ASSESSMENT OF COLLEGE
STUDENTS FOR ENROLLMENT

Doc Control No. PRMSU-ASA-COMSPO3

Effectivity Date

March 28, 2019

Revision No. 01

Pagelof1l

Revision History

ﬂm%. Originator Details of Revision Revision Date Effectivity Date
00 | Menchie A. Dela Cruz Qriginal Issue April 27,2018 May 2, 2018
01 | Menchie A. Dela Cruz | University Logo and Agency Code March 27, 2019 March 28, 2019

This document is updated ond controlled if all pages bear the BLUE “CONTROLLED COPY stamp. Otherwise, pleose refer to the Document Control Officer
{DCO} for your upduted copy.

Prepared hy:

Jr. oy
MENCHIE/A. DE UZ, PH.D.

Dean,{CCIT

Reviewed and Approved by:

JESSIE'S. ECHAURE, ED.D.

VP-ASA

e




Doc Control No. PRMSU-ASA-COMSP03

ASSESSMENT OF COLLEGE

Effectivity Date_ March 28, 2019
STUDENTS FOR ENROLLMENT L PP

s ..u 2 .?DH) - r_vm..mm.N of 11

g 280 %7
28 AW B

1.0 OBJECTIVE

L
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To create and preserve a documented system in assessing colle udents, transferees, returnees,

cross enrollees and shifters students for enrollment.
2.0 SCOPE

This procedure applies to all college freshmen students, transferees, shifters, returnees and cross enrollees.
3.0 REFERENCES

Student Manual

4.0 DEFINITION OF TERMS
Freshman — is a person in the first year at an educational institution, usually a secondary or post-secondary
school/college. Is brand-new to studying college. They have just applied, been accepted, and are signing up

for their first college courses.

Transferee —a student that has some previous type of college experience under their belt and has earned
some type of college credits already in other university.

Returnee — student who discontinued studies for a period of time and want to study again or re-admitted.
Cross Enrollee — a student enrolled in courses outside his degree program.

Registrar - an official in a college or university who is responsible for keeping student records.

College Dean - An administrative officer in charge of a college, faculty, or division in a university supervises
the enforcement of rules.

Enrolment Officer — faculty or staff in-charge in the enrolment.
Cashier - an employee who handles the financial transactions of a company/university.
Medical Officer - a doctor in charge of the health services of an employee in the organization/institution.

Dental Officer — a doctor involves in advising, administering, supervising, or performing professional and
scientific work in the field of dentistry.

ID System Officer — a faculty or staff in-charge in the administration of securing identification card of the
student and employee.

Student Affairs Director - administrative officer which works to enhance the experience of students at all
stages of their time through the provision of a range of specialist professional services.
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Faculty - the teaching staff of a university or college, or of one 5 mm,u,mJq‘:m:mm,o‘_wm_m,<\mmmomm‘ viewed as a

body.
Admission - is permission given to a person to enter an organization or institution.
Evaluation - is an appraisal of something to determine its worth or fitness.

Assessment - refers to the wide variety of methods or tools that educators use to evaluate, measure, and
document the academic readiness, learning progress, skill acquisition, or educational needs of student.

Enrolment - the act of putting yourself onto the official list of enrolled students.
Class Schedule — a schedule indicating what days and times the student classes will be held.
Pre-registration - the action of registering the subjects to be enrolled or being registered in advance.

Clearance - the action or process of clearing or of being dispersed, official authorization for something to
proceed or take place.

University Information System (UIS) — an information system used for Enrolment processing.

Subject Confirmation and Assessment Slip ~ a printed copy of the enrolment assessment output/result of
the student.

Certificate of Registration — a printed copy of the official enroiment registration of the student.
Tuition fee - the charge or fee for instruction, as at a private school or a college or university.

student Identification Card - a card verifying somebody's identity as a university student and entitling them
to services, discounts, etc.
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5.0 PROCEDURES

Flowchart

Bring admission requirements

@l

Evaluate requirements

Requirements
pass?

No Yes

Proceed to
college where
27734 choice

program under

Approve for
Admission

Secure Pre-registration form at the
college enrollment area

_

Check the college bulletin board
for class schedule

|

Fill-up Pre-registration form with
the subjects to be enrolled

_

Submit accomplished pre-
registration form for assessment

—]

1. Student

2. Dean/Program 2.
Chair

3. Dean/Program 3.

Chair

4. Dean/Program 4,
Chair

5. Student 5.

6. Student 6.

7. Student 7.

8. Student 8.

Bring the entrance exam

result, filled-up admission
form and copy of form 137 to
the college for evaluation.
Evaluate student
requirements for admission.
(Follow the admission policy
set by the college).

(If the student requirements
pass the evaluation)

Approve for admission and
proceed to step 5.

(Else, proceed to the next
step).

Advice to proceed to the
college where his/her 2™ or
3 priority program under,
and proceed to step 1 again.
Secure pre-registration form
at the college enrollment
area.

Check the college bulletin
board for class schedule.

Fill-up pre-registration form
with the subjects to be
enrolled.

Submit the accomplished
pre-registration form to the
enrollment  officer  for
assessment.
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Pracess the assessment using
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Process the assessment using

A\

MENCHIE/A. DELA CRYZ, PH.D.
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- . in-charge University Information
University Information System R
(Faculty/Staff) System. (If there is a problem
in the assessment like
conflict of schedule proceed
Problem in the i
S to step 6 again, else, proceed
to the next step.)
Ne 10. Student 10. Secure subject confirmation
and assessment slip from the
Secure Subject enroliment officer.
Confirmation
and
Assessment Slip
Bring Assessment Slip to Medical 11. Student 11. m::m i the mcgmnﬁ
Dental Offica for Stamp confirmation and assessment
I slip to the medical dental
Pay enroliment fee at the cashier’s office for stamp.
window 12. Student 12. Pay the required enrollment
_ fee at the cashier’s window.
Secure Ildentification Card at ID
mﬁ".ma o.anm 13, Student 13. Secure student identification
_ card at the ID System Office.
Secure Certificate of Registration 14. Student 14. Secure Certificate of
at the Campus Registrar’s Office ’ ) .
Registration (COR) at the
_ Registrar’s Office.
Submit COR copy to dean and 15. Student 15. Submit Certificate of
student affairs director office. Registration {COR) copy to
the dean and student affairs
a director.
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V8 nd W

Assessment of Old/Returnee Students for Enrolimet

Flowchart

Secure Student Clearance Form at 1. Student Secure Student Clearance
the Dean’s Office Form at the Dean’s Office.
|
Accomplish Student Clearance 2. Student 2. Accomplish student
clearance.
1
Submit Student Clearance Form to 3. Student 3. Submit the accomplished
the Enrollment Officer student clearance form to
| the enrollment officer.
Secure Student Permanent Record 4, Student 4, Secure Student Permanent
(SPR)} to the Enrollment Officer Record {SPR) to the college
_ enroliment officer.
Secure naa.”_.m Units Form to the 5. Student 5. Secure crediting units form at
" .
o am_z Dfficar the college enrollment area.
li-up Crediting units form 6. Student 6. Fill-up crediting units form

with the grades in the
student permanent record.
7. Student 7. Submit accomplished
crediting units form to the
program chair for review and

Submit accomplished crediting
units form to the program chair

[

Secure Pre-registralion form to

the enroliment officer advising. . .
= 8. Student 8. Secure pre-registration form
Check college bulletin board for to the enroliment officer. )
class schedule 9. Student 9. Check the college bulletin

T board for schedule.

Fill-up Pre-registration form with 10. Student 10. Fill-up pre-registration form
the subjects to be enrolled with the subjects to be
1 enrolled.
Submit accomplished pre- 11. Student 11. Submit the accomplished
registration form for assessment pre-registration form to the
enrollment officer  for
assessment.
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Process the assessment using

Officer (Faculty/Staff) University Information
System by the college
enroliment officer.
Conflict in the
hedule?
et If there is a problem in the
No assessment like conflict of
schedule, then proceed to
Secure Subject step 9 again, else,
Confirmation 13. Student 13. Secure subject confirmation
ane ! and assessment slip from the
Assessment Slip .
enroliment officer.
Bring Assessment Slip to Medical 14. Student 14. Bring the subject
Dental Offica for Stamp confirmation and assessment
| slip to the medical dental
Pay enroliment fee at the cashier’s g office for stamp.
window 15. Student 15. Pay the required tuition fee
_ at the cashier’s office.
Secure ldentification Card at the
ID System Office 16. Student 16. Bring the old identification
_ card to the ID System Office
Secure Certificate of Registration Mon“.mﬁ.<mm__nmﬁ_03 and  sticker
at the Campus Registrar’s Office Ing.
_ 17. Student 17. Secure Certificate of
Registration (COR) at the
Submit COR copy to dean and Registrar’s Office
student affairs director office. 18. Student 18. Submit Ce _.zmmnmﬁm of
Registration  (COR) and
a reviewed crediting unit form
copies in a brown envelope
to the dean and student
affairs director.
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Assessment of Transferee/Shifter Students for Enroliment

Flowchart

Bring requirements for evaluation l‘@ 1. Student

I

Evaluate regquirements

Chair
Requirements
Pass?
Proceed to 2 /3% Process Crediting
chaice college of Units
Secure Pre-registration form at the 3. Student
college enroliment area ’

Check college bulletin board for
the availability of the subjects 'n' 4. Student

Fill-up Pre-registration with the
subjects advised to be enrolled 5. Student

T

Submit Pre-registration & crediting

units form to the enroliment officer 6. Student

Responsible

2. Dean/Program

~ i.\/Details/Process

50 £N Y o

ifig requirements for evaluation.
(Transcript of records, Good Moral
Character and PSA Birth Certificate).
2. Evaluate requirements. (Follow the
admission policy set by the college),
(if pass, process the crediting of units,
and proceed to the next step, else,
proceed to college where 2™ or 3
choice program under and proceed to
step 1 again)

3. Secure Pre-registration form at the
college enroliment area.

4, Check the college bulletin board for
the availability of the subjects to be
enrolled.

5. Fill-up Pre-registration form with
the subjects advised by the program
chair to be enrolled.

6. Submit Pre-registration &
accomplished crediting units form to
the enroliment officer.
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7. Faculty/Staff

Process the assessment using
University Information System

No

Problem in the

assessment?

8. Student
Secure Subject
Confirmation
and
Assessment Slip
Bring Assessment Slip to Medical
Dental Office for Stamp 9. Student
Pay enrollment fee at the cashier’s
window 10. Student
Secure ldentification Card at ID 11. Student
System Office '
Secure Certificate of Registration 12. Student
at the Campus Registrar’s Office
Submit COR copy to dean and 13. Student
student affairs director office.

Process the assessment using
University Information System by the
college enroliment officer.

(If there is a conflict of schedule
proceed to step 5 again, else proceed
to the next step).

8. Secure subject confirmation and
assessment slip from the enroliment
officer.

9. Bring the subject confirmation and
assessment slip to the medical dental
office for stamp.

10. Pay the required tuition fee at the
cashier’s office.

11. Secure student identification card
at the ID System Office.

12. Secure Certificate of Registration
(COR) at the Registrar’s Office,

13. Submit COR copy to the dean and
student affairs office.
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Assessment of Cross-Enroliee Students for Enroll
Responsible [

Flowchart

Check the college bulletin board 1. Student
for the availability of the subject/s
[

Bring filled-up cross enroliment
form to the dean/program chair

-

Validate the availability of the
subjects to the UIS

2. Student

3. Faculty/Staff

Subject/s still
open?

No Yes

Disapproved cross Approved for cross-
enroliment enrollment

B8
Bring the approved cross 4. Student
enrollment form to the registrar '
Secure the dean and student copy 5. Student
of approved cross enrollment form ’
Subimit the deans’ copy of the cross
enroliment fram to the dean’s office 6. Student
|
Proceed to the college enroliment area
for assessment 7. Student

&)

——

1. Check the coliege bulletin board
where the subject to be cross-
enrolled is/are available.

2. Bring filled-up cross enrollment
form to the college dean/program
chair where the subjects to be taken.
3. Validate the availability of the
subjects to the UIS (and if it is still
open, approved for cross-enrollment
and proceed to the next step, else,
disapproved cross-enrollment and
return cross-enrollment from to the
student.)

4, Bring the approved cross
enroliment form to the registrar for
processing.

5. Secure the dean and student copy
of the approved cross enroliment
form from the registrar.

6. Submit the deans copy of the
approved cross enroliment form to
the office of the dean.

7. Proceed to the college enrollment
area for assessment,
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Secure Subject Confirmation and
Assessment Slip

|

Pay the required enroliment fee

|

Secure new COR from the registrar

_

Submit COR copy to accepting and
releasing dean

“ a

6.0 ATTACHMENTS

Pre-registration Form

Clearance Form

Assessment and Confirmation Slip
Certificate of Registration

Shifting Form

Crediting Units Form
Cross-Enrollment Form

8. Student

9, Student

10. Student

11. Student

Page 11 of 11

ecure subject confirmation
and assessment slip from the
enrollment officer.

8. Pay the required enrollment
fee.

9. Secure new COR from the

registrar.

11. Submit a COR copy to the
releasing and accepting dean.
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