AY 2020-2021 shall not be 

included in the computation of the general average of the students. It 

shall not also be included in determining Latin Honors (summa, magna, 

and cum laude).  However, the units earned shall be included in counting 

the percentage of units earned in the college. 

 

 3.6.1.3 To support the OBE curriculum which put emphasis on setting clear 

standards for observable and measurable outcomes, the student shall be 

graded based on the following: 

    Without laboratory      /       with laboratory Subjects 
   Quizzes 30%  Quizzes 20% 
   Exam  20%  Exam  20% 
   Requirements 50%  Requirements  60% 
    Total   100%            Total      100% 

 

         3.6.2 Revalidating Requirements 
  The faculty shall be required to submit to the Dean the Teaching-Learning 

Engagement Monitoring (TLEM) Tool to monthly track progress and identify 
challenges meet while implementing the course plan.  

 
         3.6.3 Examinations 

   There shall be two (2) major exams to be administered, namely: Mid-Term 
Examination and Final Term Examination. 

 

3.7 Completion Period 
          3.7.1 Submission of Grades 

   The Office of the College Registrar shall follow the official school calendar for 
the deadline of submission of grades which the proper authority of the college 
periodically issues.   
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3.8 Thesis Defense 
          3.8.1 Manner of Conducting Thesis  

  A tandem undergraduate thesis of the students shall be implemented in the 
new normal.  However, a graduate thesis shall be individually done. 

 
          3.8.2 Mode of Defense   

3.8.2.1 Flexibility shall be observed in thesis defense by either using virtual or the 
traditional in-person defense with some restrictions to ensure health and 
safety.  

 
      3.8.2.2 For virtual defense, committee members with a hard copy of the paper 

given in advance by the student shall convene in the online platform.  An 
IT expert shall be present to orient the faculty of the platform used and to 
trouble shoot whenever technical problems occur during the course of the 
defense.   

 
3.8.2.3 The student may opt the traditional in-person defense which shall be done 

in a defense room through a PPT presentation. No other person shall be 
allowed in the defense room or in the Zoom room to avoid crowd and to 
ensure physical distancing is observed. Wearing of face mask is required.  
If possible, defense shall not last for more than an hour to limit the 
exposures of all members of the thesis committee. However, this policy 
will depend on the status of cases of COVID-19 in the municipality/ 
province. 

 
3.8.2.4 The thesis manuscript submitted shall be rated according to the mechanics, 

organization and quality of the research paper.  During the oral 
presentation, the researcher’s ability to defend his/her work shall also be 
evaluated.  To facilitate the evaluation, the thesis committee shall be 
given score sheets.  

  
          3.8.3 Submission of Hard-bound 

       3.8.3.1 Upon approval by the technical panel and the college Dean, the manuscript 
is eligible for hardbound.  Four (4) and ten (10) hardbound copies of the 
final paper shall be produced by the undergraduate and graduate 
students, respectively.  Hardbound shall be submitted two (2) weeks 
before the scheduled graduation. 

 
 3.8.3.2 In cases of crisis like the recently experienced pandemic, defense and 

submission of hardbound shall be waived.  Instead, a passing marked (P) 
shall be given to graduating students. However, hardbound shall be 
required prior to request of academic credentials like Transcript of 
Records, Diploma, and Honorable Dismissal. 
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3.9 Graduation 
          3.9.1 Year-Level Promotion and Requirements for Graduation 

3.9.1.1 Non-graduating students who have no failing grades or “INC” or “IP” 

grades in the past semester shall be automatically promoted to the next 

year level. 

3.9.1.2 A candidate for graduation shall file an Application for Graduation to the 
Registrar’s Office at the start of each semester.  A student shall be 
recommended for graduation when he/she: 

1.  satisfied all academic requirements; 
1. completed the On-the-Job Training (OJT); 
2. passed the four-unit Comprehensive Review during the last 

two semesters in Board Program Curriculum (for Programs 
with board examination only); and 

3. complied all other requirements prescribed by the college. 
 

                     3.9.1.3 No student shall be allowed to graduate from the college unless earned 
therein more than 50% of the academic units required in his/her 
curriculum. 

 
 3.9.1.4 A candidate for graduation shall have his/her deficiencies made up and 

his/her record cleared not later than two weeks before the end of his/her 
last semester. 

 
        3.9.1.5 No student shall be issued a diploma and a transcript of records unless all 

accountabilities are cleared. 
 

          3.9.2 Ceremony 
           Unless the threat for public safety due to COVID-19 is totally lifted, a 

Graduation Ceremony shall be conducted.  Otherwise, it shall be waived.   A virtual 
graduation may be prepared by the college to give tribute to graduates and 
awardees.  

 

3.10 Yearbook 
      Yearbook is encouraged but has to be decided by the graduating students.  A year 

book staff shall be organized with the guidance of an Adviser. 
 

3.11 OJT/Practicum/Internship/Related Learning Experience 
          3.11.1 Conduct of Fieldtrips and Educational Tours 

 Fieldtrips and educational tours shall be waived to avoid being infected with 
COVID-19 through community transmission.  

 
          3.11.2 OJT/Practicum/Internship/RLE 

 3.11.2.1 OJT, Practicum and Internship program are meant to provide students an 
opportunity to complement formal learning with practical knowledge, 
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skills and desirable attitudes and to gain hands-on experience in recognized 
establishments. 

 
3.11.2.2 The College shall support and implement academe-industry linkage 

through collaborative effort of SPAMAST with local, regional, national, or 
international partner institutions and establishments if threat of public 
safety due to COVID-19 pandemic is totally eliminated.   Otherwise, OJT, 
Practicum, and Internship shall be waived. In-Campus OJT, Practicum, and 
Internship shall be implemented but following the rules implemented on 
physical distancing and wearing of personal protective equipment (PPE).  
The Program Head shall set guidelines/policies in the conduct of in-campus 
OJT/Practicum/Internship. 

 
In-Campus OJT and Practicum during the new normal shall be assessed 
based on the OJT/Practicum Performance Rating Report (please see 
Appendix 3).  A student must get a rating of 81% and above and complied 
the required number of hours to be given a passing grade (1.0 to 3.0).  
Otherwise, the student shall be given a grade of “IP” or In-Progress.   

 

3.12 Summer Classes for AY 2020-2021 
             The Program Chair shall facilitate the enrolment of the students who have pre-

requisite subjects to be taken in summer.  Flexible learning strategies (FLS) shall be 

observed.  Hand-outs, fact sheets, modules, and other forms of learning resource 

materials shall be provided through on-line or offline by saving in removable disk.  The 

students shall be made responsible on themselves for self-paced/self-instructional 

learning. 
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 Student support and services contribute to the quality of learning and learning 
experience and to academic success of the students.  Likewise, the faculty do matter in 
student learning, hence, the administration’s support to faculty is significant.  
 

4.1 Student Welfare and Development 
          4.1.1 Library 

     Borrowing of books and references from the library can be done following the 
library policy on book borrowings. 
 
         Subscription to on-line Learning Resources (LR) shall be done as one of the 
library services apart from the Open Educational Resources (OERs) to have more 
options and choices of learning materials. 
 

           4.1.2 Guidance Counseling 
       Guidance Counseling services is an integrated approach to the development 

of well-functioning individuals primarily by helping them to utilize their potentials 

to the fullest. Individual and/or group intervention is designed to facilitate 

positive change in students’ behavior, feelings, and attitudes. The SPAMAST 

guidance services include the Individual inventory, counseling, orientation, peer 

friend, testing, career guidance, information, and referral and follow-up. These 

may be done online or person-to-person but observing precautionary safety 

measures like the mandatory use of face mask and social distancing.   

           4.1.3 Student Advising/Consultation 
  The faculty shall provide the students with official contact number, e-mail or 
social media account to entertain students’ academic-related inquiries and other 
concerns. Schedule of consultation hour of the faculty shall be posted in the 
Institute’s FB Page.  In cases where personal advising is necessary, it shall be done 
individually.  Group advising is not recommended. 

 
 General student consultation which is periodically initiated by the 
administration per semester shall be continually conducted but limiting only to 
SSG Officers and student representatives.  

 
           4.1.4 Health and Safety of Students 
                     4.1.4.1 Psycho-Social Wellness Programs for the Students 

      The implementation of ECQ to flatten the curve of COVID-19 pandemic may 
have brought mental stress to students, faculty, and staff.  The college shall 
design psychological debriefing interventions to provide emotional and 
psychological support to students after the traumatic experience.  The number of 
participants per session shall be limited to ensure social distancing. 

4 
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4.1.4.2 Safety Measures 

Entry points of the school premise shall be provided with hand washing and 
sanitizing facility, foot bath facility, and thermal guns to check body 
temperatures.   Each student shall be provided by the college with a face mask.  
Students shall be allowed entry to school premise only upon request of the faculty 
and approval by the Dean and/or VPAA.  

 
           4.1.5 Student Discipline 

Students shall at all times observe the laws of the land and the rules and 
regulations of the college. No disciplinary proceedings shall be instituted except 
for conduct prohibited by law or by the rules and regulations promulgated by duly 
constituted authority of the college.  

 
     All college personnel are mandated to enforce and supervise overall 

compliance to Code of Student Conduct and Discipline in their respective areas of 
responsibility. For purposes of implementing college policies, rules and 
regulations and the provisions of the Code of Student Conduct and Discipline, the 
College President, Vice President, Dean of the Institute, Director, Department 
Chairperson, and all members of the faculty, staff and security forces are all 
deemed persons in authority. 

 
           4.1.6 In-Campus activities 
         4.1.6.1 Student organization activities 

         All student organizations shall be required to submit an annual Action Plan 
to the Director for Student Services to be approved by the Vice President for 
Academic Affairs. Activities that would entail mass gathering of students are 
discouraged.    

 
         4.1.6.2 Cultural Activities  

       Cultural awareness and participation play an integral role in students’ 
education.  Encouraging students to participate in cultural activities is the most 
effective way to inculcate personality-related skills.  Competitive activities on 
dancing, singing, debates and speeches, art exhibition, writing, spoken poetry, 
etc. can be conducted, however, in different platforms, in order to avoid assembly 
of students.  The use of social media like Facebook live can be helpful in carrying 
out these activities.   

 
                     4.1.6.3 Sports Activities 

       Intramurals and other sports activities conducted during Founding 
Anniversary, Program Feast Days shall be waived for AY 2020-2021 to avoid 
contact and possible infection and transmission of Covid-19.    

 
            4.1.6.4 Paper Presentation 

     The In-house Review (IHR) for 2020-2021 for undergraduate and graduate 
students shall be carried out with modifications.  IHR will be done through 
teleconferencing. 
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           4.1.7 Enrolment  
    An on-line enrolment system shall be observed by the college which shall be 
supervised by the Registrar, Program Chairs, and Institute Dean.   

 
           4.1.9 Payment of School Fees  
       The college shall arrange with local banks to accept payment of students. 

Mobile banking through fund transfer to SPAMAST bank account shall be allowed.  
Other options of payment can be done through G-Cash and other on-line 
payment platforms or through any money remittance agencies. 

 
        Details of SPAMAST bank account such as name and number shall be 

posted in the admission/enrolment portals and in the official website of the 
college. Name of authorized receiver of payment and mobile cellular number 
shall likewise be posted for those who shall pay through G-Cash, other on-line 
payment platforms, and money remittance agencies.    

 
           4.1.10 Performance Feedback Mechanism 

    The grades of the students in all courses officially enrolled in a semester shall 
be delivered through e-mails provided by the students. 

 
            4.1.11 Provision of Help Desk 

    An on-line technical support and/or online help desk shall be in-placed by the 
Office of Student Services to answer queries from parents, students, and other 
stakeholders.  

 

4.2 Support to Faculty 
         4.2.1 Provision of Communication Allowance 

   Teaching-learning engagement and communication entail additional costs to 
the teachers.  A monthly communication allowance shall be provided to all faculty 
members regardless of tenure to ensure undisruptive engagement and 
communication with the students. However, it shall be subject to availability of 
funds and COA rules and regulations. 
 

         4.2.2 Virtual Library 
    The existing virtual library of SPAMAST shall be made functional to provide 
technical support to faculty members especially those without personal 
computers and laptops.  Other amenities shall be provided to ensure that the place 
is conducive for working and learning like air conditioning units, supply of potable 
water, and most importantly wifi connections. 
  

         4.2.3 Establishment of Multi-Media and Learning Resource Center 
      The existing IT laboratory shall be utilized as multi-media and learning resource 
center to provide technical support to faculty members in the development of IT-
enabled and IT-mediated instructional materials. 
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         4.2.4 Capacity Building Programs 

       The college shall invest on webinars and trainings or explore grants to 
capacitate the faculty and staff on development of IT-enabled and mediated 
instructional materials, curriculum enhancement particularly on learning 
outcomes, course contents, teaching methodologies, assessment and evaluation, 
etc.   
 
 The college may engage in a consortia/coalition/networking to other HEIs in 
the region and outside the region to facilitate capacity building programs and 
sharing of resources. 
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 It is the thrusts of the college to conduct Research Development Extension (RDE) and 
Production activities to contribute to generation of scientific-based knowledge, techno-
transfer, and production of agri-based products amidst the threat of COVID-19 pandemic. 
   

5.1 Research  
     The faculty is encouraged to continually engage in research activities as research 
adviser and critic in the graduate and undergraduate students or conduct of 
collaborative researches with other faculty in the College.  A venue for project proposal 
making for submission to internal and external funding agency shall be in-placed. 
Training/seminar on project proposal making and writing publishable research outputs 
will be conducted to equip the faculty.  

  
        Policies and guidelines on participation of faculty in research fora under the new 
normal shall be crafted by the VP for Research. Participation of the faculty in research 
fora in the region, national, and international venues can be limited due to restrictions 
on mobility in the country. In lieu of this, the faculty is encouraged to publish research 
outputs in referred local and on-line journals.  Incentives shall be given to faculty with 
published research outputs following the college policy on Awards and Incentives. 

 
        Faculty conducting field research is required to observe precautionary safety 
measures like wearing of mask and observance of social distancing. 
 
     Publication of institutional referred journal shall be strengthened as requirement in 
the application for CHED accredited journal.   

 

5.2 Extension  
     Implementation of projects for sustainable food production like planting vegetables 
in the campus, backyard gardening for the employees, and urban gardening to help the 
sustained the production of food supply. Continuous support to the locality in 
distributing relief goods for the families affected by the Enhance Community Quarantine 
(ECQ), through the efforts and donation of faculty, staff, and alumni.  

 
      Students are also encouraged to participate at home in the project for sustainable 
food production in coordination with their respective Barangays especially for those 
living outside the Province.    

 

5.3 Production  
➢ All faculty members shall prepare instructional materials and modules for the 

subjects they handled. 
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➢ Production of pamphlets and flyers for information drive regarding COVID19 
prevention and awareness. 

➢ Product development like Tilanggit and Calamansi Nip 
➢ Continuous production of face shield for the front liners in the locality. 
➢ Continuous production of face masks for the students and employees. 
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6.1 General Principles  
The institution subscribes to a policy of recognizing the traditional academic 

practice of treating faculty members as copyright owners of works they create 
independently and at their own initiative for traditional academic purposes which 
includes teaching, research and extension work. The institution encourages the faculty‘s 
full freedom in research and in the publication of their results subject to the adequate 
performance of their other academic duties. The institution accepts that in some cases, 
the recognition of intellectual property rights of authors and inventors are effective 
ways to ensure accountability and accessibility of knowledge and technologies.  

 

6.2 Copyright  
 
          6.2.1 Works Covered  

    All literary, artistic, and derivative works collectively referred to in these 
guidelines as ―works as defined in Sections 172 and 173 of the Intellectual 
Property Code of the Philippines including course materials for e-learning and 
distance education, regardless of format in which it was created or produced, shall 
be covered by these rules on copyright. 

 
          6.2.2 Ownership of Copyright  
                     6.2.2.1 General Rule  

      Copyright of all works shall remain with the creator except as may be 
otherwise provided in these rules.  

 
                     6.2.2.2 When the Institution Owns Copyright  

      The Institution shall have exclusive ownership over institutional works. 
Institutional works include:  
1. Works that are supported by a specific allocation of institution funds or 

other resources other than the usual salary and resources made 
available to every faculty, student or staff;  

2. Works created at the direction and control of the institution through its 
officials or designates for the purpose of a specific project or purpose;  

         3. Works whose authorship cannot be attributed to one or a discreet 
number of authors despite the application of processes prescribed 
under these rules;  

         4. Works whose authorship cannot be attributed to one or a discreet 
number of authors because it is the result of simultaneous or 
sequential contributions over time by multiple authors; and  

           5. Works created through substantial use of the institutions resources 
such as libraries, research facilities, buildings, utilities, equipment, 
tools and apparatus, including services of its employees working 

6 
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within the scope of their activities not for institution purposes but for 
the personal gain or advantage of the faculty, research staff or student 
involved. There is a presumption of substantial use of institution 
resources if the work has in any way been done during official work 
hours or within the premises of the institution and is related to 
unauthorized outside teaching or the practice of profession without 
the requisite permission.  

 
                        6.2.2.3 Disclosure and Assignment  

          In cases of institutional works, creators shall disclose their 
existence and assign copyright over the work to the institution in 
accordance with these rules and the implementing rules that may be 
promulgated by the College President and confirmed by the Board of 
Trustees.  

 
                        6.2.2.4 Waiver of Copyright Ownership by the Institution  
                                       6.2.2.4.1 In case of institutional works and works in joint ownership 

with the institution, the institution through its designated 
officials, may waive copyright in favor of the creator if all the 
following conditions are met:  
1. To enhance technology transfer or access by the general 

public; 
2. The waiver does not violate any existing contractual 

obligation to third parties; and  
3. The participation of the institution in the work is 

acknowledged by the creator in all publications of the 
work, whether local or international.  

 
                                  6.2.2.4.2 If the institution is unable or has not decided to publish or exhibit 

the works within six (6) months from its disclosure, its copyright 
is automatically waived in favor of the creator. The six (6)-month 
period may also be waived by the institution at the request of 
the creator if the work is to be published in a reputable 
international or local journal relevant to the academic discipline 
to which the work belongs. The contribution of the institution 
shall be duly acknowledged in all publications or exhibitions of 
the work.  

 
                         6.2.2.5 Collaborative Works among Institutions  

      Absent of any contractual stipulation to the contrary, if the work is 
the result of collaborative efforts between the institution, an outside 
entity and the creator/s, the copyright shall be jointly owned by the 
institution, the creators, and the outside entity.  
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                       6.2.2.6 Determination of Authorship in cases of Contributed Efforts 
   6.2.2.6.1 In the case of works resulting from the contribution of efforts 

coming from different persons, authorship, whether sole or 
collaborative, shall be determined as follows:     

                1. By stipulation in the research contract;   
                 2.By application of the rules for joint, primary and sole 

authorship as determined by a publication for which the work 
was intended; and 

                 3. Through alternative modes of dispute processing including 
mediation and arbitration to be determined by the Office of 
the President of the college.  

 
                     6.2.2.6.2 Only in the event of failure of any of these modes of dispute 

resolution may a conflict pertaining to the authorship or 
copyright of a work be referred for legal action.  

6.3 Patents 
          6.3.1 Inventions Covered  

         All inventions which may be or may relate to a product, process, or an 
improvement of any of the foregoing, that is new, involves an inventive step, is 
industrially applicable and potentially patentable, including utility models and 
industrial designs referred to in these guidelines as inventions shall be covered by 
these rules on patent.  
 

         6.3.2 Right to Patent  
                             Except as otherwise provided in these rules, rights to patents shall belong to 

the inventors.  
 
          6.3.3 Institution Ownership of Patent  
                             The institution shall own all patents to commissioned invention. 

Commissioned inventions are:  
       1. Inventions that are approved by the Research and Extension Review and 

Monitoring Committee and are supported by a specific allocation of the 
institution‘s funds or use of other resources of the institution;  

        2. Inventions produced at the direction and control of the institution in pursuit of 
a specific project or purpose regardless of the source of funding;  

        3. Works which inventorship could not be attributed to one or a discreet number 
of inventors despite the application of processes provided in these rules;  

        4. Those that may be stipulated by contract as commissioned inventions; and  
        5. Those that were developed as a result of the creator‘s performance of 

regularly-assigned duties.  
 

          6.3.4 Disclosure and Assignment  
         Creators of commissioned inventions shall disclose and assign the patent to 
these works to the institution in accordance with these rules and the 
implementing guidelines.  
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          6.3.5 Inventions Funded by Outside Entities  

       1. In the event that the funding for the research and creation of the invention is 
sourced by the institution, wholly or partially, from outside entities, the 
institution shall negotiate with the funding entity with respect to the ownership 
of the invention, patent rights, and royalty sharing subject to confirmation by 
the Board of Regents. The agreement shall bind all parties including the 
inventors.  

       2. In default of a negotiated agreement all patents to inventions the research 
funds were sourced from or by the institution shall be owned by the institution.  

 
         6.3.6 Required Assignment of Patent to the Institution  

         Regardless of the source of funding, patents to the following inventions shall 
be assigned to the institution:  

       1. Those conceived or first reduced to practice by employees, faculty or students 
in the institution in the course of the performance of their duties;  

       2. Those created through substantial use of institution‘s resources such as 
libraries, research facilities, buildings, utilities, equipment, tools and apparatus, 
including services of its employees working within the scope of their 
employment;  

        3. Those resulting from thesis and dissertations, prototypes, proofs of concept or 
similar work submitted to the institution in compliance with academic 
requirements by students. Expenses which the students may have incurred in 
connection with these shall be reimbursed to the students concerned in the 
event the said dissertations, prototypes, etc. are commercialized;  

        4. The students shall retain all moral and legal rights to these works which remain 
notwithstanding the assignment of the right to patent to the institution, and 
shall be duly acknowledged as inventor/creator.  

 
            6.3.7 Waiver by the Institution of Rights to Patent  

          6.3.7.1 In the absence of existing contractual obligations to third parties, the 
institution may release patent rights to inventors if all the following 
conditions are met:  

                        1. The institution elects not to file a patent application and the inventor 
is prepared to do so. It shall be presumed that the institution elects 
not to file a patent application if no application is filed two years after 
the disclosure of the invention or from the time the institution is 
reasonably presumed to have known of its existence;  

                        2. The waiver would facilitate the transfer of technology or its access to 
the general public; and  

3. The equity of the situation clearly indicates that such release shall be 
given.  

 
         6.3.7.2 No waiver shall be given unless there is a written commitment that no 

further development of the invention shall be made involving the 
financial support or resources of the institution nor shall any waiver be 
made in violation of any contractual obligation of the institution.  
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          6.3.8 Collaborative Efforts between Institutions  
           If the works are results of collaborative efforts of the institution, an outside 
entity and the creator/s, the patent shall belong in joint ownership among the 
institution, the creator/s and the outside entity.  
 

           6.3.9 Inventions as Result of Collaborative Efforts  
        6.3.9.1 The identification of inventorship, whether sole, primary or joint, shall be 

determined as follows:  
                      1. By contractual stipulation;  
                       2. By application of the rules and standards of a publication primarily 

intended by the collaborative effort; and  
                       3. By alternative modes of dispute processing including mediation and 

arbitration to be determined by the Office of the College President.  
 
         6.3.9.2 Only in the event of failure of any of these modes of dispute resolution 

may a conflict pertaining to the inventorship or patent rights to an 
invention referred for legal action.  

 

           6.4 Trade and Service Marks  
          6.4.1 Trade and Service Marks  

         Trade and service marks are distinctive words or graphic symbols 
identifying the sources, product, producer, or distributor of goods or 
services. The institution shall own trade or service marks relating to goods 
or services distributed by the institution. These include names and symbols 
used by the institution in conjunction with its computer programs or 
activities and events of the institution.  
 

         6.4.2 Proprietary Information  
         Proprietary information refer to information arising from work within 
the institution. These include processes, which may fall under the concept 
of ―trade secrets.  
 

                     6.4.2.1 Proprietary information such as proposed terms of research 
agreements including their financial agreements shall be covered 
by existing rules relating to the constitutional duty of a state 
university to public disclosure;  

 
                     6.4.2.2 Research information and processes used for academic purposes 

shall be presumptively considered part of the public domain and 
shall not be considered as ―trade secrets, except when any one 
of the following is present:             

        1. The protection is necessary in order to pursue an academic 
research project to its completion;  

        2. The information being protected are necessary in order to 
protect intellectual property rights of the institution to an 
invention; and  
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        3. Upon the determination of the College President, circumstances 
are such that well defined interests of the general public will 
better be protected by temporarily claiming legal protection of 
research processes as ―trade secrets.  

 
       6.4.2.3 Tangible Research Property (TRP) or research results which are in a 

tangible form (i.e. integrated circuit chips, computer software, 
biological organisms, engineering prototypes) which cannot be the 
subject of any other kind of intellectual property protection are 
presumptively owned by the institution. In no case shall biological 
material in any form be the subject of patents or any form of 
acquisition.  

 

6,5 Common Provisions  
          6.5.1 Waivers and Authorities  

      1. Except in cases of failure to publish or failure to file an application for a patent, 
all waivers of ownership of intellectual property rights shall be confirmed by the 
Board of Trustees upon recommendation of the Academic Council through the 
President of the institution.  

      2. The College President shall periodically report to the Board of Trustees the 
intellectual property rights owned by the institution which are impliedly waived 
immediately upon their discovery.  

 
         6.5.2 Royalties  

         In the absence of contractual stipulations to the contrary, royalties derived 
from copyrights, patents, and other intellectual property rights of the institution 
shall be shared as follows:  

    1. Section 7, paragraph (b) of R.A. 8439, ―An Act Providing a Magna Carta for 
Scientists, Engineers, Researchers and other Science and Technology Personnel 
in Government‖ will be applied for royalty distribution.  

    2. Net income shall mean gross income less applicable taxes, administrative costs, 
filing fees, costs relating to the production, distribution, advertising, 
maintenance and similar expenses of the work or invention.  

 
        6.5.3 Use of Copyright, Patents and Other Intellectual Property Rights of the Institution  

              Pursuant to its public function, the institution shall not enter into exclusive 
licensing arrangements. Nor shall the institution enter into any kind of contractual 
arrangement that would deter the public in general from having reasonable access 
to the works or inventions.  

 

6.6 IP Committee (IPC)/Technology Licensing Office   
         6.6.1 Creation of an Intellectual Property Committee (IPC)  

      1. To implement these rules, an IP Committee shall be set up under the office of 
the Director for Research and Extension to spearhead the technology licensing 
activities of the institution.  
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      2. The IP Committee shall be set–up as precursor of a full-fledged Technology 
Licensing Unit.  

 
          6.6.2 Functions of the IP Committee  

       1. Supervise the disclosure of works created and inventions conceived or first 
reduced to practice by all personnel of the institution; 

        2. Facilitate the execution of agreements, affidavits, applications, complaints and 
other documents relating to works and inventions necessary to facilitate the 
intellectual property rights of the institution;  

         3. Coordinate with the appropriate legal office of the institution with respect to 
requests for the filing of cases to ensure the institution‘s intellectual property 
rights;  

         4. Monitor the progress of royalty payments;  
         5. Certify disagreements to the appropriate office of the college that may arise 

from royalty distribution or sharing in accordance with the provisions of these 
guidelines;  

         6. Undertake activities such as workshops and symposia to familiarize personnel 
with these guidelines as well as to continually solicit feedback on its directions 
and implementation.  

 
             6.6.3 Composition of the IPC 

          1. The IPC shall be composed of a director, a licensing assistant, and a filing 
coordinator.  

          2. Other tasks, such as marketing, production, distribution, filing patent 
application, evaluation of disclosures, needed shall be outsourced by the IPC 
upon approval by the College President. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SPAMAST LEARNING CONTINUITY PLAN                             AY 2020-2021 Page 38 

 
 
 
 
 

7.1 Purpose 
      SPAMAST shall promote the culture of academic integrity wherein all students are 
expected to produce and submit original works and bestow honesty through 
appropriate recognition of the sources of information. Academic integrity encompasses 
test taking, homework, assignments, original creation of essays, composition, term 
papers, and scientific research.  Academic dishonesty is a grave offense and not an 
acceptable behavior of a student.  Therefore, it shall be the policy of the College to 
maintain an educational environment in which plagiarism shall not be tolerated. 

  

7.2 Definition 
         Plagiarism is defined as copying/stealing and passing off as one’s own the ideas or 
words of another, using someone else’s created production without crediting  the 
source or committing literary theft. 

 

7.3 Examples of Plagiarism 
      Enumerated below are some of the examples of plagiarism committed by the 

students, to wit: 
o Tuning in a paper retrieved from an internet source as one’s own 
o Using another student’s work in whole or part and handling it in as one’s own 
o Using information from encyclopedia, book, textbook, web site, database, 

etc. without citing the source 
o Using another person’s idea, opinion, or theory without citing the source 
o Using any facts, statistics, graphs, drawings, pictures, sounds, or other piece 

of information which are found from any sources that are not common 
knowledge, without citing the source 

o Using quotations of another person’s actual spoken or written word without 
citing the source 

o Paraphrasing (putting into own words) another person’s unique ideas, 
spoken, or written, without citing the source 

o Using online translators for assignments and assessments   
 

7.4 Authority 
         SPAMAST through its academic officials and faculty prohibits all forms of 
plagiarism.  Dishonesty and plagiarism is against the school code of conduct and any 
violation shall be subjected to disciplinary action. 
  

7.5 Guidelines for Maintaining Academic Integrity 
To help maintain and sustain academic integrity, the faculty shall: 
7.5.1 Orient students on plagiarism and on the methods of properly citing sources 
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7.5.2 Use appropriate bibliographic methodology, preferably the ones recommended 
by the college 

7.5.3 Utilize instructional strategies for prevention like the use of online paraphrasing 
and grammar checking  

7.5.4Monitor incremental progress of the completion of the projects when appropriate 
 
To maintain academic integrity in scientific researches of both undergraduate and 
graduate students, the college shall: 

         7.5.5 Subscribe to a cost-efficient but trusted plagiarism checker such as Plagscan, 
Turnitin or others for use by the students at a minimal fee.  Suggested fee shall be 
as follows: 

   Undergraduate students     P200.00 
   Graduate students          P350.00  
   
         7.5.6 Require final scientific papers like thesis shall undergo Plagiarism check. A text 

similarity index greater than 25% is considered high percentage of plagiarism; 
therefore, the author(s) are required to rewrite the whole or part of the paper, as 
the case maybe,  

 

7.6 Penalty 
                     Failure to comply with SPAMAST’s plagiarism policy regarding academic integrity 

shall be penalized based on penalties for act of Cheating/Dishonesty as stipulated in 
SPAMAST Manual of Operations 2016 p.332-333 as mentioned below. 

 
          Any student found guilty of plagiarism shall be penalized with suspension not less 
than fifteen (15) calendar days but not more than thirty (30) calendar days. This means 
that:  
         (1) all cases which involved dishonesty shall be investigated by the department but 

shall automatically be subjected to review by the Institute Dean; and  
        (2) any student found guilty of cheating/dishonesty shall be barred from graduating 

with honors, even if their weighted average grade is within the requirement for 
the graduation with honors. 

        (3)  repeat violations of this policy shall be dealt with more severely 
 

 
 
 
 
 
 

References: 
      https://www.johnmarshall.org 
      https://www.msdk12wi.us 
      https://www.academicprograms.calpoly.edu 
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 Policy on attendance promotes punctual and attendance to classes be it in offline or 
online mode.  Policy on reporting and updating emphasizes monitoring of teaching-learning 
engagement. Teaching complement highlights the expected supports that the faculty should 
accord to students as manifesto of care and support to the latter. 
 

8.1 Policy on Attendance  
          8.1.1 The policy on attendance as stipulated in the Students’ Handbook and SPAMAST 

MOP 2016, p311-313 may not be applicable in the new normal considering that 
face-to-face instruction is highly discouraged.   

 
          8.1.1 Due to adoption of blended learning, the faculty shall be stringent on the 

submission of deliverables or outputs by the students rather than focusing on the 
attendance of the students. 

 

8.2 Policy on Reporting and Updating 
         8.2.1 Teaching-Learning Engagement Report 

       8.2.1.1 The faculty shall be required to submit a monthly report of Teaching and 
Learning Engagement Monitoring (TLEM) Tool to the Dean and furnish 
copy to the VPAA to keep updated on the delivery and implementation of 
FLS. 

                       
                    8.2.1.2 The Dean of the Institute shall submit a consolidated monthly report of the 

TLEM to the VPAA fifteen (15) days after the end of the month.  Problems 
and challenges encountered by the faculty during FLS implementation shall 
be part of the report. 

 
          8.2.2  Summative Reports 
            Mid-term grade and Final Grade shall be submitted based on the schedules 

set by the Office of the Registrar.      
 

8.3 Policy on Teacher Complement  
                    The faculty has a significant role towards making a smooth and constructive 

process of learning.  The faculty can set the tone for a great learning environment.  
Hence, the faculty and students shall complement each other to achieve desired 
learning outcomes.  The faculty shall diligently observe the following:  

 
         8.3.1 Provision of Learning Materials 

     8.3.1.1 The faculty shall provide the learning materials in print or in digital form and 
fully disclose to students sources of books, references, audio and video 
materials, etc. for easy accessibility. 
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     8.3.1.2 The faculty shall account students’ connectivity under his/her class and 
ensure that those with no connectivity shall receive a printed copy or e-
copy saved in external drives of the learning resources.   

  
        8.3.2 Acknowledgement of Student Submission 
                 8.3.2.1 Whenever the student submits a requirement, project, or anything through 

online such as e-mail or messenger, it is but proper for the faculty to 
acknowledge receipt of the documents. This will encourage student-teacher 
contact. 

 
        8.3.3 Feedback 
                8.3.2.1 It is the responsibility of the faculty to inform the students of the results of 

the formative and summative tests, ratings for requirements submitted, 
projects, etc. to be aware of their progress and performance. 

 
                8.3.2.2 Checked quizzes, exams, requirements, projects, etc. shall be promptly 

returned to the students through offline or online mode.  
          
       8.3.4 Open Communication 
                 8.3.4.1 The faculty shall ensure smooth communication through synchronous 

means like video chats using Skype, Zoom, etc. or asynchronous means 
using various tools such as e-mail, SMS, blogs, wikis, instant messaging like 
Messenger, Twitter, or whichever is applicable, to encourage more student 
interactions and student-teacher consultations. 

 
                 8.3.4.2 In line with the preceding premise, the faculty then shall provide the 

students with his/her official contact number, e-mail address, and instant 
messaging account. 

 
                 8.3.4.3 The faculty shall at all times take the initiative to reach out to students who 

seemed inactive in offline or online teaching-learning engagement and find 
out reason/s and determine ways of how he/she or the school can be of 
help to cope up with the implementation of the flexible learning system.   

 
      8.3.5 Monitoring Student Learning 
                  As the course progresses, the faculty shall efficiently monitor student learning 

vis-à-vis with the curriculum. A class record shall be maintained and updated from 
time to time.     
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 The college shall collaborate with LGU, Provincial Health Office, Municipal IATF, 
Provincial IATF, Regional IATF and other agencies to keep abreast and updated with the latest 
developments in managing and fighting the COVID-19, and access the latest issuance of health 
advisories and quarantine guidelines.    
 

9.1 Provincial Health Office 
       SPAMAST shall coordinate with the Provincial Health Office on the protocols of 
establishing a quarantine facility for SPAMAST faculty and staff who will be returning to 
work and the monitoring of the situation of the quarantined personnel. 

 

9.2 DILG 
     SPAMAST shall coordinate with the DILG to comply with the quarantine pass and 
vehicle pass requirements.   
 
       SPAMAST personnel who may avail with the “Balik Probinsya Program” of the 
national government shall be facilitated with the DILG Office and the LGU for other 
documents. 
 

9.3 Provincial/Regional IATF 
     Issuances, announcements and advisories of the Province or Region on the 
management of curtailing the COVID-19 shall be coordinated with the provincial or 
regional IATF, whichever is appropriate and applicable.  
  

9.4 LGU 
     Announcement and updates of COVID-19 cases in the municipality and the province 
shall be closely coordinated with the Malita Health Office (MHO), MDRRMC, and LGU 
Malita.  
 
        Likewise, the college shall forge agreement with respective Local Government Units 
(LGUs) in the Province of Davao Occidental on the installation of Air Fiber Broadband to 
their municipality to provide free access to internet to the students.  LGU personnel shall 
be requested as ICT administrator for this purpose.  The LGU ICT administrator shall be 
issued with a lap top and a printer to cater students who would like to save file in the 
flash drive, access the internet, and print materials. 

 

9.5 Local Media  
 
         With the geographic set-up of the Province of Davao Occidental, there are areas 
where internet connectivity is zero and thus non-serviceable by the internet providers.  
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However, these barangays can be reached through radio frequency.  The Province has 
two (2) existing local radio stations, namely: Radyo Natin and Radyo Kamagi.  
 
Students having difficulty on internet connections opt to modular method of teaching 
learning.  As a support, the college shall forge agreement with the local media to air 
announcements on distributions of Instructional Materials (IM) at specified scheduled 
and pick up points and collection of assignments, performance tasks, quizzes, written 
exams, etc.    
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10.1 Rationale 
 

The COVID-19 pandemic has fundamentally affected the operation of the Institute. 
Documents that require “wet” or physical signatures become highly inconvenient especially 
when the signatories are working from home and stringent distancing measures must be 
complied with.  

 
Republic Act No. 8792, otherwise known as the Electronic Commerce Act, together 

with its Implementing Rules and Regulations, legally recognized the use of electronic 
signature. The same law provides that it is presumed that the electronic signature is the 
signature of the person to whom it correlates; and the electronic signature was affixed by that 
person with the intention of signing or approving the electronic document unless the person 
relying on the electronically signed electronic document knows or has noticed of defects in or 
unreliability of the signature or reliance on the electronic signature is not reasonable under 
the circumstances. 
 

10.2 Requirements to be Complied 
 

SPAMAST allows the use of electronic signatures as an acceptable alternative to an 

original signature for those documents requiring signature or acknowledgment in accordance 

with minimum standards.  The college sets required specifications that are to be complied 

with when submitting or issuing documents using electronic signature: 

             10.2.1 The submitted/issued documents shall contain an electronic signature as 
defined in Section 5(e) of Republic Act (R.A.) No. 8792, Electronic Commerce 
Act of 2000.  

 

             10.2.2 Documents shall be in portable document format (PDF); 

  

             10.2.3 Appropriate procedures shall be used to confirm that the person signing the 
record has the appropriate authority; 

 

             10.2.4 The electronic signature is electronically affixed and not just a scanned 
document with a “wet” ink signature; 

 

10.2.5  The document itself is not a mere scan of a paper document; 
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     10.2.6 Signor shall retain a copy of the electronic document sent to the recipient 
or to any agency; 

 

     10.2.7  If the signor requests someone to affix her/his electronic signature on 
his/her behalf, the signor shall issue an authorization or consent letter; 

  

      10.2.8  SPAMAST may thereafter require physical copies of some documents 
submitted or issued; 

 

      10.2.9 SPAMAST may allow electronic contracts provided notarized paper based is 
subsequently requested or provided. Written evidence from both of the 
parties must be secured that it has agreed to the use of electronic 
signatures. 

 

10.3 Documents exempted from use of E-signature 
 

10.3.1 The following documents are exceptions to the use of electronic signature: 

                          a. sensitive student records 

 b. sensitive personnel records 

 c. other documents as maybe determined by the College in reference to 
Republic Act No. 10173 otherwise known as the Data Privacy Act 

 

10.4 Archive of E-signatures 
 
10.4.1 An archive of e-signatures of the college shall be made. 
 
10.4.2 The Records Officer shall be designated as the custodian of the e-signatures. 

Consent on the use of e-signature for a particular transaction or document shall 
be forwarded to the Records Officer (please refer to Appendix IV for the form). 

 

10.5 Authentication of e-signatures 
 

10.5.1 The e-signature custodian shall secure certificate from the DICT and ensure that 
the college abide the public key infrastructure regulations. 

 

10.6 Violations and Sanctions 
             Below are the violations and sanctions: 
 
             10.6.1  It is a violation of this policy for an individual to sign a record using an Electronic 

Signature in connection with any official SPAMAST activity on behalf of another 
individual unless the latter individual has granted the signing individual specific 
authority to do so.  
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              10.6.2 Any actual, suspected and fraudulent activities relating to electronic signature 
must immediately be reported to his/ her immediate supervisor; 

 
               10.6.3 Anyone who falsify Electronic Signatures or otherwise violate this Policy are 

subject to disciplinary action, up to and including, but not limited to,  
termination of employment and criminal prosecution under applicable laws; 

 
These guidelines are intended so as not to impede the operation of the college and 

shall be enforced until state of public health emergency has been lifted. 
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SPAMAST established its Data Privacy Policy in compliance with Republic Act 10173 

commonly known as the Data Privacy Act of 2012. This policy applies to all personal 

information that the college will collect from its clients and stakeholders, upholding and 

respecting the data privacy rights of every individual and to ensure that all personal data 

collected from employees, students, their parents or guardians and other third parties, are 

processed pursuant to Data Privacy Act and other policies on transparency. 

 

11.1 Purposes for Collecting Personal Information 

To the maximum extent allowed by law, the purpose of collecting personal information 

is for the pursuit of the objective of the college and for any other legitimate purposes as 

an educational institution, employer, contracting party, research, community and 

extension partner. 

 

• When an applicant applies for admission and/or enrollment at SPAMAST. 

• When a student wish to join activities, but not limited to, academic activities 

and projects, research, extension, outreach, On-The-Job training, seminars, 

conferences, competitions, and other activities. 

• When applicant wishes to enroll in SPAMAST, financial information may also 

be collected. 

• When a student joins the recruitment activities of SPAMAST and other career 

orientations. 

• When applying for a job or position. 

• When required for employees profile update. 

• Any other necessary and/or incidental business purposes for which you have 

provided the information. 

 

11.2 Personal Information Collected 

         11.2.1 For Applicants 

When an applicant applies for admission, SPAMAST will collect, among others: 

Form 137, honorable dismissal with informative copy of transcript, birth 

certificate, marriage certificate (for married applicant), medical certificate, good 

moral certificate, and passport size picture. 

 

11.2.2 For Students and Alumni 

         Additional information may be collected from the students and alumni, including: 

psychological test results, neurological test results (for BS in Criminology 

students), employment data like employer, contact number, company address, 
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rank or position, date of employment, salary rate, and employer feedback 

collected through conduct of tracer study of graduates. 

 

The college may sometimes collect and/or acquire data like pictures, videos, and 

recordings of activities that the student or the alumni participated in. All these 

shall be used for legitimate purposes only. 

 

    11.2.3 For Personnel 

SPAMAST may collect personal information in different forms. These 

information may consist of written records, photographic and video images, 

digital material, and even biometric records. 

 

Personal information may be collected in advance from those individuals who 

wish to apply for a job or position in SPAMAST. Information in the Personal Data 

Sheet, Transcript of Records, previous employment records, professional 

licenses, and other pertinent documents may be requested. Additional 

information may be acquired during the recruitment and selection process. 

 

When the applicant is accepted for the job/position, he/she is required to submit 

the following: NBI Clearance, medical and psychological results, Birth 

Certificates, Tax Identification Number (TIN), Social Security System (SSS) 

number, Philhealth number, Pag-ibig information, and bank accounts for 

compensation processing.  

 

Personnel of SPAMAST at times may be required to submit additional 

information and other documents for 201 updates. Pictures or videos of 

activities participated in may also be required for submission. 

 

Any unsolicited information sent to SPAMAST, not related to any of the 

legitimate purposes of the college will be disposed and privacy of such 

information shall be ensured. Otherwise, the information shall be treated as 

information that may be used by the college. 

 

11.3 Information Sharing 

All SPAMAST employees shall ensure that they will maintain the confidentiality of all 

personal and/or sensitive information that come to their knowledge and possession in 

accordance with the Data Privacy Act. 

 

SPAMAST shall not share personal or sensitive information to any third party unless for 

legitimate purposes or as permitted by law or a valid legal process. The college will 
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safeguard and protect the misuse or unauthorized access, disclosure, alteration or 

destruction of personal and/or sensitive information. 

 

11.4 Storing and Retaining Information 

SPAMAST will retain personal data until the fulfillment of its purpose of their collection. 

When permitted by law, all records after such period will be duly and securely disposed 

of. 

 

11.5 Handling Data Breach  

Any data security incident or breach that comes to the knowledge of the college will be 

put on record and reported as required by law. The college shall conduct an initial 

assessment and necessary and reasonable steps to address such incident or breach and 

mitigate any negative effect of such incident or breach.  
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 In the context of the COVID-19 pandemic, occupational health and safety (OHS) is the 
primordial concern of the administration.  The fact that COVID-19 is contagious and can be 
fatal to life, prevention takes on even greater importance. 
 
 To deter infection and community transmission of COVID-19, SPAMAST shall impose 
the following guidelines:  
  

12.1Mapping of Students, Faculty and Staff Movements  
Student Services and Development Office shall facilitate the mapping of 

students. This is to ensure if their origin is COVID- free or not. Faculty and Staff 
movements will also be monitored by the Office of HRMO. The HRMO shall trace the 
travels of the faculty and staff whether or not they visited areas with COVID 19 cases.  

 
Contact tracing mechanism through filling-up of one-time Tracing Sheet upon 

first entry to the campus will be observed.  Faculty and staff will be required to 
accomplish tracing sheets upon first entry to the campus.   

 

12.2 Management of COVID-19 Cases 
             12.2.1 Mechanisms on Handling and Assistance for Students, Faculty and Staff who 

will be PUIs, Confirmed and Dead 
12.2.1.1 When students, faculty and staff experienced any of the COVID 19 

symptoms, they will be referred to the Municipal Health Office and or 
Provincial Hospital for further management which will be assisted by the 
college’s medical office.  

11.2.1.2. Persons under investigations (PUI’s) and confirmed will be supported 
with their needs like transportation and other provisions (food and 
medicines). 

 
             12.2.2  Use of Facilities 

   School Facilities will be improved to cater to New Normal scheme like: 
   12.2.2.1 Putting up of hand washing area 
   12.2.2.2 Provision of sanitizers and soap 
   12.2.2.3 Two-meter distances of office tables will be required. Arrangement of 

offices that will limit crowding of employees is encouraged. 
   12.2.2.4 Disinfection is required after use of office equipment 
   12.2.2.5 Disinfection of audio visual rooms, training center, and conference   

rooms will be done after meeting or after its use. 
        
             12.2.3 Sanitation and Hygiene    
                         12.2.3.1 Wearing of mask and social distancing shall be observed at all times 
                         12.2.3.2 Frequent hand washing as necessary shall be observed 
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12.2.3.3 Comply with temperature checking and footbath upon entry at the 
gate 

                         12.2.3.4 Subject all cars to tire disinfection by spraying upon entry at the gate 
                           12.2.3.5 Creation of additional three (3) hand washing areas in Malita and 

three (3) at Buhangin Campus. All faculty, staff, students, and visitors 
will be required to hand wash upon entry in the campuses. 

          12.2.3.6 Provision of soap, sanitizer, and alcohol to all offices in the campus.   
 
             12.2.3 Requirement on Purchase of Sanitizer/Alcohol 
                         12.2.3.1 With the proliferation of alcohol supplies in the market due to the 

surging demand accompanied with reports on home-based 
production of alcohol, there is a need to require alcohol suppliers 
with a Certificate of Laboratory Analysis.  This is to ensure that 
authentic alcohol/sanitizer with 70% isopropyl alcohol will be 
purchased. 

     
             12.2.4 Provision of Infirmary Room   
                         12.2.4.1 Infection of COVID-19 among SPAMAST personnel is always a 

possibility.  Thus, SPAMAST shall prepare an infirmary where sick or 
infected personnel but are asymptomatic shall be lodged for care and 
treatment.  

 
           12.2.4.2 At least an infirmary room with 3-bed capacity with sink, comfort 

room, table, shelf for pills, medicines, and personal belongings shall 
be prepared. 

 

12.3 Provision of Free Pneumonia Vaccination to Personnel 
 
             12.3.1 Pneumonia Vaccination 
                          12.3.1.1 The college shall provide free 1-shot pneumonia vaccination to all 

faculty and administrative staff with plantilla positions. 
  
                          12.3.1.2 Priority shall be given to senior citizen personnel who are more 

vulnerable to all types of infection. 
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In the new normal, the usual activities on student orientation of academic and other 
school policies shall not be allowed.  The college shall observe the following mechanisms to 
inform and orient the students, officials, teaching and non-teaching staff on the learning 
system. 

 

13.1 Students/Learners 
13.1 The students shall be informed and oriented on the learning system of the college 

through course packages which will be accessible through online (digital) and 
offline (printed) modes for students with no internet connectivity. 

 
13.2 Course packages shall be prepared by the faculty and shall be provided to the 

students.  Course packages may include course syllabi, module where study 
guides and learning activities are incorporated, available repository of learning 
resources, schedule of lesson consultations, assessments, monitoring of 
students’ engagement, schedule and mechanics of submission of requirements, 
grading system, feedback portals, and students’ support systems.  

 
13.3 The systems and procedures for the transition to Flexible Learning shall likewise 

be disseminated to the students. 
 

13.3.1 Course Syllabi will be prepared in which learning tasks/activities and 
assessment tools are applicable in the new normal. 

 
          13.3.2 Module with inclusion of Study Guides & Learning Activities will be 

prepared by the faculty.  It shall contain the following: 
 Title Page 
 VMGO 
 Introduction 
 Overview 
 Instruction to the Users 
 Pre-Test 
 Module 1: Lessons or Units 
  Pre-test 

Learning Objectives 
  Content of the Lesson or Unit 
  Learning Activities 
  Evaluation/Assessment 
 Module x… 
 References 
 Syllabus 

13
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          13.3.3 Assessment through formative and summative forms will be given to the 
students by the faculty.  Formative assessment will be in form of quiz, etc.  
Summative assessment will be the two major examinations, Mid-Term and 
Final Term Examination. 

 
          13.3.4 Monitoring of students’ engagement will be done by the faculty.  It can 

be done through phone calls, direct messaging, or online messaging using 
messenger. 

 
          132.3.5 Schedule and mechanics of submission of requirements.  Requirements 

can be submitted through offline or online mode.  Upon distribution of 
the module, the student can also submit the requirements or learning 
tasks/activities given a week ahead or given in the previous week/s.  

 
          13.3.6 Grading system during the 2nd semester SY 2019-2020 followed the “P or  

Passed” and “IP or In Progress” rating.  For the 1st semester SY 2020-
2021, a numeric rating will be given, however, if major requirements are 
not submitted, an “IP” or In Progress grade will be given. 

 
          13.3.7 Feedback portals like Institute FB page, group chat dedicated for the 

course, or through the LMS will be created. Feedback can also be done 
through SMS, electronic mail, online chat, instant messaging, and other 
means which is convenient, appropriate, and available in order to ensure 
personalized, effective, efficient, and timely mentoring and feedback 
mechanisms. 

 
         13.3.8 Institutional feedback portal will be created to air concerns and 

complaints of the students and other stakeholders.  
 
         13.3.9 Students’ support systems shall be provided to the students. Students will 

be informed of the available subscription of OERs.  Guidance and 
Counselling will be done through online.  Health and mental debriefing will 
be provided to the students. Online enrolment and registry will be 
observed.  Online assessments can be done by the faculty, but have special 
arrangements for those with no internet connectivity.  School fees can be 
paid thru banks to avoid face-to-face transactions with school personnel. 

           

13.2 Officials, Teaching and Non-Teaching Staff 
13.2.1 The school officials, teaching and non-teaching staff shall be informed and 

oriented of the systems and procedures for the transition to Flexible Learning.   
 
13.2.2 A policy document such as a guidebook, manual, briefer, or incorporating FLS 

in the student’s handbook shall be made/observed.  They shall be posted in the 
SPAMAST Official Website and Program Official Institute FB Page to be 
accessed by all students, officials, teaching and non-teaching staff, and other 
stakeholders. 
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13.2.3 The Institute shall create an Official FB Page bearing the school and institute 

logos, the vision, mission, and goals.  It shall be registered and accredited by 
the Office of Student Services.  The Institute shall ensure that anything posted 
in the FB Page is in consonance with the provisions of RA No. 101751 or known 
as the Cybercrime Act of 2012, RA No. 10173 or known as the Data Privacy Act 
of 2012, and the FOI Executive Order of Pres. Duterte signed in July 2016.   
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 Quality and excellence in education shall not be kept aside even in times of stiff 
challenges that beseech the country affecting all private and public educational institutions 
including SPAMAST, among others.   
 
 SPAMAST shall strive to maintain its continued efforts towards quality and excellence 
in all its Programs and in the delivery of its frontline services.   The following measures shall 
be observed:    
 

14.1 COPC  
 The CHED Certificate of Program Compliance (COPC) recognizes that the 
specific degree programs being offered by HEIs are fully compliant to CHED policies, 
standards and guidelines.   
 

The office of the VPAA and Curriculum Committee shall conduct internal COPC 
audit per Program by the Internal Accreditation Body (IAB) to prepare the Program/s 
to CHED COPC Visit.  Internal COPC audit shall commence on June 2020.  Actual visit 
depends on the CHED.    

 

14.2 AACCUP Accreditation  
 The College shall waive the AACCUP Accreditation due on September 2020 and 
request this to AACCUP.  However, preparations of the documents for accreditation 
shall be done.  Internal audit and other activities shall be conducted by the Internal 
Accreditation Body (IAB) as part of the preparation.   

 

14.3 Institutional Sustainability Assessment (ISA) 
The College shall continually conduct meetings for ISA preparations and 

participate in CHED trainings/seminars on ISA evaluation or assessment. 

 

14.4 SUC Levelling 
The College shall continue its effort in preparing documents necessary for SUC 

levelling assessment.  One of the immediate actions is to publish referred research 
journal of the College to satisfy the requirements for CHED accredited journal.  

 

14.5 International Organization for Standardization (ISO) Surveillance 
             The ISO surveillance for 2020 shall be waived but preparations of documents for 
the surveillance shall be conducted. 
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14.6 PRIME-HRM 
          Amidst work disruptions and curtailing of some work/job processes, if possible, 
the processes of the College shall conform to CSC MC No. 3, s 2012 or the Program to 
Institutionalize Meritocracy and Excellence in Human Resource Management (PRIME-
HRM) being awarded by the Commission Level I – PRIME HRM. The College shall 
continue its effort in the preparation for a higher level of accreditation.  

 

14.7 ARTA and the Ease of Doing Business 
                  The College shall by all means submit reports as required by the Commission as 

stipulated in RA 11032 or known as “The Ease of Doing Business” the law which 
amends RA No. 9485, otherwise known as the Anti-Red Tape Act (ARTA) of 2007.  The 
College shall ensure to facilitate prompt actions or resolutions of its transactions with 
efficiency. 
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 The Administrative support services are essential to the operation of the College and 
has crucial role in the attainment of the Vision and Mission of the institution.  The 
Administration shall embrace changes in some of its processes brought about by the COVID-
19 pandemic which shall be implemented under the new normal. 
 

15.1 Conduct of Board Meetings, other Meetings  
Board meetings will be conducted through teleconferencing via Zoom, Skype or 

other online platform if applicable. For council meetings and other meetings, face to 
face interaction are discouraged, for instances that physical presence is needed, 
physical/social distancing and wearing of face mask will be strictly observed. 

 

15.2 Workforce Reporting 
The College shall adopt any or a combination of the alternative work 

arrangements stipulated in CSC MC No. 10 s, 2020 whichever is applicable, as the case 
maybe. 

  
Employees who are 60 years and above, as well as those with 

immunodeficiency, comorbidities, or other health risk, and pregnant women, including 
those who reside in areas placed under ECQ or GCQ shall be under work-from-home 
arrangement, except when their services are indispensable under the circumstances 
or when office work is permitted. 

 
Priority to the preferred schedule of employees who are senior citizens, 

pregnant women and persons with disabilities (PWD) shall be observed. 
 

15.3 Procurement Procedures  
             15.3.1 Canvassing and serving of PO shall be scheduled once a week except for 

emergency cases. 
             15.3.2  Any personnel of the office who will go outside for the above purpose shall 

follow protocols laid by the administration in the coming in and out of people 
in and from the campus 

             15.3.3  In cases of delivery of items by the suppliers, personnel who are delivering 
the goods shall undergo and follow the protocols implemented by the school 
(i.e wearing of mask, social distancing, hand washing, disinfection, and etc.) 

             15.3.4 For visitors/contractors/bidders and the likes shall transact first in the PACD, 
the latter shall inform the office. When personal appearance is necessary, 
clients shall follow protocols implemented by the school  
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15.4 Bidding Mechanisms 
15.4.1 Receipt of Budding Documents 
             15.4.1.1  Bid Box will be placed in the PACD area when there is scheduled of 

submission of bids 
15.4.2  Disinfection of documents prior to dropping shall be done when 

necessary by the in-charge 
15.4.3  The bid box when already closed shall be brought directly to the 

bidding venue 
 

 15.4.2 Bidding Venue 
      15.4.2.1 Bidding venue shall be identified 
      15.4.2.2. The venue shall have at least an entrance and exit that are 

separated 
                           15.4.2.3 The venue shall be provided with a washing area and disinfectants 

 
15.4.3 Opening of Bids/Pre-bid Conferences/Post Qualification Meetings 

    15.4.3.1 Activities as mentioned above that deals with clients shall be 
conducted in the designated bidding venue 

    15.4.3.2  Wearing of mask and social distancing shall be observed at all times 
    15.4.3.3  Virtual bid opening, pre-bid conferences, and the likes will be an 

option when available and possible 
 

15.5 Physical Plant Development/Maintenance  
             15.5.1 Buildings will be regularly checked to see to it its appropriateness to the new 

scheme of instruction 
             15.5.2 Makeshift buildings and houses will be constructed in Buhangin campus as the 

old General Education building has been declared ill-fitted by the Structural 
Engineer. 

             15.5.3  Buildings in the main campus (Malita) will be retrofitted. 
             15.5.4  Construction of new buildings for the Capital Outlay of 2019 will resume and 

to start construction for CO 2020 when competitive bidding will be perfected 
and the BOT decided award to Lowest Calculated and Responsive Bidder. 
Provided, that the following will be observed and complied by the construction 
workers: 

o  Wearing of face mask is compulsory 
o Bunk houses will be situated outside the school campus 
o There will only be one entry and exit point for workers where they will 

log in and log out. 
o Social distancing is required at all times in the performance of their 

individual and group tasks. 
o Contractors will be responsible in providing protective equipment to 

the construction workers like hard hat, boots, and etc. 
o Wearing of Identification card (ID’s) is required 
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15.6 Record Management  
15.6.1 Academic Records (TOR, Diploma, etc.) 

15.6.1.1 Prompt issuance of requested academic records. Strengthen the use 
of electronic School Management System (e-SMS) in encoding of 
grades by concerned instructors right after the end of semester. 

15.6.1.2 Prioritize the catering of requisitioners for academic records in a safe 
and healthy environment. Days shall be scheduled for receiving 
requests, retrieving of students’ dossiers, preparing the requested 
documents and sanitizing the workplace. 

15.6.1.3 There shall be dedicated windows to cater different transactions so as 
to avoid crowding. There shall also be designated corner where the 
received papers can be sanitized. 

 
15.6.2 Certification and Authentication 

15.6.2.1 Structured process for certification and authentication. Establish 
schedule for hygienic practice of handing out certification and 
authentication. 

15.6.2.2 Allot one day for taking in accomplished request forms and 
verification of attached documents. 

15.6.2.3 Assign another day for printing, signing, and giving out of said 
documents. 

15.6.2.4 Observe social distancing during face to face exchange. 
15.6.2.5 Whenever possible and allowable, take full advantage of modern 

technology in making clarification, etc. to fast track request and at 
the same time, exercise safe measure. 

 
           15.6.3 Transfer Credential 

             15.6.3.1 Accreditation for Foreign Students Admission 
 Apply for accreditation and coordinate with Department of Foreign 
Affairs as to the requirements and procedures in applying for 
accreditation especially amidst COVID crisis. 

 
15.6.4 Medical Certificates 

15.6.4.1 Safekeeping of medical certificates of students. All enrollees are 
required to submit medical certificates together with the enrolment 
documents. 

15.6.4.2 Students shall secure medical certificates during enrolment. The MC 
shall state that they are COVID free. 

 

15.7 Human Resource Management  
            15.7.1 Work Scheme 

15.7.1.1 SPAMAST will resume its administrative operation. The college will 
allow all its employees to report for work; however social distancing 
shall be ensured at all times. Employees who are residing in the 
provinces, cities, or municipalities with high cases of COVID 19 or still 
under Enhanced Community Quarantine (Davao City and Davao de 
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Oro) shall continue with the Work from Home arrangement. Deans 
and Department Unit heads shall ensure that accomplishments of 
these employees shall be checked. 

15.7.1.2 Employees who are residents of Malita and other municipalities of 
Davao Occidental province will form part of the skeletal workforce. 
Shifting and shorter day workweek scheme will be adopted to lessen 
the exposure of these employees.  

 
15.7.1.3 Security services personnel shall continue with their scheduled 

arrangements. They shall ensure that all employees, clients and 
visitors will submit to the mandatory wearing of face mask at all 
times. 

 
15.7.2 Individual Work Plan 

15.7.2.1 All Faculty members are required to make their individual plan for 
each of their class and shall be monitored by their respective deans. 

 
15.7.2.2 Administrative personnel, including Job Order, are given individual 

work assignments which they can accomplish through work from 
home.  

15.7.2.3 Shifting or shorter workweek scheme. The management will take 
advantage of the alternative workplace with the use of 
telecommunications and/or computer technologies.  

 
15.7.3 Schedule of Workforce 

15.7.3.1 Faculty members are expected to continue with their work through 

alternative mode of learning; hence, they are expected to continue 

their teaching within their workload schedule. However, the college 

shall take into consideration that most of the students are residing 

where wifi/internet signal is poor or not available at all.  

15.7.3.2 Administrative personnel, Job Order, and skeletal workforce of the 

college will adopt the work from home, shifting and/or shorter day 

workweek. While they report to work only on a given schedule, they 

shall adopt the work from home on days that they don’t need to 

report to work. It is understood that  other employees who are in 

work from home arrangement shall be available at all times through 

calls or text messages especially during office hours to answer all 

queries/requests and/or submit requirements or documents 

requested by other agencies or by its clients.  

 15.7.3.3 Payroll in-Charge, as well as personnel from Finance department and 

other Admin personnel, will report to office for payroll preparations 

and remittances. Security guards are in shifting arrangements. 
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15.8 Performance Appraisal 
          15.8.1 IPCRs/OPCRs 

              All personnel follow college’s policy on the submission of IPCRs/OPCRs 
as basis for performance evaluation/appraisal. 

 
15.8.2 Accomplishment Report 

Faculty personnel are required to submit their accomplishment reports 
and shall be monitored by their Deans. 
 

Administrative personnel, including Job Orders under Contract of 
Services, are also required to submit their accomplishment report of each 
month. These accomplishment reports, particularly regular employees, shall 
mean the submission of IPCRs/OPCRs.  

 

15.9 Leaves, Mechanisms on How to Handle Personnel who Refused to 

Report  
           15.9.1 Personnel who refused to work or report on his schedule shall inform his/her 

immediate head and shall provide justifiable reason.  
 
           15.9.2 Should the personnel refused to report to work without justifiable reason, 

his/her refusal shall constitute absence from work or leave. However, location, 
transportation and other circumstances are to be considered. A letter of 
explanation within 72hrs shall be required from the said personnel. 

 
           15.9.3 Personnel who wish to file leave of absence due to circumstances other than 

mentioned above shall be given consideration provided that the reason given, 
in writing, is justifiable. Provided further, that the operation of the institution 
will not be hampered. 

 

15.10 Administrative Assistance Personnel  
               15.10.1 In response to the call of the Bayanihan Act (Republic Act 11469), specifically 

on payment of loans after it received the Circular/Order from the GSIS and 
Pag-ibig. Early released of salary is also considered. 

 
               15.10.2 Daily transportation will be provided to those working within Malita area. 

Special arrangement will be undertaken in ferrying and transporting those 
faculty and staff who are residing outside of Davao Occidental.  

 
               15.10.3 Faculty and staff who opt to return to work and stay in Malita shall be placed 

in a quarantined facility for 14 days. The management shall ensure the 
safety and the needs of these employees are met. 

  

15.11 Psycho-Social Wellness Programs for the Personnel  
              15.11.1 It is suggested that employees who will be adopting the work from home 

arrangement, if possible, will create their own workspace at home where they 
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can go to for work and a place where they can leave or walk away from after 
the work day is done. 

 
              15.11.2 Employees are encouraged to do other activities aside from work from home, 

i.e. but not limited to:  gardening, physical exercises, zumba, yoga, and other 
self-care activities. 

 
              15.11.3 Also, for social development, employees are encouraged to continue 

supporting the SPAMAST Relief Operation for stranded students, 
communities, and families who are severely affected by the ECQ/GCQ.  

              15.11.4 SPAMAST considers it a privileged to provide food and snacks to front liners. 
 

15.12 Financial Management  
         15.12.1 Finance Offices will conduct regular operation but under skeletal force set-

up.  Front line services will be opened to receive collection and facilitate 
payment transactions.  The office will receive billings and other concerns 
pertaining to financial matters.  Non front line personnel will be allowed to 
continue the work from home and on-call duty scheme.  

 
   15.12.2 Payment of Student Other Fees 

Cashier office will open during regular office hours to entertain and receive 
payments from customers.  On-line payment will be accepted with 
corresponding documentary requirements (e.g. proof of payment, deposit 
slip) for validation purposes.  

 
   15.12.3 Salaries and Wages of Job Orders, Contract of Services 

Salaries and wages of regular, contractual and Job Order employees will be 
processed timely and on a regular basis, that is on the 15th and 30th day of 
the month.  Documentary requirements shall be required as evidence of 
services rendered.  

 
  15.12.4 Budget Utilizations 

   15.12.4.1 Significant Programs/Activities/Projects of the college will be 
implemented provided that the conduct of P/A/P is in accordance 
to the policies under the General Community Quarantine 
Guidelines or any new policies issued by the local and national 
government.  

  15.12.4.2 Maximize the use of FY 2020 budget to support and achieve the 
smooth conduct of school operations for SY 2020.   

                15.12.4.3 Observe the NBC 580 or the Adoption of Economy Measures in the 
Government Due to the Emergency Health Situation. 

Resources: 
CHED Advisories 
CSC Memoranda, Advisories 
DBM Advisories 
PASUC/ALCUCOA Advisories 
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APPENDIX I 
TEACHING AND LEARNING ENGAGEMENT MONITORING TOOL 

 
 

Republic of the Philippines 

SOUTHERN PHILIPPINES AND MARINE AND AQUATIC  

SCHOOL OF TECHNOLOGY 

Malita, Davao Occidental 

INSTITUTE 

 (PROGRAM) 

 

TEACHING AND LEARNING ENGAGEMENT MONITORING TOOL  

(TLEM Tool) 

 

 

Prepared by:                                                    Checked and Reviewed by: 
 
______________________________   
                        Faculty       Program Head/Department Chairman 
 
 
Recommending Approval:       Approved: 
 
_____________________________     _______________________________               
       Dean         VPAA 

 

 
 
 
 
 
 
 

TIME 

FRAME  

STUDENT LEARNING 
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CONTENT/ 

SUBJECT 

MATTER  

ALTERNATIVE 

LEARNING 

DELIVERY 

MODE 

 (ALDM) 

ASSESSMENT 

TASKS via 

ALDM 

EXPECTED 
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OUTPUT 

REMARKS 
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APPENDIX II 
SCHOOL CALENDAR AY 2020-2021 
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APPENDIX III 
 

SOUTHERN PHILIPPINES AGRIBUSINESS AND MARINE AND  
AQUATIC SCHOOL OF TECHNOLOGY 

Malita, Davao Occidental 
 

OJT/PRACTICUM PERFORMANCE RATING REPORT 
 

Name of Student Trainee : __________________________________________________ 
Course/Year/Institute : __________  _______   _______________________________ 
Name of Company  : __________________________________________________ 
Address : __________________________________________________ 
Telephone Number : _______________________ Training hours:___________ 
Period Covered  : __________________________________________________ 
Job Assignment/Description : __________________________________________________ 

 

 CRITERIA FOR EVALUATION MAXIMUM 
POINS 

POINTS 
EARNED 

1. Job Knowledge 
Ability to apply knowledge and use sound judgment in the 
performance of assigned tasks 

15  

2. Learning Ability 
Has very good potential to learn new knowledge and methods 

15  

3. Quality of Work 
ability to work with accuracy, thoroughness and neatness  

15  

4. Dependability 
Ability to execute and complete work as instructed and when 
needed 

15  

5. Communication Skills 
Ability to effectively communicate orally and in writing 

10  

6. Attendance and Punctuality 
Shows exemplary attendance and punctuality 

10  

7. Conduct 
Demonstrates Filipino values, industry-desired values and global 
citizens values 

5  

8. Cooperativeness 
Takes direction and guidance from superiors openly and 
positively 

5  

9. Human Relations 
Observance of proper decorum in dealing with everyone in the 
workplace and other stakeholders 

5  

10. Compliance with the general guidelines and requirements of the 
company pertaining to on-the-job training/practicum. 

5  

 GRAND TOTAL 100 
POINTS 

 

 REMARKS: 
_________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________ 

RATING:  96-100 Outstanding   81-85 – slightly satisfactory 
 90-95   Very satisfactory   75-80 – need improvement  
      86-90   Moderately satisfactory 
 
      Conformed: 

     _____________________________  _____________________________ 
   (Name and Signature of Trainee)     (Name & Signature of Supervisor) 
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APPENDIX IV 
 

CONSENT FORM ON THE USE OF E-SIGNATURE 
 
 

Date  : _______________ 
   
Title of Document needing e-
signature 

: ____________________________________________________ 
____________________________________________________ 

   
Short description of the document : ____________________________________________________ 

____________________________________________________ 
____________________________________________________ 

 
   
Number of page/s : ___________ 
   
Purpose of the Document : ____________________________________________________ 

____________________________________________________ 
   
Office/Agency where the document 
shall be submitted  

: ____________________________________________________ 

 
 

__________________________________ 
Name & Signature of Requesting Party 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

ACTION 
 
  Considering the request stipulated above, the undersigned has the following action: 

[  ] approved      (consent is accorded) 
[  ] disapproved (consent is withheld)  

 
 

            ______________________________      _____________ 
                              Name and Signature                            Date 
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APPENDIX V 
 

LEARNING CONTINUITY PLAN 

  
GANTT CHART 

 
 2020 2021 2022 BUDGET 

REQT. 
PERSONS 
INVOLVED  Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 

Curriculum and Instructions:             

Module Production            90,000 VPAA 

Deans 
Faculty 

Enrolment and Start of Classes            VPAA 
Reg., Adm. 

Customization of LMS            VPAA 
ICT Team 

Enhancement of LMS            ICT Team 

Partial Utilization            Faculty 

Full Utilization of LMS            Faculty 

Radio Broadcasting           60,000 Campus Dir. 
DevCom Fac 
Student Serv. Dir. 

Accreditation             

   COPC Preparation           1,000,000 Chief AdminOfficer 

VPAA, VP RDE 
QA, Dean, Dept. 
Chairs 

   AACUP Accreditation           1,500,000 

   ISA Preparation           30,000 

   SUC Levelling Preparation            100,000 

   ISO Preparation & Surveillance           200,000 

   HRM PRIME Compliance            HRMO, Admin 

Officer 
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 2020 2021 2022 BUDGET 
REQT. 

PERSONS 
INVOLVED  Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 

   ARTA Compliance           20,000  

             

Infrastructure and Connectivity              

   Broadband Installation           90,000 Admin Officer 
ICT Team    Annual Domain Hosting Purchase           17,000 

   Procurement of Physical Server           120,000 

   Bandwidth Subscription           216,000  

   Procurement of laptops for IT Team in-

charge of LMS, VPAA and Deans 

          140,000 

175,000 

Admin Officer 

ICT Team 

   Installation of PCs in Convergence Areas 

including printers 

          50,000 Campus Director 

ICT team 

   Provision of Communication Allowance to 
Teachers 

          111,600 Admin Officer 
VPAA 

   Quick Survey on Student Connectivity            VPAA, IT Dept. 

             

Support to Students             

   Online Admission/Enrolment            Admission Director 

ICT Team 

   Establishment of OERs            VPAA, Dir. For 
Library Service 
Chief Admin. 

   Subscription of On-Line Learning 

Resources 

          550,000 

   Procurement of Print Learning Materials           On-going 

   Installation of New Payment System for 

Students 

           Finance Director 

   Installation of Broadband per Municipality            ICT Team 

   Computer Rentals           1,920,000 Admin. Chief 

ICT Team 

             

Human Resource Development             

    Capability Building 

       (LMS, ICT Tools, Module Devt., TOS/TQ, 
Syllabi Enrichment, NBC 461 etc) 

          160,000 VPAA 

ICT Team 

    Mental Health Management            30,000 GAD Focal Persons 



SPAMAST LEARNING CONTINUITY PLAN                             AY 2020-2021 Page 69 

 2020 2021 2022 BUDGET 
REQT. 

PERSONS 
INVOLVED  Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 

Research, Extension and Production             

    Publication of Refereed Journal (Online)           100,000 

VP for RDE 
Res. Coor. 

Deans 

Faculty 

    Submission of Research Proposals for 
external Funding 

           

   Capability Building on Proposal Making           50,000 

   Conduct of In-house Review           20,000 

    Crafting of Internal Policy on Participation 
of faculty in research fora in new normal 

           

    Implementation of “Gulayan sa Tugkaran”           20,000 Ext. Coordinator 

    Production of Calamansi Nip           20,000 RDE 

    Oregano Liniment Production           20,000 RDE 

    Production of Face Mask/ Face Shield           50,000 Ext. Coordinator 

    Development of Hands-Free Sanitizer           50,000 BSABE Chair 

        Mapping of Students, faculty and staff 

movements 

           Security Guards 

        Putting up of handwashing  

           area, sanitizers and soap,   
           footbath, thermal scanner, etc. 

          50,000 SPAMAST COVID 

Task Force 

        Support to faculty on quarantine on 
food and supplies 

          300,000 
100,000 

Admin 

Health and Safety Measures             

        Disinfection of school facilities            50,000 Admin 

        Provision of Infirmary room           100,000 Admin 

        Provision of pneumococcal vaccine 
                Staff 
                Faculty 

           
147,000 
316,200 

 
School Nurse 

GRAND TOTAL           7,803,700  

   
Prepared by:        Approved by: 

 
  

  GRACE D. BUENCILLO, DBA     RUTH S. LUCERO, Ph.D 
  Vice President for Academic Affairs     President 


