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Ananda Marga Special Academic Institution (AMSAI)-Maharlika  
is an affiliation of the Ananda Marga Board of Education—an internation-

al educational network of schools and institutes engaged in teaching, 
research and service. It spans over fifty countries with over 1000 kinder-

garten, primary schools, secondary schools, colleges and children’s 
homes that have been established over the past 50 years.  

 
AMSAI Education is grounded on the holistic philosophy of Neo-

humanism which stands for “the practice of love for all creation including 
plants, animals and the inanimate world” as propounded by the Indian 
philosopher-seer Shrii Shrii Anandamurtijii. The education imparted in 
these schools and institutes schools and institution is known as Neo-

humanist Education (NHE).  
 

Aims and Ideals of Neo-Humanist Education 

a. To develop the full potential of each child: physical, mental and 
spiritual; 

b. To awaken a thirst for knowledge and love for learning; 

c. To provide every individual the best environment to know one's 
gift, harness that gift, and share it to the world; 

d. To instill a strong moral base; 

e. To develop physical and mental well-being through yoga and con-
centration techniques, sports and play; 

f. To develop a sense of aesthetics and appreciation of culture 
through drama, dance, music, and the arts; 

g. To promote an awareness of ecology in its broadest sense: i.e. the 
realization of the inter-connectedness of all things, and to encour-
age respect and care for all living beings; 

h. To encourage a universal outlook, free from discrimination based 
on religion, race, creed or sex; 

i. To recognize the importance of teachers and parents in setting an 
example; 

j. To train the learners as per talent. 

(AMSAI)-MAHARLIKA,  INC.  
BASIC EDUCATION DEPARTMENT 
N E O - H U MA N I ST  E D U C A T IO N  

 AIMS AND IDEALS OF AMSAI CERTIFICATE OF APPROVAL OF THE BOARD OF TRUSTEES   
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Our Vision 
 

With Neo-humanist outlook of love and mutual respect for all, AMSAI 
extends its growth mindset beyond the requirements of the State Curric-

ulum, to ensure that students are equipped with the social, emotional, 
spiritual and academic skills required to become conscious and com-

passionate human beings who will make benevolent contributions to the 
world. 

  
 
 
 

Our Mission 
 

AMSAI commits to create a learning environment where students feel 
loved and respected, while employing methods for them to develop ho-

listically, and creating opportunities to empower them to develop a 
strong sense of self that is capable , confident, and life-long learners 

driven to share their gifts to the world. 
 
 
 
 

Our Values 
 

Idealism 
Moral Responsibility 
Pursuit of Excellence 

Social Responsiveness 
Universal Outlook 

 

(AMSAI)-MAHARLIKA,  INC.  
BASIC EDUCATION DEPARTMENT 
N E O - H U MA N I ST  E D U C A T IO N  
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I  

DEFINITION AND GENERAL RESPONSIBILITIES  
 
 
1.1. Definition 
Academic teaching personnel are faculty members who are hired to 
design an  effective teaching-learning environment and facilitate class-
room, laboratory,  clinical and community instructions on a regular basis. 
They are expected to  continually participate and collaborate in the 
Institution’s pursuance of its  Vision-Mission. They are expected to possess 
the basic delivery competencies  that will produce health professionals 
who are innovative, research-oriented,  transformative, collaborative 
and compassionate nurturers of life. 
 
1.2. Duties and Responsibilities 
An AMSAI educator believes that education is a mission and instruction 
infused  with  NEO-HUMANIST core value, and exemplifies commitment 
and passion to  develop learners to become empowered individuals, 
who will serve rather than dominate, especially the marginalized: 
1.2.1. Perform Complex Pedagogical Duties which include: 
 1.2.1.1. Designing an effective teaching-learning environment 
 A primary duty is to design an effective, safe and engaging 
 teaching learning environment appropriate for 21st century 
 classroom. It  includes developing syllabi and  instructional 
 designs that show  accurate alignment of learning compe tencies, 
 standards, session  content/topics, teaching-learning activities/
 strategies, re sources and  assessment tools. 
 
 1.2.1.2. Facilitating instructions 
 A primary activity in the institution, this is understood to mean  the 

act of facilitating the acquisition of knowledge, skills and  attitude 
geared towards the development of learners who are  compas-
sionate, analytical, innovative, self-directed and solution  seekers. 
 Furthermore, the function of facilitating the process of  learning 
 includes, but are not limited to, the following: classroom  and la-
boratory/community instructions; supervision or  preceptorship; 
conferences, mentoring and/or tutorial activities; and  indirect 
teaching activities which include collaborating laboratory  activi-
ties and other related activities with co-facilitators. 

 1.2.1.3. Assessing students’ performance 
 An essential competency is the ability to design and use appropri-

ate  and varied formative, diagnostic and summative assessment 
tools  that will appropriately measure expected learning out-

I DEFINITION AND GENERAL RESPONSIBILITIES DEFINITION AND GENERAL RESPONSIBILITIES I 



 

3 

comes. It  includes developing exams, designing performance 
tasks and rubrics, providing timely feedback, and computing of 
grades. 

1.2.2. Engage in Research and Other Scholarly Works 
A faculty member is encouraged to engage in scientific studies  a n d  
other scholarly works. These may include basic and applied research,  
publication of articles, monographs, books, seminar papers, feasibility  
studies, creative works and other outputs related to professional  activi-
ties. 
1.2.3. Engage in Institution and Community Service 
To be an agent of constructive social, economic, moral, intellectual,  
cultural and political change within the institution and the  c o m m u n i t y  
(Batas Pambansa Bilang 232, 1982) and to promote and pursue the  
practice of volunteerism in the academe (Philippine Developmental  
Plan 2017-2022), engaging in service (professional, institutional, and  
community) consistent with the  vision-mission of the Institution is  highly 
encouraged. Services may include: 
 1.2.3.1. Being an adviser of a class, student organization/club/ 
 committee, student mentoring program 

 1.2.3.2. Involvement in departmental/institutional/interschool com-
mittees  that may include development/revision of curriculum, 
faculty manual, admission and enrollment, peer mentoring, 
 co-curricular activities as in any sports or creative activities 

 1.2.3.3. Participating in any outreach program of his/her  
 community  
 
1.2.4. Pursue Continuing Professional Growth and Development 
To support the demand for education, as educators are encouraged to  
equip learners with 21st century skills to solve complex Community issues  
(Teaching Competency Standards in Southeast Asian Countries, 2010);  
educators are expected to engage in activities and endeavors that  
promote professional growth and development. 
 1.2.4.1. Pursue post-graduate studies. 
 1.2.4.2. Participate in trainings, conferences, seminars and work
 shops for  personal and professional growth. 
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II  
FACULTY CLASSIFICATION  AND APPOINTMENT 

 
 
2.1. Full-Time Faculty 
A full-time faculty member is one who renders a minimum of thirty (30) 
hours  of residency per week and has met the qualifications and require-
ments for  full-time faculty. 
 
2.1.1. A full-time faculty member who has not yet been conferred per-
 manent  status by the institution is a Probationary faculty member. 
  
 2.1.1.1. A yearly appointment is given during the first three years of 
 the  Probationary period. 
 
 2.1.1.2. A faculty member on probation is expected to consider 
 the  period of the employment as strictly temporary. The said 
 period  shall end on the expiry date of the contract, in which case 
 the  employee-employer relationship shall be considered auto-
 matically  terminated. 
 
 2.1.1.3. The services of a faculty member who has been engaged 

 on  probationary basis may be terminated for any of the following: 
 (a) a  just or (b) an authorized cause; and (c) when he/she fails to 
 qualify  as a permanent employee in accordance with reasona-
ble standards  prescribed by the institution. 

2.1.2. A Permanent faculty member is one who has met the criteria for  
 permanency in the institution as confirmed by the Academic Per-
sonnel  Evaluation Board (APEB). 

 
 2.1.2.1. A probationary full-time faculty member who has ren-

dered  three  (3) consecutive years of good performance and 
who has earned a  professional teaching license may be given a 
permanent status. 

 
 2.1.2.2. A faculty member who already earned a professional 
 teaching license and at least a Master’s Degree or equivalent 
 may be considered for a permanent appointment upon the reco-
 mmendation of the Director after two (2) consecutive years of  
 service provided that: 
 
 2.1.2.2.1. he/she has at least one (1) year of sufficient experience 
 in his/ her profession in addition to his/her two-year teaching ex
 perience  in this Institution; 
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 2.1.2.2.2. his/her expertise/ specialization is needed in the  Depart-
 ment 
 
 2.1.2.2.3. his/her total performance rating for the two years is ex-
 cellent 
 
2.2. Part-time Faculty 
Any Faculty who do not meet the required minimum qualifications or a  
faculty member who has less than the regular work load in a semester/
term is  considered part-time. 
 
2.3. Faculty on Fixed Term Appointment 
A Faculty on Fixed Term Appointment is one who is hired for a specific 
project  or undertaking, the completion or termination of which has 
been determined  at the time of engagement, or where the work or ser-
vice to be performed is  seasonal in nature and the employment is for 
the duration of the season (The  Labor Code of the Philippines, DOLE 
edition, 2016, p.126) (Position Paper on  Senate Bill 1826: The Security of 
Tenure and End of Endo Act of 2018). 
 
2.3.1. Faculty performing substitution for a full time faculty member 
 who is  on leave when there is none available within the existing 
 faculty roster  to take over the faculty’s load 
 
2.3.2. Faculty hired to meet sudden expansion, or where there is  
 temporary  increase in the number of enrollees. Such is the case 
 where professorial  lecturers, academic consultants are engaged 
 for a fixed and definite  period (Position Paper on Senate Bill 1826: 
 The Security of Tenure and  End of Endo Act of 2018) for which the 
 term of appointment is fully  disclosed to the faculty upon hiring by 
 the Director and the HR. 
 
2.3.3. The Faculty is not entitled to any benefit as accorded to a  f u l l 
 time  faculty member. 
 
2.3.4. Period of appointment is strictly temporary, the period for  which is  
 good only as the date specified in the contract, and shall  end on 
 the  expiry date of the contract in which case the employee-
 employer  relationship is automatically terminated. 
 
2.3.5. A Faculty on fixed term appointment may be considered for  
 probationary status after two (2) consecutive years of service,   
 provided that such faculty has: 
 
  2.3.5.1. at least one year of sufficient experience in his/her 
 profession, in  addition to the two-year teaching experience in the 
 Institution (as  faculty on fixed term appointment); 

II FACULTY CLASSIFICATION AND APPOINTMENT FACULTY CLASSIFICATION AND APPOINTMENT II  
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  2.3.5.2. expertise/specialization needed in the Department; 
 and 
  2.3.5.3. a total performance rating for two (2) years of  
 EXCELLENT, described as Far Exceeds Expectations. 
 
2.3.6. The Principal shall recommend the change of appointment 
 from  fixed term to probationary appointment upon consultation 
 with the  faculty members and the Vice President for Formation, 
 Vice President for Administration or  Academics Head and the HR. 
 
2.4. Auxiliary Teaching Personnel 
 
Auxiliary teaching personnel are individuals who are invited for a speci-
fied  term of service, non-salaried, ineligible for tenure, and carry titles 
expressive  of the responsibilities performed. Normal academic ranks are 
NOT used.  
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III  

POLICIES, STANDARDS AND GUIDELINES: FULL-TIME FACULTY 
MEMBERS 

 
 
3.1. Regular Workload 
 
3.1.1. A teaching load of 30 hours a week, prepared by the Academic 
 Chair  in consultation with the faculty. The teaching load shall be 
 given to the  faculty at least one month before the start of classes. 
 
3.1.2. Any teaching load beyond the maximum of 30 hours a week shall 
 be  considered an overload, subject to compensation and ap-
 proval of the  Director. 
 

 3.1.2.1. The recommended maximum allowable overload  p e r 
faculty is ten  (10) hours per week. This may however be adjusted 
according to the  exigencies of the program as assessed  a n d 
 recommended by the  Director. Computation of overload 
 payments should be discussed  with the Faculty. 

 
3.1.3. Each class to be handled by a single Faculty shall have a standard 
 size  of 40 students. Any class exceeding 40 students up to a maxi
 mum of 45  students shall be considered a large class. In no case s
 hall a class size in  excess of 45 students be permitted. 
 
3.2. Service Hours 
 
3.2.1. Regular Semester 

 Full time faculty members should render at least forty (40) hours of  
 residency per week. This residency shall include thirty (30) 
 hours of  teaching load, ten (10) hours of consultation, service to 
committees, community service and  preparation of instructional 
materials which may be done outside the  campus since other 
references may not be available. Other non-teaching  responsibili-
ties may include administrative responsibilities, attendance in Insti-
tutional or department  week activities, commencement exercis-
es, faculty meetings, faculty  development programs, athletic 
events, cultural presentations, retreats/recollections, seminars, 
convocations, and other institutional activities. 

 
3.2.2. Mid-Year Term Break 
 During mid-year break, all full-time faculty members without 
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 teaching  loads shall render at least twenty (20) hours of residency 
per  week. The 20 hours  may be distributed from Monday to 
Friday  or may be compressed to  two and a half (2.5) days. Those 
faculty members  enrolled in their graduate degree  programs or 
education units  with approved study permit may not report  
during the term break. 

 
3.2.3. During examination days, faculty members are required to render  

 eight (8) hours of residency and they must be present during 
 their  proctoring, exam schedule of subject being taught, sched-
uled meetings,  and other delegated functions. 

 
3.2.4. Semester Break 
 Faculty members are not required to render residency hours  
 during  semester/term breaks. However, they should report in 
 school during  grades distribution, consultation and submission, 
 and other important  functions/activities of the Department/
 Institution when their presence  is needed. 
 
3.3. Advisory Appointments and Student Consultation 
 
3.3.1. A faculty member is required to engage in academic counseling 
 or  student consultation. 
 
 3.3.1.1. Consultation or Homeroom Formation hours – Regular con-

sultation (50% face-to-face  and 50% by appointment/any medi-
um) is 10 hours/week.  Student consultation hours are sched-
uled by the faculty and are reflected in  the Individual Faculty 
Schedule (IFS), and approved by the Principal. 

 
3.3.2. Advisory classes are equivalent to two (2) units load. An Adviser is  
 tasked to meet the advisory class assigned to him/her regularly 
 and  in all other various student activities as deemed necessary. 
 He/She accomplishes necessary tasks such as grade distribution, 
 attendance  monitoring and other important functions/activities. 
 
 3.3.2.1. An Adviser should encourage students/advisees to 
 have  consultation with him/her for any academic problems. He/
 she should  give special attention to students with poor academic 
 standing as  early as possible. Students with disciplinary, personal 
 and other  non-academic problems should be referred by the 
 Adviser to the  guidance counselor or the discipline officer/
 committee. 
 3.3.3.2. An Adviser should be a full-time faculty member. 
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3.4. Lead Faculty Appointments, Service in Committees, Research,  Publi-
cation and other Scholarly Activities 
 
A faculty member is expected to serve in lead positions, departmental 
and  institutional committee work, scholarly work, research and publica-
tions. 
 
3.4.1. Lead Faculty Members are appointed to lead in various areas of  
 responsibilities or in their respective subject areas. Such appoint
 ments  are equivalent to two (2) units load.   
 
3.4.2. Committee service should be based on appointment by the Direc-

tor and  supported by certification. 
 
3.4.3. Faculty members are encouraged to engage in research for pro
 fessional  growth and to explore other areas of inquiries. Research 
 incentives are  granted to faculty member involved in research 
 activities (Appendix III). They are the  following: 
 
  3.4.3.1. Guaranteed or Protected Time for Research 
  3.4.3.2. Award for Scholarly Productivity 
  3.4.3.3. Financial Incentive For Paper Presentation   
  3.4.3.4. Points for Faculty Promotion 
 
3.5. Faculty Development Activities 
Faculty members are expected to continuously develop professionally 
and  personally through the following: 
(Refer to Appendix II – Faculty and Academic Support Personnel Devel-
opment and Continuing Success Program; and Appendix XVIII—
Instructional Leaders Development Program) 
 
3.5.1. Graduate studies (Master’s or Doctorate Degree)/certificate  
 Courses 
3.5.2. Participation in professional programs and activities that are direct-

ly  related to the faculty member’s fields of specialization which 
 should not  interfere with the faculty member’s academic respon-
sibilities 

3.5.3. Participation in the mid-year and year-end workshops and other 
 team building activities  

3.5.4 Automatic participation in AMSAI’s Coaching and Mentoring Pro-
gram (Refer to Appendix XVII—Coaching and Mentoring Program)  

 
3.6. Individual Faculty Schedule (IFS) 
A faculty member is expected to observe working hours indicated in his/
her  approved Individual Faculty Schedule Form (Appendix III). The form 
should  include the teaching hours (regular and overload, if any), consul-
tation hours,  and other related activities. 
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3.7. Faculty Substitution/ Replacement 
 
3.7.1. Faculty substitution may be allowed for any of the following rea-
sons: 
 3.7.1.1. Emergency Leave 
 
 3.7.1.2. Sick Leave 
 
 3.7.1.3. Maternity/Paternity Leave 
 
 3.7.1.4. Bereavement Leave 
 
 3.7.1.5. Long-term sickness 
 
 3.7.1.6. Gynecological Leave RA 9710 
 
 3.7.1.7. Solo Parent’s Leave RA 8972 
 
 3.7.1.8. Leave for Women who are Victims of Violence RA  9262 
 
 3.7.1.9. Attendance in duly approved activities and official 

 functions, such as  trainings, programs, seminars, workshops, and 
college or institutional  representations 

 
 3.7.1.10. Replacement of services of another faculty who   
 has been terminated. 
 
3.7.2. A faculty substitute/replacement shall be remunerated based on 
 his/ her rate and total number of hours of service rendered. 
 
3.7.3. All substitutions/replacements must be approved by  the Principal 
 and  properly documented (Appendix V). 
 
3.8. Alternative Classes 
 
Alternative classes like film showing, symposium, seminar, independent 
study,  research work, library work may be considered as long as the ac-
tivity is stated  in the course syllabus/clinical teaching plan. Faculty mem-
bers should submit  an Alternative Class Form to the Faculty Attendance 
Checkers. The form  should be approved by the Principal. 
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IV  
POLICIES, STANDARDS AND GUIDELINES: PART-TIME FACULTY 

MEMBERS 
 
 
4.1. Workload 
 
A part-time faculty may be given a maximum teaching load of 19 units. 
Work  load is paid on an hourly basis depending on the rank of the facul-
ty upon  appointment. 
 
4.1.1. Nine (9) to seventeen (17) hours of teaching and two (2) hours of 
on- site  consultation 
 
4.1.2. Less than nine (9) hours of teaching and one (1) hour of on-site  
 consultation 
 
4.2. Appointment 
 
4.2.1. A part-time faculty member signs a contract on a term basis.  
4.2.2.  An appointment may be renewed based on the following: 
 
 4.2.2.1. Evaluation of the faculty’s teaching performance (with at 
  least good  performance); 
 
 4.2.2.2. Compliance with school requirements such as regular class  
  attendance, preparation of syllabi/instructional designs,  
  prompt  submission and distribution of grades; 
 
 4.2.2.3. Evidence of professional development; 
 
 4.2.2.4. Adherence to the established norms of behavior in the  
  Institution;  
 
 4.2.2.5. Length of service in the institution 
 
4.3. Considerations for full-time appointment 
 
A part- time faculty may be considered for full-time appointment if facul-
ty has: 
 
4.3.1. Over-all performance of Good or Exceeds Expectations in the past  
 two consecutive semesters; 
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4.3.2. Rendered an outstanding service for the Institution (active partici
 pation  in departmental/collegiate/institutional activities, prompt 
 submission of  pertinent school documents and curricular require
 ments); 
 
4.3.3. Expertise/Specialization is needed by the department/college.  
 
4.4.  Duties and Responsibilities of a part-time faculty: 
 
4.4.1. Must perform complex pedagogical duties such as: designing an  
 effective teaching-learning environment; facilitating instructions; 
 and  assessing students’ performance; 
 
4.4.2. May attend departmental/collegiate/institutional meetings and  
 activities; 
 
4.4.3. Must comply with the school regulations and administrative re
 quirements.  
 
4.5. Individual Faculty Schedule (IFS) 
 A part-time faculty member is expected to observe working hours 
 indicated in  his/her approved Individual Faculty Schedule Form 
 (Appendix IV) 
 
4.6. Faculty Substitution/ Replacement 
 
4.6.1. A part-time faculty member may substitute or replace another fac
 ulty  member and shall be remunerated based on his/her rate and 
 total  number of hours of service rendered. 
 
4.6.2. All substitutions/ replacements must be approved by the College  
 Dean and properly documented Appendix V) 
 
4.7. Alternative Classes 
 
Alternative classes like film showing, symposium, seminar, independent 
study,  research work, library work may be considered as long as the ac-
tivity is stated  in the course syllabus/clinical teaching plan. Faculty mem-
bers should submit  an Alternative Class Form to the Faculty Attendance 
Checkers. The form  should be approved by the Director.   
 
 
 
 
 
 
 

V FACULTY OVER-ALL PERFORMANCE EVALUATION POLICIES, STANDARDS AND GUIDELINES: PART-TIME FACULTY IV 



 

13 

V 
 FACULTY OVER-ALL  PERFORMANCE EVALUATION 

 
5.1. Definition 
 
5.1.1. Over-all Performance 
 

 This refers to the faculty member’s competencies: delivering 
 instructions  i.e. appropriate design of the learning environment; 
 professional  attributes i.e. knowledge of the subject matter/
 laboratory performance,  communication skills, classroom man-
agement; work behaviors i.e.  punctuality, collaborative, compli-
ance to requirements. 

 
5.1.2. Over-all Performance Evaluation 
 
 Academic Head’s Evaluation  30% 
 Unit/Dept. Head’s Evaluation 30%  
 Self-Evaluation    15% 
 Peer Evaluation    25% 
 TOTAL     100% 
 
 5.1.2.1. Academic Head’s  Evaluation 
 This is an evaluation done by the Principal/Academic Chair to  

determine the teaching competence and work efficiency of the  
faculty members. 

 
 5.1.2.2. Unit/Department Head’s Evaluation 
 This is an evaluation done by the Unit/Department Head 

(immediate supervisor) to  determine the teaching competence 
and work efficiency of the  faculty members. 

 
 5.1.2.3. Students/Patrons’ Evaluation (Alternative to Unit/Dept.Head) 
 This is the evaluation done by the students to determine the  
 competence and efficiency of the faculty members in their  
 teaching. 
 
 5.1.2.4. Self-Evaluation 
 This is an evaluation done by the faculty members themselves to 
 personally assess their competence and efficiency in the  
 conduct  of their teaching, personal and professional relationships 
 with their  students, peers and immediate heads. 
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 5.1.2.5. Peer Evaluation 
 This is an evaluation done by one faculty member to another 
 faculty  member within his/her department to determine the 
 competence  and efficiency of his/her colleague. 
 
5.2. Procedures 
 
 5.2.1. The faculty teaching performance evaluation shall serve as 
 one of the  bases for the improvement of faculty teaching 
 performance, for the  purposes of rehiring, promotion, and 
 permanency. 
 
 5.2.2 During the faculty orientation program, the immediate super-

visor  shall  discuss the faculty teaching performance evaluation 
 procedure. Each  faculty member shall be given a copy of the 
 evaluation instrument. 

 
 5.2.3. Conduct of Teaching Evaluation 
 

5.2.3.1. Faculty Evaluation is done based on the period/
schedule requested  by the Director: (a) students; (b) self; (c) 
peer; (d) unit/department head; (e) administrator’s evaluation 
to be conducted either by the Director or Chair 

 
5.2.3.1.1. A faculty member who has been evaluated 
by the  students shall be informed of the evaluation   resu l t s 
during a post conference which shall be conducted as 
soon as the results are  released by the Office of the Vice 
President for Academics. 
 
5.2.3.1.2. A faculty member who has been evaluated by 
the Principal  through classroom observation shall be  in-
formed of the evaluation results during a post conference 
which shall be conducted right after the classroom o b s e r -
vation. 
 
5.2.3.1.3. For purposes of fair play and equal rights, the fac-
ulty  member shall also conduct a self- evaluation & peer 
evaluation to be included in his/ her over-all performance 
evaluation. 

 
  5.2.3.2. Faculty Evaluation is done once every school 

 year for permanent  faculty members, either during  the first 
 semester/term or second  semester/term depending on the 
 request of Directors; while for full  time probationary, and 
part-time, the evaluation is conducted twice  during the first 
and second semesters. 

5.2.5. The rating scale is as follows: 
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5.2.6. In case a faculty member needs to clarify matters pertaining to  

 evaluation results, he/she may inquire from the Principal who shall 
 then  coordinate with the Office of the Vice President for Aca-
demics and the Vice President for Administration. 

 
5.2.7. The Principal/ Academic Head may conduct classroom observa-

tion to verify the  results of the faculty evaluation. (Appendix VI 
– Policies, Standards and Guidelines in the Conduct of Faculty/ 
Academic Support Personnel Performance Evaluation) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Range Rating 

Very Good (VG) 
Exceeds expectations 

3.5-4.49 

Good (G) Meets expectations 2.5-3.49 

Needs Improvement (NI) 
Sometimes meets  expectations 

1.5-2.49 

Poor (P) Does not meet Expectations 1-1.49 

Excellent (E) Far exceeds expectations 4.50-5.00 
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VI  
RANKING, PROMOTION AND  RECLASSIFICATION OF RANK 

 
 
7.1. Definition of Terms 
7.1.1. Ranking 

 This term refers to the process used to promote or reclassify a  faculty  
to another rank/level upon completion of an academic degree or  
submission of pertinent documents. This is done either at the end of 
an  academic year (Promotion) or during the  s e m e s t e r / t e r m 
(reclassification  of rank). 

7.1.2. Promotion 
This term refers to the promotion of a faculty at the beginning of any  
school year from one rank/level to another higher rank or level based  
on educational qualifications, years of professional experience, facul-
ty  over-all performance evaluation, research/publication, communi-
ty  service, laboratory or other training  programs, seminars, in-
volvement in  professional organizations and awards related to the 
profession. 

7.1.3. Reclassification 
 This term refers to the movement of a faculty to another rank/level 

any time during the semester/term upon completion of an academic 
degree  and submission of supporting documents to APEB. 

 
7.2. Academic Ranks of the Faculty 
The following are the academic ranks of full-time and part-time faculty  
members: 

RANK 
EQUIVALENT 

POINTS MINIMUM QUALIFICATION STANDARDS 

1 1-10 

Bachelor’s Degree, no direct teaching ex-
perience, at least 2.5 Performance Evalua-
tion results verbally described as Meets 
Expectations 

2 11-20 

Bachelor’s Degree, 3 years of direct 
teaching experience in Basic Education, at 
least 2.5 Performance Evaluation results 
verbally described as Meets Expectations 

3 21-30 

Bachelor’s Degree, 4 years of direct 
teaching experience in Basic Education, at 
least 2.5 Performance Evaluation results 
verbally described as Meets Expectations 

TEACHER 
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N.B.: A professional teaching license is a requirement for permanency 
(applicable for teachers hired from S.Y.2017-2018 onwards).  
 

4 31-40 

Bachelor’s Degree, 5 years of direct 
teaching experience in Basic Education, at 
least 2.5 Performance Evaluation results 
verbally described as Meets Expectations 

5 41-50 

Bachelor’s Degree, 6 years of direct 
teaching experience in Basic/Higher Edu-
cation, at least 2.5 Performance Evalua-
tion results verbally described as Meets 
Expectations 

1 51-60 

Master’s Degree holder (with thesis) in the 
field of specialization, at least 5 years of 
direct teaching experience in Basic/Higher 
Education, at least 3.5 Performance Evalu-
ation results verbally described as Ex-
ceeds Expectations 

MASTER TEACHER 

2 61-70 

Master’s Degree holder (with thesis) in the 
field of specialization, at least 7 years of 
direct teaching experience in Basic/Higher 
Education, at least 3.5 Performance Evalu-
ation results verbally described as Ex-
ceeds Expectations 

3 71-80 

18 units in PhD., at least 7 years of direct 
teaching experience in Basic/Higher Edu-
cation, at least 3.5 Performance Evalua-
tion results verbally described as Exceeds 
Expectations 

4 81-90 

Complete Academic Requirement in PhD, 
with at least 9 years of direct teaching ex-
perience in Basic/Higher Education, at 
least 3.5 Performance Evaluation results 
verbally described as Exceeds Expecta-
tions 

5 91-100 

PhD Holder with at least 10 years of direct 
teaching experience in Basic/Higher Edu-
cation, 1 research finished, 1 publication 
in a referred journal, research/paper 
presentation in the international level, with 
at least 3.5 Performance Evaluation re-
sults verbally described as Exceeds Ex-
pectations 
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7.3. Guidelines for Promotion   

7.3.1. Promotion to an academic rank is determined by a point sys-
tem provided in a set of guidelines and criteria for faculty ranking 
and promotion. 
7.3.2. The required number of points and the minimum requirements 
for  promotion of rank should be satisfied. 
7.3.3. If a faculty member was not promoted but believes that he/she 
deserves to be promoted, he/she may himself/herself apply for pro-
motion. A letter  of which shall be addressed to the VPAA to reconsid-
er the promotion. 

 
7.4. Criteria for Faculty Ranking and Promotion 

7.4.1. Overall Criteria 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.4.2. Faculty Over-all Performance Evaluation 
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Below 3.5 is no longer eligible for points. 
7.4.3. Educational Qualifications 
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7.4.4. Professional Experience 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Industry/employment (relevant to the specialization loads) 

AMSAI 
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7.4.5. Research/Publications 
 
 
 
 
 
 
 
 
 
 
7.4.6. Community Service 
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7.4.7. Training Programs and Seminars 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.4.8. Involvement in Professional Organizations 
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Note: 
1. Additional 3 points for passing a Board/Bar Exam. Additional 4 points  
for topping the licensure exam (Top 1-10).   
 
2. Additional 3 points for passing a specialty board.   
 
3. Additional 1 point for every certificate program with assessment for  
maximum of 5 points. 
 
4. Additional 3 points for trainer’s certification. 
 
5. Entry rank for faculty members with M.D. (with license) and passers of  
Bar exam is Master Teacher 1. 
 
6. Additional 3 points for another Bachelor’s degree; Additional 7 points  
for another Master’s degree, 7 points for Bachelor of Laws or M.D/
Engineering.  Additional 10 points for another Doctorate degree. 
 
7. All certificates and credentials shall not expire unless utilized. Those  
that are not utilized for the promotion shall be returned to the faculty  
concerned for future use. 
 
8. Awards related to the profession and scholarship grants shall gain six  
(6) points for institutional and seven (7) points for national level and  inter-
national levels. 
 
9. The following are considered as Scholarly Productivity: research, 
books/handbooks/workbooks/  manuals, or publication (institutional/
national/international). 
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VII  
UNIFIED BENEFITS OF   

ACADEMIC TEACHING FACULTY   
(ATF), ACADEMIC SERVICE FACULTY 

(ASF), and NON-TEACHING STAFF (NTS) 
 
 
A. GENERAL PROVISIONS 
 
A.1. FULL-TIME A ACADEMIC TEACHING FACULTY (ATF), as used herein,  
not only refers to Full-time A faculty members of Elementary and Junior 
High School, but also to all Full-time faculty members of the Senior High 
School Department.   
FULL-TIME ACADEMIC SERVICE FACULTY (ASF). as used herein,  refers to all 
Full-time Librarians, Guidance Counselors, Prefect of Discipline, Student 
Affairs Coordinator, and Psychometricians. 
FULL-TIME NON-TEACHING STATT (NTS), as used herein,  refers to all Full-
time Administrative Staff and Support Staff who assist administrators in 
carrying out their administrative functions and provide the basic services 
facilitating the teaching-learning process.  
 
A.2 YEARS OF SERVICE- refers to actual length of service/employment  
from date of hire/initial date of probationary employment.   
 
A.3. CREDITED YEARS OF SERVICE- refers to Years of Service less Leaves  of 
Absences Without Pay (LOAWOP) and are counted toward/in  compu-
tation of longevity, retirement, and other specific benefits.   
The credited years of service of Part-time ATF/ASF/NTS shall be consid-
ered only  for ranking and promotion purposes, and NOT for tenure and 
longevity based retirement eligibilities. 
 
► N.B. A fraction of at least six (6) months shall be considered  as one 
whole year 
 
A.4. Failure to report for work or absence without valid/justifiable reason  
AND with a clear intention to sever the employer-employee relationship  
(i.e. deliberate and unjustified refusal to resume his/her employment)  
shall constitute abandonment, and is a just cause for termination of  em-
ployment. 
Any ATF/ASF/NTS who, after a due process, is found to abandon his/her  
employment forfeits all benefits due him/her during employment.   
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A.5. FORCE MAJEURE 
When classes are suspended due to “force majeure” (like typhoons  and 
other emergency situations, or by proclamation of the Philippine  Presi-
dent, by order of the Chair of the Secretary of Education (DepEd), by 
declaration of  holiday by the Provincial Governor or Municipal Mayor, or 
as declared  by AMSAI Administration) Full-time/Part-Time ATF/ASF/NTS 
shall  NOT be required to go to school but shall be entitled to their sala-
ries  (basic pay) and overload pay (provided that lecture notes/
handouts or  learning activities via e-learning platforms were given) cor-
responding  to the day(s) without classes under such conditions. 
An ATF who needs to make an alternative (e.g. online) make-up class  
should submit an ACF (Alternative Class Form) to the Principal for ap-
proval. 
 
B. THOSE MANDATED BY LAW 
 
B.1. PHILHEALTH COVERAGE   
All Full-time ATF/ASF/NTS who are at least in their first year of probationary  
period shall automatically be enrolled and covered under the National  
Health Insurance Program (PHILHEALTH). Members of the family may  be 
enrolled in accordance with Philhealth’s Implementing Rules and  Regu-
lations. (refer to Appendix VII) 
 
B.2. SOCIAL SECURITY COVERAGE 
All qualified ATF/ASF/NTS shall be mandatorily registered and covered 
under  a social security program, administered by the Social Security 
System  (SSS). Benefits granted to members shall be in conformity with 
existing  and applicable SSS laws and regulations. (refer to Appendix VIII) 
 
B.3. 13TH MONTH PAY 
All ATF/ASF/NTS shall mandatorily receive their 13th month pay (inclusive  
of overload pay) not later than December 24 of each year. (refer to  
Appendix IX). 
 
B.4. MATERNITY LEAVE 
Any female ATF/ASF/NTS who has paid at least three (3) monthly  contri-
butions in the twelve (12)-month period immediately preceding  the se-
mester of her childbirth or miscarriage shall, for the first four (4)  deliveries 
or miscarriages, be paid a daily maternity benefit equivalent  to one 
hundred percent (100%) of her average daily salary credit for  sixty (60) 
days for normal delivery/miscarriage or seventy-eight (78)  days in case 
of caesarian delivery, subject to the conditions set forth  under RA 8282 
(AKA Social Security Act of 1997).  
Female ATF/ASF/NTS who are at least on their third probationary year 
shall  be entitled to maternity allowance of Php12,000 for caesarean 
section  (CS), Php8,000 for normal delivery, and Php5,000 for miscarriage. 
This  is limited to one (1) availment per year. 
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B. 5. PATERNITY LEAVE 
In accordance with Republic Act 8187 (Paternity Leave Act of 1996),  a 
qualified male married ATF/ASF/NTS shall be entitled to paternity leave  
of seven (7) working days with full pay for the first four (4) deliveries  or 
miscarriage of his legitimate spouse with whom he is cohabitating  at the 
time his spouse gives birth or suffers miscarriage. (refer to  Appendix X). 
 
B.6. SOLO PARENT LEAVE 
In accordance with Republic Act 8972 (Solo Parent Welfare Act of  
2000), a qualified ATF/ASF/NTS who falls under the definition of solo par-
ent  shall be entitled to seven (7) working days with full pay. “Parental 
Leave”  under this law refers to leave benefits granted to a solo parent 
to enable  him/her to perform parental duties and responsibilities where 
physical  presence is required. (refer to Appendix XI) 
 
B.7. LEAVE FOR WOMEN WHO ARE VICTIMS OF VIOLENCE 
In accordance with RA 9262 (Anti-Violence Against Women and their  
Children Act of 2004), a female ATF/ASF/NTS who is a victim of violence  
under this Act shall be entitled to a paid leave of up to ten (10) days,  
extendible when the necessity arises. (refer to Appendix XII). 
 
B.8. GYNECOLOGICAL LEAVE   
In accordance with Republic Act 9710 (The Magna Carta of Women),  a 
qualified female ATF/ASF/NTS who underwent surgery caused by  gyne-
cological disorders shall be entitled to two (2) months leave with  full 
pay. (refer to Appendix XIII). 
 
B.9. 70% SHARE IN TUITION FEE INCREMENTAL PROCEEDS . 
In accordance with Republic Act 6728 (Government Assistance to  Stu-
dents and Teachers in Private Education Act), an ATF/ASF/NTS shall  be 
entitled to a share in the 70% tuition fee incremental proceeds, and  
which shall be given before the end of the 1st semester of the current  
school year in the form of a permanent benefit agreeable to both the  
ATF/ASF/NTS and the administration. (refer to Appendix XIV) 
 
C. EMPLOYEES COMPENSATION AND INSURANCE 
An ATF/ASF/NTS who is covered by the Social Security System is likewise 
covered by  the Employees Compensation Insurance. At no cost to the 
ATF/ASF/NTS, AMSAI  contributes monthly to the System an amount 
equivalent to a percentage of  the ATF/ASF/NTS’s monthly salary credit 
as may be required by law.   
The ATF/ASF/NTS and their dependents are entitled to certain medical, 
disability,  and death insurance benefits for work-connected injury, disa-
bility, or death. It is, therefore,  important that ATF/ASF/NTS promptly noti-
fy their Department Chair/Unit Head,  or Dean/Director, or the Office of 
the VP for Academics and Compensation and Benefits Head of the Hu-
man Resource Management Office of any work connected sickness or 
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injury suffered by them.   
 
D. LEAVES 
 
D.1. SICK LEAVE 
 
D.1.1. Probationary Full-time A ATF with at least one (1) semester, or ASF/
NTS with at least six (6) months of credited service, shall be entitled to  
annual five (5) working days of sick leave with full pay.   
 
D.1.2. Full-time A ATF/ASF who are in their second year of probationary  
period shall be entitled to annual seven (7) working days sick leave  with 
full pay.   
 
D.1.3. Sick leave benefit can be availed of ONLY for actual illness or inju-
ry.  Except for one (1)-day to two (2)-days sick leaves, supporting  docu-
ments (e.g. medical certificate) must accompany manual leave appli-
cation forms.   
 
D.1.4. Sick leave applications may be filed online or manually  submitted 
upon return to work. However, proper notification shall be  made to the 
ATF/ASF/NTS’s immediate superior. 
 
D.1.5. The granting of sick leave requests by the approving authority(ies)  
shall be subject to existing Institutional policies and  procedures.  
  
D.1.6. Five (5) days of unused sick leave/school year of Full-time A  Per-
manent and Probationary ATF/ASF/NTS shall be converted into cash,  
which shall be given every June 15 of the following school year. 
 
 
D.2. PROLONGED ILLNESS LEAVE  
 
D.2.1. Full-time ATF/ASF who are at least in their second year of  proba-
tionary period (and Permanent NTS), and who contracts a prolonged 
illness shall be  entitled to prolonged illness leave for a maximum of one 
(1) year. 
 
D.2.2. Prolonged illness is herein defined as illness of more than fifteen  
(15) consecutive days which incapacitates the ATF/ASF/NTS for work as  
certified by the attending physician. The illness, however, should NOT be 
due to a social or venereal  disease, ATF/ASF/NTS’s own criminal or anti-
social acts, drug addiction, attempted suicide, drunkenness, self-inflicted 
injuries, mental illness,  and the like. 
 
D.2.3. Such absence from work shall first be charged against the ATF/
ASF/NTS’s  unused sick leave credits until exhausted. Thereafter, SSS  sick-
ness benefit availment shall be applied.   
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► (N.B. SSS members can be granted sick leave for a  maximum of one 
hundred twenty (120) days in one  calendar year). 
D.2.4. Beyond the periods of compensable prolonged illness leave, the 
ATF/ASF/NTS shall be placed on Leave Of Absence Without Pay 
(LOAWOP)  until declared fully recovered to go back to work. A fitness-
for-work  certification issued or endorsed by the attending physician shall 
be  provided. 
 
D.2.5. Prolonged illness leave is NOT cumulative, and may be enjoyed 
only  ONCE during a school year. 
 
D.2.6. The period covered by a prolonged illness leave is credited as part 
of  years of service rendered to the Institution 
 
D.2.7. If it is determined, at any time but not later than twelve (12) 
months,  that an ATF/ASF/NTS is suffering from a disease NOT curable 
within a  period of six (6) months, or continued employment is prejudicial 
to  the health of the ATF/ASF or his/her colleagues, the School/relevant  
Unit shall initiate separation proceedings with due process.   
 
D.2.8. The ATF/ASF/NTS shall be entitled to separation pay (equivalent to 
his/her  last monthly salary multiplied by the total credited years of ser-
vice,  with a fraction of six months being considered as one (1) whole 
year),  or to retirement pay (if qualified), whichever is favorable to ATF/
ASF/NTS;  and to other monetary benefits (e.g. proportionate 13th month 
pay, longevity pay, etc), including the cash equivalent of  accrued, un-
used sick leave. 
 
 
D.4. EMERGENCY/ SPECIAL LEAVE 
 
D.4.1. Full- time ATF/ASF/NTS shall be entitled to annual emergency/ spe-
cial  leave with full pay. 
 
D.4.2. Emergency/special leave shall be applied for ONLY in cases of:   
 i. fire, floods, tsunamis, earthquakes, volcanic eruptions, and  dis-
asters of similar nature   
 
 ii. accident/ illness of an immediate member of the family (i.e. 
spouse,  child, sibling, parent, parent-in-law, for those who are married;  
parent, sibling, grandparent, for those who are unmarried)   
 
 iii. Personal milestones such wedding/ honeymoon, wedding/
death  anniversaries, and other similar milestones 
 
 iv. Personal transactions to cover dealings with government/
private  offices such as, court appearance, paying taxes, arranging 
loan,  and the like 
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 v. Parental obligations such attendance in school programs/  
meetings, enrollment, graduation, communion, medical  appointments, 
and other similar occasions when a child of the  ATF/ASF/NTS  is involved 
 
 vi. Filial obligation such as moral obligation towards parents/
siblings  for their medical and social needs   
 
 vii. Domestic emergencies/crises, domestic responsibilities includ-
ing  child care 
 
 viii. Any other cases deemed emergency/special conditions by 
the  Director 
 
D.4.3. Depending on the nature of the leave, emergency/special leave  
applications shall be filed (online or manually) at least two days prior  to 
availment thereof, OR within the day after return to work. However,  
proper notification shall be made to the ATF/ASF/NTS’s immediate  supe-
rior within twenty-four (24) hours. 
 
D.4.4. The ATF/ASF/NTS availing of emergency/special leave shall NOT be  
required to present proof of circumstances that qualify him/her for  such 
leave. 
 
D.4.5. The granting of emergency/special leave requests by the approv-
ing  authority shall be subject to existing Institutional policies  and proce-
dures.   
 
D.4.6. The paid emergency /special leave shall be charged against the  
ATF’s/ ASF’s SICK Leave.  
   
D.5. BEREAVEMENT LEAVE 
 
D.5.1. Full time ATF/ASF/NTS shall be entitled to nine (9) calendar days 
(inclusive of weekends, regular holidays, and special working/non work-
ing holidays) bereavement leave with full pay.    
 
D.5.2. Bereavement leave shall be applied for upon the death an imme-
diate  member of the family (i.e. spouse, child, parent/legal guardian,  
sibling, parent-in-law, for those who are married; parent/legal  guardian, 
sibling, grandparent, for those who are unmarried).   
 
► N.B. Bereavement leave can be filed upon the death of  the legal 
guardian of an ATF/ASF/NTS who grew up in the care  of the guardian 
due to the absence of a biological parent.  However, a legal guardian 
must be officially declared with  supporting documents. 
 
D.5.3. Bereavement leave applications may be filed online or  manually 
submitted upon return to work; however, proper notification  shall be 
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made to the ATF/ASF/NTS’s  immediate superior.   
 
D.5.4. The granting of bereavement leave requests by the approving  
authority(ies) shall be subject to existing Institutional  policies and proce-
dures. Bereavement leave applications must be  supported by legal 
document(s), such as a copy of the registered  death certificate. 
 
D.5.5. Bereavement leave is NOT chargeable against the regular sick  
leave. 
 
 
D.6. SERVICE LEAVE (FOR ATF/ASF ONLY) 
 
D.6.1. Full-time ATF/ASF with at least ten (10) years of continuous  credit-
ed service in the institution, shall be entitled to two (2) months 
(equivalent to  forty-four (44) working days) service leave with full pay.   
 
D.6.2. The service leave may be availed of after every three (3) years of  
continuous credited service 
 
D.6.3. An ATF/ASF may elect to take the service leave in one continuous  
period (preferably during mid-year break), or to spread it out over a  pe-
riod of three (3) school years. However, any unused service leave  be-
yond JULY 31 of the 3rd year shall be forfeited. 
 
D.6.4. In determining the time when service leave should be taken, ATF/ 
ASF should exercise their professional judgment. Service leave can  be 
availed of any time provided there is NO disruption in the teaching  as-
signment or there are other ATF/ASF who can perform their duties  and 
responsibilities. 
 
D.6.5. Service leave applications may be filed online or manually  submit-
ted at least two (2) days prior to the intended leave. 
 
D.6.6. The granting of service leave requests by the approving authority
(ies)  shall be subject to existing Institutional policies and  procedures. 
Moreover, the ATF’s/ASF’s immediate superior may ask  for postpone-
ment of the planned service leave due to workload. 
 
D.6.7. The period covered by a service leave is credited as part of years 
of  service rendered to the Institution 
 
D.7. BIRTHDAY LEAVE 
 
D.7.1. All full-time ATF/ASF/NTS shall be entitled to a one (1) day birthday 
leave  with full pay.   
 
D.7.2. In case the ATF/ASF/NTS’s birthday falls on a leap year (February 
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29) or  on a holiday or non-working day, such leave shall be availed of 
on the  nearest working day following his/her birthday, OR on the earliest  
convenient date within the school year. 
 
D.7.3. In case the ATF/ASF/NTS cannot be on leave on the date of the 
birthday  due to exigency of work or force majeure, he/she shall be giv-
en a day  off which may be scheduled at some other time within the 
school  year. The birthday leave shall be forfeited if not availed of within 
the  school year. 
 
D.7.4. The granting of birthday leave requests by the approving  authority
(ies) shall be subject to existing Institutional policies and procedures.   
 
D.7.5. The birthday leave shall NOT be chargeable against sick leave,  
and is non-convertible to cash. 
 
D.8. SABBATICAL LEAVE (FOR ATF/ASF ONLY) 
 
D.8.1. A permanent ATF/ASF shall be eligible to apply for a sabbatical  
leave for a maximum of one (1) year with pay, if:   
For ATF: he/she has at least a rank of Master Teacher and  with ten (10) 
years of continuous credited service, OR a doctorate  degree holder 
with seven (7) years of continuous credited service   
For ASF: he/she is a is a Level II 5 ASF with ten (10) years of   
continuous credited years of service, OR a doctorate degree holder  
with seven (7) years of continuous credited service   
 
D.8.2. A minimum of seven (7) years of continuous credited service must  
elapse after a sabbatical leave has been taken before an ATF/ASF  may 
apply for another sabbatical leave. 
 
D.8.3. Sabbatical leave is granted to ATF/ASF as a recognition of notable  
service and as a means to promote research and scholarship, and  en-
courage professional development. It is not availed of for purposes  of 
rest and recreation, nor of taking remunerative employment in  other 
institution or organization without specific justification 
 
D.8.4. The ATF/ASF must be the Principal Author/Investigator of the  re-
search proposal; and should there be co-authors/co-investigators,  they 
shall be entitled to research incentives for the said research  either 
through deloading or overloading, and granting of points for  promotion.  
 
D.8.5. A written application, clearly indicating a well considered plan for 
the  sabbatical leave and its professional advantages, shall be filed at  
least one (1) semester prior to the intended leave. Such plan include: 
 
 i. original research (with AMSAI Independent Ethics Committee  
(IEC)-approved protocol)   
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 ii. book writing (with written proposal describing the content,  mar-
ket, book outline/structure etc.) 
 
D.8.6. After receiving endorsement from the Department Chair/Unit 
Head  and the Dean/Director, the leave application shall be submitted  
to the Vice-Chancellor for Academics for approval, based on their  de-
termination of the best interests of the Institution.  
  
► N.B. Sabbatical leaves are granted on a case-to-case  basis, depend-
ing on the ability of the College/relevant  Unit to permit the leaves with-
out detriment to the College/relevant Unit’s programs; otherwise re-
quests for  such leaves may be deferred or denied on grounds of  admin-
istrative prerogative. 
 
D.8.7. A Memorandum Of Agreement shall be signed prior to the effec-
tive  date of leave.   
 
D.8.8. A sabbatical leave cannot be extended beyond the period for 
which  it was originally granted.   
 
D.8.9. A written notice of Intent to Return to Work must be filed at least 
two  (2) months prior to the end of the leave period. Failure to give such  
notice shall be construed as NO intention to return to work.   
 
D.8.10. An ATF/ASF granted sabbatical leave is required to return the full  
amount of compensation received if he/she, upon completion of  sab-
batical leave, fails to comply with any one of the following leave  obliga-
tions: 
 i. submission of copy of research paper or book, AND oral  presen-
tation of research paper or publication of the book;   
 ii. return to AMSAI for the required one (1) year of service 
 
D.8.11. AMSAI reserves the right to withhold any and all benefits  accru-
ing to the ATF/ASF in case of breach of obligations.   
 
D.8.12. The period covered by a sabbatical leave is credited as part of 
years  of service rendered to the Institution. 
 
D.9. LEAVES OF ABSENCE (LOA) 
 
D.9.1. LEAVES OF ABSENCES WITH PAY 
 
Leaves of Absences with Pay (LOAWP) - shall include, but not  limited to 
all paid leave benefits described in this Manual, and all  other official 
business, for a specified period of time, in connection  with institutional 
functions, professional development/renewal, and other reasonable 
causes that are in the best interest of  the College/Institution.   
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 a. Approval of LOAWP application shall be subject to existing  Insti-
tutional/College policies and procedures.   
 
 b. The period covered by LOAWP is credited as part of years of  
service rendered to the Institution. 
 
D.9.2. LEAVES OF ABSENCES WITHOUT PAY   
 
Leaves Of Absences Without Pay (LOAWOP)- are unpaid leaves  granted 
to eligible ATF/ASF/NTS for personal reasons, professional  development, 
and other activities that are mutually beneficial to both  the ATF/ASF/NTS 
and the Institution. 
 

a. Permanent, Full-time ATF/ASF/NTS may go on LOAWOP up to a  
period of: 

 a.1. one (1) year, so long as there has been at least five (5) years  
of continuous service from date of hire.   
 a.2. two (2) years, so long as there has been at least ten (10)  years 
of continuous service from date of hire. 

 
b. LOAWOP may be availed of after every five (5) years of  continu-
ous credited service. 
 
c. Accrued vacation and/or sick leave credits must first be  exhausted 
before LOAWOP is applied for. 
 
d. LOAWOP applications, and extension requests shall require  prior 
endorsement by the Department Chair/Unit Head and  approval by 
the Director, based on their determination  of the best interests of the 
Institution.   
 
e. Leaves of Absences Without Pay (LOAWP) are granted on a  case-
to-case basis, depending on the ability of the relevant Unit to permit 
the leaves without detriment to the relevant Unit’s programs; other-
wise requests for such  leaves may be deferred or denied on grounds 
of administrative  prerogatives.   
 
f. The Principal may require an ATF/ASF/NTS to postpone his/her  
LOAWP due to workload in the Institution.   
 
g. In case several ATF/ASF/NTS simultaneously apply for LOAWOP,  
“first come -first serve” policy shall apply. 
 
h. Without the necessary approval, the leave shall be considered  as 
“Absence Without Official Leave (AWOL)” and may be  proceeded 
against accordingly.   
 
i. The ATF/ASF/NTS must return to work after the termination of the  
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approved leave. A written notice of Intent to Return to Work  must be 
filed at least two (2) months prior to the end of the  leave period. Fail-
ure to give such notice shall be construed as  NO intention to return 
to work. 
 
j. Absence of no more than seven (7) days may be allowed but  shall 
be charged against the salary of the ATF/ASF/NTS. Failure to  return to 
work after seven (7) consecutive working days, without  notice, shall 
be considered breach of contract. 
 
k. The period covered by a LOAWOP is NOT credited as part of  years 
of service rendered to the institution. 
 
l. An ATF/ASF/NTS who is on LOAWOP shall NOT be entitled to all  reg-
ular benefits, except Educational Benefits for the dependents. 

 
D.11. STUDY LEAVE (FOR ASF/ASF ONLY) 
 
D.11.1. Full-time ATF/ASF shall be eligible to apply for study leave, so long  
as there has been at least three (3) years of continuous credited  service, 
OR from their last study leave.   
 
D.11.2. The study leave, granted to ATF/ASF for purposes of professional  
development in their field of interest/ specialization, may be with  OR 
without pay.  Only Institution/relevant Unit-sponsored/endorsed study 
leaves shall  be with pay and shall be credited as part of years of service 
rendered  to the Institution. 
 
D.11.3. Depending on the requirements of the educational program and  
ability of the Department/relevant Unit to internally adjust for  the ab-
sence of an ATF/ASF, the following types of leaves may be  granted:   
 

a. FULL-TIME STUDY LEAVE- this implies that the ATF/ASF shall be  un-
loaded completely of all teaching and other institutional duties and 
responsibilities, up to completion of study program.   
 
b. PART-TIME STUDY LEAVE- this implies that the ATF/ASF shall be  un-
loaded partially of teaching and other institutional duties and  re-
sponsibilities, up to completion of study program.   
 

D.11.4. After receiving endorsement from the Department Chair/Unit 
Head  and the Director, the leave application shall be submitted  to the 
Vice President for Academics for approval, based on their  determina-
tion of the best interests of the Institution.   
 
D.11.5. Study Leaves are granted on a case-to-case basis, depending on  
the ability of the Institution/relevant Unit to permit the leaves without  
detriment to the Institution/relevant Unit’s programs; otherwise requests 
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for such leaves may be deferred or denied on grounds of  administrative 
prerogatives.   
 
D.11.6. A Memorandum of Agreement shall be signed prior to the effec-
tive  date of leave.   
 
D.11.7. A study leave CANNOT be extended beyond the period for 
which  it was originally granted. An ATF/ASF who wishes to extend his/her  
leave may apply for Leave of Absence Without Pay (LOAWOP), and  if 
granted shall be subject to conditions governing such leave.   
 
D.11.8. Unless other arrangements are agreed to by the Institution, the  
following year of service rule shall apply (N.B. a fraction of at least  six (6) 
months shall be considered as one whole year). 
 a. 1:2 rule, which implies service of two (2) years for every year of 
full time study leave   
 b. 2:2 rule, which implies service of two (2) years for every two (2 )  
years of part-time study leave   
 
D.11.9. While on Full-time study leave, an ATF/ASF shall NOT be eligible for  
promotion until after completion of the program and/or resumption  of 
all teaching/relevant activities. 
An ATF/ASF while on Part-time study leave shall be eligible for  promotion. 
However, the equivalent points for the program shall be  considered only 
upon completion of the program. 
 
D.11.10. An ATF/ASF granted a study leave is required to return the full  
amount of compensation received if he/she, upon completion of  study 
leave, fails to comply with any one of the following leave  obligations: 
 a. completion of the study program/course within the agreed time 
frame of study   
 b. return to the institution for the required year(s) of service.   
 
D.11.11. The AMSAI reserves the right to withhold any and all benefits  
accruing to the ATF/ASF in case of breach of obligations. 
 
D.12. DISSERTATION LEAVE (FOR ASF/ASF ONLY) 
 
D.12.1. A permanent ATF/ASF with five (5) years of credited service is  
entitled to a dissertation leave for one (1) semester or two (2)  terms with 
pay, provided that a certification from the Dean of  the Graduate 
School is presented attesting to the approval of the dissertation proposal. 
For ASF: A dissertation leave can also be availed of by an ASF ONLY  af-
ter passing the colloquium. 
 
D.12.2. Completion of the dissertation at the end of the academic year 
of  the graduate program enrolled in shall be required. Non-compliance  
with this requirement shall mean payback of the cash equivalent of  the 
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leave, the payment of which shall be made over a period of one  (1) 
year.   
 
D.12.3. A Memorandum of Agreement shall be signed prior to the effec-
tive  date of leave. A return service contract for this purpose shall be   
required. 
 
E. CHRISTMAS BREAK 
 
E.1. Full-time ATF/ASF/NTS  shall go on leave with full pay during Christmas  
break. The date of Christmas break shall be determined by the Vice  
President for Academics. 
 
F. LONGEVITY PAY 
 
F.1. Full-time ATF/ASF/NTS shall be entitled to an annual longevity pay  
according to the schedule: 
Credited Years of Service  Longevity Pay 
 10 years   1.00 month salary 
 15 years   1.25 months salary 
 20 years   1.50 months salary 
 25 years   1.75 months salary 
 30 yrs and above  2.00 months salary 
 
The tenure of service shall be reckoned from the total credited years of  
service, and the longevity pay shall be based on the ATF/ASF/NTS’s last  
monthly salary. 
 
F.3. If an ATF/ASF/NTS who goes on Leave of Absence Without Pay 
(LOAWOP)  during the year, his/her longevity pay shall be pro-rated. 
 
F.4. Longevity pay shall be received on the anniversary date of  employ-
ment. 
 
G. CLOTHING ALLOWANCE 
Permanent Full-time ATF/ASF/NTS shall be entitled to an annual clothing  
allowance amounting to one thousand pesos (Php1,000.00), which shall 
be  given every 15thday of June. 
 
H. SERVICE (LOYALTY) AWARDS 
All ATF/ASF/NTS who have rendered 5, 10, 15, 20, 25, and 30 years and 
every  five (5) years thereafter of credited service shall be given plaque 
during the  AMSAI Foundation celebration. The years service for the said 
award shall start  from the date the ATF/ASF/NTS was employed Full-time. 
 
I. STUDY GRANTS (FOR ATF/ASF ONLY) 
 I.1 Internal/ Institutionally Subsidized Grant 
For an institutionally subsidized study grant, the ATF/ASF shall  render one 

UNIFIED BENEFITS OF ATF AND ASF VII VII UNIFIED BENEFITS OF ATF AND ASF  

38 

(1) year of service for every school year of study under a  Master’s and 
Doctoral degree programs. 
 I.2 If an ATF/ASF who received a study grant resigns (or is terminat-
ed)  and fails to complete the return of service, AMSAI shall be paid  
back for the full expense during his/her study.   
However, if the ATF/ASF member who received a study grant resigns  but 
has completed the return of service, the Institution shall NOT be  paid 
back for the full expense during his/her study. 
 I.3 An ATF/ASF who intends to avail of the study grants shall secure 
a study permit endorsed by the VPAA and concurred in by the President. 
►  Refer to Appendix II: Faculty and Academic Support Personnel  
Development and Continuing Success Program Policies, Standards and  
Guidelines. 
 
 
 I.3 REFUND/REPAYMENT POLICY 
 
a. The ATF/ASF who: 

i. dropped an enrolled subject(s) 
ii. withdrew from or failed to complete study program/course  or the 
thesis/dissertation within agreed study time-frame/ prescribed maxi-
mum residency 
iii. failed without good cause to attend trainings/workshops/  confer-
ences shall be required to return/repay the FULL amount of subsidy  
received within thirty (30) days from the date the subject was  
dropped, date of course withdrawal/termination, or from the  train-
ing/workshop/conference date. 

b. Repayment of the full amount of subsidy may be made upon  termi-
nation of employment. However, interest shall be paid on  the full 
amount outstanding, which shall begin to accrue and be  charged from 
the date the subsidy was received. 
 
c. The refund/repayment policy shall NOT apply to an ATF/ASF who  is 
involuntarily separated from employment. (refer to Section K.1,  this 
Chapter) 
 
 I.4 RETURN OF SERVICE POLICY 
a. For ATF/ASF who availed of funding support from the Institution,  the 
return of service shall be equal to the number of years for  which funding 
was received, with a minimum of one (1) year  return of service. 
 
► N.B. The return of service policy shall NOT apply to an  ATF/ASF who 
paid for his/her own study course and continued with his/her fulltime/ 
part-time teaching load. 
 
b. The return of service policy shall NOT apply to an ATF/ASF who  is invol-
untarily separated from employment. (refer to Section K.1,  this Chapter) 
I.5 THESIS/DISSERTATION LOAN 
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a. Full-time ATF/ASF enrolled in Master’s Thesis/Doctoral  Dissertation shall 
be entitled to a thesis/dissertation loan payable  in one (1) year without 
interest. 
b. The payment of the said loan shall commence one (1) year after  the 
loan was availed. Payment can be made through cash or on  salary de-
duction upon the borrower’s written authorization. 
 
c. Repayment of the full amount of loan may be made upon  termina-
tion of employment. However, interest shall be paid on  the full amount 
outstanding, which shall begin to accrue and be  charged from the 
date the loan was received. 
 
d. The refund/repayment policy shall not apply to an ATF/ASF who  is 
involuntarily separated from employment. (refer to Section K.1, this 
Chapter) 
 
e. A Memorandum Of Agreement shall be signed prior to the  effective 
date of the thesis/dissertation loan. 
 
f. The AMSAI reserves the right to withhold any and all benefits  accruing 
to the ATF/ASF in case of breach of obligations. 
 
I.6. FOR CHILDREN OF ATF/ASF/NTS  
 
I.6.1. Dependents Scholarship 
All legal dependents of Full-time ATF/ASF/NTS of AMSAI shall be entitled 
to 100% tuition  discount on all courses offered in AMSAI Basic Education 
Department; provided further that the legal dependent is below 21 years 
of age. 
  
J. PERMANENT TOTAL DISABILITY BENEFIT 
 
J.1. In order to protect a Full-time ATF/ASF/NTS against loss of income due  
to permanent total disability/incapacity which requires the Institution/
relevant Unit to terminate his/her employment, he/she shall be  entitled 
to SEPARATION PAY equivalent to his/her last half-month  salary multi-
plied by the total credited years of service (with a fraction  of six (6) 
months being considered as one (1) whole year), and to other  mone-
tary benefits (e.g. proportionate 13th month pay, longevity pay, etc.), 
including the cash equivalent of accrued, unused  sick leaves not ex-
ceeding thirty (30) days (refer to Section D.1.7, this  Chapter). 
 
K. SEPARATION BENEFITS 
 
K.1. INVOLUNTARY WORK SEPARATION 
 
K.1.1. Full-time ATF/ASF/NTS shall be entitled to a tax-free separation pay  
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(equivalent to their last half-month  salary multiplied by the total  credit-
ed years of service, with a fraction of six (6) months being  considered as 
one (1) whole year; and to other monetary benefits  (e.g. proportionate 
13th month pay, longevity pay, cash equivalent of unused sick leaves, 
etc.), including the cash  equivalent of accrued, unused sick leaves not 
exceeding thirty (30)  days (refer to Section D.1.7),  IF their separation 
from the  College/relevant Unit is due to any of the following: 
 a. installation of labor saving devices 
 b. redundancy, retrenchment   
 c. closing or cessation of operation of the Institution/ Unit/ NOT due 
to serious losses or financial reverses 
 d. when the ATF/ASF/NTS is suffering from a disease NOT curable 
within  6 months, and continued employment is prejudicial to the health  
of the ATF/ASF/NTS or his/her colleagues  
 e. impossible reinstatement of the ATF/ASF/NTS to his/her former  
position or to a substantially equivalent position for reasons NOT  attribut-
able to the fault of the Institution, as when the reinstatement  ordered by 
a competent authority cannot be implemented due to  closure or cessa-
tion of operations of the Institution/Unit,  or the position to which he/she is 
to be reinstated no longer exists  and there is no substantially equivalent 
position in the Institution/ Unit to which he/she can be reinstated 
 
K.1.2. A written notice shall be served on the ATF/ASF/NTS and the DOLE  
through its regional office at least one (1) month before the intended  
date thereof. 
 
L. RETIREMENT BENEFITS 
 
L.1. COMPULSORY/ MANDATORY RETIREMENT 
The compulsory retirement age is  60 years. An ATF/ASF/NTS who reaches 
the compulsory  retirement age may opt to have the effective date of 
retirement  on the first day of the month following his/her 60th birthday, 
OR  on the first day of the new semester/term. 
 
L.2. RETIREMENT PAY 
 
Years of Credited Service *Retirement Pay per Year of  Credited Service 
10 years + 1 day – 15 yrs 15 days/year of credited service 
15 years + 1 day – 20 yrs 20 days/year of credited service 
20 years + 1 day – 25 yrs 25 days/year of credited service 
25 years + 1 day AND UP 30 days/year of credited service 
 
· A fraction of six months shall be considered as one whole year 
 
L.2.1. The tenure of service shall be reckoned from the credited years of  
service, and the retirement pay/year of credited service shall, based  on 
the above table, be computed as follows:   
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a. For an ATF/ASF/NTS with straight Full-Time employment status 
RETIREMENT PAY = last FT daily pay rate X number of days X   
years of credited service 
Example: the minimum retirement pay of a FT ATF/ASF/NTS  
with ten (10) years of service (which is equivalent to 10 years of   
credited service) at a daily pay rate of Php3,000/day   
 = Php3,000 X 15 days X 10 years credited service 
 = Php450,000.00 
 

L.2.2. The computation of retirement pay shall be based on highest rank  
obtained. 
 
L.2.3. If unfortunately, an ATF/ASF/NTS died within six (6) months prior to  
retirement date; OR if an ATF/ASF/NTS has served the Institution for  more 
than twenty (20) years but died prior to retirement date, all  correspond-
ing retirement benefits shall be given to beneficiary(ies). 
 
 
L3. RETIREMENT PRACTICE OF RETIRED ATF 
An ATF of the Ananda Marga Special Academic Institutional who retires 
at the age of sixty (60),  or after having rendered at least twenty (20) 
years of credited service,  or who retires at the compulsory age of sixty-
five (65) years, may opt  to be downgraded to Part-time status and shall, 
without age limit, be  allowed to teach. 
 
M. SERVICE EXCELLENCE AWARDS AND INCENTIVES 
The Awards and Incentives for Service Excellence is designed to encour-
age creativity, innovativeness, efficiency, integrity and productivity in the 
education service by recognizing and rewarding officials and employ-
ees, individually or in groups, for their suggestions, inventions, superior 
accomplishments and other personal efforts which contribute to the effi-
ciency, economy, or other improvement in school operations, or for oth-
er extraordinary acts or services in the school community interest. (Refer 
to Appendix XIX—Policy on Vidya Awards for Service Excellence) 
 
M. NON-DIMINUTION OF BENEFITS 
 
Notwithstanding the provisions of this revised Faculty/ASF/NTS Manual, 
benefits  and privileges enjoyed by ATF/ASF/NTS on the basis of previous 
editions of the  Faculty/ASF/NTS Manual and/or prior or current policies 
and practices shall NOT  be withdrawn NOR diminished for reasons of not 
being included herein.   

ART. 100. PROHIBITION AGAINST ELIMINATION OR DIMINUTION OF  BEN-
EFITS. 
Article 100 of the Labor Code (otherwise known as Non-Diminution 
Rule)  provides - Nothing in this Book shall be construed to eliminate or 
in any way  diminish supplements, or other employee benefits being 
enjoyed at the time  of promulgation of this Code. 
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VIII  
GENERAL PROVISIONS   

 
9.1. Dress Code 
 
All faculty members (part-time or full-time) are expected to wear proper  
teaching attire during teaching days unless otherwise specified by the 
Administration. Follow rule of decency; it shall be business or smart casual 
attire. 
 
9.2. Outside Professional Activities, Conflict of Interest and Conflict of  
Commitment  
9.2.1. Outside professional activities provide the faculty not only with  
professional currency and relevant practical experience, but also with  
opportunities for professional development, continuing education,  
knowledge transfer and knowledge sharing. Hence, reasonable  partici-
pation in these activities is encouraged. 
 

9.2.1.1. The nature and extent of the faculty member’s outside profes-
sional  activities, however, should NOT compromise the performance 
of his/ her academic duties and the pursuit of the educational mis-
sions  of AMSAI; and must NOT detract the prestige of the Institution 
and the professional stature of the faculty. 
 
9.2.1.2. All faculty members should recognize his/her obligation to act 
in  the best interests of the AMSAI and therefore, must NOT  allow out-
side professional activities to interfere with that obligation. 
 
9.2.1.3. Outside professional activities should NOT create real, poten-
tial  or apparent Conflict of Interest and/or Conflict of Commitment,  
any of which has possible adverse impact on college/institutional  
interests. 

 
9.2.2. Outside Professional Activities 
All faculty members who engage in outside professional activities,  in-
cluding external consulting, must conduct these activities in  accord-
ance with the terms of their employment agreement, and with  all rele-
vant AMSAI rules and policies. AMSAI has  NO responsibility or liability for 
the outside professional activities  of the faculty, except those who re-
ceived written approval prior to  engagement. 
 

9.2.2.1. Non-Compensated Outside Professional Activities   
This refers to outside professional activities, integral to the faculty  
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member’s academic and professional expertise that expand and  
advance his/her normal responsibilities to the Institution.  These in-
clude, but are not limited to:  
9.2.2.1.1. Providing public service or pro bono work 
9.2.2.1.2. Giving guest lectures, speeches 
9.2.2.1.3. Attending professional meetings 
9.2.2.1.4. Reviewing grant proposals, refereeing journal  manuscripts 
9.2.2.1.5. Acting as editor of a professional journal 
9.2.2.1.6. Serving on national commissions, government advisory   
bodies/boards 
9.2.2.1.7. Serving as elected officer of professional organizations 
9.2.2.1.8. Conducting site visits, program evaluations at other   
institutions 
9.2.2.1.9. Participating as investigator or adviser on projects   
supported by government or private grants 
9.2.2.1.10. Writing books, participating in artistic performances or   
Activities 

 
9.2.2.2. Faculty members must fully and promptly inform their immediate  
superior in writing about their participation in these non compensated 
outside professional activities. This is to ensure that  no conflict of interest 
or commitment would arise where gifts or in kind donations may be tied 
to productivity and/or may substitute for  direct compensation. If there is 
reason, however, to believe that  these activities present actual or per-
ceived Conflict of Interest  or Commitment, full and prompt disclosure 
must be made prior to  participation in such activities. 
 
9.2.2.3. Compensated Outside Professional Activities (COPA) 
This refers to outside professional services, related to the faculty  mem-
ber/ASP’s academic and professional expertise, that are outside  the 
scope of his/her primary responsibilities in AMSAI,  and are undertaken for 
personal financial gain beyond nominal  payments and/or expense re-
imbursements. These include, but are  not limited to: 
 
 9.2.2.3.1. Consulting - is any professional activity, involving the  fac-
ulty member professional capabilities and expertise,  where a fee-for-
service or an equivalent relationship with a third party exists, and where 
the faculty is NOT acting as an agent of the AMSAI 
 
 9.2.2.3.2. Having substantial involvement in commercial  Enterpris-
es (e.g. ownership interests, line management positions) 
 
 9.2.2.3.3. Being employed on a full-time appointment by another   
institution or employer 
 
 9.2.2.3.4. Participating (as investigator, member/staff, or paid  
consultant) in projects supported by government/or private grants Since 
these compensated outside professional services activities have poten-
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tial for both Conflict of Interest and Conflict of Commitment, written dis-
closures must be made prior to undertaking these activities. 
 
9.2.2.4. Guideline on Compensated Outside Professional Activities 
(COPA)  

9.2.2.4.1. COPA should not take precedence over the faculty   
member’s primary commitment to the College/ AMSAI 
 
9.2.2.4.2. Faculty members may engage in COPA only outside  of 
their declared work days and hours in AMSAI, or  while on unpaid 
leave of absence from the College. 
 
9.2.2.4.3. Faculty members are required to obtain prior  written ap-
proval, from the Department Chair and  the Dean, before engaging 
in COPA 
 
9.2.2.4.4. Faculty members have the obligation to disclose in  writing 
all COPA, to include among others the third party entity for which 
these are to be performed, the  nature, scope, duration, and com-
pensation for such  activities. 
 
9.2.2.4.5. COPA do not involve becoming an employee of  the third-
party entity, or having a concurrent, full time faculty/ASP appoint-
ment at another academic  institution. 
 
9.2.2.4.6. The third-party entity for which the COPA is to be  performed 
must be informed of all relevant institutional  policies, as well as obli-
gations of the faculty under  those policies. This task of informing shall 
be the  responsibility of the faculty members. 
 
9.2.2.4.7. It should be clear to all parties concerned that the  COPA is 
personal such that faculty members/ASP  will be acting in their pri-
vate capacities, and that the  College/AMSAI is NOT endorsing the 
COPA. 
 
9.2.2.4.8. Unless, expressly authorized or permitted, faculty  members 
may NOT: 

 
 9.2.2.4.8.1. Use College/AMSAI resources (e.g. facilities,  equip-
ment, personnel, students, trainees). EXCEPT in  purely incidental 
way; 
 
 9.2.2.4.8.2. Grant any outside person or entity access to College/ 
AMSAI resources, including research results,  materials, or products; 
 
 9.2.2.4.8.3. Compete with the professional, instructional, and any  
other services offered by the College/AMSAI, or  with the pursuit of 
sponsored funding; 
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 9.2.2.4.8.4. Use AMSAI funding, and confidential, privileged,  or 
proprietary information; 
 
 9.2.2.4.8.5. Use the name of AMSAI, or any AMSAI mark,  symbol, or 
logo, EXCEPT as reference to the  faculty member’s College/
AMSAI affiliation for  identification purposes; 

 
9.2.2.4.8.5.1. List institutional contact information in  commer-
cial listings   
 
9.2.2.4.8.5.2. Give, as consulting business address, any  AMSAI 
building, College or Department name 
 
9.2.2.4.8.5.3. Make endorsements of business, private  practice, 
commercial product, political position, etc. A copy of the Writ-
ten Agreement with the  third- party entity may be requested 
for review,  as part of the oversight process for Conflict of  Inter-
est or Commitment. 

 
9.2.3. Conflict of Interest and Conflict Commitment 
 
Faculty members particularly those with full-time appointments, owe  
professional loyalty to the College/AMSAI. Faculty members therefore,  
should be alert to the possibility that outside professional activities  could 
create a division of loyalty, and give rise to real, potential, or  apparent 
Conflict of Interest or Commitment. Personal responsibility,  high stand-
ards of integrity and ethical principles are major factors in  preventing 
such conflicts to occur. 
AS A MATTER OF POLICY, NO faculty member/ASP of this Institution  may 
undertake any activity which constitutes Conflict of Interest or  Commit-
ment, EXCEPT as may be expressly approved and/or permitted. 
 
 9.2.3.1. Conflict of Interest (COI) 
Conflict Of Interest – denotes any situation /circumstance in, which  the 
financial or other interests of the faculty member/ASP (or  his/her imme-
diate family member, or persons with whom he/she  has personal or busi-
ness relationship) may actually or potentially  compromise his/her prima-
ry obligations and commitments to  the College/AMSAI. Disclosure of 
COI must be made in writing to  the Director through the Program Direc-
tor/Department Chair  prior to undertaking any activities giving rise to 
COI. Activities, which  may create COI include, but are not limited to: 
 

9.2.3.1.1. Non-Compensated Outside Professional Activities  (refer to 
9.2.2.1.Non-Compensated Outside Professional  Activities 
9.2.3.1.2. Compensated Outside Professional Activities (refer to 9.2.3.2. 
Compensated Outside Professional Activities (COPA) 
9.2.3.2.1. Business/Entrepreneurial Activities – which include  among 
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others the following: 
a. Participating in testing, trials, research, technology  or product 
development, management, or evaluation  owned/controlled by 
a business in which the faculty  (or his/her immediate family mem-
ber, or persons with  whom he/she has close or business relation-
ship) has  financial or other interests; 
 
b. Assigning students, trainees, or subordinates to  projects sup-
ported by a business in which the faculty/ASP (or his/her immedi-
ate family member, or persons  with whom he/she has close or 
business relationship)  has financial or other interests; 
 
c. Participating, or taking administrative action on grants,  con-
tracts, purchase orders, lease arrangements, rentals,  or dona-
tions from a business in which the faculty  (or his/her immediate 
family member, or persons with  whom he/she has close or busi-
ness relationship) has  financial or other interests; 
 
d. Holding top management position (i.e. position with  significant 
decision-making authority) in a business engaged in activities re-
lated to the faculty member’s  institutional responsibilities; or in an 
entity that  conducts or seeks to conduct business with AMSAI; 
 
e. Having financial and other interests in a business that  com-
petes with the services, products, awards  or grants, bids for spon-
sored research, or with other  activities in which AMSAI is or might 
become  engaged; 
 
f. Diverting business or financial opportunity that  AMSAI is pursu-
ing or might be interested in pursuing; 
 
g. Soliciting business that might disturb existing  professional or/
business relationship that AMSAI has  with an outside entity; 
 
h. Making professional referrals to a business in which  the faculty 
(or his/her immediate family member, or persons with whom he/
she has close or business  relationship) has financial or other inter-
ests; 
 
i. Soliciting or receiving anything of value (e.g. gifts,  special fa-
vors) from individuals, vendors, or entities  that provide or seek to 
provide services, products, or  supplies to AMSAI. 
 
j. Workplace Activities – which include, but not  limited to: 
 

i. Anticipating directly or indirectly, in a decision-making  pro-
cess (e.g. employment, employee benefits, work  assignment, 
student admission, and purchase order)  that involves direct 
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benefit to the faculty or to a person  with whom he/she has 
intimate or family relationship; 
 
ii. Having a direct reporting/evaluation relationship with  an 
employee, or a supervisory/evaluation relationship  with a stu-
dent with whom the faculty has intimate or  family relationship; 
 
iii. Permitting persons with whom the faculty has intimate  or 
family relationship, to be paid from funds from a  grant or con-
tract supervised by the faculty; 
 
iv. Soliciting or receiving anything of value (e.g. personal  gifts, 
special favors) on behalf of, or as a representative   
of AMSAI. 
 
v. Any Other Activities that compromise the faculty  member’s 
professional responsibility to the College/AMSAI, results in finan-
cial gain/benefit to the faculty  or related individuals, or diverts 
to third-party entities  financial support, personal and other 
resources  which otherwise would flow to the College/AMSAI 

 
9.2.4. Conflict of Commitment (COC) 
 
Conflict of Commitment (Conflict of Obligation) – denotes any situation/ 
circumstance in which the professional activities of the faculty, whether  
inside or outside AMSAI, substantially interfere with his/her primary  obli-
gations and commitments to the College/AMSAI. Disclosure of  COC 
must be made in writing to the Dean/Director through the Program  Di-
rector/Department Chair prior to undertaking any activity giving rise  to 
COC. 
 

9.2.4.1. Activities, which may create COC include, but are not limited 
to: 

 
 9.2.4.1.1. Engaging in outside professional activities  
(compensated or non compensated) within the  declared work 
days and hours in AMSAI; 
 
 9.2.4.1.2. Committing to professional activities that involve  regular, 
frequent or prolonged absence from the  Department/College; 
 
 9.2.4.1.3 Engaging in non-AMSAI’s activities/projects  which de-
mand a substantial portion of the faculty  member’s time and at-
tention, thereby diluting the  amount and quality of his/her partici-
pation in the academic and instructional affairs of the Depart-
ment/College; 

 
9.2.4.1.4. Engaging in course creation of behalf of or through an  out-
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side entity; 
 
9.2.4.1.5. Participating on sponsored projects at another entity  
 

9.2.5. Request for Approval 
 
9.2.5.1. It is incumbent upon the faculty to fully and promptly  inform his/
her PRINCIPAL, Chair of ALL professional activities (that fall outside the 
scope  of the his/her primary responsibilities, whether inside or outside  
AMSAI) that he/she personally wish or is requested to engage  in. De-
pending on the nature, type, and extent of the activity,  submission of a 
written request for approval may be required. The  decision to approve 
the request is within the discretion of the VPA  endorsed by the Principal. 
 
9.2.5.2. AS A MATTER OF POLICY, faculty members are required  to obtain 
approval before engaging in activities that might  create the perception 
of or potential for Conflict of Interest or  Commitment. When there is rea-
son to believe that a real, potential,  or apparent Conflict of Interest 
and/or Commitment exist, the  faculty is obligated to disclose all facts 
material to the conflict on  an appropriate Form. 
 
9.2.6. Disclosure, Review, and Resolution of Conflict of Interest and Con-
flict  of Commitment 
 
The requirement to disclose personal financial arrangements/  relation-
ships with a third-party entity, or commitments of time and  effort to ac-
tivities that create the occasion for real, potential or apparent  Conflict 
of Interest (COI) or Conflict of Commitment (COC) serves the  ultimate 
purpose of preserving the interests of the School. 
 
Should the faculty have questions about whether a professional activity  
requires disclosure, he/she must consult the Principal/Vice President for 
Administration. The Vice President for Formation is obligated to ensure 
appropriate management of  the conflict. In some circumstances, identi-
fication and evaluation of  potential COI or COC may require the Princi-
pal/Vice President for Administration/ Vice President for Academics and/
or AMSAI legal  counsel. 
 

9.2.6.1. Annual Disclosures 
On an annual basis, ALL faculty members are required to complete  
and submit the DISCLOSURE FORM, which requires, among others: 

 
 9.2.6.1.1. Disclosure about the faculty member’s (or  his/her imme-
diate family member, or persons with  whom he/she has close or 
business relationship) outside professional activities, personal, fi-
nancial, or  other interests that could constitute real, potential or 
apparent Conflict of Interest or Commitment, as described in the 
preceding Sections. 
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 9.2.6.1.2. Provision of additional information/documentation,  if 
necessary, pertinent to the Conflict of Interest or  Commitment. 
The Disclosure Form must be submitted to the Principal, through 
the Academic Head, two weeks before the start of classes. The 
information disclosed must be sufficient for verification. Breaches 
in disclosures will be dealt with on a case-to-case basis. Disclosures 
shall be  considered confidential. It shall be the responsibility of the 
Principal to exert all reasonable efforts to preserve confidentiality 
as part of the process. The Principal shall establish procedures to 
ensure timely review of Faculty Annual Disclosures, and shall keep 
records of the disclosures and related actions. 

 
The following are the possible outcomes of the  disclosure process: 

 a. Approved (Permitted) 
 
 b. Approved (Permitted) contingent upon  satisfactory implemen-
tation of management and  monitoring plans 
 
 c. Disapproved (Prohibited) The Principal shall  submit an Annual 
Disclosure Summary to the Vice President for Academics, includ-
ing the  remedies imposed. 

 
9.2.6.2. AD HOC Disclosures 
The faculty is duty-bound to disclose to the Dean/Director/ Program 
Director/Department Chair on an ad hoc basis: 
 

 9.2.6.2.1. Current or prospective situations that may raise questions 
of Conflict of Interest or Commitment, in  advance of the conflict 
arising, or as soon as feasible  after such situations became known 
to the faculty 
 9.2.6.2.2. Valid change-in-circumstance (e.g. changes in financial   
interests, nature, or elimination of the conflict) that has  rendered 
any previously submitted Disclosure Form  materially inaccurate or 
incomplete 

 
9.2.6.3. Management of Conflicts 
The Principal, The Vice President for Formation, The Vice President for 
Administration after review and identification of Conflict of  Interest 
(COI) or Conflict of Commitment (COC), shall propose  remedies to 
ameliorate, mitigate, or eliminate the conflict. Attempts  shall be 
made to resolve the conflict by mutual agreement with the  faculty. 
The Dean shall ensure appropriate monitoring and oversight  of the 
conflict, management actions, and compliance with the  measures. 

 
 9.2.6.3.1. Management options include, but are limited to 
 a. Appropriate conflict disclosure to involved parties; 
 b. Divestiture of significant financial interests; 
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 c. Severance of relationships that pose conflicts; 
 d. Imposition of unpaid leave of absence; 

 e. Modifying, suspending, or limiting professional  activities that 
create conflicts; 

 f. Updating the disclosure on at least a bi-annual ba sis 
 

9.2.6.3.2. Following exhaustion of all possible management  op-
tions, faculty members may appeal, to the next higher superior, 
the decision of the Principal/Academic Head to disapprove the 
proposed  activity, or the remedies imposed. The Principal shall  be 
notified of all identified COI or COC that were  unremedied so 
they can be re- evaluated and acted upon by the Principal . Con-
flict issues, which remain  unresolved shall be referred to the Vice 
President for  Academics. 

 
9.2.6.4. Disciplinary Action (Sanctions) 
Full and open disclosure of Conflict of Interest or Commitment is  ex-
pected of the faculty, in consideration of the trust and ethical  responsi-
bility placed in them. 
 

 9.2.6.4.1. Disclosure policy violations include, but are limited to: 
 a. Failure to submit Annual Disclosures, and AdHoc  Disclosures, if 
so required; 
 b. Providing knowingly inaccurate, incomplete,  misleading, or 
false disclosure information; 
 c. Failure to comply with the prescribed conflict  management 
and monitoring plans 

 
 9.2.6.4.2. Distinctions, however, shall be made between  simple 
neglect, honest oversight, ignorance of the policy, and willful, de-
liberate non-disclosure. Following identification of breaches in the 
disclosure process, the faculty shall be given the opportunity to 
take corrective action within a specified period of time. If correc-
tive  action is not taken, the Program Director/Department Chair 
shall recommend the appropriate sanction to the Dean/Director 
for approval. Violations of the  Disclosure Policy, which amount to 
serious misconduct, shall be subject to disciplinary action 
(sanction) ranging from warning to dismissal, in accordance with 
the provisions of this Manual. The faculty has the right  to appeal 
the sanction to the Vice President for Academics (VPA). The deci-
sion made by the VPA on  the appeal is grievable. 

 
9.3. Grievance and Disciplinary Policies and Procedures 
 
9.3.1. Grievance and disciplinary procedures provide frameworks for  
maintaining effective working relationships and conditions, and high  
standards of conduct and performance; thus, must be viewed in a  con-
structive light. 
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9.3.2. A grievance is laid at a lower level and handled by a higher level,  
while discipline is applied from higher to lower level, never vice-versa.  
Although the line between the two sometimes can become blurred (e.g.  
a grievance leading to a disciplinary action), the two procedures should  
remain distinguishable. 
(Appendix XVI – Grievance and Disciplinary Policies and Procedures for  
the specific policies and procedures.) 
 
9.4. Policies and Guidelines For The Prevention And Investigation Of  Sex-
ual Harassment Cases 
Pursuant to the Anti-Sexual Harassment Act of 1995, faculty members 
shall  comply with the prescribed policies and guidelines on cases relat-
ed to sexual  harassment. (Appendix XV – Anti-Sexual Harassment Act of 
1995) 
 
9.5. Separation From Service 
A faculty member may be separated from his/her job or employment 
through  resignation, expiration of contract, abandonment, termination 
for cause, lay off, suspension, redundancy, retrenchment, or retirement 
and other authorized  or just causes. 
 
9.5.1. Resignation is the voluntary and unilateral act of the employee in  
severing his/her employment with this Institution. 
 

9.5.1.1. Any faculty member who resigns must inform the immediate 
head  in writing at least one (1) month or 30 days prior to the effectivi-
ty of  the resignation. 
 
9.5.1.2. A resignation is deemed effective once approved by the Prin-
cipal. The HRM must be furnished a copy of  approved resignation 
letter. 
 
9.5.1.3. Together with the letter of resignation, an employee must se-
cure  the necessary clearance and submit it to the HRM Department 
on the  first day after the last working day of the resigned employee 
or on  the day after the effectivity date of resignation. 
 
9.5.1.4. Those faculty members who are officially resigned can still 
claim  whatever is due to her/his in accordance with law. 

 
9.5.2. Expiration of Contract 
  
A faculty member whose contract expires need not file a resignation  
letter but has to accomplish the necessary clearance and has to clear  
himself/herself of all accountabilities with the Institution. All applicable  
benefits shall be given to him/her. 
9.5.3. Abandonment 
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All faculty members are subject to the Institutional definition and  policies 
on abandonment. 
 
9.5.4. Termination for Cause, Lay-off, and Suspension 
 
Faculty members may be terminated or separated for cause, laid-off  or 
suspended from work in accordance with the stipulated rules and  regu-
lations of the Institution and existing applicable laws and regulations  
contained in the Labor Code. 
 
9.5.5. Redundancy/Retrenchment 
 
Redundancy or retrenchment must be implemented in a just and  prop-
er manner. There must be fair and reasonable criteria to be used in  se-
lecting employees to be dismissed, such as: (a) less preferred status;  (b); 
seniority and (c) efficiency rating. After exhausting all possible  measures 
the application of Redundancy/Retrenchment must be done  in good 
faith giving all labor options and due process to the faculty  employees. 
(Applicable laws and regulations in the Labor Code Art.  283 should be 
considered) 
 
 
9.6. Rights of the Faculty Member 
 
The institution recognizes the following rights of the faculty members, 
namely: 
 
9.6.1. The right to freedom of expression; such as but not limited to, 
speaking  to or writing as private citizen and in no way implying or at-
tempting to  speak in behalf or in representation of the Institution, the 
faculty should  be free from Institutional censorship or disciplinary action; 
 
9.6.2. The right to be represented, consulted and actively participate,  
individually or collectively, in Institutional governance, policy-making  
and matters concerning promotion, salary increase, tenure, discipline,  
working condition, appointment/reappointment, redundancy,  retrench-
ment, termination, grievance and other issues affecting the  interests of 
the faculty; 
 
9.6.3. The right to participate or engage in professional or consulting ac-
tivity  outside the institution after office hours so long as academic duties 
and  obligation in the institution are not adversely affected thereby and 
such  activity does not involve any conflict of interest; 
 
9.6.4. The right to fair and equitable opportunities for professional growth  
and development; 
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9.6.5. The right to due process, presumption of innocence, individual  
privacy and protection from unreasonable searches, and financial and  
legal support from the institution in any litigation brought against them  
by third parties as a direct result of the performance of their duties; 
 
9.6.6. The right to security of tenure and protection from diminution of 
benefit; 
 
9.6.7. The right to free inquiry and to full freedom in doing research and 
in the  publication of the results thereof; and, 
 
9.6.8. The right to present controversial material when relevant to a 
course of  instruction or research. 
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IX 
REPEALING CLAUSE 

Faculty Manual are hereby repealed or modified accordingly. In the 
same manner,  memoranda, instructions and directives that are not in-
corporated in this Manual  but are not expressly superseded by this Man-
ual, are deemed operational and  enforceable. 
 . 

X 
EFFECTIVITY DATE 

The provisions of this Faculty Manual shall take effect upon circulation to 
the  faculty members and upon affixing their respective signatures on 
the Reply Slip  provided for. Approved as discussed by the Faculty Manu-
al Committee on   
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Appendix I 
CODE OF ETHICS FOR PROFESSIONAL TEACHERS 

 
Pursuant to the provisions of paragraph (e), Article 11, of R. A,. No. 7836,  
otherwise known as the Philippines Professionalization Act of 1994 and 
Paragraph  (a), section 6, P.D. No. 223, as amended, the Board for Pro-
fessional Teachers  hereby adopt the Code of Ethics for Professional 
Teachers. 
 

PREAMBLE 
 
Teachers are duly licensed professionals who possesses dignity and repu-
tation  with high moral values as well as technical and professional com-
petence in the  practice of their noble profession, they strictly adhere to, 
observe, and practice this  set of ethical and moral principles, standards, 
and values. 
 

ARTICLE I 
SCOPE AND LIMITATIONS 

 
Section 1. The Philippine Constitution provides that all educational institu-
tion shall  offer quality education for all competent teachers committed 
of it’s full realization  The provision of this Code shall apply, therefore, to 
all teachers in schools in the  Philippines. 
Section 2. This Code covers all public and private school teachers in all 
educational  institutions at the preschool, primary, elementary, and sec-
ondary levels whether  academic, vocational, special, technical, or non-
formal. The term “teacher” shall  include industrial arts or vocational 
teachers and all other persons performing  supervisory and /or adminis-
trative functions in all school at the aforesaid levels,  whether on full time 
or part-time basis. 
 

ARTICLE II 
THE TEACHER AND THE STATE 

 
Section 1. The schools are the nurseries of the future citizens of the state; 
each  teacher is a trustee of the cultural and educational heritage of 
the nation and is  under obligation to transmit to learners such heritage 
as well as to elevate national  morality, promote national pride, cultivate 
love of country, instill allegiance to the  constitution and for all duly con-
stituted authorities, and promote obedience to the  laws of the state. 
 
Section 2. Every teacher or school official shall actively help carry out the 
declared  policies of the state, and shall take an oath to this effect. 
 
Section 3. In the interest of the State and of the Filipino people as much 
as of his  own, every teacher shall be physically, mentally and morally fit. 
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Section 4. Every teacher shall possess and actualize a full commitment 
and  devotion to duty. 
 
Section 5. A teacher shall not engage in the promotion of any political, 
religious, or  other partisan interest, and shall not, directly or indirectly, 
solicit, require, collect,  or receive any money or service or other valua-
ble material from any person or  entity for such purposes 
 
Section 6. Every teacher shall vote and shall exercise all other constitu-
tional rights  and responsibility. 
 
Section 7. A teacher shall not use his position or facial authority or influ-
ence to  coerce any other person to follow any political course of ac-
tion. 
Section 8. Every teacher shall enjoy academic freedom and shall have 
privilege of  expounding the product of his researches and investiga-
tions; provided that, if the  results are inimical to the declared policies of 
the State, they shall be brought to  the proper authorities for appropriate 
remedial action.   
 

ARTICLE III 
THE TEACHER AND THE COMMUNITY 

 
Section 1. A teacher is a facilitator of learning and of the development 
of the youth;  he shall, therefore, render the best service by providing an 
environment conducive  to such learning and growth. 
 
Section 2. Every teacher shall provide leadership and initiative to actively  
participate in community movements for moral, social, educational, 
economic and  civic betterment.   
 
Section 3. Every teacher shall merit reasonable social recognition for 
which  purpose he shall behave with honor and dignity at all times and 
refrain for such  activities as gambling, smoking, drunkenness, and other 
excesses, much less illicit  relations.   
 
Section 4. Every teacher shall live for and with the community and shall, 
therefore,  study and understand local customs and traditions in order to 
have sympathetic  attitude, therefore, refrain from disparaging the com-
munity.   
 
Section 5. Every teacher shall help the school keep the people in the 
community  informed about the school’s work and accomplishments as 
well as its needs and  problems.   
 
Section 6. Every teacher is intellectual leader in the community, especial-
ly in the  barangay, and shall welcome the opportunity to provide such 
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leadership when  needed, to extend counseling services, as appropriate, 
and to actively be involved  in matters affecting the welfare of the peo-
ple.   
 
Section 7. Every teacher shall maintain harmonious and pleasant person-
al and  official relations with other professionals, with government offi-
cials, and with the  people, individually or collectively. 
 
Section 8. A teacher possess freedom to attend church and worships as 
appropriate,  but shall not use his positions and influence to proselyte 
others. 
 

ARTICLE IV   
A TEACHER AND THE PROFESSION 

 
Section 1. Every teacher shall actively insure that teaching is the noblest 
profession,  and shall manifest genuine enthusiasm and pride in teaching 
as a noble calling.   
 
Section 2. Every teacher shall uphold the highest possible standards of 
quality  education, shall make the best preparations for the career of 
teaching, and shall be  at his best at all times and in the practice of his 
profession. 
 
Section 3. Every teacher shall participate in the Continuing Professional 
Education  (CPE) program of the Professional Regulation Commission, 
and shall pursue such  other studies as will improve his efficiency, en-
hance the prestige of the profession,  and strengthen his competence, 
virtues, and productivity in order to be nationally  and internationally 
competitive.   
 
Section 4. Every teacher shall help, if duly authorized, to seek support 
from  the school, but shall not make improper misrepresentations through 
personal  advertisements and other questionable means. 
 
Section 5. Every teacher shall use the teaching profession in a manner 
that makes  it dignified means for earning a decent living. 
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FACULTY AND ACADEMIC SUPPORT PERSONNEL DEVELOPMENT  

AND CONTINUING SUCCESS PROGRAM POLICIES,  
STANDARDS AND  GUIDELINES 
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Section 1. Scope 
 These policy guidelines intend to guide the Marga Special Aca-
demic Institution (AMSAI) - Maharlika, Inc. in effectively organizing the 
structure of the mentoring program and in managing its implementation. 
 The program will initially focus only on teachers who have been 
teaching subjects not their field of specialization and those teachers 
who have been in the service with less than three (3) years of teaching 
experience. 
 
Section 2. Definition of Terms 
 Mentoring refers to the professional developmental relationship 
between a more experienced teacher (mentor) and a less experienced 
partner (mentee). This covers the teaching-learning development of the 
Elementary to Secondary education levels. 
 A Mentor is a specialist teacher, major in the learning area/filed, 
and with at least three (3) of teaching experience. He/she provides 
technical assistance (mentoring) to prepare the mentee to become 
competent teacher in both content and teaching strategies. 
 A Mentee is a teacher with no specialization (i.e., who is not a ma-
jor in the assigned learning area) or has less experience three (3) years 
below in teaching  the learning area or subject and has voluntarily sub-
mitted oneself for the mentoring activities. 
 
Section 3. Policy Statement 
 These policy guidelines provide a mechanism in the institutionali-
zation of a mentoring program the guides the journey of a mentor and a 
mentee providing an avenue for mentors to share their expertise and for 
mentors to become effective learners. 
  The mentor-mentee relationship shall be based on trust, confiden-
tiality, mutual respect and sensitivity. The mentoring program shall strive 
to develop,  capacitate, empower, and improve the teaching compe-
tence of the mentee to make teaching more effective to achieve high-
er learning outcomes. 
 This program shall be incorporated in AMSAI’s SIP and AIP to as-
certain its implementation. 
 
Section 4. Procedures 
 The Mentoring and Coaching Program is intended to promote the 
sharing information, transmission of skills and competencies, and experi-
ences between then mentor and the mentee. The focus of sharing is to 
prepare the mentee to become a competent teacher in both content 
and teaching strategies. Correspondingly, the program is designed to 
promote a culture of a collaborative learning environment. 
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A.  Mechanics of the  Mentoring and Coaching Program 
The program requires the mentor and mentee to work together and pro-
vide each other sufficient feedback to ensure that specific teaching-
learning objectives are achieved. It likewise requires constant and sus-
tained interactions among the mentor and the mentee, with the latter 
acquiring an increasing degree of competence. Interest, and self-
confidence in teaching the subject matter.  
 
B.   Implementation Guide 
The following objectives, actions or strategies, and tools are the suggest-
ed implementation guide in conducting then mentoring program: 

OBJECTIVES ACTIONS/ STRATEGIES 

1. Identify target 
mentees 

Meeting with the mentees 
Orientation of the Mentoring and Coaching Pro-
gram (MCP) 
Tool: Minutes of Meeting 

2. Asses the 
mentee’s teaching 
skills 

Self-assessing by the mentee  
Identifying areas for improvement 
Tool: Minutes of Meeting 

3. Draft mentoring 
schedule 

Crafting of mentoring schedule by the mentor and 
mentee 
Tool: Minutes of Meeting, Mentoring Design/Plan 

4. Assess the 
mentee’s lesson 
plan and instruc-
tional materials 
(IMs) 

Assessing the plan and IMs by the mentor 
Providing alternatives to improve the plan and IMs 
(If any) and other technical assistance (TA) 
Tool: Plan Evaluation Scale 

5. Observe 
mentee’s classes 

Conducting class observations (face-to-face, 
online, or blended) by the mentor 
Tool: Teaching Evaluating Scale 

6. Provide feed-
back 

Conducting class observation process by the men-
tor and mentee, including TA and support provi-
sions  
Tool: Monitoring and Evaluation Documentations 

7. Monitor 
mentee’s progress 

Monitoring of the performance if the mentee 
through formal and/or informal meetings/
discussions and observations 
Tools: Teacher Mentoring Log, M&E Documentation  

8. Submit mentor-
ing completion 
report 

Crafting and submitting the report by the mentor to 
the School Head and Division EPS for next steps 
such as technical assistance and CB provisions 
Tools: Mentoring and Coaching Completion Report 
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C. The Mentor and Mentee : Qualifications and Roles 

 The following provides the basic qualifications or characteristics 
and the roles of the mentors and the mentees: 

MENTOR MENTEE 

QUALIFICATIONS 

Completed a Bachelor's Degree in 
Education, major in the learning ar-
ea/field (except for Mother Tounge 
subject), or any degree related to the 
learning area with Teacher Profession 
Education 

Teaching the learning area but a 
non-major of the field or has less 
teaching experience (i.e. 5 years 
or below) 

At least three (3) years of teaching 
experience in the learning area, re-
gardless of position 

Willing to learn and grow profes-
sionally to become a competent 
and effective teacher 

Possesses a track record of excellent 
instructional practice, and at lest Very 
Satisfactory performance rating 

Possesses the desire to excel giv-
en the opportunities and appro-
priate training. 

Must have conducted demonstration 
teaching and/or must have been a 
learning facilitator of at least one (1) 
training or workshop form any govern-
ment level 

Must be a team player, can work 
with the mentor and in a team 

Must have a good working attitude 
and personality. Must be patient and 
willing to spend time in performing 
responsibilities that include adequate 
time to interact with the mentee 

Must have a strong desire to 
learn new and/or further devel-
op existing skills and abilities 

Must be understanding and support-
ive of the mentee. Must understand 
and support the development needs 
and should encourage the mentee to 
accept the challenges and to over-
come difficulties 

Any teacher who voluntarily sub-
mits oneself for the mentoring 
activities 
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D. Forms for Documentation of Meeting and Visitations 

 The following shall be used for the MCP: 

1. Minutes of Meeting. Meeting conducted will allow for document-
ing experiences, achievements, challenges, or problems encoun-
tered and suggested solutions, especially on content and peda-
gogy, mentoring processes, and other important issues/concerns. 

2. Plan Evaluation Scale. This provides for the comments of the men-
tor on the plan for instructional delivery of the mentee. Specific 
comments on the correctness of concepts and the pedagogical 
approaches to elicit the intended student’s learning outcomes 
are generated. A copy of the actual plan will contain the com-
ments of the mentor. 

3. Teaching Evaluation Scale. In cases when the mentor needs to 
observe the mentee doing the teaching using any modality, this 
proposed tool could be utilized on evaluating the mentee in 
terms of knowledge of the subject matter, curriculum, students’ 
understanding, instructional strategies, and learning assessment.  

MENTOR MENTEE 

ROLES   

Teacher’s teacher—must make the 
mentee learn the ski l l s  and 
knowledge to make him perform his/
her teaching task successfully. 
Mentor’s mentor  - must be able to 
held and develop teacher to be-
come mentors later and thereby cas-
cade the learnings 
Counselor—must e4stablish an trust-
ing and open relationship with the 
mentee by promoting confidentiality 
and respect 
Motivator—must inspire the mentee 
to succeed by providing encourage-
ment, support, and incentives to 
make him/her perform better. 
Adviser—must help the mentee de-
velop professional interest and set 
realistic career goals that will uplift 
the equality of learning outcome., 

Self-evaluator—must determine 
the extent of support he/she 
need fro, the mentor. (he/she 
decides the degree of thew 
mentoring relationship i.e., on 
the amount of independence 
and guidance needed.) 
Learner—must demonstrate 
what he/she learned. He/she 
must also: 
· Be on time  
· Establish goals  based on 

needs 
· Be prepared 
· Be an active listener 
· Maintain confidentiality 
· Recognize the importance of 

the mentor’s time 
· Have a willingness to request 

and act on feedback 
· Follow through with recom-

mendations 
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4. Teacher Mentoring Log. This form provides detailed information on 
the mentor’s observation related to topics discussed, activities un-
dertaken, his/her comments, problems identified, and suggested 
solutions with specific attention to contents and pedagogical ap-
proaches. 

5. Mentoring and Coaching Documentation Forms  

 A. Design Template is used as the plan for the conduct of actual 
mentoring, through coaching activity and serves as a guide in the 
process 

 B. Monitoring and Evaluation Documentation Worksheet serves to 
track a d document the results of sessions to ensure  that incre-
mental improvements in competencies and relevant details about 
the process are noted; and 

 C. Completion Report details the M&E results which are used for 
decision-making about he effectiveness of the coach ing in-
tervention at the individual and office/school level, how best to 
provide supporting mechanisms so that coaching  can  de l i ver 
expected improvements and how to nurture and capitalize on the 
benefits gained from coaching. 

 

E. Terms of Reference: Key Players’ Roles and Responsibilities 

1. School Head/ Principal 

· Gives full support to the program by encouraging the mentors and 
mentees to participate 

· Facilitates the commitment  signing between the mentor and 
mentee in the school 

· Monitors the activities of the mentor 

· Observes and evaluates the performance of the mentee 

 

Section 5. Monitoring and Evaluation 

 The overall approach in monitoring the program requires a system-
wide effort of coordination by all key players—from the Regional Office 
to the school level. Such coordination calls for periodic conduct of meet-
ings, gathering feedback, submission of reports, among others, and 
providing necessary support, especially by the key officials to allow the 
mentors and mentees to achieve the objectives of the program. 
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POLICIES, STANDARDS AND  GUIDELINES 

 The Ananda Marga Special Academic Institution strongly supports 
the professional growth and development of its Instructional Leaders (IL). 
In this regard, ILs are expected to continuously develop professionally 
and personally through graduate studies and participation in confer-
ences, seminars, workshops, and training programs. 

  Instructional Leaders (ILs) are academic supervisory personnels 
who lead learning communities, in which staff members meet on a regu-
lar basis to discuss their work, collaborate to solve problems, reflect on 
their jobs, and take responsibility for what students learn. This position 
includes (but not limited to): School Principal, Assistant Principal, Subject 
Department/Unit Head, and Academic Head.   

I. Graduate Studies (Master’s or Doctorate Degree) / Certificate Courses 

General Policies and Standards 

1. All ILs are REQUIRED to obtain their graduate degrees. However, 
enrollment in the certificate courses of undergraduate ILs shall 
only be allowed after obtaining the Master’s Degree. 

2. The graduate/certificate courses enrolled in must be aligned to 
their fields of specialization, or any related programs duly recom-
mended by the Planning and Development Officer for Administra-
tion and Governance, and approved by the VP for Administration 
and Finance. 

3. The graduate/certificate courses should not interfere with the su-
pervisory responsibilities of the ILs. However, in some exceptional 
cases, the ILs could make the necessary arrangements with the 
department through their Department Chairs as to their schedules 
duly approved by the Director concerned. However, supporting 
documents should be presented to justify the reasons for the said 
arrangements. 

Guidelines (Standard Operating Procedures)  

New Applicants: 

1. Submit a Letter of Intent addressed to the Members of the Aca-

APPENDIX XVIII 
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demic Planning and Development Committee through the VP for 
Administration and Finance. 

Note: Only full-time ILs who have rendered three (3) years of ser-
vice are entitled to avail of this educational subsidy. 

2. If approved, enroll in their desired graduate/post-graduate cours-
es. 

3. Prepare the Payment Requisition Slip (PRS), and IL Application for 
Educational Benefit Form, if the IL concerned intends to avail of 
the subsidy a photocopy of the Certificate of Registration, and 
Official Receipt for reimbursement. (Note: Those who have an on-
going Graduate Studies, proceed to Item No. 3 under New Appli-
cants section.) 

 

II. Participation in Professional Programs and Activities 

General Policies and Standards 

1. The activities (conferences, seminars, workshops, and training pro-
grams conducted institutionally, regionally, nationally, or interna-
tionally) are directly related to the IL’s fields of specialization. 

2. The Department and its patrons/staff would benefit from the activ-
ities to be attended. 

3. The activities give every member of the department equal right 
and opportunity to participate and attend the said professional 
programs and activities. 

4. The ILs may attend a number of activities as the need of the de-
partment arises and that budget for that purpose is still available 
as determined by the Academic Affairs Development Committee 
duly approved by the President. It covers the registration, accom-
modation, transportation, and other expenses. In terms of the 
transportation, a minimum of three (3) participants/attendees are 
required before a subsidized transportation is provided. In the 
event that the full time permanent ILs have been invited as guest 
speakers in an international conference to be held outside the 
country, an additional budget (subject to the availability of funds) 
of $150 (Asia) and $300 (other countries in the world) shall be add-
ed as their contingency allowance. 
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5. These activities should not interfere with the ILs’ academic supervi-
sory responsibilities. However, in some exceptional cases, the ILs 
could make the necessary arrangements prior to the said activi-
ties. 

6. The ILs shall pay for the amount equivalent to the budget allotted 
for them in the event that they have confirmed their participation 
but failed to attend. 

Guidelines (Standard Operating Procedures) 

1. Submit the accomplished letter of intent for Participation in Profes-
sional Programs and Activities to the committee at least a month 
before the activities. Preferably, attach the Event Memorandum/
Circular/ Program/Invitation. In case of a short notice of the activi-
ties, the ILs may shoulder first all the expenses and reimbursement 
of such shall be secured as long as proper documentation and 
replenishment/liquidation are done. 

2. Wait for the decision/recommendation after three (3) days 
(maximum) of the Academic Affairs Development Committee. 

3. If  approved,  prepare  the  Payment  Requisition   Slip   (PRS)   and 
Cash Advance Form (CAF) together with the No. 1 items, Registra-
tion Form/Fee, and other projected expenses. 

4. Submit to the Finance Department duly endorsed by the VPFA the 
Liquidation Report and Photocopy of the Certificate of Attend-
ance/Participation and Photocopy of the Hand- outs or photos 
related to the conference and other portfolios three (3) days after 
the activities. 

5. Echo the seminar as scheduled and submit report of the out-
comes of the training and seminar. 

 

III. Participation in the Mid-Year and Year-End Workshops and Other 
Team-Building Activities 

General Policies and Standards 

1. All ILs of the Department are strongly encouraged to par-
ticipate in the  Year-End Workshops and Other Team Build-
ing or Departmental-related Activities scheduled during 
the semester/term/school year. 

XVIII INSTRUCTIONAL LEADERS DEVELOPMENT PROGRAM 
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2. The full-time ILs are fully aware that they are allotted a max-
imum of Php5,000.00 every year (as per Finance Poli-
cies, Standards and Guidelines). Should there be cases 
when the expenses exceed from the budget allotted, the 
faculty members/ASF shall shoulder the said excess 
amount if they still want to join in the said activity. 

3. The ILs shall pay for the amount equivalent to the budget 
allotted for them in the event that they have confirmed 
their participation but failed to join. 

 

Guidelines (Standard Operating Procedures) 

1. Confirm with the Department Director the participation in 
the activity set for the semester/school year. 

2. Wait for the details of the activity and acknowledge re-
ceipt of such information. 

3. File an Official Business Form endorsed by the Planning 
and Development Committee Head and approved by 
the VPAA. 
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The Ananda Marga Special Academic Institution (AMSAI) - Maharlika, 
Inc. hereby establishes its own employee recognition and incentive 
awards system for service excellence, termed “Vidya Awards”. The Poli-
cy shall apply to all officials and employees of Ananda Marga Special 
Academic Institution (AMSAI)-Maharlika, Inc. including teachers and 
the administrative support personnel. 

 

Section 1.  Philosophical Background 

Vidya is a Sanskrit Term which means “real knowledge” - that which is 
goaded towards realization of one’s highest potential in the physical, 
mental and spiritual spheres of existence. Vidya serves as the torch light 
which exemplifies the ideals that every AMSAI educator and school 
community helper shall strive to achieve in guiding their learners. 

 

Section 2.  Basic Policies 

2.1  Essential Features. The Vidya Awards shall be designed to 
encourage creativity, innovativeness, efficiency, integrity and productivi-
ty in the education service by recognizing and rewarding officials and 
employees, individually or in groups, for their suggestions, inventions, su-
perior accomplishments and other personal efforts which contribute to 
the efficiency, economy, or other improvement in school operations, or 
for other extraordinary acts or services in the school community interest. 
It values inclusivity as a way of life by embracing people of diverse back-
ground and treating all equitably and without discrimination to create 
an enabling environment free from barriers, prejudices, or preferences.  

2.2  Basis of Providing Incentives. The Vidya Awards shall adhere 
to the principles of providing incentives and awards based on the perfor-
mance, innovative ideas and exemplary behavior of AMSAI officials and 
employees, regardless of age, appointment status, gender, gender iden-
tity, sex, sexual orientation, civil status, social status, family responsibility, 
income class, race, ethnicity, religion, political affiliation, physical condi-
tion, union affiliation, political conviction, religious belief or any other 
characteristic specified.  

2.3  Monetary and Non-Monetary Awards. AMSAI Vidya Awards 
shall provide both monetary and non-monetary awards and incentives 

XIX POLICY ON VIDYA AWARDS FOR SERVICE EXCELLENCE  
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to recognize, acknowledge and reward productive, creative, innovative 
and ethical behavior of employees through formal and informal mode. 
For this purpose, the Vidya Awards shall encourage the grant of non-
monetary awards. Monetary awards shall be granted only when the sug-
gestions, inventions, superior accomplishments, and other personal ef-
forts result in monetary savings which shall not exceed 20% of the savings 
generated.  

2.3   Mandatory Five Percent (5%) Allocation for Human Re-
source Development. At least 5% of the HRD Fund shall be allocated for 
the Vidya Awards and incorporated in the School’s annual Operation 
and Financial Plan.  

 

Section 3.  Objectives 

3.1 General Objectives 

To encourage, recognize and reward employees, individually or in 
groups, for their suggestions, innovative ideas, inventions, discoveries, 
superior accomplishments, heroic deeds, exemplary behavior, extraordi-
nary acts or services in the interest of the school community and other 
personal efforts which contribute to the efficiency, economy and im-
provement in institutional operations, which lead to organizational 
productivity. The School, in making any Human Resource decision or any 
related decision shall ensure that no person is discriminated against, nor 
any person is unduly favored on account of their sex and gender, age, 
civil status, physical characteristics and attributes, religion, belief, creed, 
race, family background, political affiliation, socio-economic standing 
and other attributes that violates the principles of equality, equity and 
fairness.  

3.1 Specific Objectives 

The specific objectives of Vidya awards are as follows: 

3.1.1 to establish a mechanism for identifying, selecting, reward-
ing and providing incentives to deserving employees at every aca-
demic year; 

3.1.2 to identify outstanding accomplishments, best practices of 
employees on a continuing basis; 

3.1.3 to recognize and reward accomplishments and innovations 
periodically or as the needs arises; and 

3.1.4 to provide incentives and interventions to motivate employ-
ees who have contributed ideas, suggestions, inventions, discoveries, 
superior accomplishments and other personal efforts. 
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Section 4.  Definition of Terms 

Notwithstanding as may be provided in relevant laws, rules and regula-
tions, the following terms are hereby defined as used in this Manual:  

4.1 Award – recognition which may be monetary or non-monetary 
conferred on ah individual or a group of individuals for ideas, sugges-
tions, inventions, discoveries, superior accomplishments, exemplary 
behavior, heroic deeds, extraordinary acts or services in the public 
interest which contribute to the efficiency, economy, improvement in 
government operations which lead to organizational productivity. 

4.2 Discovery – uncovering of something previously existing but found 
or learned for the first time which will improve public service delivery.  

4.3 Idea type contribution – refers to an idea, a suggestion, or discov-
ery for improvement to effect economy in operation, to increase pro-
duction and improve working conditions.  

4.4 Incentive – monetary or non-monetary motivation or privilege is 
given to an official or employee for contributions, suggestions, inven-
tions, ideas, satisfactory accomplishment, or demonstration of exem-
plary behavior based on agreed performance standards and norms 
of behavior.  

4.5 Invention – the creation of something previously non-existent 
which will benefit the government. 

4.6 Performance type contribution – refers to performance of an ex-
traordinary act or service in the public interest in connection with or 
related to one’s official employment; or outstanding community ser-
vice or heroic acts in the public interest; or sustained work perfor-
mance for a minimum period of one year which is over and above 
the normal position requirement of the individual or group.   

4.7 Suggestion – idea or proposal which improves work performance, 
systems and procedures and economy in operations that will benefit 
the government.  

4.8 System – the School awards and incentives program for its officials 
and employees.  

 

Section 5. Constitution and Composition of the Vidya Award Committee 

The Vidya Award Committee shall be constituted to screen and recom-
mend eligible candidates for the Awards. This Committee will ensure effi-
ciency, wide participation and transparency in all processes, the follow-
ing System guidelines, and will compose the following:  

XIX POLICY ON VIDYA AWARDS FOR SERVICE EXCELLENCE  



 

151 

POLICY ON VIDYA AWARDS FOR SERVICE EXCELLENCE  XIX 

5.1 School President or his/her authorized representative  

5.2 Head of Finance Unit or equivalent  

5.3 Head of Human Resource Management Office  

5.4 Committee Head on Academic and Non-Academic Personnel 
Evaluation Board 

 

Section 6. AMSAI Vidya Awards 

6.1 Outstanding Teacher  

6.2 Outstanding Unit Supervisor  

6.3 Outstanding Club Moderator 

6.4 Outstanding Non-Teaching Personnel 

6.5  Gawad ng President Award (for specific achievements) – shall be 
given in recognition to an “extra-ordinary achievement” that is success-
fully implemented an idea that contributed to the efficiency and econo-
my of individual, functional division’s productivity, or improvement in op-
erations or in the welfare of co-employees.  

 

6.6 Quarterly Rewards and Recognition – AMSAI establishes a culture 
of employee engagement where everyone are given equal opportunity 
to be recognized in their day-to-day experience which offer them mean-
ing, impact and appreciation. Almost any simple act of achievement is 
recognized and appreciated as the School emphasizes a culture of 
recognition. Concerned Functional Offices shall send letter of recom-
mendation to the Vidya Awards Committee for approval and proper 
recording and issuance of certificate codes. 

6.6.1 Abtik Award – given outright to official/s and or employee/s 
commended by clients/superior/top management and or functional 
units for their courtesy, promptness, efficiency, and dedication to duty 
in the previous quarter. The following shall be considered for Abtik 
Award but not limited to:  

i. Prompt submissions of reports.  

ii. Most Punctual and perfect attendance. Personnel who consist-
ently reports to the office on time, without undertime and with the 
best attendance every quarter duly nominated by the top man-
agement validated by the HRM Unit.  

iii. The personnel with the complete attendance in the flag cere-
monies.  

iv. Wearing of the prescribed uniform.  
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v. Active participation to School activities/conferences. This shall 
be given to employee for actively participating in activities for/
with complete attendance 

vi. Most punctual in School activities.  

6.6.2 Hawud Award- shall be given to official/s and or employee/
s in recognition for the following:  

i. Complete, accurate (validated data), and reliable submission of 
reports.  

ii. Exemplary behavior based on the following norms of conduct: 

1.Commitment to public interest.  

2.Professionalism.  

3.Justness and sincerity.  

4.Responsiveness to clienteles.  

5.Simple living.  

Iii. Excellence in performing duty.  

1. Noteworthiness of outstanding performance/ contribution/ s  

2. Impact of performance/achievements  

3. Reliability and effectiveness  

4. Consistency of performance  

5. Client satisfaction  

iv. An employee has exhibited any act courage and selflessness to 
the extent of risking one’s own life. 

6.5.3 Good House-Keeping Award – shall be given to AMSAI offi-
cial/s and or employee/s whose physical areas of responsibility are 
well-maintained and follow good office/classroom-keeping practices 
as defined by the principles of 7S of good housekeeping, such as, 
Sort, Systematize, Sweep, Sanitize, Sustain, Safety, Security which have 
been consistently observed within the screening period.  

 

6.7  Such other awards – any award duly approved by the President 
upon the recommendation of the Vidya Awards Committee.  

 

SECTION 7.  TYPES OF INCENTIVES 

AMSAI continuously search, screen and reward deserving officials and 
employees to motivate them to improve the quality of their performance 
and instill excellence in public service. As such, the following types of 
incentives shall be regularly awarded:  
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7.1  Loyalty Cash gift and Incentive – All employees who have ren-
dered 5, 10, 15, 20, 25, and 30 years and every  five (5) years thereafter 
of credited service shall be given plaque during the  AMSAI Foundation 
Week celebration. The years service for the said award shall start  from 
the date the employee was employed Full-time. (As per Faculty/ASF 
Manual V. 1.0 S. 2021 Chapter VII Part H—Service Loyalty Award) 

 

Section 8.  Forms of Awards and Incentives  

The awards and incentives under the Vidya Awards System shall be as 
follows:  

8.1  Compensatory Time-Off - granted to an employee, regardless of 
salary, who has worked beyond his/her regular office hours without over-
time pay 

8.2 Gliding Flexi Time - work arrangement allowed for all employees 
who may report to office as early as 7:00 am - 9:30 am, until 4:00 pm – 
6:30 pm; or a total of 8 hours a day, as in the implementation of flexible 
working hours for non-teaching employees. 

8.3 Salu-salo Together - meal/snacks hosted by the President/
Director/chiefs of functional units for employee/s who have made signifi-
cant contributions.  

8.4  Personal Growth Opportunities - incentives which may be in the 
form of attendance in conferences on official business and other learn-
ing opportunities.  
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Number of Years 
of Credited Ser-

vice  
Loyalty Token Amount (Php) 

5 years 

shall be determined by the Vidya Awards 
Committee duly approved by the Presi-

dent   

2,000—2,999 

10 years 3,000—3,999 

15 years 4,000—4,999 

20 years 5,000—6,000 

25 years 6,000—7,000 

30 years Gold Service Ring 10,000 

35 years 7,000—7,999 

40 years 8,000—9,000 

shall be determined by the Vidya Awards 
Committee duly approved by the Presi-

dent    
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8.5 Other incentives - incentives in kind which may be in the form of 
cellular phones, communication allowance, recognition posted on 
AMSAI website, or newsletter to employees of AMSAI who perform signifi-
cant contribution to the School and shall be appropriate for the position 
held.  

Section 9. Schedule of Amounts of the Vidya Awards Monetary Incen-
tives and Trophies 

In addition to the Plaque of Recognition provided for under this Policy, 
subject to availability of funds, and accounting and auditing rules and 
regulations, the Schedule of Monetary Incentives to be provided annual-
ly shall be as follows:  
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Type of Awards Amount of Incentives (Php)/Reward  

Outstanding (Teacher/Supervisor/Non-
Teaching  Personnel/Club Moderator) 
Award 

2,000 each awardee 

Abtik Award Certificate of Recognition 

Hawud Award Certificate of Recognition, token of any 
amount provided by officials of AMSAI 

Gawad ng President Award  

(for specific achievements)  

Plaque of Recognition and/or any to-
ken/amount subject to the discretion of 
the President 

Good Housekeeping Award Certificate of Recognition 

Loyalty and Service Awards Please refer to Section 7, 7.1 

Salu-salo Together No specific amount from any person in 
a functional division who will share for 
a “salu-salo” in a functional division. 

Professional Growth Opportunities  

  - Attendance in conferences Fully paid registration and per diems 

  - Learning opportunities Fully paid attendance in short-term 
courses for technical enhancement, 
managerial upgrading, and supple-
mentary intervention to further improve 
capability to serve better 

  - Scholarship Opportunities Nomination to sponsoring agencies; 
travel/ leave on official time 

Other awards Monetary awards or benefits shall be 
determined by the Vidya Awards Com-
mittee duly approved by the President 
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 CONFORME 
 
 
 
 
To:  The Director 
  Ananda Marga Special Academic Institution  

 

By signing below, I certify that I have received a copy of 
the  Senior High School Faculty Manual (SY 2021 - 2024). 

 

I attest that I have read and understood all provisions 
contained herein, and hereby subscribe and agree to 

conform to and abide by its provisions. 

 

 

 

 

Signature over PRINTED Name 

 

 

 
 

Date: 
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