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Foreword  
  

Quality management in education is now a byword of excellence. It is a concept that has taken 
on an important light in the realm of education. Indeed, the underpinning key to organizational efficiency 
is “quality” as a fundamental approach in satisfying clients and in meeting different requirements. 

This Quality Management System Manual is the outcome of a collaborative works of the units of 
the College. The goal in which to provide ready reference in the day-to-day operation of the various 
component offices therein. This Quality Management System Manual outlines the processes involved in 
every transaction. 

This quest for excellence has driven Sulu State College (SSC) to take the correct move towards 
leaving on the accreditation for Quality Management System dependent on ISO 9001:2015 as 
commanded by Executive Order (EO) No. 605. The 2011-2016 Philippine Development Plan (PDP) insists 
the need to consent to EC No.605 to organize the instruments and norms to execute the Government 
Quality Management Program (GQMP) which was given to improve public area execution through 
standard quality cycles. In the light of the developing earnestness among Higher Education Institutions 
to give free instruction to a huge number of Filipinos in the midst of financial emergency, environmental 
change, social and political changes, the objective to normalized quality in training has even gotten 
additionally convincing. For the School, this is the start of more desires to come regarding improving 
administration and academic ways to deal with training. 

It is hoped that through this Quality Management System Manual the offices involved in the 
provision of frontline services to our student become more responsive and efficient in accordance with 
the quality policy and strategic direction of the organization. 

 
DR. CHARISMA S. UTUTALUM 

SSC President 
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1 INTRODUCTION  

 

This QMS Manual defines the policies, systems, and procedures adopted to implement and 

continuously improve Sulu State College School's Quality Management System (QMS) which 

conforms to the requirements of the ISO 9001:2015 QMS Standard. 

The adoption of this quality management system aims to help the organization improve its 

overall performance and provide a sound basis for sustainable development initiatives. 

This manual serves as a guide to all members of the organization to ensure that its processes are 

managed, and that opportunities for improvement are determined and acted on. 

This Manual covers approaches on context of the organization, leadership, planning, support, 

operation, performance evaluation and improvement. 

 Addressing the quality management principles, namely: customer focus, leadership, 

engagement of people, process approach, improvement, evidence-based decision making and 

relationship management, is another intention in the establishment of this quality management 

system. 

The Top Management fully supports and commits the effective implementation of the QMS 

including its continual improvement to ensure conformity to client needs and applicable statutory 

and regulatory requirements.  

This QMS Manual is intended for use by all the personnel of SSC, its customers and interested parties. 
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2 CONTROL OF THE MANUAL   

 

This QMS Manual is accessible to the School and its interested parties. The distribution of the 

QMS Manual and its related documents shall be restricted and shall be done with authorization from 

the President.   

The Document Controller is responsible for the distribution of the QMS Manual, as indicated in the 

Document Control Procedure.  Controlled printed copies of this Manual are issued to copyholders 

identified by the Document Controller, who shall be responsible for safekeeping and prompt 

updating based on revisions.   

This QMS Manual shall reflect amendments where there are new procedures or services, 

improvement of existing processes, and any changes affecting the QMS. Revision and redistribution 

of this QMS Manual is necessary, when there is:  

a. Change in the scope of certification;  

b. Change in the management and/or organizational structure; and  

c. Change in the processes.  

Requests or suggestions shall be made in writing to the President to ensure that changes are reflected 

in the manual. Once reviewed, said amendment shall be submitted for appropriate review and 

approval.    

  

3 CONTEXT OF THE ORGANIZATION   

 

 3.1 Profile of the Organization  

3.1.1 SSC History  

Sulu State College traces its beginnings to the year 1924, when the Americans established the 
Sulu High School. It was the highest institution of learning then in the whole Province of Sulu. It has 
since gone through several organizational transformations; primarily in response to the growing 
educational needs of a developing region. 

 
In 1970, the provincial government opened the Jolo Community College, which quickly grew 

into a big community college of 1,200 enrollees on average. The year 1974 saw the conversion of 
Sulu High School into the eponymous Dayang-Dayang Hadji Piandao Memorial High School, so 
named in honor of the late Pangian (Queen) of Sulu. 
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While the Dayang-Dayang Hadji Piandao Memorial High School had national government 
support, the Jolo Community College drew its maintenance from the tuition and other school fees of 
its students. In 1982, the two schools, which were then administered by the high school principal Mr. 
Mukatil U. Salih, were merged and took its present legal status as a state college by virtue of 
Philippine Batas Pambansa Bilang 208. By operation of said law, Mr. Salih became acting president 
until his retirement in 1989. Since then and until 2018, three other educators had taken turns serving 
as President of the Sulu State College: Dr. Norma A. Abdulla from 1989 – 1995, Dr. Hamsali S. Jawali 
from 1995 – 2010 and Dr. Abdurasa S. Arasid from 2010 – 2018. 

 
Dr. Abdulla’s watch was marked by the coming of age of computerization, which as a matter 

of course introduced the College to office automation. She started the Graduate School program. 
She also established the College’s Computer Center, which foreran the School of Computer Science. 
It was here that the students took their computer literacy classes. At the start of her presidency, only 
four schools composed the Sulu State College: Education, Arts and Sciences, Business Administration, 
and Agriculture. 

 
Dr. Hamsali, during his presidency, added more academic programs and two new schools to 

the College – the School of Computer Science, Information Technology and Engineering, and the 
School of Nursing. Also, the Islamic Institute was established. 

 
By the time Dr. Arasid assumed office, the College already had seven established schools – 

Education, Arts and Sciences, Business Administration, Nursing, Agriculture, Graduate Studies, and 
the School of Computer Science, Information Technology and Engineering. Dr. Arasid continued the 
thrust for quality education of his predecessors. Towards this end, he submitted the education 
program for accreditation, a first for Sulu State College. 

 
Presently, the College is led by Dr. Charisma S. Ututalum, CESE. The Board of Trustees elected 

and appointed her in June 21, 2018. Her accomplishments, in the areas of both academic and 
physical development, are promising and augurs well for the future of the College. She has promised 
her commitment to the development of academic stalwarts – globally competent professionals 
academically enabled to produce cutting edge research, knowledge and technologies for sustainable 
development; a commitment premised on governance that is grounded on values shared by the Sulu 
State College community – Solidarity, Professionalism, Integrity, Competence, and Excellence. 
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PRESIDENTS OF SULU STATE COLLEGE 
 
 
 
 
 
 
 
 
 

 
 

MUKATIL U. SALI     NORMA A. ABDULLA, EdD 
March 23, 1984 to May 24, 1989    May 25, 1989 to June 09, 1995 

 
 
 
 
 
 
 
 
 
 

HAMSALI S. JAWALI, EdD     ABDURASA S. ARASID,EdD 
April 17, 1996 to May 13, 2010    May 14, 2010 to May 13, 2018 
 
 
 
 
 
 
 
 
 
 
 

PROF. CHARISMA S. UTUTALUM, EdD, CESE 
June 21,2018 to present 
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3.1.2 SSC Philosophy  

Sulu State College is mandated to provide higher technological, professional, and 
vocational instruction and training in science, agricultural and industrial fields, as well as 
short-term technical or vocational courses. It shall promote research, advance studies, 
and progressive leadership in its areas of specialization (Philippine Batas Pambansa 
Bilang 208 Section 2). To the latter ends, the college believes in a system of 
management devolution to effect an efficient and effective supervision of processes and 
resources for a sustained delivery of quality outputs, the generation of knowledge on a 
more global orientation, and the provision of its academic resources, to the extent 
feasible, to institutions both local and international, that are involved in development 
activities. 
 
3.1.3 Vision and Mission 

The Vision, Mission and Goals of the Sulu State College as approved by its Board of Regents are 
as follows: 

o Vision - The Sulu State College as Center of Excellence in BARMM, producing globally 
competitive graduates and as institutional stewards in the development of the region. 

o Mission - SSC is committed to develop academic stalwarts and globally competent 
professionals; producing cutting edge research, knowledge and technologies for 
sustainable development; engage in partnerships and viable resource generation 
programs. 

 
3.1.4 SSC Quality Policy  

SSC commits to deliver quality higher and advanced education through instruction, research, 
extension, production and administrative support services.  
We shall endeavor to:  

 Continually improve its Quality Management System (QMS) at par with international 
standards;  

 Provide timely, efficient and effective delivery of products and services;  

 Satisfy the needs and expectations of the customers and relevant interested parties; and  

 Uphold applicable statutory, regulatory, organizational and international standards’ 
requirements.  

The SSC Quality Policy is appropriate to the purpose and context of the School and supports 
its strategic direction. The policy provides a framework for setting quality objective/performance 
targets and includes a commitment to meet applicable requirements and for the continual 
improvement of the QMS.  
  

The SSC Quality Policy, which is approved as part of the QMS Manual through board 
resolution, is communicated and implemented throughout the School for reference of the customers 
and interested parties.  
Refer to Annex - Quality Policy Assessment and BOR Resolution No. 33, S. 2017  
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3.1.5 Core Values  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THE GUIDING VALUES 

Underpinning all its aspirations and plans, the College shall be guided by the following 
principles and values:  

S -Solidarity - displaying a deep commitment to the mission and vision of the College where 
a collegial and unified system of governance is continuously nurtured and sustained to 
promote mutual respect and understanding, where effective collaboration motivates all 
synergistic relationships among its members; 

P- Professionalism - We commit to the highest standards of ethics and professionalism and 
abide with the Constitution of the Republic of the Philippines and other pertinent 
government regulations in pursuit of honesty, transparency, efficiency, and effective public 
service. 

I – INTEGRITY - Unstained credibility and whose reputation is unsullied by the trends of 
corruption. 

C-Commitment - We are dedicated to meeting the needs of the communities we serve. 

E- EXCELLENCE - maintaining the highest standards of academic and service excellence in the 
performance of its mandated functions: instruction, research, and extension. 

 

The SSC Core Values, as an inclusion in the SSC Code, was approved through board resolution and is 

communicated and implemented throughout the School for reference of the customers and 

interested parties.  
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3.2 Quality Management System Scope of the Organization  

 3.2.1 SSC QMS Scope  

Sulu State College School implements a quality management system encompassing functions and 

operations stipulated in this QMS manual. Its Quality Management System (QMS) utilizes the process 

approach and quality management principles and requirements contained in the International 

Standard, ISO 9001: 2015.  

Based on the analysis of the internal and external issues of the organization, needs and expectation 

of the interested parties, and in consideration of its products and services, the School determines the 

scope of the quality management system as follows:  

“Provision and Development of Higher and Advanced Education through 

Instruction, Research, Extension, Production and Administrative Support 

Services”.  

The scope of the QMS is further elaborated in the QMS Process Model and Map.  

SSC-Main Campus, located in Capitol Site, Jolo, Sulu is identified as the ISO 9001:2015 QMS 

certification pilot implementation site. Hence, the SSC QMS applies to all processes, activities, and 

employees within the SSC-Main Campus. For future expansion, the QMS is applicable to the other 

SSC extension campuses located at:  

• Gandasuli Patikul, Sulu. 

• Walled City Jolo, Sulu 
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3.3 QMS Process  

3.3.1 Process Approach  

SSC adopts a process approach for its QMS.  Identification and management of the high level 

processes within the School reduce the potential for nonconforming products and services found 

during final processes or after delivery.  Risk and opportunities are identified and actions are taken 

within each of the QMS processes.  

  

Each process may be supported by sub-processes, tasks, or activities.  Monitoring and control of high 

level processes ensure effective implementation of all sub processes, tasks, or activities.  

  

Each QMS process has:  

  

• Quality objectives;   

• Applicable risks and opportunities;  

• Applicable inputs and outputs;  

• Responsibilities and authorities;   

• Supporting resources; and  

• Criteria and methods to monitor and measure the effectiveness of the process.  

  

The sequence and interaction of these processes is illustrated in SSC Process Model and Process Map.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

Page 13 of 56 

 

3.3.2 SSC QMS Process Model 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The SSC QMS Model adopts the Plan-Do-Check-Act (PDCA) cycle of ISO 9001:2015 QMS Standard to 

ensure the development, continual improvement and control of its QMS.   

 

The PDCA cycle refers to:  

 

Plan: SSC establishes the objectives, targets and plans of the QMS and its processes, the resources 

crucial to the delivery of quality products and services in keeping with its clients’ needs and 

expectations and in accordance with SSC policies.  It is also at this stage when risks and opportunities 

are identified and addressed. The relevant interested parties are crucial factors in the SSC QMS. The 

requirements and issues of concern are taken into consideration in the planning activities.  

Do: SSC implements what has been planned in the support and operations.    

Check: SSC monitors and measures its processes, conducts internal quality audit, matches the 

resulting products and services against planned activities, checks if customer requirements are met; 

and report the findings.  

Act: SSC takes action based on the results of the monitoring, evaluation and audit to improve its 

performance. Customer feedback is taken as input for the continual improvement of the School’s 

processes, products and services.   

Administrative 

Support Service 

Gender and 

Development 

Program 

Externally 

Provided 

Services 

Research 

Services 

Production 

Services 

Extension 

Services 

National Service 

Training 

Program 



  

Page 14 of 56 

 

The Top Management commits in taking charge of the decision making of the entire system of the 

School.  

3.3.3 QMS Process Map  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

The SSC Process Map illustrates the interfaces of QMS processes-based on the QMS Process Model. 

Description of the processes are detailed in the sections of this QMS Manual.  

  

3.3.4 Process Documentation  

The quality management system of SSC shall include documented information required by 
ISO 9001:2015 and as determined by the institution as being necessary for the effectiveness 
of the quality management system.   

The documented information of SSC can be categorized as follows:   

 Manual/Procedure  

 Form References (documents of external origin)  

 Records 

The extent of the management system documentation has been developed based on the 
following: 

 The size of SSC  
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 Complexity and interaction of the processes 

 Risks and opportunities  

 Competence of personnel 

 Quality Management System Documentation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating 
and 
updating   

 When creating and updating documented information, SSC shall ensure appropriate: 

o Identification and description  
o Format and media 7.5.2.1.3.  
o Review and approval for suitability and adequacy    

 

Level Reference Purpose 

1 Documents 
from 

Regulating 
Bodies   

Comes in the form of circulars, memoranda or manuals 
containing policies and regulations governing the conduct 
of academic/educational service 

2 Quality 
Manual 

(QM)   

The purposes of the Quality Manual is to: (1) provide a 
clear statement of the institution’s quality policy and the 
methods by which quality is assured; (2) establish a 
concise reference manual of standardized practices and 
procedures of the institution; (3) provide a reference 
against which current practices and proposed 
improvement can be factually assessed; (4) supply a 
document which can explain to customers the methods 
employed to achieve, maintain and improve quality 
standards, when needed; (5) identify and designate 
personnel  who will be responsible in ensuring that 
standards are maintained; and (6) stabilize and maintain 
documented practices despite employee movements. 

3 Operations 
Manuals   

Contains the operating workflow processes and outlines 
the procedures contained in the QM. These include the 
Curriculum and Instructional Manual (CIM), Student 
Services Manual (SSM), Student Affairs Manual 
(SAM),Finance and Administration Manual (FAM), System 
Office Manual (SOM), and Job Descriptions Manual (JDM). 

4 Work 
Instructions, 
Code of 
Practice 
and/or 
Reference 
Manuals   

Contains documents, which may need to be read or 
referred to, to better understand the operating 
procedures and help process performers to carry out 
quality service. Work instructions shall be prepared only 
as needed by the area concerned and should be properly 
endorsed by the QMR. 
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Manuals shall contain the following: 

 Institution’s logo  

 Manual title  

 Document name  

 Version number  

 Document number  

 Revision number  

 Effectivity date  

 Page number  

 Prepared by  

 Approved by  

 Master copy box  

 Controlled copy box  

 Statement at the footer “(c) 2016 Philippine Science High School; all rights reserved. 
This document may contain proprietary information and may only be released to third 
parties with approval of management. Document is uncontrolled unless otherwise 
marked; uncontrolled documents are not subject to update notification.” 

Forms shall contain the following:  

 Unique form coding  

 Effectivity date  

 Revision number (when revised)   

Forms shall be registered in the Master List of Forms, which contains the name of the 
form, form number, initial issue date, revision date, revision number, prepared by and 
approved by.   

Documents of external origin or references shall contain the following:  

 Controlled copy stamp  

 Signature of the head of the office 

References shall be registered in the List of References, which contains the title of 
reference material, edition/year of issue, signature of recipient and date, date retrieved, 
signature of recipient, prepared by and noted by.   

Records shall contain the following as reflected in the Filing Chart:  

 File Code  

 File name  

 Filing system  

 Active retention/location/responsibility  

 Inactive retention/location/responsibility  

 Mode of disposal  

 Prepared by  

 Approved by 
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Control of documented information   

Documented information shall be controlled to ensure the following:   

 A master list of all currently issued manuals/procedures, forms, and references shall 
be properly documented to identify the latest version.  

 All documented information shall be reviewed and approved prior to release.  

 Document information shall be available and suitable for use at appropriate locations 
that need them.  

 Documented information shall be adequately protected (e.g. from loss of 
confidentiality, improper use, or loss of integrity), such as storing under lock and key 
for those identified as confidential. 

 Manuals/Procedures, forms and references shall be systematically controlled, 
distributed and retrieved.  Documented information shall remain legible and readily 
identifiable.  

 Revisions on existing procedures and forms shall be performed in accordance with 
Control of Documented Information procedure.  

 Any obsolete manuals/procedures, forms and references shall be promptly removed 
from use and shall be destroyed/recycled when new or revised manuals/procedures, 
forms and references are issued.  

 All obsolete and superseded documented information that will be retained for legal 
and knowledge preservation purposes shall be properly identified.  

 Documents of external origin shall be identified and their distribution controlled. 

 Records shall be properly identified/labeled, filed, accessed, stored, protected, 
preserved (including preservation of legibility), maintained/retained (including 
protection from unintended alterations) and disposed.  

 Records shall be kept in suitable environment to minimize damage or deterioration 
and to prevent loss, and for easy retrieval. 

  

 3.4 SSC Internal and External Issues  

 The School reviews and analyzes key aspects of the organization and its stakeholders to determine its 

strategic direction.   

This involves:  

• Understanding the core products and services, and the scope of the Quality Management 

System (QMS).  

• Identifying recipients of the products and services, or those who may be affected by them, 

who may otherwise have a significant interest in our School. These parties are identified in 

the Interested Parties and their Requirements Registry and Monitoring Form.  
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• Understanding internal and external issues that are of concern to SSC and its interested 

parties also identified in the Issues, Risks and Action Plan (IRAP) and Issues, Opportunities 

and Action Plan (IOAP) Forms. Many such issues are identified through an analysis of risks 

facing either SSC or the interested parties. Such issues are monitored and updated as 

appropriate, and discussed as part of management reviews.  

The internal and external issues, including that related to the Scope, are identified by different sectors 

and stakeholders of the School using SWOT analysis and PESTLE approach during the strategic 

planning.  These issues serve as bases in the preparation of the Projects, Plan and Activities of various 

offices and upgrading of the School Quality Objectives and reflected in the School Development Plan.   

This information is then used by the Top Management to determine the School’s strategic direction 

and identify the relevant interested parties in addressing their concerns and issues. The interested 

parties and issues are monitored during the management review, and are periodically updated as 

conditions change.    

  

 3.5 SSC Relevant Interested Parties   

The needs and expectations of the relevant and interested parties are identified during the planning 

process. The data serve as bases for the Projects, Plan and Activities of the School and in the updating 

of the quality objectives to be conducted by each office as reflected in the annual OPCR. Monitoring 

and review of the interested parties are done regularly as indicated on each process.   

The quality policy is communicated to the relevant interested parties though different forms and 

venues, including memoranda, school bulletins, regular meetings, stakeholder assemblies, student 

orientations, website, social media fora, letter templates, and other forms of communication.  

The School solicits feedbacks from interested parties through surveys and comment boxes.  Customer 

satisfaction surveys are conducted regularly while the evaluation surveys are administered after the 

conduct of seminars, trainings and related activities. Faculty evaluations are also done semi-annually 

as part of faculty performance evaluation and as reflected in their IPCR. The results of the customer 

satisfaction surveys, among other forms of customer feedback, are consolidated by the Quality 

Assurance Office.  
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4        LEADERSHIP AND MANAGEMENT PROCESS  

  The School’s QMS is implemented through the leadership of the Top Management, along with other 

offices throughout the School. 
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 4.2 Functional Descriptions  

 The Top Management ensures that the responsibilities and authorities for relevant roles are 

assigned, communicated and understood within the School. The Top Management assigns 

responsibilities and authorities for all relevant functions within the School through the issuance of 

administrative communications from the President such as appointments, special orders with the 

specific job descriptions, memorandum order, position description forms, contracts and MOAs.    

Moreover, the following roles and responsibilities of the top management shall be:  

a. Ensuring that the quality management system conforms to the requirements of this International 

Standard;  

b. Ensuring that the processes are delivering their intended outputs;  

c. Reporting on the performance of the quality management system and on opportunities for 

improvement, in particular to top management;  

d. Ensuring the promotion of customer focus throughout Sulu State College 

School; and  

e. Ensuring that the integrity of the quality management system is maintained when changes to the 

quality management system are planned and implemented.  

The responsibilities and authorities of the functional areas illustrated in the organizational chart are 

as follows:  
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4.2.1 The School President  

1. Based on the Search Committee for Presidency (SCP) recommendations, the Board shall 

elect and appoint the new President. Pursuant to Sec. 25, RA 8292 IRR, the appointment papers shall be 

signed by the Board Chairman. The effectivity date of the appointment shall be specifically indicated. 

2. Pursuant to Section 6, RA 8292, the President shall be eligible for reappointment for 

another term of four (4) years, provided this provision shall not adversely affect the terms of the 

incumbents. 

3. In case the incumbent is eligible and qualified for re-appointment per standards set by 

the Board, and in accordance with RA 7722, no search is needed to be conducted. The Board may 

prescribe the terms and conditions under which the discretion may be exercised as such, but not limited 

to an evaluation of performance of the incumbent. (Sec. 28, RA 8292 IRR) 

4. Depending upon the discretion of the Board in accordance with Section 4 (x) of RA 8292, 

the incumbent President may be re-appointed for another term. 

5. The salary grade (SG) of the College President is based on the level of SUCs. (DBM Index 

of Occupational Services, Position Titles, and Salary Grades, Vol. III, 1997). 

6. Under NCC No. 69, as amended by NBC No. 461 in June 1998, the College President may 

opt to hold an academic rank and receive the corresponding pay, whichever is higher; provided that the 

academic rank is obtained in the same manner and process that the faculty undergoes for evaluation. 

(NBC No. 461, s. 1998) 

7. The College President shall be the chief executive officer of the college. He/she shall be 

appointed by the Commission on Higher Education for a term of four (4) years. In case of vacancy by 

reason of death, absence, or resignation, the Board shall have the authority to designate an officer-in-

charge of the college pending the appointment of one. 

8. The College President shall be ex-officio head of the college professors and instructors. 

9. The College President shall have general supervision of all business and financial 

operations of the college. 

10. All officers/members of the teaching staff and employees shall be responsible to and 

under the direction of the College President. 

11. The President shall carry out the general policies laid down by the Board and shall have 

the power to execute, undertake, direct, and assign the details of executive actions within the limit of 

the said policies. 
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12. It shall be the duty of the College President to determine and prepare the agenda of all 

meetings of the Board, the administrative council and the academic council. Any member of the Board 

may submit any pertinent matters to be included in its agenda. 

13. The College President shall preside at commencement and other public exercises of the 

College, and confer such degrees and honors as are granted by the Board. All diplomas and certificates 

issued by the college shall be signed by him/her and by the respective Dean concerned and the college 

secretary. 

14. The College President shall be the official link between the academic and non-academic 

staff and students of the college on one hand and the Board of Trustees on the other hand. 

15. The College President shall exercise such powers and functions delegated to him/her by 

the Board of Trustees. 

16. The College President shall have the authority to change the leave of any member of the 

academic staff from teacher’s leave to vacation or sick leave or vice versa, subject to the policies 

approved by the Board. 

17. The College President shall hold officers, instructors, teachers, and nonteaching 

employees responsible to the full discharge of their duties. He/she shall, after consultation with the 

Dean/Director concerned, initiate the necessary proceedings appropriate sanctions to any of them. 

18. The College President shall have the authority to: 

18.1 Accept resignation, retirement or transfer of faculty members and employees to 

be confirmed by the board of trustees; 

18.2 Grant, deny, or extend fellowships or scholarships for scholarships for a period not 

beyond one academic year; 

18.3 Grant, deny, or extend leave of absence with pay and without pay; 

18.4 Renew appointments in accordance with civil service rules and regulations; 

18.5 Transfer/detail faculty members and/or employees from one department or unit 

of the college to another; 

18.6 Appoint, without the necessity of submitting the appointment to the board for 

approval, qualified members of the faculty as fellows of the college, either in full or 

partial, in order to enable them to pursue graduate studies abroad or within the 

country; 

18.7 Fix the financial assistance to college fellows in accordance with the rules and 

regulations promulgated by the board of trustees and within the lump sum 

appropriated for fellowships; 

18.8 Grant or deny permission for members of the faculty to accept training grants, 

fellowships, scholarships, assistantships, or invitations to conference sponsored by 
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outside agencies or organizations without any financial obligation on the part of the 

Sulu State College; 

18.9 Supervise and control, through the dean of student affairs, over extra-curricular 

activities of students, and the authority to issue adequate rules and regulations for 

the organization and qualifications of officers thereof; 

18.10 Promulgate such rules which in his judgment are necessary for the safekeeping 

and proper disbursement of funds or property of all student organizations officially 

recognized by the office of the dean of student affairs and shall have the power to 

designate a person or persons whom he may authorize to examine and audit the 

account pertaining to such funds or property; and delegate some of his inherent 

functions to his subordinate/s. 

 

19. The College President shall prepare an annual report to the Board of Trustees on the work 

of the preceding year and the needs for the next year. It shall be his/her responsibility to have the 

proposed annual budget of the college presented to the Board of Trustees indicated there in the 

estimates of income and expenditures. 
 

20. With prior authority from the Board of Trustees, he/she shall sign and execute in behalf 

of the college all contracts, deeds, and other instruments necessary for the proper administration and 

supervision of the college. However, in regularly recurring undertakings and transactions where his/her 

action is virtually ministerial, conditions and terms thereof having been fixed in the college existing 

regulations and general laws, he/she may direct through appropriate written instruction that approval 

is specified cases be made in his/her behalf and of officers of the administration or heads of offices or 

units subject to safeguards as he/she may impose. 
 

21. The College President shall have general responsibility for the enforcement of discipline 

in the college and for the maintenance of satisfactory academic standards in all its units. 
 

22. The College President shall have the right to modify or disapprove any action or resolution 

of the body in the college if in his/her sound judgment the greater interest of the college so requires. 

Should such power be exercised, the College President shall communicate 

his/her decisions in writing to the body concerned stating the reasons for his/her actions; 

and thereafter shall accordingly inform the board of trustees which may take any action 

it may deem appropriate in connection therewith. 

 

23. The College President may invite, from time to time, scholars of eminence and other 

persons of prominence who have achieved distinction in some learned profession or career, to deliver 

a lecture or a series thereof and for this purpose, may authorize honoraria for such service, to be taken 
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from the miscellaneous fund and at a rate determined by him/her and approved by the board of 

trustees. 
 

24. The College President is authorized, in case of his/her absence for brief periods of time, 

to designate a ranking officer of administration who may be the Vice President to act as In-charge of 

Office who shall carry out the management of the institution’s affairs in the name of President, subject 

to his/her instruction and the policies of the Board. 
 

25. The College President shall have such powers as are elsewhere provided 

in this code or by the charter of the Sulu State College. He/she may delegate in writing 

any of his/her specific functions to any office. 

 

4.2.2 The Vice-President for Academic Affairs (VPAA) Office 

1. There shall be a Vice President for Academic Affairs (VPAA) who shall be appointed by the 

President of the College subject to approval by the Board of Trustees. He/she is responsible to the college 

president in the implementation of educational policies and programs. 

 

2. The Term of Office of the VPAA shall be co-terminus with that of the College President 

without prejudice to the revocation of their designation before the expiration of their respective terms. 

 

3. He/she is responsible in the implementation and evaluation of the instructions/ 
programs/activities to ensure effective training and education for development. 

 

4. The duties and responsibilities of the VPAA are the general supervision over instruction 
and other academic activities. These include the following: 
 

4.1 Serve as ex-officio Chairperson of the Council of Deans in the formulation of viable 

guidelines for instructional activities, its implementation and evaluation; 

4.2 Coordinate the planning and preparation of the proposed annual budget of the different 

schools and units in the instructional programs, and propose the same to the college 

budget committee; 

4.3 Serve as ex-officio chairperson of all standing and/or Ad Hoc Committees that shall 

study/conduct regular faculty appraisal on performance ratings. 

4.4 Upon consultation with the deans and department chairpersons, create and Ad Hoc 

Committee that shall study and supervise students’ co-curricular and extra-curricular 

activities such as supreme student council election, field trips, etc... 

 

5. The VPAA shall coordinate with other school or college programs and/or related 
agencies to ensure inter-program/agency complementation and efficient maximization of available 
resources through a functional information management system. 
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Under this general function are the following duties and responsibilities: 

5.1 The VPAA shall assist the College President in promoting harmonious interaction between 

and among the faculty and staff of the program through regular faculty conferences and 

Directors/Deans Council meetings; 

5.2 The VPAA shall establish and recommend to the College President a reward system that 

shall boost, if not, maintain faculty morale; 

5.3 The VPAA shall cause resolution of conflicts or problems arising from and among his 

constituents in accordance with existing academic policies, laws and the like; 

5.4 The VPAA shall keep the College President regularly informed of the type of 

conflicts/problems at large and those which is beyond the competence and jurisdiction of 

his office to resolve and/or based on his/her judgment shall be resolved through the 

advice and consent of the higher authorities of the college; 

5.5 The VPAA shall continuously cause the promotion and development of noteworthy 

academic standard of the College via regular consultation with outside agencies, 

institutions, or programs similar to his/her own; and with the college deans on how best 

the academic programs can be improved; and with the subject area chairpersons and 

faculty members on how the academic activities can be carried out to the best interest 

and benefits of the students; and with the students on how their talents and potentials 

can be developed to its utmost; 

5.6 The VPAA shall submit a written quarterly report on or before the first week of the fourth 

month of the first three quarters to the College President on the progress of his/her 

program(s). 

 

6. Fifteen days before the commencement day exercises, the VPAA shall submit an Annual 

Report summarizing therein the first three quarterly reports and the remaining last quarter. 
 

7. The Annual Report shall be submitted to the College President for comment and/or 

approval before submitting to the President of the Philippines. 

 

4.2.3 The Vice-President for Research and Extension (VPRE) Office 

1. There shall be a Vice President for Research and Extension (VPRE) to be appointed by the 

College President and confirmed by the BOT. He/she shall be directly responsible to the 

College President for research and extension and other development projects including 

alumni affairs. 
 

2. The Term of Office of the VPRE shall be co-terminus with that of the 

College President without prejudice to the revocation of their designation before the 

expiration of their respective terms. 
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3. The duties and responsibilities of the VPRE are the general supervision 

and coordination of all units under his/her office. These include the following: 
 

3.1 Assist the College President in the day-to-day operation of the College particularly in the 

management and/or supervision of the research Center (RC) and Extension Services 

Center (ESC); 

3.2 Advise the College President on matters pertaining to research and development and 

extension of the College; 

3.3 Evaluate work performance of all Divisions Chiefs and Directors under his/her 

supervision and recommend to the College President appropriate personnel action; 

3.4 Sign as recommending approval on all requests, vouchers, payrolls, travels, leaves, 

appointments and designations, contracts, memoranda of agreement and sign daily 

time records, basic communications, and similar papers and certified 

expenditures/expenses incurred by his/her department/office; 

3.5 Prepare and recommend to the College President, for approval of the BOT, guidelines 

and policy proposals relative to research and extension matters; 

3.6 Prepare and recommend system and procedures for the smooth 
coordination among units/divisions and for the effective and efficient 
performance of different tasks and functions; 

3.7 Co-Chair the Research and Extension Council; and 
3.8 Perform such other functions that may be assigned to him/her by the College President. 

 
4.2.4 Other Offices of the School 

Research Services Office 

The Director for Research shall be directly responsible for providing direction in the implementation 

of research programs of the College, and shall oversee all the aspects of research at SSC. He/she 

shall advise and make recommendations to the College President through the Vice President for 

Research, Extension. Likewise, it shall work in tandem with the Office for Extension Services and the 

Office for Entrepreneurial and Auxiliary Services. 

Extension Services Office 

Quality Assurance Office  

The office takes charge of the in-house assessment and monitoring of the curricular programs of SSC 

in relation to the minimum standards of the CHED as provided in the CMOs.  

Office of the College Dean’s  

The office supervises teaching assignments of the faculty members, and the admission and 

classification of students in accordance with the policies, rules and regulations of the School.  
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Office of the Dean Student Affairs   

The office assists the SUC Vice President for Academic Affairs in promoting the programs, projects 

and activities of the Academic Affairs, and in promoting the welfare of and maintaining discipline 

among students. It further supervises and coordinates the operation of offices/units in-charge of 

student services.  

NSTP Office  

The office handles Civic Welfare Training Service (CWTS) and Literacy Training Service (LTS).  

Registrar’s Office  

The office processes students’ registration requests, maintains safe keeping of students lists, enforces 

the rules for entering or leaving classes, and keeps a permanent record of grades and marks.  

  

4.2.5 Administrative Services/Division Offices 

Financial Management Services Office  

Develops policies and procedural guidelines and recommends policies for the improvement and 

direction of the overall management and financial service functions of the School and monitors inputs 

and information on the supervision and coordination of program project development, human 

resource development, fiscal matters, innovations and inventions to ease administrative and financial 

problems.  

Production and Auxiliary Services Office  

Initiates, reviews and develops proposals and guidelines on income-generating projects consistent 

with the available resources of the different sectors of the School;  

Human Resource Management Office  

Prepares development plans and programs and identifies relevant training needs, seminar and 

workshop for the School personnel  

Records’ Office   

The office ensures records management activities, including maintaining, transferring and disposing, 

are performed in accordance with the DBM and the National Archives of the Philippines.  

 The functional descriptions of different offices are stated and approved by the BOR, along with the SSC 

Code.  
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Top Management 

 4.3 Job Descriptions  

Upon the hiring of an employee, his/her specific duties and responsibilities are indicated in the 

position description form (DBM-CSC Form No. 1). Copies of the job description are maintained in the 

201 file of the personnel and to the appointees pursuant to CSC MC # 24 series of 2017. Specific duties 

and responsibilities of the designated appointees are attached to their office memorandum.  

Likewise, in some important instances, designations were created to address the needs of the  

School.  

 4.4 SSC QMS Core Team  

4.3.1 SSC QMS Core Team Structure  

The team leading the implementation of the quality management system of the School is presented 

in the structure below: 
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4.3.2 QMS Core Team Roles and Responsibilities  

The QMS core team comprises of personnel from the different offices of the School to perform 

responsibilities and duties indicated in this manual.  

Top Management  

The top management is the President, Vice-President for Academic Affairs and Vice- President for 

Research and Extension whose main responsibilities and duties are defined as follows:  

a) Leads the establishment implementation, and monitoring of the QMS;  

b) Ensures effectiveness of the QMS through risk-based thinking;  

c) Establishes and communicates quality policy;  

d) Ensures that quality objectives are established;  

e) Communicates the importance of meeting customer requirements;  

f) Determines and provides necessary resources and ensures that they are adequately 

available;   

g) Attends team meetings; and,  

h) Conducts Management Review meetings.  

QMS Leader  

SSC has appointed a QMS Leader whose main responsibilities and duties are defined as follows:  

a) Oversees the establishment, documentation, and effective implementation of the QMS;  

b) Promotes risk-based thinking in overseeing the effectiveness of the QMS;  

c) Acts as liaison with external parties on matters relating to QMS;  

d) Ensures that procedures for IQA, Management Review, Corrective Actions are established 

and implemented;   

e) Attends team meetings; and  

f) Reports QMS performance to Top Management for review and continual improvement.  

QMS Secretariat  

SSC has appointed members of the QMS Secretariat whose main responsibilities and duties are 

defined as follows:  

a) Provides administrative support to successfully implement the QMS up to the 3rd party 

certification;  

b) Facilitates the delivery of specific outputs in line with the QMS;   

c) Attends team meetings; and,  

d) Plans and coordinates effective deployment and efficient use of human, financial, and 

other physical resources for the QMS.  
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Risk Management Team  

The School appoints the Planning Officer to lead the Risk Management Team whose main 

responsibilities and duties are defined as follows:  

a) Performs oversight function in ensuring that the established risk controls and related 

activities are consistently implemented;  

b) Plans and coordinates effective and efficient use of risk control tools;   

c) Attends team meetings; and,  

d) Ensures that risk-related information is maintained and retained.  

  

Training and Advocacy Team  

SSC appoints the Human Resource Management Officer as the head of the Training and Advocacy 

Team, the Board Secretary and OSSA whose main responsibilities and duties are defined as follows:  

a) Provides administrative support in terms of training and advocacy in the successful 

implementation and sustenance of the QMS  

b) Plans and coordinates effective deployment and efficient use of resources in-line with 

training and advocacy activities  

c) Attends team meetings; and,  

d) Plans and coordinates echoing/cascading sessions on QMS-related training. 

 

Knowledge Management Team  

The Knowledge Management Team is appointed to the School Records’ Officer, and MIS Officer 

whose main responsibilities and duties are defined as follows:  

a) Ensures that the requirements for maintaining and retaining documented information are 

established and implemented;   

b) Attends team meetings; and,  

c) Coordinates and oversees activities related to managing organizational 

knowledge.  

Quality Workplace Team  

SSC appoints the Director for Physical Plant and Facilities as the head of the team, the Supply Officer 

and the Auxiliary Services Director whose main responsibility and authority are described below:  

a) Ensures that the environment for the operation of processes are achieved;  

b) Conformity to service requirements are managed;  

c) Ensures consistent implementation of 5S programs, as applicable;  

d) Attends team meetings; and,  
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e) Monitors and assesses workplace cleanliness, orderliness, and safety.  

QMS Internal Audit Team  

The School appoints the Quality Assurance Officer of the School as the head of the team whose main 

responsibilities and duties are defined as follows:  

a) Determines conformance of the QMS to the planned arrangements and to the requirements 

of ISO 9001;  

b) Determines whether the QMS is effectively implemented and maintained;  

c) Provides input to management review regarding the results of audits;  

d) Attends team meetings; and,  

e) Keeps track of the implementation of the corrective and preventive actions for 

nonconformities raised during the audits.  

4.5 Top Management’s Leadership and Commitment  

SSC keeps on moving toward the realization of its mission to provide higher and advance quality 

education through research, instruction, production and extension programs responsive to the local 

and global challenges and demands through its innovative governance.    

It is the Management’s responsibility to fulfill its commitment, which is to ensure customer 

satisfaction, availability of resources and adherence to the quality policy by formulating QMS plans.  

It is also guaranteed that responsibilities and authorities are defined and communicated through the 

conduct of periodic management review.   

Specifically, the SSC Top Management provides evidence of its leadership and commitment to the 

development and implementation of the QMS and continual improvement of its effective delivery of 

quality education by:  

a. Taking accountability for the effectiveness of the QMS;  

b. Ensuring that the quality policy and quality objectives are established for the  

QMS and are compatible with the School context and strategic direction;  

c. Ensuring the integration of the QMS requirements into the School processes;  

d. Promoting the use of the process approach and risk-based thinking;  

e. Ensuring that the resources needed for the QMS are available;  

f. Communicating the importance of effective QMS and of conforming to the requirements;  

g. Ensuring that the QMS achieves its intended results;  

h. Engaging, directing, and supporting persons to contribute to the effectiveness of the QMS;  

i. Promoting improvement;   
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j. Ensuring that the integrity of the QMS is maintained when changes to the QMS are planned 

and implemented, provide educational leadership to support the sustainable implementation 

of the educational vision and related pedagogical and didactical concepts, and assign person(s) 

to assist such implementation, as appropriate;  

k. Establishing and maintaining a strategic plan for the organization;  

l. Ensuring that learners' educational requirements including special needs are identified and 

addressed; and,  

m. Supporting other relevant management roles to demonstrate their leadership as it applies to 

their areas of responsibility of research, instruction, production, extension, and administrative 

functions.  

  

4.6 Customer and Learner Focus  

The SSC Top Management ensures customer satisfaction by determining customer requirements, 

quality policies and objectives, continuous improvement goals and research and extension functions.   

  

This is attained by ensuring that:  

  

a. Client and applicable statutory and regulatory requirements are determined, understood, and 

consistently met;  

b. Risks and opportunities that can affect conformity of products and services and the ability to 

enhance customer satisfaction are determined and addressed; and,  

c. The focus on enhancing customer satisfaction is maintained.  

  

4.7 Policy Development  

All new offerings, policies and practices of SSC have to be carried out in a systematic manner 

according to the defined and documented policies and procedures that meet applicable legislative 

requirements. These policies also ensure that the needs of students, staff and stakeholders are met.   

The Administrative Council reviews the policies and endorses them to the Board of Regents for 

approval.  All policies of SSC emanated from the office where the specific policy is applicable and/or 

needed. Drafting of the said policies shall be initiated and be properly reviewed by the Committee 

assigned to do the drafting.  After its approval, the said approved policy shall be disseminated for 

implementation.   

The continual improvement of policies and procedures may result from the corrective and 

preventative action taken to ensure that observed deficiencies related to the operation of the QMS 

do not recur.  
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5 PLANNING PROCESS 

 5.1 Organizational Planning  

5.1.1 Strategic and Operations Planning  

The Strategic Planning is conducted every three years and is participated by the different stakeholders 

categorized per operation: Instruction, Research, Extension Administration and Production. Each 

group crafts its own plan with considerations to the external and internal needs and requirements. 

Consolidated plans are reflected in the long term and short term plans of the School. Guidelines from 

AO 25 or the RBPMS, SUC Levelling, DBM and CHED requirements serve as input.  These are used in 

the formulation of the operation plan including the result and evaluation of the previous year’s 

accomplishment.   

During the annual operation planning, PAPs and targets are set by each unit and serves as the School 

Annual Performance Target. These are cascaded to the various offices and reflected on their OPCR 

and serves as basis for the evaluation of its annual performance. However, to ensure that annual 

target and consistency of the plans will be met a quarterly reporting of its accomplishment is 

reported.  Overall accomplishment is reflected in the Annual Report.  

5.1.2 Risk and Opportunity Planning  

During the Strategic Planning and Management Review, SSC considers the internal and external issues 

through risk assumption and risk minimization through SWOT analysis, and the needs of the 

interested parties for the purpose of identifying future risks and opportunities.    

These are done to:  

a. Give assurance that the QMS can achieve its intended results;  

b. Enhance desirable effects;  

c. Prevent, or reduce undesired effects; and  

d. Achieve improvement.  

The identified risks are provided with possible solutions, which are incorporated into the School 

quality management system processes.  Opportunities are considered for possible continuous 

improvement of the School.  These solutions and opportunities are continually evaluated for its 

potential impact on the quality of products and services.  
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 5.2 Quality Objectives and Plan    

5.2.1 Strategic Performance Management System  

The School establishes quality objectives at relevant functions, levels and processes needed for the 

quality management system. The School Quality Objectives are based on the Organizational 

Outcomes set by the DBM and CHED. Other bases include the indicators found in the School SPMS 

and the joint circular issued by DBM and CHED pertaining State Universities and Colleges Levelling.   

These quality objectives are consistent with the quality policy of the School. These are continually 

measured during the annual planning process to determine if they meet the desired quality of 

products and services to meet customer satisfaction.  These are communicated, documented and 

updated based on the results of the evaluation.  

The objectives for the processes delivered by each functional area are identified and supported by at 

least one Performance Indicator (PI) measured to determine the  

process’ ability to meet the quality objective.  The specific quality objective for each process is defined 

in the Office Performance Commitment Review (OPCR) in conformity with the Strategic Performance 

Management System (SPMS).   

PIs are measured and gathered by operating units or other assigned personnel and are presented to 

the Performance Management Team during Performance Management Review. These data are 

analyzed by the Performance Management Team to recommend and make adjustments for long-

term continual improvement.  The review of the performance of these objectives is recorded in the 

Performance Management Review minutes.   

5.2.2 Planning of Changes  

  

The School reviews and controls changes of the different products and services to  the extent 

necessary to ensure continuing conformity with requirements. The possible changes are considered 

based on the risk and opportunities that could arise during the implementation process.    

These are presented to the Administrative Council for evaluation of:  

a) The purpose of the changes and their potential consequences;  

b) The integrity of its quality management system;  

c) The availability of resources; and  

d) The allocation or relocation of responsibilities and authorities.  

The deliberated changes are presented to the BOR for approval and communicated to the different 

interested parties through board resolutions and office memoranda.    
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The School retains the documented information describing the results of the review of changes, the 

person(s) authorizing the change, and any necessary actions arising from the review.     

6 SUPPORT PROCESS 

 

SSC determines and provides the resources needed for the establishment, implementation, 

maintenance and continual improvement of the QMS, in such a way that it sustainably enhances:  

a. Learner engagement and satisfaction through activities that improve learning and promote 

the achievement of learning outcomes;  

b. Educator and staff engagement and satisfaction through activities to improve educator 

competences to facilitate learning;  

c. Other beneficiary satisfaction through activities that contribute to the social benefits of 

learning.  

The organization shall determine and monitor which resources shall be provided by:  

a. Internal providers, and  

b. External providers.  

The organization shall ensure that a variety of accessibility requirements are anticipated.  

 6.1 Student Support Services  

 The maintenance of a healthy social relationship through varied services is handled by the Office of 

Student Services and Affairs.  The student services, offered to facilitate the optimum development of 

the students’ potentials, are provided in accordance with the Student Handbook.  

The basic Student Services that are provided to serve the well-being of the students include the 

following offices:             

  

a. Information and Orientation Services  - Office of Student Services and Affairs  

b. Guidance and Counseling Services - Counseling and Guidance Unit  

c. Career and Job Placement Services - Counseling and Guidance Unit  

d. Economic Enterprise Development - Office of Student Services and Affairs  

e. Student Handbook Development - Office of Student Services and Affairs  

f. Admission Services - Counseling and Guidance Unit  

g. Scholarships and Financial Assistance (SFA) - Scholarships and Financial  

Assistance Office  

h. Food Services - Medical Health Unit  

i. Health Services - Medical Health Unit  
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j. Safety and Security Services - Safety and Security Services Office  

k. Student Housing and Residential Services - Office of Student Services and  

Affairs  

l. Multi-Faith Services - Office of Student Services and Affairs  

m. Foreign/International Student Services - Office of Student Services and Affairs  

n. Services for Students with Special Needs and Persons with Disabilities - Office of Student 

Services and Affairs  

o. Cultural and Arts Programs - Cultural and Arts Office  

p. Sports Development Programs - Sports Development Office  

q. Social and Community Involvement Programs - Office of Student Services and  

Affairs  

r. Library Services – Library  

    

6.2 Financial Resource Management   

6.2.1 Budget  

The School ensures that its financial resources are properly allocated through the conduct of annual 

planning and internal budgeting involving operating units. The budget preparation processis handled 

by the Budget Office and Planning Office in coordination with the DBM and participated by various 

stakeholders. A separate budget forum is conducted so that different offices could identify their 

priority programs, projects, and activities in cognizance of the allotted budget.  The approved budget, 

including the update of its utilization, is reflected on the School website.  This is also monitored and 

reported to DBM on a quarterly basis. Slippage on the utilization are evaluated by DBM, the results 

of which become the basis for the corrective and preventive measures to be done through catchup 

plans.      

6.2.2 Accounting  

Reports of all financial transactions are reported on a quarterly basis and posted on the School 

Website - Transparency Seal. Findings made by the internal regulatory body are acted upon through 

corrective measures and addressed immediately to ensure that financial resources are properly and 

legally dispensed. The Accounting Office serves as the control office to ensure that all financial 

transactions are expended within the prescribed period and in accordance with the COA and DBM 

rules. 
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6.2.3 Cashiering 

The disbursing and receiving of all financial transaction are handled by the Cashier’s Office. All 

transactions are provided with documented proof to ensure that compliance with all regulatory, 

statutory and customer requirements are satisfied. Reports of all cashier transactions are reported 

and communicated on a quarterly basis and continual improvement is implemented.  

 

 6.3 Human Resource Management  

 6.3.1 Recruitment, Hiring and Selection  

The Top Management hires persons who possess the necessary qualifications and competencies for 

any vacant position. As a minimum, the SSC follows the guidelines and requirements set by the Civil 

Service Commission’s Recruitment Procedure. For designated positions, selection is based from the 

established guidelines and criteria for the position.   

Human Resources shall include the following as applicable:  

a. Staff employed by the organization;  

b. Volunteers and interns working with or contributing to the organization;  

c. Staff of external providers working with or contributing to the organization.  

The preliminary screening of applicants in consideration of educational qualifications, eligibility, 

training and/or experience, personality, or any other relevant maters are handled by the HRM Office.  

Based on the initial screening, the qualified applicants are scheduled for a final interview and actual 

teaching demonstration (for teaching applicants) with the members of the Human Resource Merit 

Promotion and Selection Board (HRMPSB). The HRMPSB deliberates and determines the most 

qualified applicants.  The Chairperson of HRMPSB recommends the qualified officials to the SUC 

President for appropriate action. Upon selection, the most qualified applicants receive the notice for 

the completion of pertinent documents for appointment.  

6.3.2 Competency Development and Awareness  

Sulu State College School a) determines people’s competence that affects the performance and 

effectiveness of the QMS; b) ensures that these persons are competent on the basis of appropriate 

education, training, or experience; c) where applicable, takes actions to acquire the necessary 

competence, and evaluate the effectiveness of the actions taken; and d) retains appropriate 

documented information as evidence of competence.  
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SSC determines the necessary competence for personnel based on experience, skills, training and 

education.  Training is provided as a result of the training needs survey/analysis conducted annually. 

The evaluation of the training effectiveness is done through a standard assessment form. Regular 

meetings are conducted in different colleges and external campuses on the awareness and the 

achievement of the School objectives and goals. Awareness of quality policy is ensured during hiring 

of new personnel.  

Where applicable, the School undertakes the faculty and staff development program to enhance 

necessary competencies and to evaluate its effectiveness.  The faculty and staff development 

program includes support for personnel’s continuing professional development, mentoring and 

coaching, or re-assignment of currently employed personnel. Applicable awareness activities and 

subsequent communication ensure that the people within the School are aware of the following: a. 

Quality policy;  

b. Relevant quality objectives;  

c. Their contribution to the effectiveness of the management system, including the benefits of 

improved performance; and  

d. Implications of non-conformity with the quality management system requirements.  

  

  

6.3.3 201 Files Maintenance  

Records of personnel education, training, skills and experience shall be maintained in the 201 

files/Personnel Data file.     

 6.4 Infrastructure Resource Management  

6.3.1 Office Facility, Equipment and Vehicles  

It is the policy of SSC to determine, provide and maintain safe infrastructure needed to produce 

products and deliver services required by the customers. The School infrastructure are suitable for 

the personnel to support learners’ development of knowledge, skills and attitudes. The infrastructure 

shall include, as appropriate, indoor or outdoor facilities for:  

a. Teaching;  

b. Self-learning;  

c. Conducting research;  

d. Implementing knowledge;  

e. Rest and recreation; and,  

f. Subsistence.  
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Specifically, SSC infrastructure includes:  

a. Buildings and grounds  

b. Equipment (including hardware and software)   

c. Classrooms  

d. Function rooms/Meeting rooms  

e. Workstations;  

f. Training or conference facilities;  

g. Customer receiving areas;  

h. Library;  

i. Laboratory;  

j. Transportation service;  

k. Computer Center;  

l. Clinic;  

m. Dormitories;  

n. Internet and intranet facilities;  

o. Project management and other software;  

p. Storage facilities; and,  

q. Areas for auxiliary services such as Cafeteria/Food Centers  

r. Animal and farm productions.  

The repair and maintenance of office equipment are undertaken by the Supply Office through the 

implementation of the maintenance program for office equipment and vehicle, which includes the 

identification of periodic maintenance schedule for the following:  

a. Vehicles;  

b. Air-conditioning unit; and,  

c. Generator.  

In case of breakdown, the minor/major repair based on the request and maintenance activities are 

monitored based on warranty and insurance coverage.  However, some equipment may need 

replacement, instead of repair due to economical reason.    

The repair and maintenance of physical plant is undertaken by the Physical Plant and Facilities Office 

through the implementation of the maintenance program for building and facilities, which includes 

the quarterly programming of repairs and construction, as necessary.  In case of defects, the 

minor/major repair is based on the inspection findings and request of end users. The program of 

works and budget is prepared and submitted for approval, then consolidated by the BAC Secretariat 

for procurement.  
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The project implementation starts upon awarding and contract signing.  The monitoring of the project 

is done through ocular inspection and is reported to the SSC President for status updating and/or 

applicable action.  

6.3.2 ICT Applications, Network, Internet Usage and Equipment  

The Management Information System (MIS) manages and ensures proper monitoring of Information 

and Communication Technology (ICT) applications, network, internet usage and equipment to 

support the School.  

Data management and the appropriate information system in different office transactions are 

ensured in upholding the integrity, reliability, availability, confidentiality and efficiency of the IT 

resources. The organizational needs are identified to serve as a basis in recommending programs for 

system development and enhancement.  

MIS standard procedures for system purchases, services, security, disaster recovery, etc. are 

implemented to ensure consistency of the service delivery.  Specifically, the ICT infrastructure of the 

School is maintained to:  

a) Ensure proper monitoring of Information and Communication Technology or ICT applications, 

network, internet usage and equipment to support the School.  

b) Uphold the integrity, reliability, availability, confidentiality and efficiency of the IT resources.  

c) Develop network specifications and installation of LAN/WAN and other networks and manage 

components (servers, IP’s)  

d) Evaluate network performance issues including availability, utilization, throughput, good 

output, and latency  

e) Maintain network performance through network monitoring and analysis, performance 

tuning, troubleshooting network problems, and escalating problems to vendor, developing, 

testing, evaluating, and installing enhancements.  

f) Manage ICT applications through monitoring and analysis, escalating problems and installing 

enhancements.  

g) Protect the value of organization by monitoring security of information and by utilizing 

skills in data management.    

6.5 Work Environment Resource Management  

  SSC determines, provides and maintains the necessary environment conducive to learning and work.  

It is the policy of SSC to promote the well-being, satisfaction and motivation of its officers and staff 

with the objective of establishing a quality work-life balance to enable them to work more effectively 

and efficiently. The GAD program is implemented in compliance with RA No. 9710 section 13.  
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The SSC work environment promotes teamwork through sharing of technologies and inter-office 

collaboration. The environment supports work and learning by defining workstation, and by 

formulating and observing quality workplace standards.  

To ensure safe environment, the Security Office conducts security inspection, CCTV monitoring, 

grounds roving, and property safeguarding at all times.  To ensure quality workplace is maintained, 

the practices of 5S Good Housekeeping are adapted.  

The School complies to environmental regulations such as PD No. 1096 (the National Building Code) 

and IRR of BP344 (provision of  PWD-friendly facility), RA No. 9003 (Waste Segregation Act), Fire Code 

(provision of fire safety facilities and practices) and RA No. 921, section 6 (designated smoking and 

non- smoking areas). Refer to 5S Workplace Standard and Annex- Safety and Security Plan  

  

 6.6 Organizational Knowledge Resource Management  

 Sulu State College School determines the knowledge necessary for the operation of its processes and 

to achieve conformity of products and services. The SSC encourages exchange of knowledge between 

all educators and staff, particularly amongst peers.  This knowledge is maintained and made available 

to the extent necessary.   

Organizational knowledge and information of SSC may be obtained from:  

a. Internal sources, such as administrative and management of learning records, student records, 

lessons learned from successes and failures in instruction, feedback from subject matter experts, 

intellectual property, knowledge gained from experience, and  

b. External sources such as standards as indicated in statutory and regulatory issuances, academe, 

conferences, or information gathered from clients or suppliers in the form of feedbacks.   

When addressing changing needs and trends, SSC considers its current knowledge and determines 

how to acquire or access any necessary additional knowledge and required updates.  The School 

provides learning resources as appropriate and make them available where and when needed.  

The learning resources shall, as appropriate:  

a. Reflect the needs and requirements of learners, other beneficiaries and educators;  

b. Be reviewed at planned intervals to ensure they are up to date;  

c. Be catalogued and referenced.  

SSC respects intellectual property requirements and encourages reusability of resources. 
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 6.7 Communications Management  

Sulu State College School has determined the internal and external communications relevant to the 

quality management system, including:  

a. On what it will communicate; (information to be communicated);  

b. When to communicate; (frequency of the communication);  

c. How to communicate; and   (delivery method of the communication); and,  

d. Who communicates (responsible for the communication).  

  

SSC determines and implements effective arrangements for communicating with learners and other 

interested parties in relation to, but not limited to:  

a. Institutional policy;  

b. Objectives and strategic plan;  

c. Design, content and delivery of educational products and services;  

d. Inquiries, application, admission, or registration;  

e. Learners' performance data, including results of formative and summative assessment; and  

f. Learner and interested parties’ feedback, including learner complaints and   

g. Interested Parties’ satisfaction surveys.  

  

 6.8 Documented Information Management  

Sulu State College School controls documented information in any type of form or medium 

conforming with the procedure on control of documented information.  When creating and updating 

documented information from internal and external sources. The School ensures appropriate:  

a. Identification and description (e.g. title, date, author, or reference number);  

b. Format (e.g. language, software version, graphics) and media (e.g. paper, electronic); and  

c. Review and approval for suitability and adequacy.  

Documented information required by the quality management system and by ISO 9001:2015 are 

controlled to ensure:  

a. Availability and suitability for use, where and when it is needed; and  

b. Protection from loss of confidentiality, improper use, or loss of integrity.  

SSC has established and maintained a documented procedure which defines the control necessary 

for the creation, maintenance, use, retention and disposal of records. All documents included in the 

QMS are reviewed and approved by authorized personnel prior to use and distribution. Quality 
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records are stored and retained for easy retrieval in the storage facilities that provide a suitable 

environment to prevent damage, deterioration or loss. Retention periods of quality records and 

records disposition schedules are established, recorded and maintained in accordance with the 

National Archives of the Philippines (NAP) Act.  

6.9 Income Generating Project Management  

  The SSC Project Management System consists of the different stages of the project from 

conceptualization, contracting, project mobilization, implementation and closure. Each stage of 

project management covers sub-activities that may be undertaken to meet the requirements of the 

subsequent activities. The start and end of the stages may overlap depending upon the nature of the 

project and the requirements of customers. The interfaces and interrelationships of the stages of SSC 

Project Management System is Illustrated in the figure.  

 

 

 

The SSC Project Management System  
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 6.10 Procurement and Supply Management  

 6.10.1 Procurement  

The SSC procurement process is governed by the provisions of RA No. 9184, 2016 edition and its 

revised IRR. The Procurement Unit is responsible with the purchase of supplies/materials/equipment 

and fixed-assists regardless of the mode of procurement.   

An Annual Procurement Plan (APP) is prepared for supplies, materials, and equipment in order to 

properly plan purchases, prevent overstocks, and minimize frequent emergency purchases.  The APP 

is consolidated from the Project, Procurement Management Plan (PPMP) of all operating units. Each 

unit submits the PPMP of the ensuing year, which indicates the itemized list of supplies, materials 

and equipment based on allocation from the Budget Office.   

The Procurement Unit maintains a list of Accredited Suppliers to lessen time spent on the pre-

qualification process for small value purchases. The procured supplies, materials, and equipment are 

inspected by the assigned inspectorate committee or Technical working group for the conformity in 

the PO/Contract, the required specifications and good order and conditions. Receipt and date of 

receipt of item/s delivered are duly acknowledged by the Supply Officer. Inspection and acceptance 

report (IAR), Requisition and issuance slip (RIS), Inventory custodian slip (ICS) and Property 

Acknowledgment Report (PAR) are signed by the end-user prior to releasing of the procured items. 

The List of Accredited Suppliers is regularly updated based on supplier’s performance gauged using 

the External Provider Feedback Evaluation Form.  

6.10.2 Supply Management  

The issuance of supplies/materials/equipment is accounted for by recording the Receipt, Issuance, 

and Utilization of Supplies, Materials & Equipment, handled by the responsible personnel in the 

Supply Office. The monitoring of stock on hand is through recording in stock bin cards and stock cards 

of the receipt and issuance of each class of item by the Warehouseman/Storekeeper. The stock card 

serves as guards against overstocking of supplies and materials. All receipt and issuance of supplies 

and the balance on hand are updated through annual physical inventory. The bases for recording the 

receipts and issuance shall be the DR and the RIS respectively.  The segregation of procured goods 

and first-in-first-out are some of the good warehousing practices implemented.  

The Supply Officer maintains the Property Card for each class of PPE reflecting the date of acquisition, 

description, custody, estimated life expectancy, depreciation, disposal, and other information about 

the PPE based on the source of documents and PAR.   
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Property Management  

The accounting of issuance includes the proper reconciliation of property and accounting records. 

Any discrepancies in the bid cards versus actual inventory count are noted for further investigation 

and if necessary, coordinated with the stock/property clerk to settle the differences.  

 

7        OPERATIONS  

 7.1 Operation Planning and Control  

Sulu State College School plans, implements and controls the processes needed to meet the 

requirements for the provision of products and services by:  

a) determining the requirements for the products and services;  

b) establishing criteria for the processes and the acceptance of products and services;  

c) determining the resources needed to achieve conformity to the product and service 

requirements;  

d) implementing control of the processes in accordance with the criteria; and  

e) determining and keeping documented information to the extent necessary to have confidence 

that the processes have been carried out as planned and to demonstrate the conformity of products 

and services to their requirements.  

SSC plans the design, development, and expected outcomes of the educational products and services, 

including:  

a. Learning outcomes;  

b. Teaching methods and learning environments;  

c. Criteria for learning assessment;  

d. Conduct of Learning assessment;  

e. Improvement procedures; and  

f. Support services.  

The output of this planning is in a form suitable to Sulu State College 

School’s method of operations. The institution ensures that outsourced processes are controlled.  
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 7.2 SSC Program Design and Development  

The School applies controls to the design and development of the program by ensuring that:  

a. The purpose and scope of the course or program is defined based on learners’ needs;  

b. Requirements for further study or work, including prerequisites, if any, are specified;  

c. The characteristics of the learners are defined;  

d. The course or program can meet the requirements of the purpose and scope taking into account 

the characteristics of the learners;  

e. The characteristics of the graduate profile are defined.  

   

 7.3 SSC Curriculum Design and Development  

 All curricular offerings in the School are based on CHED’s Policies, Standards and Guidelines (PSG). 

However, the School shall enrich its offerings to reflect its uniqueness and autonomy.   

Curriculum revisions may be done every four (4) to five (5) years depending on research results, 

assessment results, and CHED issuances. Curriculum revisions shall be subject to the 

recommendations of the School Academic Council which shall be endorsed by the Council for 

approval by the Board of Regents.   

The implementation of a revised curriculum covers only the first year students of the succeeding 

school year where the Revised Curriculum was approved by the Board of Regents.   

SSC applies controls to the design and development of the curriculum by ensuring that:  

a. Learning outcomes are consistent with the scope of the course or programed and are described 

in terms of the knowledge, skills and attitudes that learners should acquire by completing the 

curriculum; including an indication of the level to which the knowledge, skills and attitudes will 

be achieved; and are specific, measurable, achievable, relevant and time-bound;  

b. Learning activities are suitable to the method of educational delivery; appropriate for ensuring 

achievement of the learning outcomes; and are specific, measurable, achievable, relevant and 

time-bound;  

c. All resources necessary to successfully complete the learning activities are defined; and,  

d. Adequate opportunities for learners to take an active role in creating the learning processes, 

formative assessment and feedback are included in the learning design.  
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 7.4 SSC Instruction  

 7.3.1 Admission of Learners  

This refers to the services where a new student or transferee is evaluated and admitted into the 

School. An applicant for admission should pass the requirements set by CHED, the School and the 

program where he/she intends to enroll.  SSC ensures that before learners are admitted, they are 

provided with:  

a) Adequate information that takes into account organizational requirements and professional 

standards, as well as the organization’s commitment to social  

responsibility;  

b) Adequate and clear information about the intended learning outcomes, career perspectives, 

didactical and pedagogical approaches, participation of the learners in the educational process, 

admission criteria and costs of the educational product or service.  

The Admission Office conducts the Standardized Entrance Examination, the results of which 

determine the student’s qualifications to the chosen degree program. The SSC process for the 

admission of learners includes the established admission criteria which conform to:  

a. Regulatory and organizational requirements;  

b. Requirements from the professional field; and  

c. Requirements due to the content of the program and/or pedagogical approach;  

The Admission Office ensures that admission criteria and processes are applied uniformly for all 

learners and are publicly available. The office also ensures the traceability of each admission decision 

and retains documented information for a specific amount of time as evidence of admission decisions.  

  

7.3.2 Teaching  

Each department has a compilation of subject syllabi. Two weeks before classes start, each faculty 

member submits a syllabus for every subject assigned to him/her. The submitted syllabi are reviewed 

by the department head and are approved by the Vice President for Academic Affairs. These approved 

syllabi are the bases for the actual delivery of instruction within the scope indicated in the document.  

  



  

Page 48 of 56 

 

7.3.3 Learning Assessment  

At the beginning of the semester, faculty members orient students on the criteria for the grading 

system adopted in the School. The bases of the grades include cognitive (40%), psychomotor (50%), 

and affective (10%) domains.   

SSC ensures that learning assessment involves:  

a. methods to detect plagiarism and other malpractices;  

b. traceability of grades, such that an objective connection can be identified between the 

learner work presented and the grade assigned;  

c. a clear link between the assessment design and the learning outcomes it is intended to 

assess;  

d. transparency, accessibility, respect to the learner and fairness in assigning grades;  

e. evidence for the grades assigned.  

  

7.3.4 Graduation  

Once a graduating student satisfies all the requirements for graduation, the Registrar evaluates the 

student's academic records. The registrar recommends the candidate for graduation to the Academic 

Council, and is confirmed by the Board of Regents before graduation. The Diploma and the Official 

Transcript of Records are then issued to the graduate.  

  

 7.5 SSC Research and Development Services  

 The School undertakes the implementation of research and development programs towards the 

generation or development, verification, piloting and commercialization of priority technologies and 

economically feasible, socially acceptable and environmentally sound agricultural enterprises.   

The Research and Development Services Office, a service unit under the supervision of the 

Director for Research and Development Services, works in tandem with the Office of Extension 

Services in the delivery of research and extension projects and programs.   

Specifically, the research process comprises of:  

1. Submission of Research Proposal  

2. Evaluation of the Research Proposal and Revision  

3. In-House Review (Final Proposal Review) and Final Revision  
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4. Research, Development and Extension Center (RDEC) Endorsement to Administrative 

Council (ADCO)  

5. Research and Development Council (RDC) Endorsement to BOT  

6. Deliberation and Action of the BOR  

7. Signing of Contract and Implementation  

8. Periodic Monitoring and Submission of Progress Report  

9. Submission of Final Terminal Report  

10. Evaluation and Final Review  

11. Patent Registration  

12. Publication   

The research outputs are utilized for the improvement of teaching and learning processes.  The 

matured technology ready for adoption by the community is provided to the Extension Service 

for utilization in their programs and projects.    

Furthermore, research outputs of personnel with potential technological and industrial 

application are marketed to entities with capability to provide capital and commercially produce 

such outputs through contracts and license agreements undertaken in the production/income-

generating projects (IGP). In such a case, the IGP process will take effect.   

The Research Development process is dynamic as it adapts to the changing policies of the School and 

that of the national research system.   

   

 7.6 SSC Extension and Community Services  

 Republic Act 7722, otherwise known as Higher Education Act of 1994, mandates all State Universities 

and Colleges (SUCs) to respond to the call for societal transformation. The aim is to serve the poorest 

of the poor, the less privileged, the deprived and oppressed.  

The School Extension Council serves as the policy making body of the extension programs and 

projects.  The Extension Office packages and disseminates information technology researches in 

agricultural, homemaking technology and livelihood entrepreneurship, socio-cultural, health and 

instructional procedures, etc.  Likewise, they conduct education classes and other nonformal 

education in literacy and livelihood skills for community development.  SSC undertakes the extension 

and community services by implementing the following processes:  
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7.6.1 Extension Project Planning  

The programs for extension and community services are designed based on the needs of the 

community as a guidepost for poverty reduction and empowerment of the poor and vulnerable.  The 

national and regional thrusts and mandates are considered in setting priorities and agenda, which are 

then translated into action plans and extension proposals.  

  

7.6.2 Extension Proposal and Contract Development  

Extension coordinators from different department units develop their Extension Program/Project 

Proposals in accordance with the general extension guidance and established priorities.  The 

proposals are prepared using the standard format and are submitted to the academic head and the 

School Extension Services Director.  Requests coming from the community are reviewed by the SSC 

President and the Director of Extension Services for action.  

The model/pilot projects are selected based on the technology needs assessment.  The project design 

is documented, monitored and evaluated before being recommended for dissemination and 

adoption.  When providing training, the design is based on the felt needs and interest of the target 

group identified by the extension officers in coordination with the LGUs, GOs, and NGOs.  Agreements 

with the stakeholders are captured in the contract.  

  

7.6.3 Extension Project Monitoring and Evaluation  

The field trial on research extension technology is being given to the external clients for possible 

awareness and interest for adoption.  Once it is proven, the technology can be partially or fully 

adopted by the external clients by bringing the technology to their doorsteps through trainings and 

seminars for productivity and profitability.   

  

7.6.4 Extension Project Adoption and Publication  

Upon the proponent’s development of proposal, the Extension Services Director identifies the 

funding source. The available and mature technologies are then identified for dissemination, 

monitoring and evaluation.  
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8      PERFORMANCE EVALUATION PROCESSES  

 To ensure that the QMS is being implemented, the School undertakes different performance evaluation 

processes. To do so, SSC determines:  

a. What needs to be monitored and measured;  

b. The methods for monitoring, measurement, analysis and evaluation needed to ensure valid 

results;  

c. When the monitoring and measuring is performed;  

d. When the monitoring and measurement results are analyzed and evaluated.  

SSC evaluates the performance and the effectiveness of the quality management system and retains 

applicable documented information as evidence.  

8.1 Customer Satisfaction  

SSC monitors customers’ perceptions of the degree to which their needs and expectations have been 

fulfilled. The School determines the methods for obtaining, monitoring and reviewing this 

information. 

8.2 Analysis and Evaluation  

The School analyzes and evaluates appropriate data and information arising from the monitoring and 

measurement activities. The results of analysis are used to evaluate:  

a. Conformity of products and services;  

b. The degree of customer satisfaction;  

c. The performance and effectiveness of the quality management system;  

d. The degree of planning implementation;  

e. The effectiveness of actions taken to address risks and opportunities;  

f. The performance of external providers; and  

g. The needs for improvements. 
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8.3 Audit  

SSC conducts internal audits at planned intervals to provide information on whether the quality 

management system:  

a. Conforms tothe requirements of SSC’s QMS and to the ISO 9001:2015  

standard;  

b. Is effectively implemented and maintained.  

To support the internal audit process, SSC:  

a. has planned, established, implemented and maintained an audit program including the 

frequency, methods, responsibilities, planning requirements and reporting, taking into 

consideration the importance of the processes concerned, the changes affecting SSC, and the 

results of previous audits;  

b. has defined the audit criteria and scope of each audit;  

c. has selected auditors and conducts audits to ensure the objectivity and the impartiality of the 

audit process;  

d. ensures that the results of the audits are reported to relevant management;  

e. takes appropriate correction and corrective actions without undue delay; and  

f. retains documented information as evidence of the implementation of the audit program and 

the audit results.  

  

The audit results are recorded and brought to the attention of the personnel having responsibility in 

the audited area.  The management responsible in the area takes appropriate correction and 

corrective actions without undue delay.  

  

Follow-up activities are conducted to verify and record the implementation and effectiveness of the 

actions taken.  The summary of audit and results of verification activities are reported to Top 

Management during Management Review.  

  

8.4 Management Review  

The Top Management reviews SSC quality management system at planned intervals to ensure its 

continuing suitability, adequacy, effectiveness and alignment with the strategic direction of SSC. 

Management review is planned and carried out taking into consideration:  

a. The status of actions from previous management reviews;  

b. Changes in external and internal issues that are relevant to the quality management system;  
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c. Information on the performance and effectiveness of the quality management system, including 

trends in:  

1. customer satisfaction and feedback from relevant interested parties;  

2. the extent to which quality objectives have been met;  

3. process performance and conformity of products and services;  

4. nonconformities and corrective actions;  

5. monitoring and measurement results;  

6. audit results;  

7. the performance of external providers;  

8. the adequacy of resources;  

9. the effectiveness of actions taken to address risks and opportunities, and  

10. opportunities for improvement.  

The outputs of the review include decisions and actions related to:  

a. Opportunities for improvement;  

b. Any need for changes to the quality management system; and  

c. Resource needs.  

  

The School retains documented information as evidence of the results of management reviews.  

  

9  IMPROVEMENT PROCESSES  

9.1 Control of Nonconforming Products and Services  

SSC ensures that outputs that do not conform to its QMS requirements are identified and 

controlled to prevent their unintended use or delivery. The School takes appropriate action 

based on the nature of the nonconformity and its effect on the conformity of products and 

services. This also applies to nonconforming products and services detected after delivery of 

products, during or after the provision of services. SSC deals with nonconforming outputs in one 

or more of the following ways:  

a. Correction;  

b. Corrective Action;  

c. Segregation, containment, return or suspension of provision of products and services;  

d. Informing the customer; and  

e. Obtaining authorization for acceptance under concession.  
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Conformity to the requirements are verified when nonconforming outputs are corrected. The 

School retains documented information that:  

a. Describes the nonconformity;  

b. Describes the actions taken;  

c. Describes any concessions obtained; and  

d. Identifies the authority deciding the action in respect of the nonconformity.  

9.2 Improvement  

SSC determines and selects opportunities for improvement and implements any necessary 

actions to meet customer requirements and enhance customer satisfaction. These include:  

a. Improving products and services to meet requirements as well as to address future needs 

and expectations;  

b. Correcting, preventing or reducing undesired effects; and  

c. Improving the performance and effectiveness of the quality management system.  

  

9.3 Nonconformity and Corrective Action  

When a nonconformity occurs, including any arising from complaints, the School:  

a. Reacts to the nonconformity and, as applicable: takes action to control and correct it and/or 

deals with the consequences;  

b. Evaluates the need for action to eliminate the cause(s) of the nonconformity, so that it does 

not recur or occur elsewhere by: reviewing and analyzing the nonconformity; determining 

the causes of the nonconformity, and determining if similar nonconformities exist, or could 

potentially occur.  

c. Implements any action needed;  

d. Reviews the effectiveness of any corrective action taken;  

e. Updates risks and opportunities determined during planning, if necessary; and  

f. Makes changes to the quality management system, if necessary.  

Corrective actions are appropriate to the effects of the nonconformities encountered. SSC 

retains documented information as evidence of:  

a. The nature of the nonconformities and any subsequent actions taken; and  

b. The results of any corrective action.  
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9.4 Continual Improvement  

The School continually improves the suitability, adequacy and effectiveness of the quality 

management system. SSC considers the results of analysis and evaluations, as well as the 

outputs from the management review. Through these, the School’s needs and opportunities are 

determined to ensure continual improvement. 
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