CITIZEN'S CHARTER
SURIGAO DEL SUR STATE UNIVERSITY
TAGBINA CAMPUS
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Republic of the Philippines
SURIGAD DEL SUR STATE UNIVERSITY
Taghina Campus
Taghina, Surigao def Sur

CERTIFICATION of COMPLIANCE

This Is to certify that the SURIGAO DEL SUR STATE UNIVERSITY - TAGBINA CAMPUS has complied
with Section & of the Antl-Red Tape Act of 2007 and Rule IV of its implementing Rules and
Regulations, and the person whose signature appears below hereby declares and certifies the
following truths:

1. That the SURIGAD DEL SUR STATE UNIVERSITY - TAGBINA CAMPUS has established its servics
standards known as the Citizen's Charter that enumerates the following :

Vision and Mission of the Agency

Frontline services offered

Step by step procedure in availing of frontiine services

Empioyee responsible for cach step

Time needed to complete the procedure

Amount of fees

Required documents

Procedure of filling complaints

FmepppEE

2. That the Citlzen's Charter is posted as Infarmation billboards in all service offices of SURIGAD
DEL SUR STATE UNIVERSITY - TAGBINA CAMPUS that deliver frontline servicas.

3. That the Citizen's Charter is positioned at the main entrance of the office or at the mast
canspicuous place of all the sakd service offices,

4. That the Citizen's Charter is published, written either in English, Filipino, o in the local diatect.

This certification s being issued to attest to the accuracy of all the foregoing based on available
records and Infarmation that can be verified.

IN WITNESS WHEREOF, | have here unto set my hand this 26™ Day of November 2012 in TAGBINA
SURIGAD DEL SUR, PHILIPPINES.




In the advent of Republic Act No. 11032,
amending ARTA Law, the SDSSU hereby
adopt and implements all the provision
pursuant to Ease of Doing Business (EODB)
especially the 3-7-20 days of release of all
types of requests, whether business or non-
business government transaction.




ISSUANCE OF SERVICE RECORD

Office of the HRMO

Tel.: (086) 211 - 5068
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_ AII government employees whether presently employed, retlred or separated from

¢ service need Service Record especially in claiming financial benefits and in government
¢ services accreditation. To facilitate its speedy release, a standard procedure is set for

¢ customer’s guidance. This process can be completed in a day if requirements are
3 complete

Who can avail of the service:

SDSSU employees (active or separated from service)

Requirement:
1. Official receipt in payment for Service Record

Schedule of availability of service:

Monday to Friday (except on holidays)
8:00 a.m. to 6:00 p.m. (no noon break)

Fee:
Certification Fee of P 60.00

How to avail of the service:
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Duration of

Steps| Client Service Provider (U:d‘;tri;f:%al Person In Charge
Circumstances)
Go to the cashier and pay B he _
o . payment and 5 minutes Psyken T. Cort
1 | Certification Fee in the . e - syken T. Cortes
amount of P 60.00 issue Official Receipt (OR)
Give the Official Receipt to Receive official receipt and
the HRMO/HRMA-Desianate record number in the Service : Roel T. Lim
2 g . : 3 minutes :
for reflecting in the Service | Record. Review, print and Concepcion G. Badayos
Record of O.R. No. affix initials.

Issue Service Record

Receive the Service : 2
3 | Record in two copies Record released documents 3 minutes | Concepcion G. Badayos
in the logbook with signature

of the client.
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This service is avaied by all students who want fo enrollin this University, This is aso 1o
assess ther readiness in school and college activities fo help them choose what to course
fo take in line with their inteflectual competence and ability,

Who can avail the service?

Al new ond kamder appicanty

Schedule of availability of service:

Mondiay-Friday jexceed on holidays) Aprl -June [ Fisl Seraster opglicants)
B00am jo 500 p.m fro noan oreck) October - Novermber | Second Semester opplicants|

How to avail of the service?

; Durafion of octivly
Service Provider
Step Client brastomey | se | Personin-Charge
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and indicae the pupo of visk J| 7% shdent 1o ko e Gustonen Sk B

Thaen osk for oxislonece. srpmes ol e il

sehvichagui for tho s

Fllup the Appicafion for Jl et the sudani compiete)
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This service s avoled by all siudents who wont to enrollin this University. This is also fo
assess thair reediness in scheol and college activiies to help them choose what to course
fo take in line with their infellectual competence and ability.

Who can avail the service?

Al nesw o fransler applcanty

Schedule of availability of service:

Moy Fricksy jmxcept on holdays Apel-lkire | 7l Semesber applcants]
B bo 500 pm fna noon bredak) Oclober - Novorrbet [ Secord Semestor oppicont|

How to avail of the service?
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Who can avail the service?
Bonafide students of the College

Requirements:
Valid 1D

Schedule of availability of service:
When the DOI is not holding clas:

How to avail of the service?

/ 1!
Clrcamstancry)
Gotothe officeof he DOl | Accommodate the stadents in the
allice;
2 minutes Dol
Have the loghook consultation
servioes signed by the sadent
I Conudintion proper
., Fill up the bog book and 3 tmimtes
| - indicate matur of the
| consultation
| Oifer guidange, sssistance, or
Open up quenies, needs, etc. | possible solutions recommendations | & 30 minues
3 and ligen and be open ta s the caie may be.
any assistance o7
reccenmendation




Who can avail the service?

Regquirement:
Valid ID

Schedule of availability of service:

Bonafide students of the University

g on the time
schedule

How to avail of the service?

STUDENT’S CONSULTATION SER

FACULTY ROOM OF RESPECTIVE INSTITUTES

Pant of the semester workioad of the faculty of SSDSSU TC s rendering consultation
students. All students may seek assistance pertaining to their academic concems;
materials for projects and assignments, remedial tasks for missed activities or major
oral and wrilten reports, complaints about marks received, etc,

Sy | Chows Harteediiie (Vs Noemat | Charge
G b the office of the
concerned facdry member; | Accomodate e students in the
1 office; 2 mmutes Facudty
Adisers o obaerve that the
time is the schadule given Huve the loghoolk commshation
by the teacher for services signed by the sadest
s
Conusdmtiog proper
Fill 1y e loyg book md A mites Cencrmed
indicate sanus of the faculty/offics
i
Offer guidance, sssistance. o |
Oysen g querisd, seeds, e, | posible solomices recommendatis | & 30minus | Coscemed
snd htenand beopento | an the case may be: faculry/offics

Faw




) ISSUANCE OF OFFICIAL REC

CASHIERING OFFICE

The Castier's Office issue Official receipt for payments of fees for all kinds:
of financial / business transactions with the College: entrance test, tesfing
services, tuition and other school fees, TOR, certification, use of library,
rental for facilities and equipment, etc. Tuition and ofher school fees are
approved by the Board of Trustees and are reflected in the Student
form. The billing order of payment for IGP and iary
Issued by the respective in-charge, |.e. Chief Administrative Offic
Mini Hoste! In-charge or from any authorized official.
Who can avail the service?
1. Students
2. Graduates
3. Employees
4. other Clients
Requirements:
1. For students: School ID
2. For Tuition: Printout o
3.For TOR, Certification and Ho
4.For rental services: Approved

Schedule of availability of service:

Monday-Friday ({except on hal '_
B8:00 am_to 5 p.m. ( no noon bre

How to avail of the service?

‘ Step | Client Service Provider Activity Person In Charge

I G 1o the Casloer’s For wtion and otser
| Office and present 1D | schiool fees: get udont | 1 minure

u (for smudents) or Order | D,
of PaymentBillmg

SusementRequed For ofher payments:

Form (non-stasdest feex) | Cret Ovder of RELIAP. PATOMBON
Poyment Billing
Statement’ Reguest
Form

Pay e amount Print and ssue Official | § minates MELIA P, PATOMBON
Receipt

Receive the original File the duplicate 4 minttes MELA P. PATOMBON

(3fficial I(n'nﬁ

Fae
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LIBRARY SERVICES: PHOTOCOPYING SERVICE

Phﬂtuuﬂpwng of hhﬂar‘_.r ials is all | iall forths smgls copy buoks, E
rare Filipiniana materials and frequently used books. The said service is allowed for a
maximum of one hour. (Photocopying of theses and dissertations are strictly prohibited
under RA 8293)

Who can avail of the service:
1. Students 2. Faculty 3. Administrators and staff 4. Public users

Requirements:
1. Students s Vn“dated school 1D andfor Library Card
g of late school unif
2. Faculty 3 Empiuyee s 1D
3 A 4 loyea's ID
4, Staff - Ernployae s 1D
5. Public library - Library Parmit Fea
Schedule of service hours:
Monday to Saturday
B8:00 a.m. to 6:00 p.m. (no noon break)
How to avail service:
Duration of
Steps; Client Service Provider (Umml Person In Charge
Receive the copied data
Refer to the card catalog/ | and search inside the
OPAC for a neaded reserve counter through = E
1| information, then copy DDC then issue the book Sminutes | Ronie A. Sajelan
the title, author and card. For the non-reserve
subject section, Instruct the user to

pull out for issuance.

Fill up the book card by Recaive the filled up book
wiriting the date borrowsd, | card and |ssue the book for = .
name and course then photocopying for a minimum | S minutes | Ronie A. Sajelan
give your Validated School | of 30min, and a maximum
2 |ID and Library Card. of 1 hour use.

Return the borrowed book | Receive the book and return | 2 minutes i 3
after photocopying. the 1Ds to the client Ronle:A:Sajean
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LIBRARY SERVICES: ISSUANCE OF LIBRARY CARD

et e

All freshmen and transferees are required to submit two (2) pieces 1x1 ID
picture for issuance of the Library Card. Aside from the school ID, a library card is
required to avail of the other services in the Library

» Who can avail of the service?
1, Students
2, faculty
3. administrators and staff
» Requirements:

1. Certificate of Enroliment (CORfor students.
2. 121 1D Picture

» Schedule of availability of service:

Monday-Saturday
B8:00 a.m. to 6:00 p.m. (no noon break)

> How to avail of the service?

Duration of = 1
Activity erson In
Step Client Service Provider |, . yormal Charge
Circumstances)

Present Certificate of | Receive COR, pictura,
1 Enroliment (COR} and | and Issue Library Student 2 minutes Ronie A, Sajelan |

1x1 ID picture Drata Sheal.
I ha b Recelve and encode data
2 ?tzxgﬂi ;aﬁ?l:!et and release the Card to the | 5 minutes | Ronie A. Sajelan
“ | client.

Attach the 1D picture,
laminate and release the 5 minutes Ronie: A. Sajelan

Affix signature in the
Card Card o the client

Receive the Library | Eijg tha Library Student
4 Card and signinthe | b shoat ¥ 1 minute Ronie A Sajefan
logbook upon recalpt




TAGBINA CAMPUS

VISION

SDSSU shall providefad
professional and higher tec

and trainings in vagious fields fspec:allzatlon

It shall also undenake
entrepreneurlar ac

rch, extension, and




LIBRARY SERVICES: CIRCULATION SECTION
(Inside Reading and Outisde Use)

The Library which is a repository of knowledge is open lo all bona fide students, faculty, adminisirators and staff of
SDS5U, as well as outside community users. The reading materials in the library can be borrowed according to format

policy:
1. Inside use only:

General

Di ies, Atlas,

handboak and manuals, ete.)

Single Copy Books

Rara Pictorial Books and Rare Filipiniana materials
Theses and Dissertations
Vertical File materials {maps, globes, charls, graphs, clipping, etc.),

Who can avall of the service:

Indexes, p

1. Sludents 2 Faculty 3. Administrators and Staff
Requirsmant:
1. Students Validsted schoal 10 sndior Libeary Card
Wearing of Complete School ursfarm
2. Faculty : Employes's 1D
3. Admirnstrators Employen's 1D
4. Staff : Employes's ID
Schedale of avaltability of service:
Mandny % Sstuntay B wm. f0 800 o {Na noan tinak)
Mow 1o avall of the service?
Duration of
Activity
Client
Step Sarvice Providar i Mol o e i g
Presant validated School 1D and
Library Card. Check the user's |0 and Uniform. Instruct ¢
1 client to consult the Card Catalog and OPAC.| 2 MINUEE | Ronie A. Sajelan
For students: Wear complate school
unifarm.
Recaiva tha copled data from the card
Cansult the Card Catlog and OPAC | catalog and OPAC, If the nesded title s
than check if the neaded fitie is Iocatad a1 the non-resarve section, the .
2 | ovailable, Copy fhe Call No., user s insiructed 1o go the non-reserve 10 minutes | Ronie A Sajelan
Author, Tidle or Subject needed and | aaction, But if the titleis in the circutation
present fo the Libirarian. countar, issus ihe tith copy, and instruct
cliant to fill up the book card
Receive and fill up the book card by | Receive the filled up book card with
3. | Writing the data name and caurse, | lbrary card and teiease the baok Hminutes | Ronie A, Sajelan
Ga to-fhe non-reserve section  the Inatruct the users 1o lsave tha books on the
boak (s not piaced at the counter and | il .
4 | senrch the tle needed through Call No, 20 minutes | Ronie A Sajelan
and Auifhar No. Then pull out this hask | Tadly the used book from the non-reserve
fram the shalf and usa i, | snction for stafistical data purpose.
For inside reading, renew the borfawed | g0 ranewal for use for anciner 1 hour
book every 1 hour unless another client | niass another client hes expressad intention| 2 minutes | Ronie A. Sajelan
has axpressad intenban to borrow 1he |1 barrow the same baok,
3ama D00k
For overnight use: Prasant Library cand
5 mmwmkmwbur;r“m lesua book for overnight use and record
boak(s) &t the schedulsd tims every | ihe neaded date for documentation and MR Ronie A, Sajedan
2,00 pm on 8 first come fiest serve basis | Statistical purposs,
especially for commonly used barmowed
boaks,
‘Open the vestical file cabingt far clippings| Asssst the ugar in searching needad information)
and piclures’ need. Then search whal | inrough clippings and issus far Inside reading 5 mirutes
6 particular subject trovgh fie foiders | only. Photocopying is aliowed for & maximum of Ronle A. Sajetan
by subject. oni hour,




SURIGAO DEL SUR STATE
TAGBINA CAMPUS

SERVICE CHARTER

(CITIZEN'S CHARTER)

VISION

CLEARLY DEFINED, TR--AF NSEARENT SERVICES
THAT ENSURE CUSTOMER'SATISFACTION

MISSION

1.To deliver services: lhat guarantee customer satisfaction;
2.To provide clients: trans arel procedures in availing serwces;
3.To ensure mutual accolintability between SDSSU- )

personnel and customers
4.To use modern technologies and systems.i




NAME OF OFFICE

DIRECTORY OF,
OFFICIALS

PERSON IN CHARGE

Office of the Campus Director

ARISTON O. RONQUILLO, DM

Office of the Administrative Officer IV

RENEE M. PREJULA, MBA

Office of the Dean of Instruction

IRENE C. MANAGBANAG, MS Crop Sci.

Office of the Planning & Accreditation

NANCY S, DOLORIEL, MS Ag. Econ,

Cashier's Office

NELIA P. PATOMBON

Dfiice of the Registrar

LELIOSA T. MERCADO

Medical & Dental Office

CYNTHIA P. MENDOZA, RN

Library

RONIE SAJELAN

Office of the Program Chalrman
Computer Science

MYELINDA BALDELOVAR, MIT

Office of Program Chairman
Teacher Education

JOCELYN R. ALIPAQ, MA Sci. Ed

Office of the Program Chairman
Business Mgt.

FE G. VILLAMOR, MBA

Office of the Program Chairman
Agricultural Tech.

CYNTHIA 5. ALVEZ, MS Crop Sci

Office of the Student Affairs

MARITES POLIZON, MS Math




OFFICE OF THE ADMINISTRATIVE OFFICER IV

Al ge ployees whether p ly employed, retired or sepa
service need Service Record especially in claiming financial benefits a
9 senvices ditation. To facilitate its speedy release, a
procedure is set for the customers to be guided. This process can be
in a day if requirements are complete.

Who can avail the service?

SDSSU-TC employees ( active or
Requirements:

1. Official receipt in payment for Service

Schedule of availability of service:

Monday-Friday (except on holida
8:00a.m. to 6:00 p.m. { no noon b

How to avail of the service?

5

Gas s the cashier
and pay Nelin . Patombon
centification Fee | Receive payment and

L L]
n (e amotmt of | bsue OR. ¥ mimutes
PaD 00
Citve the . R 1o | Beceive afficial receipt
the HRMO for | & record namber in
3| pecording of the Service Record | MENTE M, PREATA
minutes

OR Na inthe Review, priat and affix

GINA A, DHEMOH,
Service Record | imitials

Sl th prinied
3 Submly o 080
’.—-\ 3 it the sinvics Tacoud 01N ARISTON O
printed Service 10 ménites RONGUILLO

A or Campus RENEE M. PREULA

Hecord Director

| Tasuie Service Recard

MENEE M PREFULA

4 | Receive the Fecord released ¥ ialibi
Service Record documents ot the GINA A DENIOH
intwo copies | loghock with signatire

| of the client.
——




REGISTRAR'S OFFICE

(TOR) for evaluation, ransfer credential or employ purposes
If requeements are complete, this transaction can normally be
(5) working days after filing the request form for Transcript of Records

Who can avail the service?
1. Bonafide students of the College
2. Graduates
Requirements:
1. Duly accomplished request form for C
2. Official receipt in payment for the following
Credential, Certification for being @ bo
3. Duly approved clearance

4. Documentary stamp (3 pcs.) at

5. 1 pc. 2x2 1D picture with name |2

Schedule of availability of service:
Monday-Friday (except on holidays)
8.00 a.m. to 6:00 p.m. (no lunch

How to avail of the service?

-lu-n




ISSUANCE OF SHIFTING FORM
APPROVAL FOR SHIFTING

REGISTRAR'S OFFICE AND OFFICE OF THE DEAN OF INSTRUS

This sanvice is avaled by students who are planning to shift 1o ofher p
A student who wishes to shift to another program shall secure the :
from the office of the registrar and seeks the approval of the Dean of Ing

Who can avail the service?
Bonafide students who plan 1o shift 1o another plog

Requirements:
Copy of the courses/subjects taken with co

Schedule of availability of service:
During enraliment period

Monday to Friday (except Hollda
8:00 am, -~ 5:00 p.m.

|
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Enrollment Health Screening

Freshman and transferees are required to undergo health s
determine student’s health status for promotion prevention, allevi

Who can avail the service:
Freshman
Transferees
Old Students

Requirements :

1.  Enroiment Form
2. Enrolment flow chart
Schedule of Service:

Monday to Frday (During enroliment peniod = et
800 AM = 500 PM (NO NOON BREAK)

How to avail the service:

ACTIVITIES P a
retion
-~ Client Sarvicn Provider Activitiay | T n-change
1 | Freshmen and Fillup the heakhracordthen | 10 mines o Mendos
Tranater ees: conduct he dth soreening © Murpe -1l
Got 1o schaol clinkc and o Haight and welght
present . b
Wt ate / pube
.
appeatance
O studenti: Eheckbidod presiure snd 5 minutes F Mandors
Fillup the detal blood | dor ey Nurge -1l
pressure checklist tarm
and affic “!!\M e
O Mendazs

SEEEER thow chart i minite

ehart

e 1l

Fee




ISSUANCE OF SUPPLIES, MA
AND EQUIPMENTS

SUPPLY OFFICE

The Supply Office takes charge in the issuance of necessary office equipment and
University and shail issue such fo the faculty, administrators and staff based on the p

Who can avail the service?

1. Faculty members
2. Staff
3. Administrators

Requirement:
Approved Purchase Request

Schedule of availability of service:

Monday-Friday (except on holidays)
8:00 am. to 6:00 p.m. {no lunch’

How to avail of the service?

| Chash avalabifty of he
| request | auaiatile, sus
y | Procesd to the Supply Office | he supplesiequipment if
" | boget requested supplies nat avalabie sdvise
| and maberiafy personnel ta il up
| Purchase Request

10 minules MR. GIL AMPER

| W anilable, chick the

| specificabon, quantity and | issue the requested
| guality of requested supglies | supples and materials
2 andior squipmant. 20 mnuies MR AR
| Sign the Issuance Sip to Have e ssuance sip
| imdicala receipt of the signed.
| supplies n good condibon
3 [Meshin ecord it and e | 30 mintes R, GIL AMPER

| wupplesiogepment sHUanie B9
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