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PREFACEPRIVATE 

     The PAASCU Commission on Tertiary Education publishes and periodically revises its documents to provide current information about the Commission's policies and practices. This Manual of Accreditation For Tertiary Education is a critical document for both the institution and the survey team in understanding accreditation policies and procedures and in having realistic expectations for the evaluation visit.

     The purpose of this Manual is threefold:

     1.
To provide institutions, team chairs and team members with a description of the principles, policies and procedures that currently govern the accreditation process.

     2.
To guide institutions and survey teams through the evaluation visit and subsequent accreditation processes.

     3.
To reflect significant new emphases in the evaluation of programs and the assessment of student achievement.

     The Manual outlines the process of PAASCU accreditation and guides an applicant institution in conducting its self-evaluation and in preparing its self-survey report for the accreditation visit that follows.

I. THE PAASCU: AN INTRODUCTION

     PAASCU stands for Philippine Accrediting Association of Schools, Colleges and Universities.  It is a private, voluntary, non-profit and non-stock corporation which was registered with the Securities and Exchange Commission on December 2, 1957.

     PAASCU is a private organization which accredits academic programs which meet commonly accepted standards of quality education.

     In November 1967, the Bureau of Education (now the Department of Education, Culture and Sports) officially recognized PAASCU and endorsed its work as an accrediting agency.

PAASCU's objectives are as follows:

     1.
To stimulate and integrate the efforts of institutions to elevate the standards of education in the Philippines in both rural and urban areas.

     2.
To strengthen the capabilities of the educational institutions for service to the nation.

     3.
To identify educational institutions which meet or exceed stated criteria of educational quality.

     4.
To encourage and assist institutions which have the potential and interest to improve themselves through continuing evaluation and self-surveys.

     5.
To provide counsel and assistance to established and developing institutions and programs.

     6.
To provide a basis for institutional relationships, particularly in the transfer of students.

     7.
To provide guidance to the students and parents in the choice of institutions and programs.

     8.
To attract financial aid from government and other sources for accredited programs and schools applying for accreditation.

History

     Initial efforts to introduce accreditation in the Philippines began in the early 1950's with both the public and private sectors involved, but numerous obstacles impeded any meaningful development.

     To prevent the accreditation movement from dying out completely, the Catholic Educational Association of the Philippines in October, 1954, empowered an accreditation committee to establish a voluntary accrediting association for CEAP colleges.

     The Committee's task was to promote the value of accreditation as a process of self-improvement and to develop an appreciation for quality growth by means of self-evaluation.  Having formulated a set of evaluative criteria, the committee then prepared "self-survey forms" by which the colleges could evaluate themselves.

     By November 1957, eleven colleges which had completed their self-surveys, were visited by accrediting  teams and judged worthy of accreditation.  They, thus, became the Charter members of a permanent accrediting association, an organization distinct from the CEAP.  The association was incorporated on December 2, 1957 as the Philippine Accrediting Association of Schools, Colleges and Universities.

     PAASCU also began accreditation of Secondary Schools in 1965. The accreditation of Elementary Schools was started in 1971. Graduate school accreditation began in 1988.

II.  THE ACCREDITATION CONCEPT AND PAASCU NORMS

A.  The Accreditation Concept

     Accreditation is the recognition of an educational institution as possessing certain standards of quality or excellence.

     Accreditation is ....

 a concept based on self-regulation which focuses on evaluation and the continuing improvement of educational quality.    

 a process by which institutions or programs continuously upgrade their educational quality and services through self-evaluation and the judgment of peers.

 a status granted to an educational institution or program which meets commonly accepted standards of quality or excellence.

     An accredited school is not a perfect school but it is a genuinely good school.  It is effectively doing what it says it should be doing according to its stated purposes and objectives.

     The basic characteristics of accreditation are:

     a.  its prevailing sense of volunteerism;

     b.  its strong tradition of self-regulation;

     c.  its reliance on evaluation techniques;

     d.  its primary concern with quality.

B.  PAASCU Norms And Principles


1.  Government Recognition And PAASCU Accreditation

All schools in the Philippines have gone through one form of accreditation.  Though the term used is different, "recognition by the government" is a type of school accreditation.  However, "recognition by the government" is not sufficient.  The fact that a school is recognized is inadequate for judging the quality of the school. Thus, voluntary, private accreditation provides the opportunity for an institution to attain standards above those prescribed as minimum requirements by the government.


The standard of PAASCU accreditation is such that only schools which are clearly above average in the country are accredited. Of necessity, PAASCU standards must be higher than those required for government recognition yet not so high that only a few selected schools can qualify.


2.  Quantitative Vs. Qualitative

PAASCU, which follows the goals model, uses qualitative rather than quantitative norms. The following is a brief distinction between the two.

             Quantitative Norms              Qualitative Norms     

         Question asked:  How many?     Question asked: How good?

         All schools treated the        No school considered the

         same whether 1 or 101 years    same as another - each is

         old.                           unique.

         Performance measured by        Performance measured by 

         abstract norms applied         each school's achievement

         equally, indiscriminately,     of its own stated

         to all.                        purposes and objectives.

         Autonomy not considered a      Autonomy a definite goal.

         goal.

         Motivation all extrinsic.      Motivation internal; 

                                        desire to improve.


3.  PAASCU Goals Model

PAASCU accreditation follows the goals model.  Great emphasis is therefore placed on the formulation of the school's purposes and objectives.  Only when its goals are clear can the school discover the extent to which they are being achieved.


PAASCU does not expect all schools to be identical.  Rather, it evaluates the school according to its stated purposes and objectives taking into consideration the nature and the needs  of its students and the school's individual context.


PAASCU judges an institution not by comparison with other sound institutions, which may legitimately vary in many respects, but primarily by the degree to which each institution's avowed purposes are matched in actual practice in the eight broad Areas included in any school's framework:  College Community Involvement, Faculty, Instruction, Library, Laboratories, Physical Plant, Student Services and Administration. 


4.  PAASCU "Standard"

Is there a PAASCU "Standard"?  There is no automatic cut-off point. Among the schools accredited by PAASCU there can be a wide range of quality. Yet the lowest of these is clearly better than the average school in the country.


5.  How These Standards Are Measured

Much emphasis is placed on the formulation of the school's purposes and objectives.  Only when its goals are clear can the school discover the extent to which such purposes and objectives are being achieved.


Essential in the accreditation process is the self-survey made by an institution applying for accreditation. The self-survey is an analysis by its own staff of the institution's educational resources and effectiveness in relation to its own purposes and objectives.


PAASCU judges an institution not by comparison with other institutions but primarily by the degree to which each institution's own avowed purposes are matched by actual practice in the various areas being evaluated.  Thus, a school is judged on the basis of the "total pattern" presented by it.

6.
The Difference Between Program Accreditation And Institutional Accreditation

"Program accreditation" refers to the accreditation of academic courses such as liberal arts, sciences, education, commerce, etc.  PAASCU's policy extends accreditation by program. 
This means that individual courses of study, such as Liberal Arts, the Sciences, Commerce, and Education are evaluated by PAASCU and given proper accreditation.


In contrast, "institutional accreditation" refers to the accreditation of the school, college or institution as a whole. Under PAASCU policy, institutional accreditation is not undertaken by itself; only individual programs are accredited.  Only when all the programs of an institution are accredited may that particular institution be considered an accredited institution under PAASCU policy.


PAASCU accreditation of a high school and a grade school is considered program accreditation.


7.  Programs Accredited By PAASCU

On the college level, PAASCU accredits courses or programs in:

1)
Liberal Arts/Sciences
10)
Computer Science

2)
Education
11)
Pharmacy

3)
Commerce
12)
Radiologic Technology

4)
Nursing
13)
Physical/Occupational Therapy

5)
Engineering
14)
Interior Design/Fine Arts

6)
Agriculture
15)
Architecture

7)
Accountancy
16)
Hotel And Restaurant Management

8)
Social Work
17)
Agribusiness

9)
Medical Technology


8.  Areas Evaluated During the Survey

On the collegiate and secondary levels, the following areas are evaluated:

             1.  College/University Community Involvement

             2.  Faculty

             3.  Instruction

             4.  Library

             5.  Laboratories

             6.  Physical Plant

             7.  Student Services

             8.  Administration


9.  Principles of Compensation

The evaluation criteria and self-survey forms developed by PAASCU attempt to list all the desirable traits or characteristics of a school.  Taken together, they give the picture of an ideal.  No school is expected to have all these characteristics in an outstanding manner, for the ideal does not exist.  The criteria and instruments (self-survey forms) are merely tools to help the school measure the quality of the education which it provides.


In the assessment of the various areas, weaknesses in one area may to some extent be balanced or compensated for by strength in another area.  To emphasize the relative importance of the areas to be evaluated, weight values have been given to the different Sections and Sub-sections of the Survey Forms.  The general average given to a particular Section is multiplied by the weight value to arrive at the weighted average for the Section. The sum of the weighted averages of Sections IA-VIII is then divided by the sum of the weight values to get the final evaluation mark for the survey.


10.  Weighting Scheme

The weight values given to the different Sections are as follows:

                 Section                           Weight Value

         Section I-A  College/University

                      Community Involvement             4

                  II  Faculty                           6

                 III  Instruction                       6

                  IV  Library                           4

                   V  Laboratories                      4

                  VI  Physical Plant                    2

                 VII  Student Services                  4

                VIII  Administration                    3

                                                      -----

                                                       33


The above general weighting system automatically makes the principle of compensation operative in determining the final evaluation rating.  In addition, the internal weighting within individual Sections of the survey forms provide further possibilities of compensation or balancing of weaknesses and strengths.

III.  THE ACCREDITATION PROCESS 

A.  Steps In PAASCU Accreditation


Accreditation by PAASCU essentially comprises five major steps:


1.  The Institutional Self-Survey

This is a thorough and comprehensive analysis of the school's educational resources and effectiveness, made by its own Faculty and Administration.  Such an institutional survey or self-evaluation is a major enterprise that takes about six months to complete.  It is conducted with the use of PAASCU survey forms by a staff appointed by the Administration.  The results of the institution's self-evaluation are finally presented to PAASCU in the Self-Survey Report, which records and interprets the salient features revealed by this self-evaluation.  This report is later used by the PAASCU Survey Team when it evaluates the school.


2.  The Pre-Survey Visit

Five  to six accreditors make an informal preliminary visit for two days mainly for the purpose of verifying the self-evaluation made by the school.  This Pre-Survey Team takes a general look at the school situation, studies the recommendations made in the Self-Survey Report and makes recommendations of its own where necessary, and decides whether the school can be ready for a Formal Visit within a certain period of time.


3.  The Formal Survey Visit

This is conducted by a Team of seven to eight accreditors not earlier than six months after the Pre-Survey Visit.  The visit usually lasts two days.  In their Formal Survey Report, accreditors cite the action taken by the school on the recommendations given by the Preliminary Survey Team, and make recommendations of their own.


4.  Initial Accreditation

Upon favorable evaluation and recommendation by the Formal Survey Team, the PAASCU Board of Directors grants accreditation for a period of three years.  With this initial accreditation the institution becomes a full member of PAASCU.


5.  Full Accreditation

This is granted upon favorable re-evaluation at the end of the 3-year period.  This time accreditation is awarded for a period of five years. 


6.  Periodic Resurvey

An institution after being granted full accreditation status, should expect to undertake a self-survey and to be visited after five years upon the recommendation of the last PAASCU accreditation survey team.

B.  Categories Of Membership In PAASCU


The accreditation process consists of several stages, each one identified with a particular status of the institution applying for membership.  Each of these stages has certain requirements and qualifications.  The first category is applicant status followed by candidate status, and followed finally by member status.

1.
APPLICANT STATUS.  An educational institution committed to institutional self-improvement through the guidance of PAASCU may request to become an Applicant Institution.

               a.  Requirements

1)
Application letter from the President or Director of the Institution, addressed to the PAASCU Board of Directors.

2)
DECS/CHED certificate of recognition.

3)
Submission of the documents supporting the institution's case for acceptance should include the institution's objectives, history, organizational structure and by-laws, principal administrators, number of faculty members, number of students, and any other materials/brochures or publications. 

   See Appendix A: Preliminary Information Form                         (PIF)
4)
Payment of an application fee.

               b.
Terms and Conditions

1)
Applicant status is granted for a maximum period of three (3) years, except when extended by specification of the Board of Directors.

2)
Written Annual Progress Report, briefly outlining the progress of the institution in specific areas.

               c.
PAASCU's Actions and Responsibilities

1)
Formal acceptance as an Applicant Institution.

2)
Assistance through the school improvement program and consultancy services.

3)
Review of the Annual Progress Report by the Commission concerned.

2.
CANDIDATE STATUS.  The candidate status is granted to institutions which have completed their preliminary surveys and are preparing for initial accreditation. Candidacy is not accreditation and does not assure eventual accreditation.  It is an indication that an institution is progressing toward accreditation.

              a.  Requirements

1)
Completion of a preliminary survey.

2)
Implementation of the recommendations of the Preliminary Survey Team.

3)
Completion of an Institutional Self-Survey using the PAASCU survey forms.   

4)
Submission of the accomplished Self-Survey at least one (1) month prior to the Formal Survey Visit.

              b.  Terms and Conditions

1)
Candidate status is granted by the Board of Directors until such time that the institution meets the requirements of a Member Institution.

2)
The institution should implement the recommendations of the Preliminary Survey Team.

              c.  PAASCU's Actions and Responsibilities

1)
Consultancy Services, particularly during the Institutional Self-Survey process, are made available.  

2)
Scheduling of a Formal Survey Visit upon request of the institution.

3.
MEMBER STATUS.  A Candidate Institution which has fulfilled the requirements of accreditation may be granted Member status.

              a.  Requirements

1)
The institution should receive a favorable rating during a Formal Survey Visit conducted by a PAASCU Accrediting Team.

2)
The institution should strive to implement the recommendations of the Formal Survey Team.

3)
Payment of the membership fee.

              b.  Terms and Conditions

Favorable evaluation by a PAASCU Formal Team leads to the granting of accreditation for a period of three (3) years.  With this, the institution becomes a full member of the Association.  At the end of the initial three-year accreditation period, the school undergoes another self-evaluation.  It then applies for re-accreditation.  If the second formal visit is favorable, then accreditation is awarded for a period of five years.

              c.  PAASCU's Actions and Responsibilities

1)
Consultancy services to strengthen the areas needing improvement.

2)
Assistance through school improvement program and services.

3)
Continued liaison with the Commission on Higher Education.

C.  Classification Of Educational Institutions By CHED


For purposes of progressive deregulation and the grant of other benefits, CHED Order No. 31, s. 1995 (Revised Policies on Voluntary Accreditation and Deregulation) classified educational programs into:

1.
LEVEL I:
Applicant Status - "Institution's/ programs which have undergone a preliminary survey visit and are capable of attaining accredited status within one or two years."

2.
LEVEL II:
Accredited Status - "Institutions/ programs which have undergone formal accreditation and have been granted initial accreditation set by FAAP for this level."

3.
LEVEL III:
Reaccredited Status -"Institutions/ programs which have been reaccredited and which have met the additional criteria set by FAAP for this level."  Aside from this, they must also have a high standard of instruction as manifested by the quality of its teachers; a highly visible research tradition as shown through their publications.  The performance of their graduates in their licensure examinations over the last three years, and existence of linkages with other schools and/or agencies must also be manifested.

When the institution has been accredited for a minimum period of thirteen (13) years, it can apply for Level III status provided it has met the additional criteria set by FAAP for this level.  

See Appendix B:  Procedures For Application and Certification of Level III Institutions and Programs.

4.
LEVEL IV:
Institutions/programs which have distinguished themselves in a broad area of academic disciplines and enjoy prestige and authority comparable to that of international universities.           

They must also show that at least 75% of their programs have attained Level III status in a period of 10 years.  They should also show excellence in their research, teaching, learning, and community service.  Evidence of international linkages and consortia, and well-developed planning processes which support quality assurance mechanisms must also be exhibited.

IV.  THE INSTITUTIONAL SELF-SURVEY PROCESS

   A1.
Essential in the process of accreditation is the evaluation survey made itself by the institution applying for accreditation.

    2.
The self-survey is an analysis of the institution's educational resources and effectiveness, by its own faculty and staff.  It should be viewed, therefore, as a responsibility inherent in education and in the continuing development of an institution offering a program of study.

    3.
The self-survey has many distinct advantages, some of which are:

          1)   It serves to point out the strengths of the school.

          2)
It helps to diagnose difficulties or weaknesses in the institution, provides a basis for making decisions about needed improvements, and assists in setting up priorities for such improvements.    

          3)
It leads to realization by all these involved that the educational unit has many component parts  -- students, faculty, other personnel, a program of study, services, resources and facilities - each of  which relates to or affects the others, so that decisions and revisions affecting any one of component parts will affect, to varying degrees, some  or all of the parts.

          4)
It enables a school to see itself objectively.

          5)
It can assist the institution in identifying new problems, in developing consensus or future institutional priorities, and in proposing strategies not yet included in other plans.

     4.
The activities include:  (1) a thorough self-examination  based on the criteria and involving the collection of    specific data given, supportive of the beliefs and the   objectives underlying the school program; (2) an assessment of the validity of the philosophy and the objectives in terms of current trends and needs; (3) an  evaluation of the extent to which the institution is achieving the objectives, based on an analysis of all its  activities; and (4) a careful consideration of various ways and means by which the objectives may be fully attained.

  B. The Self-Survey Process Step-by-Step

STEP ONE:  Making the decision to seek or not to seek PAASCU accreditation.

1.
Gather information materials regarding accreditation. Specific information on PAASCU accreditation may be secured from the PAASCU office:  



Unit 107 The Tower at Emerald Square



J. P. Rizal cor. P. Tuazon Sts. 



1109 Quezon City 



Tels: 911-2845, 913-1998, 439-0934



Fax:  911-08-07   e-mail: cpijano@cnl.net

2.
Secure the Survey Forms - the principal instrument of an Institutional Self-Survey.

3.
Have the faculty and administration study the forms thoroughly and discuss the feasibility of conducting a self-survey.

4.
Decisive factor:  Is it worth the total effort?  Is the school ready for it?

5.
Make the decision.

6.
Send a formal letter of application to PAASCU.

7.
Once the dates of the survey have been confirmed, you may request PAASCU to send a consultant to give the administration and faculty a one-day seminar on the self-survey process.

STEP TWO:
Formation of the Self-Evaluation Survey Staff. The PAASCU recommends that the entire administration, faculty and staff of a school participate in the process of self-evaluation.

1.
Appoint the members of the Survey Staff; headed by a Survey Executive and assisted by the Chair of the Academic Committee and the Chair of the Facilities Committee.

1.1
The Survey Staff will organize, plan and manage the institutional self-survey in all its phases.

1.2
The Chair of the Academic Committee supervises the work of the following Area Groups:  College/ University Community Involvement, Faculty, Instruction, Student Services and Administration.

1.3
The Chair of the Facilities Committee supervises the work of the following Area Groups:  Library, Laboratories and Physical Plant.

The Area Chair or Group Head should keep a record of group meetings and all accomplishments.  He/She schedules and conducts weekly meetings of his/her Area Group to discuss findings and conclusions and submits this report to the Committee Chair concerned.

2.
Assign the rest of the faculty and staff to any of the Area Groups corresponding to the eight Sections of the Survey Form.

STEP THREE:
Formulating/Reformulating the School's Purposes and Objectives (Section IA).

1.
The analysis of the school begins by accomplishing Section I.  The administration must enlist the cooperation of the entire faculty.  This Section must be accomplished before the survey of the Areas begins, since all other Areas will be surveyed in the light of the Philosophy and Objectives of the school.

2.
A school should determine its Philosophy and Objectives in receiving students and in offering them instruction. The Philosophy and Objectives should be determined in the light of the clientele which it intends to serve and the needs of the community in which it exists. An agreement between the stated Philosophy and Objectives and the actual practices of the school should be apparent.

3.
Study the Purposes and Objectives of the institution as a whole; from these general objectives, formulate the specific objectives of the college or program under survey.

4.
The Survey Staff, with the help of the faculty and administrative personnel, prepares organizational charts and needed guides on school policies such as faculty and administrative manuals, student handbook, school bulletin, etc.

STEP FOUR:
Answering the "Analysis" Sections of the Survey  Form.  The Analysis consists of provisions, conditions or characteristics found in good schools.  

The following symbols will be used and placed in the parenthesis to the left of the items:  

        E   provision or condition is made extensively

        S   provision or condition is made to a moderate extent

        L   provision or condition is very limited

        M   provision or condition is missing but needed

        O   provision or condition is not desirable or does not               apply

STEP FIVE:
Answering the "Evaluation" Sections of the Survey Form.

1.
Employ a group for Evaluation that is different from the group for Analysis.

2.
The Evaluation group will make a thorough study of the Analysis; they will verify the claims and statements made.

3.
Evaluations represent the best judgment of those making the evaluation after all evidence has been considered. The following rating scale will be used:

5
-
Excellent: the provisions or conditions are extensive and are functioning excellently

4 
- Very Good:  

a.
the provisions or conditions are extensive and functioning well, or

b.
the provisions or conditions are moderately extensive but are functioning excellently.

3
-
Good:  the provisions or conditions are moderately extensive.

2
- 
Fair:  

a.
the provisions or conditions are moderately extensive but are functioning poorly, or

b.
the provisions or conditions are limited in extent but are functioning well.

1
-
Poor:  the provisions or conditions are limited in  extent and are functioning poorly. 

M
-
Missing:  the provisions or conditions are missing but needed.

O
-
Does not apply:  the provisions or conditions are missing but do not apply or are not desirable.

4.
If the evaluators, in going over the Analysis items, feel that they have to change a rating, they may do so, with proper explanations for the change.

STEP SIX:
Answering the "Comments" Sections of the Survey Form.

1.
Include any remarks concerning matters not sufficiently treated in the preceding Analysis and Evaluation and which should be taken into consideration in the overall evaluation of the Area.  Where there is a need,   explain the use of the symbols M and O in the Analysis just made.

STEP SEVEN:
Preparing the Exhibits.

1.
The preparation of the exhibits that are indicated/ required in the Survey Form should be done throughout the self-survey process.  These should form part of the Self-Survey Report.

2.
The exhibits required during the PAASCU visit of the school should also be prepared throughout the self- survey process.  (See Appendix E: List of Suggested Materials/Exhibits Available in the PAASCU Headquarters During the Team Visit).

STEP EIGHT:
Formulating the "Best Features" and "Recommendations" of the Areas Being Surveyed and Preparing the Statistical (Area Rating) and Graphic Summary Forms to Provide an Overall View of the Evaluation of Each Section.

        The format is as follows:

1.
Best Features:  (strong features of the Area) 

   The team commends:
2.
Recommendations:  (weaknesses of the Area) 

   The team recommends:

3.
The Statistical Summary (Area Rating)

3.1
To provide the data for the statistical summary of each Section of the Survey Form, all ratings under the "Evaluation" sections are transferred to the Statistical Summary Form.

3.2
The evaluation ratings are totaled and the average rating for each sub-section is computed.

3.3
The average rating of each sub-section is multiplied with the corresponding weight value.

3.4
The sum of the average of the sub-areas divided by the total number of weight values gives the general average for the Section.

3.5
The self-survey team should take care not to overrate the areas.

4.
The Graphic Summary is used to illustrate the average statistical ratings.  This is done by appropriately shading the bars in each graphic chart.

5.
The General Statistical and Graphic Summaries, prepared by the Survey Executive and his Staff, present the weighted average of each of the Sections of the Survey Form.

5.1
The weighted average is arrived at by taking the general average of the Section and multiplying it by the weight value given to that Section.

5.2
The sum of the weighted averages divided by the sum of the weight values gives the General average for the entire survey.

STEP NINE:
Preparing the Institutional Self-Survey Report

1.
A plenary meeting of the faculty and staff should be called wherein each Area Group Head reports his/her group's findings to the body.  Further corrections, additions, changes are given and taken in good spirit and are integrated into the report.  The Survey Staff resolves any conflict that may arise.  The revised final Area Reports are then submitted to the Survey Executive.            

2.
The Survey Executive prepares the final report for submission to PAASCU.  It must include the following:      

2.1
the nine Section reports and the corresponding appendices;

2.2
a brief report on the self-survey, including:

 starting and terminal dates of the self-survey;

 the schedule of work followed;


the strongest features of the institution's operation and a list of the recommendations by Area;

2.3
an exposition of the state of the school considered especially in the light of Section I (Philosophy and Objectives) and an overall interpretation of the self-survey, succinctly evaluating the status of the school in view of its objectives and its potentials.

3.
The final self-survey report should contain only those exhibits asked for in the survey instrument.  All other exhibits should be presented in the PAASCU workroom during the actual visit.

STEP TEN:
Submission of the Institutional Self-Survey Report and Other Requirements to PAASCU 

(See Appendix F: Checklist of Required Forms, Exhibits and Supporting Documents for Schools Undergoing Preliminary Survey/Formal Survey/ Resurvey).

1.
The application for the team visit should be submitted to PAASCU six months before the preferred dates of the visit.

2.
Two compiled copies of the Institutional Self-Survey Report along with the other requirements should be submitted to PAASCU at least one month prior to the visit.

    See Appendix E:  List Of Suggested Materials/Exhibits Available In The PAASCU Headquarters During The Team Visit (College Department)

CONCLUSION 

Whether or not the self-evaluation process of a school leads to a formal application for accreditation, it serves as a great incentive for the school to improve itself.  The prospect, however, of school visitation by a survey team is an even more powerful incentive to self-improvement.

Any institution seeking a method of continuing educational improvement will find the process of institutional self-study presented in this Primer, a valuable, logical and practical procedure for school improvement.

Appendix APRIVATE 

PRELIMINARY INFORMATION FORM (PIF)

FOR HIGHER EDUCATION INSTITUTIONS CONSIDERING AFFILIATION 

WITH PAASCU

     The information requested in this document is needed by the PAASCU Commission on Tertiary Education so that it can counsel the institution on further steps to take in seeking affiliation. Information should be provided on separate sheets, following the pattern of this document.  Each section should be answered.

GENERAL INSTITUTIONAL REQUIREMENTS
     In several cases, information is requested that may be available in the institution's brochure or other publications.  In such cases, please send us the brochure or the publications that contain the information.

Mission Statement

1.
The institution has formally adopted and made public its mission statement and goals.

a.
Provide the mission statement and goals of the institution.

b.
When was this statement adopted?

c.
Where is the mission statement published, or otherwise made public?  Enclose a sample.

2.
The institution confers diplomas for degree programs.


List the various programs offered by the institution.

3.
Provide photocopies of the DECS/CHED recognition of the various programs which the school wishes to have accredited.

Institutional Organization

     1.  There is a governing board legally responsible for the institution, which establishes and regularly reviews basic policies that govern the institution and protect its integrity.

a.
Provide a copy of the by-laws or other basic institutional document identifying the group legally responsible for the institution.

b.
Provide a list of the current members of the governing board.  Include name and address of each member.

     2.  An executive officer is designated by the governing board to administer the institution.



Identify the executive officer charged with administering the institution and indicate that officer's title.

     3.  A faculty composed of persons qualified by education and experience is significantly involved in the development and review of the educational programs.

          

Give the names of the faculty members and provide a  summary of their qualifications.

     4.  Admission policies are consistent with the institution’s mission and appropriate to the educational programs.

          

Provide a copy of the institution's admission policies including any special requirements for individual programs.

     5.  Admission practices conform to the admission policies.

Give a statistical summary of the students admitted over the past three years (e.g., applicants, admissions, etc.)

ACADEMIC QUALIFICATIONS
In reporting degrees, use the individual's highest or most appropriate degree.

A.
FOR ALL FACULTY MEMBERS TEACHING GENERAL EDUCATION (SERVICE  COURSES)

	PRIVATE 
  Degrees

  Earned
	  Number of Faculty

      Members
	Percentage of Total

      Faculty

	
	Full-time
	Part-time
	Full-time
	Part-time

	  Ph.D.
	
	
	
	

	  M.A./M.S.
	
	
	
	

	  B.S./A.B.
	
	
	
	

	  Other Degree/s
	
	
	
	

	  Total
	
	
	
	


B.
FOR EVERY COURSE/PROGRAM INVOLVING A SEPARATE PROFESSIONAL CORE OF TEACHERS.

Each College/Program, e.g. Commerce, Education, Engineering, etc. must prepare a separate table.


PROGRAM _______________________

Faculty Members Handling Professional Subjects

	PRIVATE 
  Degrees

  Earned
	  Number of Faculty

      Members
	Percentage of Total

      Faculty

	
	Full-time
	Part-time
	Full-time
	Part-time

	  Ph.D.
	
	
	
	

	  M.A./M.S.
	
	
	
	

	  B.S./A.B.
	
	
	
	

	  Other Degree/s
	
	
	
	

	  Total
	
	
	
	


FACULTY PROFILE

	PRIVATE 
       

NAME
	HIGHEST DEGREE COMPLETED/

YEAR
	 MAJOR/FIELD
	INSTITUTION

   WHERE

 COMPLETED
	 FURTHER STUDIES (IN   PROGRESS)
	  SUBJECTS     BEING      TAUGHT

	 1.
	
	
	
	
	

	 2.
	
	
	
	
	

	 3.
	
	
	
	
	

	 4.
	
	
	
	
	

	 5.
	
	
	
	
	

	 6.
	
	
	
	
	

	 7.
	
	
	
	
	

	 8.
	
	
	
	
	

	 9.
	
	
	
	
	

	10.
	
	
	
	
	

	11.
	
	
	
	
	

	12.
	
	
	
	
	

	13.
	
	
	
	
	

	14.
	
	
	
	
	

	15.
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PROCEDURES FOR APPLICATION AND CERTIFICATION OF LEVEL III


INSTITUTIONS AND PROGRAMS*


1.
Institutions with re-accredited programs shall apply to their respective accrediting agencies for Level III status in order to avail of the benefits for said level.

2.
Institutions shall satisfy Criteria/Guidelines Nos. 1 and 2 and at least 2 others which the accrediting agency to which it is affiliated prescribes.

3.
The accrediting agency shall identify the documentary evidence it would require its Level III applicants to submit.

4.
The list of Level III institutions/programs shall be submitted to FAAP by the accrediting agency for purposes of certification to the DECS.    

5.
The  FAAP during  a  regular  or  special Board Meeting shall confirm  the  institutions/programs  submitted  by its member agencies.

6.
The  DECS/CHED and the FAAP shall issue  the  corresponding   certificates.


*  Approved during the 50th FAAP Board Meeting held on Sept. 4, 1986.
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Republic of the Philippines


DEPARTMENT OF EDUCATION, CULTURE AND SPORTS


Meralco Drive, Pasig, Metro Manila

                                        September 15, 1993

DECS Order No. 76, s. 1993


MINIMUM QUANTITATIVE STANDARDS FOR COLLEGIATE COURSES
To:    Bureau Directors, Regional Directors

       Heads of Chartered State Colleges and Universities

       Heads of Private Schools, Colleges and Universities

     1.  The enclosed minimum standards for bachelor’s degree programs in higher education institutions formulated after consultation with the heads of both state and private colleges and universities, as well as accrediting associations, are hereby issued for compliance by all concerned.

     2.  Although the physical facilities portion (Group A) is applicable to all undergraduate tertiary courses of study, certain of the human resources provisions (Group B) having to do essentially with minimum faculty requirements are specifically applicable to the more popular courses in Commerce, Education, Engineering, and Liberal Arts.  Minimum curriculum requirements for the general education portions of the degree programs, as well as overall minimum units, were previously issued under DECS Order No. 3, s. 1993, covering both state and private institutions.  Those requirements having to do with specific science laboratory equipment will be issued later.

     3.  Private educational institutions should note that these requirements are in addition to those already contained in the 8th or 1992 edition of the Manual of Regulations for Private Educational Institutions.

     4.  While the great majority of tertiary institutions should have no difficulty complying with the DECS minimum requirements, those which may have shortfalls are urged to take the necessary steps for immediate compliance.

5.  Also indicated for purposes of information are the higher standards set by the Federation of Accrediting Agencies of the Philippines, in those cases where there are known quantitative differences from the DECS minimum standards.  Note that the FAAP standards mentioned are common agreed standards of the various accrediting associations which form the Federation, and do not include the qualitative norms.

     6.  This Order supersedes all existing DECS issuances which may be inconsistent with these revised and updated standards.

                                    ARMAND V. FABELLA

                                        Secretary

Incl.:  As stated

Reference:  DECS Order: (No. 3 s. 1993)

Allotment:  1-3-4 (M.O. 1-87)

To be indicated in the Perpetual Index
       under the following subjects:

       COURSE OF STUDY, COLLEGIATE

       CURRICULUM

       QUALIFICATIONS

       RULES AND REGULATIONS

       SOCIETY or ASSOCIATIONS

  UNIVERSITIES & COLLEGES

Annex to DECS Order No. 76, s. 1993 - Revised DECS Minimum Requirements for Collegiate Courses

Human Resources

	PRIVATE 
     Item
	     DECS Minimum             Requirement
	   FAAP Minimum

	Faculty - Academic Qualifications                   
	 For general education         subjects:

At least 25 per cent of the subjects taught should be handled by holders of master's degrees or Board equivalents, in relevant fields.

  For professional           subjects:

(a)  In Education, at least 40 per cent should be taught by master's degree holders;

(b)  In Commerce, all of the Accounting subjects should be taught by CPA's.

For non-Accounting subjects in Commerce, at least 10 per cent should be taught by holders of master's degrees or Board equivalents, in relevant fields.

(3)  In Engineering, 100 percent of Engineering subjects should be taught by licensed engineers.

	For general education
     subjects:
At least 35 per cent of the subjects taught should be handled by holders of master's degrees or Board equivalents, in relevant fields.

   For professional
      subjects:
(a) in Education, at least 50 per cent should be taught by master's degree holders;

For non-Accounting subjects in Commerce, at least 20 per cent should be taught by holders of master's degrees or Board equivalents, in relevant fields. 


Appendix E
COLLEGE DEPARTMENT
              LIST OF SUGGESTED MATERIALS/EXHIBITS
              AVAILABLE IN THE PAASCU HEADQUARTERS
                      DURING THE TEAM VISIT
COLLEGE/UNIVERSITY AND COMMUNITY INVOLVEMENT
     * Outreach Activities/Projects

FACULTY
     * Faculty development program

     * Salary scale/salary policy

     * Accomplished faculty evaluation forms

     * List of in‑service training seminars/workshops

     * Names of  faculty members pursuing graduate or post                graduate degrees and number of units earned 

     * Minutes of faculty, departmental meetings, etc.

     * Faculty journals, if any

INSTRUCTION
     * Syllabi

     * Sample test papers/test questions

     * Summary  of enrollment by class and course for the current         school year

     * Statistical Data on Dropouts and Scholarships

     * Co‑curricular activities/projects

     * Data regarding the number and size of classes

LIBRARY
     * Library Development Program

* Library Performance Report

     * Library Attendance 

     * Library Budget 

LABORATORIES
     * List of experiments and projects 

     * Purchase and requisition procedures/systems 

     * Laboratory budget 

PHYSICAL PLANT 

     * Floor Plans of building/buildings 

STUDENT SERVICES 

     * Organizational flow chart

     * Annual guidance plan

     * Annual reports

     * Orientation program

     * Student services budget

     * Description of the school's co‑curricular services

     * List of  student organizations and corresponding co‑               curricular activities, minutes of meetings, etc.

     * List  of names, qualifications, experience of Health‑Care          Personnel 

ADMINISTRATION 

     * Institutional development plan 

     * Audited financial statement for the last three years 

     * Budget performance  report 

     * Minutes of Board Meetings, Council meetings, etc. 

     * Annual Reports
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COLLEGE DEPARTMENT


CHECKLIST OF REQUIRED FORMS,  EXHIBITS,  AND SUPPORTING DOCUMENTS FOR SCHOOLS UNDERGOING PRELIMINARY SURVEY/FORMAL SURVEY/RESURVEY
Name of Institution: ____________________________________________

After completing the institutional self‑survey and before submitting the materials to the Secretariat, please complete this checklist and return it with the survey report and supporting documents.

For the survey report, please use official PAASCU Survey Forms which can be obtained from the PAASCU office.  These reports should be submitted to the Secretariat at least one month prior to the visit.

ALL REPORTS SUBMITTED TO THE SECRETARIAT MUST BE TYPEWRITTEN AND COMPLETE.


  
1.  Two (2) compiled sets. 

     2.  Separate area reports:

              
Section    I ‑ Purposes and Objectives

              
Section   Ia ‑ College/University Community

                                    Involvement

           
Section   II ‑ Faculty




Section  III ‑ (2 copies) Instruction 




Section   IV ‑ Library 




Section    V ‑ Laboratories 


         
Section   VI ‑ Physical Plant  

     

     Section  VII ‑ Student Services

           
Section VIII ‑ Administration

           Each area report must contain the following:

           
Philosophy and Objectives.                  

           
Executive Summary (Chairperson's Report with

                   best features and recommendations).  

            
*The preceding PAASCU team's recommendations

                   and action taken on the recommendations.




Accomplished survey forms.  The best features                      and recommendations for the area should be                         included in this portion of the report.

           




Important appendices and exhibits.


3.  Faculty list indicating faculty load and full‑time/

           part‑time status.



4.  Current teaching schedule showing teachers, subjects,

           hours and room numbers. 


5.  Total enrollment of the entire college or university.

         


6.  Eight (8) copies each of the following:




Student's Handbook

            




Faculty Manual

            




Organizational Chart

            




School Paper

 



7.  Two (2) copies of the Administrative Manual.


8.  Others

                  ______________________

                  ______________________

____________________________________________

* For formal and resurvey visits only.                       
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APPROVED FAAP POLICIES REGARDING TERMS OF ACCREDITATION


AND EXPIRY DATES

Level I Programs

     Existing DECS issuances state that a Level I program should acquire accredited status within two years.  If it does not apply for a formal survey after two years, it loses its Level I status.

     Based on the experiences of the accrediting agencies, it takes the school longer than two years to progress from Level I to Level II.  The FAAP, therefore, will give the applicant program a grace period of six months to one year to remain on this level. Within this period, the accrediting agency can continue to assist the school in its efforts to improve itself through consultancies, interim visits, etc.  The school can therefore remain on Level I for a maximum period of three years, inclusive of the grace period.

     If after three years, the school is still unable to move on to a formal survey, it automatically loses its Level I status. Should the school decide to re-apply for accreditation, it will have to undergo another preliminary survey visit.

Level II Programs

     Before the end of its accreditation period, a Level II program should be visited by a resurvey team.  Should it fail to undergo a resurvey visit within the time prescribed, it is given a grace period of six months to one year within which the visit should take place.

     If the program does not schedule the resurvey visit within the time prescribed, its accredited status will lapse.  The program now reverts to Level I status and is given a year to undergo a formal survey visit.  If the result of the visit is favorable, the program can regain its Level II status.

     If the program does not apply for a visit after one year, it has to undergo another preliminary survey visit, after which it can be considered on Level I.

Level III Program

     Before the end of its accreditation period, a Level III program should be visited by a resurvey team.  Should it fail to undergo a resurvey visit within the prescribed period, it is given a grace period of six months to one year within which the visit should take place.

     If the program does not undergo a resurvey visit within the time prescribed, its accredited status will lapse.  The program now reverts to Level I status and is given a year to undergo a formal survey visit.  If the result of the visit is favorable, the program can now be considered on Level II.

     If the program does not apply for a visit after one year, it has to undergo another preliminary survey visit, after which it can be considered on Level I.






