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It is the role of a higher education 
institution to transmit, generate 
and apply knowledge. Thus, 
correspondingly, its three basic 
functions are: instruction, research 
and extension. 

Foreword

In extension work we employ knowledge to 
contribute to the well-being and advancement 
of communities and society. In the process of 
rendering service to people our student and faculty 
members learn as well. The level of attainment of 
our desired program outcomes by our students is 
thereby enhanced.

I am glad and proud that MCL has a very strong 
program for service-learning and community 
engagement. It is valuable not only to us but, more 
importantly, also to the people who are touched by 
it. Of what use is knowledge if it does not redound 
to the common good.

I enjoin you to read and follow this manual so that all 
of us can better perform the role of extension. I hope 
that, as in all other aspects of school operations, we 
can continuously improve our performance in this 
regard.

President
Reynaldo B. Vea, Ph.D. 
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CHAPTER 1:
MALAYAN COLLEGES LAGUNA (MCL) 

GENERAL INFORMATION



I. THE HISTORY OF MCL

CSCE Manual 2019

When the ownership of the Mapúa Institute of Technology was transferred to the Yuchengco Group of Companies 
(YGC) under the stewardship of the honorable Ambassador Alfonso T. Yuchengco in the year 1999, a great amount 
of effort was put into improving the academic programs and facilities of the institution, thus raising Mapúa’s level 
to be at par with international standards. 

Through the years, new programs such as Computer Science, Information Technology, Material Science and 
Engineering, Biotechnology, Nursing, Psychology, Accountancy, and Hotel and Restaurant Management have 
been added to Mapúa’s offering of Engineering and Architecture programs. 

The expansion did not stop there, however. In fulfillment of the long term development plan of Mapúa, a 
six-hectare land was acquired for its expansion and presence in Laguna, which stands as one of CALABARZON’s 
industrial and commercial hubs. 

Groundwork started in late 2005, and on January 23, 2006, Malayan Colleges Laguna (MCL) acquired its 
corporate personality following its registration with the Securities and Exchange Commission. 

This paved the way for the creation of an interim group geared to ensure the ultimate achievement of MCL’s vision 
and mission statements. Under the leadership of Dr. Reynaldo B. Vea, Mapúa President and CEO, and concurrently 
the MCL President and CEO, were the following members from Mapúa, namely: Milagros V. Reyes, former Mapúa 
Executive Vice President for Administration and Chief Operating Officer; Engr. Dodjie S. Maestrecampo, then 
Executive Vice President for Academic Affairs; Engr. Dennis H. Tablante, Dean of the School of EE-ECE-CoE; 
Engr. Christopher F. dela Rosa, Director of Mapúa’s Development Office for Information Technology; and Raoul A. 
Villegas, Controller of the Mapúa IT Center. 
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In November 2006, the Commission on Higher Education (CHED) gave the approval for MCL to offer eight 
(8) programs of study in Engineering, Information Technology, and Business. This was after MCL’s satisfactory 
compliance with the standards of the CHED’s Regional Quality Assurance Team.

 
MCL started with over 860 freshmen students during its first year of operations. Its first two buildings were 

named after two significant personalities: Dr. Jose P. Rizal and Enrique T. Yuchengco. 

Three (3) colleges were initially established under MCL: the Mapúa Institute of Technology at Laguna (MITL), 
the E.T. Yuchengco College of Business (ETYCB), and the College of Information Technology, which was later 
renamed as the College of Computer and Information Science (CCIS). The College of Arts and Science (CAS) and 
the Mapúa-PTC College of Maritime Education and Training (Mapúa-PTC CMET) were eventually added, followed 
by the Institute for Excellence in Continuing Education and Lifelong Learning (I-ExCELL).

 
MCL’s most recent undertaking is the establishment and opening of MCL Senior High School, its response to 

the implementation of K-12 in basic education. 

To shelter the institution’s growing community, the Albert Einstein Building was recently constructed, named 
after the scientist who, in his lifetime’s work, exuded MCL’s motto: Excellence and Virtue. 

Today, MCL offers a total of twenty-one (21) college progra  ms catering to the fields of engineering, 
architecture, business, information technology, communication, multimedia arts, hospitality management, tourism 
management, and maritime education; and one (1) diploma program in culinary arts. A recent addition to these are 
six (6) strands under the Academic and Technical-Vocational-Livelihood Tracks of MCL Senior High School.
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II. NATURE OF MCL

MCL is a private, stock, higher education institution 
that is engaged in professional and advanced education and in 
knowledge generation and application.

The primary value offered by MCL to its students and 
graduates is the successful launching and further advancement 
of their professional careers. The value MCL offers to its clients 
in contract research, consultancy and community service is the 
quality answer to their questions and the quality solution to their 
problems. In the process of generating these values, MCL also 
helps society through the provision of properly trained manpower, 
the generation of social wealth and the betterment of man’s social 
condition.

III. VISION AND MISSION STATEMENT

Malayan Colleges Laguna, in being true to its nature, 
has to compete with other schools even as it collaborates with 
them in the advancement of common interests. Its stance shall be 
differentiation in the level of its service. Logically, it should go for 
the attainment of the highest quality standard. 

In today’s world, it makes sense to reach for global 
standards. The market for graduates is global. The market of 
students is global. There is no reason why the market for research 
and consultancy cannot be global as well.

MISSION

1. To provide the learning environment that would 
transform our students into globally competitive 
professionals.

2. To produce social wealth from the generation of new 
knowledge.

3. To contribute to the solution of industry’s and society’s 
problems by the expert application of knowledge. 

VISION

Malayan Colleges Laguna shall be a global steeple of     
excellence in professional education and research.
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IV. MOTTO 

“Excellence and Virtue”
To be able to deliver on the value proposition of a successful career launch, MCL must formulate educational 

program objectives and outcomes that are attuned to the market for professionals. The school must not only attain 
these objectives and outcomes but must be able to do so at progressively higher levels of attainment. Innovations 
would be called for. It has to do this even as it continuously refines its statement of objectives and outcomes itself 
in order to adapt to changes in the market. This is the core of MCL’s drive towards institutional and individual 
excellence in teaching.

Excellence in research would require wielding the principles of academic freedom and collegiality to 
ensure the free expression, exchange and sharing of ideas. It would require institutional and individual efforts to 
be at the cutting edge of knowledge in the various disciplines.

To be a force for good, excellence must be imbued with virtue. While learning can launch careers, it is 
good values that will principally carry MCL graduates over the long haul in their career and, more importantly, in 
their life. The school itself must commit to moral excellence in all its dealings and doing.

V. CORE VALUES

Passion for Excellence
The MCL community lives the institutional culture of excellence. The passion for 

excellence is expressed through developing a competitive winning attitude among the 
students. MCL also develops a work ethic that pursues excellence characterized by a 
passion to achieve outstanding results and continuously improve one’s performance of 
duties. 

Teamwork
MCL works collaboratively as a team in achieving its common goals. MCL is 

committed to accompany one another to facilitate cooperation and unity. Teamwork is 
also manifested through activities engaging students and faculty and staff partnership. 

Loyalty
Loyalty is an integral dimension of the MCL community. Being loyal to MCL is 

manifested through aligning the institution’s goals with one’s goals and taking pride in 
MCL’s achievements. MCL stands as an institution that engenders responsible community 
members. 

Sense of Urgency
MCL responds to the client needs in a timely, professional and courteous manner. 

It aims to deliver measurable outputs on time. MCL believes in prompt accomplishment 
of tasks and clients’ needs must be addressed with a sense of urgency.

Discipline
MCL exercises discipline among its administrators, faculty, staff and students. MCL 

strongly adheres to the implementation of its rules and regulations as manifested through 
its set of policies. 
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The MCL logo conveys and solidifies MCL’s 
commitment to excellence and academic vigor. It 
contains two elements to represent the institutional 
motto of excellence and virtue: a shield and the single 
helix “M.” The coat of arms or the shield symbolizes 
achievements, protection, and identification while the 
single helix “M” signifies excellence embedded in our 
DNA. The blue, symbolizing loyalty and intelligence, 
has taken on a darker and more serious tone, while the 
silver has been changed to a flat gray to show that MCL 
is keeping abreast of the new technologies.

VI. QUALITY POLICY

We commit to continually improve our management system to attain our student outcomes and program 
educational objectives.

VII. INSTITUTIONAL LOGO

VIII. ADMINISTRATION AND MANAGEMENT

The organizational structure of MCL represents groupings of the functions and activities performed by its 
personnel in the different organizational units. It also reflects the logical and hierarchical arrangements of these 
organizational units into different organizational levels. The organizational structure reflects the organizational 
standards to be observed and applied in determining, grouping, arranging and naming or labeling functions, 
activities, organizational units and levels, position titles and classifications. The organizational structure of MCL is 
shown below:
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BOARD OF TRUSTEES

This office is responsible for the management of the budget, finance & accounting and financial 
analysis concerns of MCL to ensure that the institution is maximizing its resources. The Chief Finance Officer 
(CFO) is the custodian of the funds of MCL and is responsible for all money and property under his charge. The 
CFO keeps full and accurate records and accounts of all receipts, disbursements, assets, liabilities and general 
financial transactions of MCL.

The key offices under the Office of Vice President for Finance are: Accounting Office (ACO), Blue and 
Silver Bookshop, Purchasing Office (PO), and the Treasurer’s Office (TO). 

OFFICE OF THE VICE PRESIDENT FOR FINANCE / CHIEF FINANCE OFFICER

This office handles the overall supervision and administration of MCL to ensure the alignment and 
consistent implementation of policies, procedures and strategies, and the effective delivery of functional 
support and services.

The Executive Vice President (EVP) is the Chief Operating Officer of MCL. The EVP is appointed by the 
President to manage, direct and control the operations of the entire institution. He/she is responsible for its 
efficient, effective and orderly operations. As part of the top management, and as a member of the Executive 
Committee, the EVP participates in formulating major policy decisions for MCL. The EVP assists the President 
in all matters affecting the general policies of the entire institution.

OFFICE OF THE EXECUTIVE VICE PRESIDENT AND CHIEF OPERATING OFFICER

This office handles the institutional decision-making and overall development plan of MCL. The President 
is the Chief Executive Officer who is responsible for the efficient and effective administration of MCL towards 
the realization of its goals and objectives. The President is in charge of school administration, supervision and 
implementation of governing board policies. Therefore, all the details and specific arrangements in carrying 
out the policies and general plans of the institution as worked out by the President should have the necessary 
financial and material aid and moral support of the Board. 

OFFICE OF THE PRESIDENT AND CHIEF EXECUTIVE OFFICER

The Management Committee (ManCom) is a permanent body created by the Board of Trustees to 
oversee the operations and management of MCL to ensure that it serves its mission, vision, and interests of 
its stakeholders. Membership to this committee is directed by the Chairman of the Board of Trustees from 
the top management officers of MCL specifically the Chief Executive Officer, Chief Finance Officer, Chief 
Operating Officer, Chief Administration Officer; and representatives of MCL’s subsidiaries particularly the 
Mapua University and the House of Investments.

MANAGEMENT COMMITTEE

The Board of Trustees is the primary governing body of Malayan Colleges Laguna. It is composed of 
a Chairman, and several members that are elected at large during a regular meeting of the collegial body. 
Administration and operations of MCL are directed by the decisions of the board.  Which is considered to be 
the highest policy-making body of the Institution within the framework of the organization and its corporate 
governance. 

The Board has the power to create and abolish the management committee; ratify appointments 
of MCL’s officers, issue authorization of MCL’s top management officers for specific capacities, and mission; 
as well as confirming statutes of the Academic Council such as but not limited to declaration of graduates, 
conferment of awards and other resolutions that need the concurrence of the Board. 
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OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS
This office handles the overall supervision and development of programs of all the colleges and 

institutes. As the chief acavdemic officer, the Vice President for Academic Affairs provides leadership in all 
academic programs, supports the missions of respective Colleges, Institute, and the Senior High School 
Department to ensure overall academic excellence.

The key offices under the Office of Vice President for Academic Affairs are the: Registrar’s Office 
(RO); Admission’s Office (ADO); Research Promotion and Coordination Office (RPCO); Center for Learning 
and Information Resources (CLIR); Student Affairs Office (SAO); Learning Environments and Innovations Office 
(LEIO); Athletics and Physical Education Office (APEO); and the Center for Service-Learning and Community 
Engagement (CSCE). 

To uphold MCL’s Quality Policy and support its mission and vision, the Office for Quality Management 
(OQM) ensures that necessary processes that comprise MCL’s Quality Management System (QMS) are 
adequately defined, effectively implemented, and continually improved.

OFFICE FOR QUALITY MANAGEMENT

The Office for Risk Management and Business Continuity (ORMBC) is the institutionalized administrative 
center whose main thrust is to implement policies and strategies aimed at strengthening the ability of MCL to 
respond and recover from an emergency or disaster.

OFFICE FOR RISK MANAGEMENT AND BUSINESS CONTINUITY 

The Office for Strategic Partnerships and Global Engagement (OSPaGE) is the gateway to all linkages 
and collaboration programs of Malayan Colleges Laguna. OSPaGE takes the lead in forging partnerships and 
linkages with industry leaders, academic institutions that share the same vision and value for collaboration and 
mutual cooperation, government agencies and instrumentalities, non-government organizations, and private 
groups. 

OFFICE FOR STRATEGIC PARTNERSHIPS AND GLOBAL ENGAGEMENT

The Office for Corporate Communications is responsible in upholding the positive image of MCL by 
maintaining and developing its reputable brand through the composition of promotional materials in forms of 
graphic design, articles, and digital media for internal and external communications. 

OFFICE FOR CORPORATE COMMUNICATIONS

This office handles the overall supervision non-academic services and operations inside MCL. The 
Senior Vice President for Administration (SVPA) ensures a productive and healthy work environment among 
the members of the MCL community. The SVP devises organized work systems and sustains a conducive 
workplace to uphold total performance efficiency of MCL employees. The office also handles legal matters 
pertaining to the administration of MCL.

The key offices under the office of the SVPA are the: Office of the Assistant Vice President for Human 
Resources and Administrative Services (OHRAS); Instructional Facilities Office (IFO); Information Technology 
Services Office (ITSO); and the Purchasing Office (PO). Under OHRAS are the: Human Resources and 
Management Office (HRMO); Center for Health Services and Wellness (CHSW); and Campus Development 
and Maintenance Office (CDMO).

OFFICE OF THE SENIOR VICE PRESIDENT FOR ADMINISTRATION AND 
LEGAL / CHIEF ADMINISTRATIVE OFFICE AND LEGAL

7
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 The Senior High School Principal is a member of the faculty of the Senior High School Department 
who is appointed to perform administrative, academic, and instructional leadership functions of the department.  
The Principal is directly reporting to the Vice-President for Academic Affairs and Chief Academic Officer. 

As department head, the Principal has direct control and supervisory functions over the Assistant 
Principal, and Course Coordinators including positions that may be appointed to serve and perform specific 
responsibilities for its management and operations. 

The principal is a permanent member of the Academic Council Core Group and also chairs any    sub-
committee or ad hoc body that may be formed relevant to SHS’s administration, and management. 

SENIOR HIGH SCHOOL PRINCIPAL

The Cluster Coordinator assists the College Dean in coordinating the activities and functions of a 
designated cluster to ensure that goals and objectives specified for general education and other relevant 
courses are accomplished in accordance with established priorities. The Cluster Coordinator also provides 
academic leadership among the faculty members under the cluster. 

CLUSTER COORDINATOR

The Program Chair is responsible for providing professional support and assistance in the implementation 
of academic programs and enforcing approved academic and administrative policies, procedures and rules 
and regulations involving his academic program. He or she exercises educational leadership among his or her 
faculty members and cooperates in activities towards the attainment of the program educational objectives. 

PROGRAM CHAIR / COORDINATOR

The College Dean is the senior officer responsible for the operation of an academic program, the 
enforcement of rules and regulations and the supervision of all activities of his college. The Dean is responsible 
for the academic operations and the selection of faculty members, the quality of instruction, and the academic 
budget.

COLLEGE DEAN

The Academic Council is composed of key officers throughout the Institution who meet to discuss 
and decide on issues and promulgations that have an overall effect on the entire organization or its major 
components thereof. It is responsible for the quality of academic performance. It evaluates curriculum and 
faculty academic performance, recommends academic policies, plans programs, sets standards, and reviews 
guidelines for implementation by the different colleges and concerned offices. The members of the Academic 
Council are the Vice President for Academic Affairs, Executive Vice President, Deans, Program Chairs, and 
Directors of the different academic offices. 

ACADEMIC COUNCIL

8
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As of this publication, Directors head the following officers/ centers of MCL:
1. Admissions Office
2. Center for Learning and Information Resources
3. Center for Service-Learning and Community Engagement
4. Information Technology Services Office
5. Learning Environments and Innovation Office
6. Office for Corporate Communications
7. Office for Quality Management 
8. Office for Strategic Partnerships and Global Engagement
9. Research Promotion and Coordination Office
10. Student Affairs Office 

Directors are the heads of offices and centers that serve to support Academic departments of MCL. 
Generally, directors are classified as non-teaching administrators except for instance where they are assigned 
with auxiliary academic functions and responsibilities. For offices whose main function has no directly link to 
students, “manager” is used as the official appointment of its department head. 

DIRECTOR / ACADEMIC OFFICER

9
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AND COMMUNITY ENGAGEMENT (CSCE)



MCL MISSION
To contribute to the solution of industry’s and society’s problems by the expert application of knowledge
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I. FRAMEWORK

The Center for Service-Learning and Community Engagement (CSCE) manages the corporate social 
responsibility initiatives of Malayan Colleges Laguna (MCL) in accord with its core values of Excellence and Virtue. 
The thrust of CSCE is to promote community development efforts within the context of an academic institution. 
This means that first and foremost, CSCE aims to provide a platform from which MCL students and employees can 
engage in a learning environment with community service at its core. 

Inspired by the spirit of service and volunteerism, CSCE is inclined to provide assistance to communities in 
need. This could be achieved through the continuous promotion and implementation of relevant Service-Learning 
(SL) and Community Engagement (CE) initiatives. In addition, CSCE also is directed to developing partnerships with 
stakeholders including public and private entities to assure that the community service initiatives of the institution 
are properly carried out. In order to assure that these objectives and services are met, the department is guided 
by the following framework:
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Furthermore, external factors such as the social realities as well as community partnerships and linkages 
are also taken into consideration. Conditions that exist outside of the institution also contribute to the overall 
implementation of the projects and programs of the department. Such may also have a direct or indirect impact 
to the learning process of the students. In addition, these conditions may also affect the community development 
initiatives of the institution in as far as implementation is concerned. It is also important to emphasize the role 
of the community partners and linkages in the implementation of the SL and CE initiatives of MCL. An effective 
collaboration and efficient utilization of external conditions and resources will ultimately contribute to the success 
of CSCE’s commitment to deliver initiatives that promote social responsibility, lifelong learning, and sustainable 
development. 

The Center for Service-Learning and Community Engagement (CSCE) seeks to fulfill MCL’s mission of 
contributing to the solution of industry’s and society’s problems by the expert application of knowledge. This 
is achieved by, first and foremost, promoting initiatives through the Social and Ethical Responsibility for Values 
Embodiment (SERVE). This unit seeks to foster and inculcate the core values of excellence, teamwork, discipline, 
loyalty, urgency as well as CSCE’s core advocacies: social responsibility, lifelong learning, and sustainable 
development. Such initiatives are set to serve as a foundation that will foster the Service-Learning and Community 
Engagement units of the department. 

The SL unit seeks to provide an outcomes-based and experiential learning platform from which students 
are the focal point. Under this formative unit are the National Service Training Program (NSTP); SL courses; 
and Program-driven initiatives which are co-curricular in nature. As such, this unit is a formative level because 
it provides students with a platform to serve albeit as a course or program requirement. Through projects and 
programs under this unit, MCL students are expected to conduct a practical demonstration of academic learning; 
analyze social conditions; as well as assess personal and collaboration impact. In addition, components that would 
aid the achievement of these outcomes include academic materials (curriculum and syllabus); relevant service 
opportunities; and critical reflection mechanisms. 

The CE unit seeks to provide a platform that would encourage the entire MCL community (students, 
faculty, administrators, and staff) to participate in the community service and community development initiatives 
of the institution. Moreover, the unit is in-charge of providing an avenue from which MCL students could apply 
their knowledge and skills to help address the problems in the society. As such, this unit is application level 
because it provides students with a platform to serve outside of curricular requirements. In this level students are 
expected to render service out of their accord and desire to contribute to the society in whatever way they can. 
Through projects and programs under this unit, the MCL community is expected to build a shared sense of social 
responsibility; conduct high-impact and interdisciplinary initiatives; as well as develop integrated initiatives. In 
addition, components that would aid the achievement of these outcomes include the promotion of volunteerism; 
quality standards; and research activities. Integral to both units are the utilization of various assessment and 
evaluation mechanisms that would allow CSCE to gauge learning outcomes, determine appropriate line of action, 
and recommend plans of action to continuously improve the learning experience of the students and the platforms 
for service of the entire MCL community. Through its various units and initiatives, CSCE ensures that MCL is able to 
reach out to the needs of the industry and the society while still focusing on its primary deliverable as an academic 
institution and that is to provide learning opportunities for its students.

12
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The Director
The CSCE Director is responsible for the overall organization, management, and control of the operations 

of the department. The Director formulates, implements, and evaluates plans, programs, and projects governing 
the service-learning, community engagement, as well as the corporate social responsibility functions of MCL.

The Head of Social and Ethical Responsibility for Values Embodiment (SERVE)
The Head of SERVE is responsible for the organization and management of the values formation initiatives 

of CSCE and MCL.  The assists the Director in formulating, implementing, and evaluating the plans, programs, and 
projects governing the service-learning functions of the institution. 

The Head of Service-Learning
The Head of Service-Learning is responsible for the organization and management of the service-learning 

initiatives of CSCE including the National Service Training Program (NSTP) of MCL.  The Head of Service-Learning 
assists the Director in formulating, implementing, and evaluating the plans, programs, and projects governing the 
service-learning functions of the institution. 

The Head of Community Engagement
The Head of Community Engagement is responsible for the organization and management of the 

community engagement initiatives, including the corporate responsibility functions, of the institution.  The Head 
of Community Engagement assists the Director in formulating, implementing, and evaluating the plans, programs, 
and projects governing the community engagement functions of the institution. 

The Technical Assistant 
The Technical Assistant provides assistance to the organization and operations of the department. 

The Technical Assistant handles several functions of the department including but not limited to proposals, 
implementation, and assessment and evaluation of service-learning and community engagement initiatives.

II. ORGANIZATIONAL CHART

CSCE is composed of individuals that work together to facilitate and operationalize the thrust of the 
department. The following chart illustrates the structure of the department:

13
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II. VISION AND MISSION STATEMENT

VISION
To facilitate service-learning and community engagement initiatives through conscious and sustainable 

efforts inspired by the spirit of volunteerism and a strong commitment to service and development. 

MISSION
To provide a holistic platform for integrated learning opportunities for MCL students, administrators, 

faculty members, staff, and related stakeholders through initiatives that would foster excellence and virtue in 
community service.

The CSCE Program Coordinator 
The Program Coordinator supervises affairs that are related to the service-learning functions of the 

department. This includes the organization and operations of NSTP and related initiatives. The Program Coordinator 
assists the Head of Service-Learning in all related matters and functions.

The Program Assistant(s)
The Program Assistant provides assistance to the organization and operations to the service-learning 

initiatives of the department as well as other related matters. The Program Assistant handles functions related to 
proposal, implementation, as well as assessment and evaluation of the initiatives undertaken by the department.

14
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A. Circles of Sustainability and Lifelong Learning
The circles represent platforms of service-learning and community engagement initiatives that provide 

the MCL community with opportunities to engage in meaningful activities ultimately empowering them to think 
critically, expand intellectual horizons, and enhance socio-civic awareness. The outermost circle is the platform 
of stewardship for the environment, whereas the middle and innermost circles are platforms for socio-economic 
growth and development. Taken together, these circles comprise interdisciplinary platforms for continuous 
experiential learning

B. Home 
The home represents the community and the society at large wherein students would be able to utilize the 

different platforms in order to foster social responsibility toward the strengthening of partnerships and development 
of service-learning and community engagement initiatives. 

C. Hand 
The hand represents volunteerism and service which, taken together, establishes the link between 

community development initiatives, the platforms of learning, and the entire MCL community. These elements 
combined represent the vision and mission of MCL and CSCE that altogether promotes the utilization and practical 
application of knowledge and skills in order to make a significant impact in the society.

The CSCE logo has three elements: the circles of sustainability and lifelong learning; 
a home; and a hand. These elements represent the factors that contribute to the success 
of achieving MCL’s mission of helping to solve the problems of industries and societies by 
the expert application of existing knowledge along with the department’s specific vision 
and mission.

IV. THE CSCE LOGO

III. CORE ADVOCACIES

A. Sustainable Development 
CSCE advocates environmental, social, and economic initiatives that would inculcate a sense of sustainability 

to MCL students and all other active participants. The department aims to promote sustainable development by 
building and supporting mechanisms that would enable learners and stakeholders to appreciate the value of 
meeting current needs without compromising future generations. 

B. Social Responsibility
CSCE encourages initiatives that would inculcate a sense of shared responsibility and nurture the 

consciousness of MCL students and related stakeholders to actively participate in addressing the current and 
emerging needs of the society. The department aims to promote social responsibility by supporting initiatives that 
would allow proponents and participants to act for the benefit of the society as a whole.

C. Lifelong Learning
Acknowledging that learning is a continuous process, CSCE promotes initiatives that aim to further 

enhance the knowledge, skills, and competencies of the members of the MCL academic community as well as its 
community partners and other relevant stakeholders.
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I. SERVE

The SERVE unit of CSCE seeks to build a platform on which 
the various formation initiatives within the institution would be 
consolidated, monitored, continuously improved, and consistently 
implemented (see Appendix A for the curriculum). As such, SERVE 
initiatives are meant to foster and inculcate the following core 
values: Passion for Excellence, Loyalty, Discipline, Teamwork, 
and Sense of Urgency. The development of the aforementioned 
values among students and employees are facilitated through the 
following modules: 

A. Introduction to MCL Core Values and Advocacies 

This module focuses on building blocks anchored upon 
the core values of the institution as well as the advocacies 
promoted by CSCE. It brings together various initiatives that 
establish efforts geared toward inculcating the foundational 
virtues that steers the institution forward. 

B. Personal and Social Development

The emphasis of this module is geared toward promoting 
initiatives that would allow students and employees to better 
understand their own selves. In the long run, this would allow 
them to realize the extent of their roles and responsibilities not 
just to the institution but to the society as well. 

C. Leadership and Volunteerism 

This module focuses on developing the leadership skills of 
students and employees. It is also geared toward promoting 
and keeping the spirit of volunteerism alive within the MCL 
community. Initiatives under this module are all geared toward 
enhancing one’s ability to facilitate and lead change within the 
institution. 

D. Social and Ethical Responsibility

As functioning members of the society, it is of utmost importance 
to promote initiatives that would develop a sense of social and 
ethical responsibility among the students and employees of 
MCL. In as much as there is already an understanding of one’s 
roles and responsibilities, there should be avenue from where 
students and employees can integrate these learnings into the 
context of a workplace and society as a whole.
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II. SERVICE-LEARNING

CSCE seeks to promote initiatives that would allow MCL students to understand the role that they are supposed 
to play in addressing the needs of the society as well as in nation-building processes. Within the institution, this 
could be achieved through various community service and development platforms such as service-learning. 

Service-Learning (SL) is a learner-centered and outcomes-based strategy which focuses on the principles of 
community service integrated with instruction and reflection that would provide students with an opportunity for 
experiential learning ultimately leading toward building socio-civic awareness and strengthening communities. 

By identifying courses that could serve as platform for SL initiatives, students are given an opportunity to apply 
the theories and concepts that they have learned in class into real-life situations. This enables students to relate 
instruction to community service, sustainable development, social responsibility, and even life-long learning. Under 
SL are the following components: 

A. National Service Training Program (NSTP) 

As mandated by Republic Act 9163 or the NSTP Act of 2001, MCL provides a program that “aims to enhance 
civic consciousness and defense preparedness in the youth, by developing the ethics of service and patriotism 
while undergoing training in any of the following: Civic Welfare Training Service (CWTS), Literacy Training Service 
(LTS), or Reserve Officers’ Training Corps (ROTC). The implementation of NSTP in the institution is pursuant to 
RA 9163 nd its corresponding Implementing Rules and Regulations (Appendix B). Its specific operations are in 
accordance with the SL Implementing Rules and Regulations (IRR) of CSCE.  

Program Components

Civic Welfare Training Service (CWTS)

CWTS focuses on contributing to the general welfare and betterment of life for the members of the community 
or the enhancement of its facilities, especially those devoted to improving health, education, environment, 
entrepreneurship, safety, recreation and morale of the citizenry and other social welfare services. The course 
also covers topics on self-awareness, values development, and leadership training.

Literacy Training Service (LTS) 

This course is a program component of the National Service Training Program which focuses on training the 
students to teach literacy and numeracy skills to school children, out-of-school youths, and other segments of 
the society in need of such services. The course also covers topics on self-awareness, values development, and 
leadership training.

B. SL Courses 

SL initiatives are co-curricular or course-integrated. In this regard, SL activities are done in the context of 
applying the principles and theories taught inside the classroom or related classes to address the needs of a 
particular community, stakeholders, or beneficiaries. Furthermore, SL initiatives are formative in essence which 
means that objectives are achieved when specific learning outcomes are met.
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III. COMMUNITY ENGAGEMENT 

CSCE seeks to encourage MCL students including administrators, faculty members, and staff to actively participate in 
community service and development initiatives. This would promote collaboration and further enhance experiential 
learning in the context of social responsibility and the nation-building process. Community Engagement (CE) is 
an outcomes-based strategy which focuses on the practical application of the principles of community service and 
development.  Under CE are the following components: 

A. Institutional Initiatives

CSCE functions as the corporate social responsibility arm of MCL. In this capacity, the Department handles 
initiatives that engages MCL with various stakeholders and external partners both in the public and private 
sector. On behalf of the institution, CSCE undertakes projects, programs, research, linkages, and other 
collaborative activities that would exemplify MCL’s commitment to actively participate in contributing to the 
solution of social and industrial concerns. It is also in this capacity that CSCE encourages the active involvement 
of the entire MCL community and relevant stakeholders to work together to achieve common goals in the 
interest of volunteerism, sustainable development, social responsibility, and lifelong learning.   

B. Program and/or College-Driven Initiatives

Program and/or College-Driven Initiatives are implemented in order to further enhance the learning experience 
pertaining to community service and development. These initiatives which are extra-curricular in nature are 
meantto satisfy particular Student Outcomes (SOs) and, in some cases, Program Educational Objectives 
(PEOs) in relation to volunteerism, sustainable development, social responsibility, and lifelong learning. 
Whereas service-learning is usually driven by a course requirement, initiatives that emanate from the Program 
or College-level tend to be more voluntary in nature. Such initiatives are done out of a desire to go over and 
above what is necessary. 

C. Extension Services

As an institution that aims to actively participate in addressing the needs of the society through its academic 
and other related capacities, CSCE supports the delivery of extension services. These types of engagements 
allow MCL employees (administrators, faculty members, and staff) to render a particular service for a specific 
organization/institution/association focusing on consultation, transfer of technical skills, knowledge, and the 
like for the benefit of a specific entity toward the attainment of collaboration, volunteerism, socio-capacity 
building, and sustainable development. 
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IV. LEARNING OUTCOMES

 CSCE’s learning outcomes describe the essential learning that students and project/program proponents 
will acquire at the end of a service-learning and/or community engagement initiative. In addition, these outcomes 
are indicative of the learning process that students and proponents go through by participating in any type of 
initiative carried and implemented under CSCE. These learning outcomes include the following:

A. Intellectual Growth

Engage in initiatives that will hone critical thinking skills ultimately leading to an understanding of addressing social 
issues in the local, national, and even international context; enhance effective and efficient decision-making skills 
by using complex information based on personal perspectives, experiences, and observations. 

B. Program and/or College-Driven Initiatives

Program and/or College-Driven Initiatives are implemented in order to further enhance the learning experience 
pertaining to community service and development. These initiatives which are extra-curricular in nature are meantto 
satisfy particular Student Outcomes (SOs) and, in some cases, Program Educational Objectives (PEOs) in relation 
to volunteerism, sustainable development, social responsibility, and lifelong learning. Whereas service-learning is 
usually driven by a course requirement, initiatives that emanate from the Program or College-level tend to be more 
voluntary in nature. Such initiatives are done out of a desire to go over and above what is necessary. 

C. Extension Services

As an institution that aims to actively participate in addressing the needs of the society through its academic and 
other related capacities, CSCE supports the delivery of extension services. These types of engagements allow MCL 
employees (administrators, faculty members, and staff) to render a particular service for a specific organization/
institution/association focusing on consultation, transfer of technical skills, knowledge, and the like for the benefit 
of a specific entity toward the attainment of collaboration, volunteerism, socio-capacity building, and sustainable 
development.
 
D. Appreciation of Diversity 

Understand that people have differences in many aspects and respects; appreciate the value of allowing everyone 
to contribute toward the achievement of goals in spite of ideological differences; seek involvement with people 
that are different from oneself in a manner that is inclusive; develop a perspective that is informed, fair/balanced, 
of diversity. 
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E. Social Responsibility 
Understand that everyone has a role to play in pushing forward effective and efficient change in the society; 
demonstrate an active involvement in the quest for sustainable development through spearheading and 
participating in service-learning and community engagement initiatives; develop a sense of shared responsibility 
by acknowledging that each of us is responsible for the growth and development of our own communities; 
actively participate in the development of initiatives that would promote orderly change in the local, national, and 
international level. 

The learning outcomes espoused by CSCE are also tagged to the 21st Century Learning Skills (P21 Framework) 
and the Principles of Service-Learning (Howard, 2001) as summarized below: 

LEARNING OUTCOMES

Intellectual Growth

Collaboration

Social Responsibility

Appreciation of
Diversity

Career Exploration

21st CENTURY SKILLS PRINCIPLES OF SERVICE-LEARNING
• Global Awareness
• Financal Literacy
• Civic Literacy
• Health Literacy 
• Environmental Literacy
    Information Literacy
• ICT Literacy
• Creativity and Innovation
    Critical Thinking and 
    Problem Solving

• Critical Thinking and Problem 
    Solving
• Communication and Collaboration
• Flexibility and Adaptability

• Global Awareness
• Civic Literacy
• Health Literacy 
• Environmental Literacy
• Initiative and Self Direction
• Productivity and Accountability 
• Leadership and Responsibility 

• Global Awareness
• Social and Cross Cultural Skills
• Flexibility and Adaptability

• Initiative and Self Direction

• Academic credit is for learning, not for
    service.
• Academic rigor is uncompromised.
• Setting learning goals for students. 
• Establish criteria for the selection
    of community service placement.
• Provide educationally sound mechanisms to
    harvest community learning.

• Prepare students for learning from the 
    community.
• Provide educationally sound mechanisms to 
    harvest community learning.

• Prepare students for learning from the 
    community.
• Minimize the distinction between the 
    students’ community learning role and 
    classroom learning role.
• Maximize the community responsibility 
    orientation of the course.
• Provide educationally sound mechanisms to 
    harvest community learning.

• Prepare students for learning from the 
    community.
• Be prepared for variation in, and some loss 
    of control with, student learning outcomes.

• Academic rigor is uncompromised.
• Setting learning goals for students.
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V. ASSESSMENT & EVALUATION TOOLS

 In the context of a learner-centered and outcomes-based education, CSCE uses various tools that would 
allow a relevant assessment of SL and CE initiatives that are carried out. These assessment tools include the 
following:
 
A. Pre-Activity Survey 

The Pre-Activity Survey aims to determine the perspective of the students regarding social issues and their role 
in promoting development in communities. It may also be used to identify the willingness or lack thereof to 
be involved in initiatives that serve as a platform to help address issues in communities, societies, and even 
industries. Moreover, this assessment tool is given to all participating students and/or other proponents before the 
implementation of the community engagement or service-learning initiative and is submitted to CSCE immediately 
after. 

B. Post-Activity Survey

The Post-Activity Survey aims to determine the perspective of the students and/or other proponents regarding 
a particular social issue in relation to the community engagement or service-learning initiative that they have 
conducted or participated in. It also aims to determine the specific contribution of the students to the project or 
program that was implemented as well as its corresponding effect to the perspective of the students regarding 
social issues and development. The survey also aims to draw-out the life experiences and learning outcomes 
that was established through the initiative that was carried out. It is a way by which participating students and/
or proponents can specifically state how the experiences affected their perspective on certain social issues. This 
assessment tool is given to all participating students and/or other proponents after the implementation of any SL 
or CE initiative and is to be submitted to CSCE immediately after. 

C. Standard Assessment

The Standard Assessment aims to determine whether the learning outcomes of CSCE have been met by selected 
students and/or other proponents in relation to the SL or CE initiative that was implemented. The tool looks at how 
the students were able to contribute to the program or project and how certain skills and learning outcomes were 
developed in the process. It also aims to determine the 21st Century Skills that were applied by the students and/
or other proponents in the conduct of the initiative.
Furthermore, this assessment tool is filled out by the faculty-in-charge and/or the principal proponent and is 
submitted to CSCE after the conduct of the initiative. From the total student and/or other proponents, random 
participants representing all types of involvement (e.g., leader, member, sponsor, etc.) are selected and assessed 
accordingly.  
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D. Partner Community/School Profile and 
Needs Assessment 

 The Partner Community/School Profile 
and Needs Assessment are tools by which external 
partners are profiled and their needs are categorized 
accordingly. This assessment tool allows the 
department to keep an active database and tabs 
for the purpose of implementing relevant SL and CE 
initiatives. 

E. Community Feedback

The Community Feedback aims to determine the 
immediate response and impact of an SL or CE 
initiative to its corresponding beneficiaries and/
or other relevant stakeholders immediately after its 
implementation. The goal of this assessment tool is 
to elicit reaction that would allow the proponents 
of an SL or CE initiative to assess its corresponding 
effectiveness. This would help in determining 
the aspects that are to be improved in future 
engagements. 

F. Host Organization/Institution Evaluation

 The Host Organization/Institution Evaluation 
is a tool by which the department and the proponents 
of various SL and CE initiatives can assess the 
effectiveness of any type of external partnership. 
The purpose of this assessment is to come up 
with recommendations regarding the continued 
partnership or engagement for the purpose of 
implementing SL and CE initiatives.
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I. IDENTIFICATION OF PARTNER COMMUNITIES, STAKEHOLDERS,
 AND OTHER EXTERNAL PARTNERS

In identifying partner communities, stakeholders, and other external partners, CSCE undertakes the following 
procedures: 

• Community visits, profiling, and needs assessment
• Initial meeting with local government units (LGUs), organizations, institutions, corporations and/or individuals 
    for possible partnership as well as the extent of initiatives to be conducted. 
• Identified partners are presented to the following: Vice President for Academic Affairs (VPAA), the Academic 
    Council (AC), and/or the Committee on Research and Extension (CRES) for approval as the need arises or as 
    may be required. 
• A Memorandum of Agreement (MOA) or Understanding (MOU) is drafted to be reviewed by CSCE and/or the 
    Office for External Programs (OEP). 
• Representatives from MCL and the partner communities, stakeholder, and other external partners will sign the 
    MOA or MOU.

II. EVALUATION OF PARTNER COMMUNITIES, STAKEHOLDERS, 
AND OTHER EXTERNAL PARTNERS

 In evaluating partner communities, stakeholders, and other external partners, CSCE undertakes the 
following procedures: 

• CSCE reviews and evaluates partnerships for possible extension, renewal, and/or termination reflected through 
    an evaluation report (based on the initiatives or output and performance of the stakeholders throughout the 
    duration of the partnership). 
• CSCE reviews and evaluates partnerships for possible research project (as need arises or as may be 
    recommended). This is reflected through an evaluation report and recommendation/endorsement submitted 
    to the Office for Research Promotion and Coordination (ORPC). 
• CSCE updates the list and file of external partners (as the need arises or as may be recommended).  
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I. INCEPTION PHASE

The inception phase of a Service-Learning (SL) or Community Engagement (CE) initiative is where the service, 
engagement, or other related activities are conceptualized. Initial steps such as meetings and fundraising activities 
are undertaken toward the implementation of the proposed SL/CE initiative. In this phase, the following steps are 
undertaken:

STEP 1: Accomplish and submit the SL or CE Proposal 
• This form is to be accomplished by the faculty-in-charge or proponents (students, leaders, etc.)
• CSCE will send a confirmation e-mail to the proponent(s) who intend(s) to conduct an SL or CE activity. The 
    confirmation e-mail includes the list and soft copies of forms to be accomplished and submitted.
• CSCE will send a notification e-mail upon receipt of accomplished and completed proposal form(s). The 
    notification e-mail includes attachment of required forms.
• A scanned copy of the approved proposal will be sent to the proponent(s), or the concerned Program, 
    Department, or College.

STEP 2: Accomplish and submit the Roster of Involvement 
• This form is to be accomplished by the faculty-in-charge. 
• This form is to be included in the kit/portfolio for SL or CE requirements. However, in lieu of the roster, a class 
    list may also be submitted.

STEP 3: Accomplish and submit the Pre-Activity Survey 
• This form is to be accomplished by the proponents (students, leaders, etc.).
• CSCE will deploy the pre-activity survey via official online platforms (i.e., Blackboard Learn/Enterprise, 
    CSCE Google Documents, SharePoint, or others as may be specified by CSCE). Proponent(s) may request 
    for hardcopies from the CSCE Office but online forms are highly encouraged and preferred.
• The survey is always accomplished before the implementation of the SL or CE initiative.
• For hard copies, results of the pre-activity survey is encoded in an online database.
• All participating students must accomplish the survey. The faculty-in-charge sees to it that this is carried out.

STEP 4: Accomplish and submit the Fundraising Activity Form & Proposal Template
• These forms are to be accomplished by the faculty-in-charge or proponents (students, leaders, etc.)
• In case of a fundraising activity, CSCE will provide a form from the Office for Student Services and a fundraising 
    proposal template to be accomplished by the proponents and an endorsement letter to the Accounting 
    Office if needed.
• After the necessary approvals, CSCE will secure a copy of the fundraising activity form from the 
    proponents / faculty-in-charge.
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II. IMPLEMENTATION PHASE

The implementation phase of an SL or CE initiative is the actual conduct of the conceptualized service or 
engagement. The implementation phase is where proponents (students, faculty members, and/or employees) 
engage with stakeholders in order to deliver services to address particular issues in the community or the society 
in general. 

Moreover, it is during this phase that proponents apply their technical knowledge and skills as well as render time 
and service in order to actively participate in addressing the actual needs of relevant stakeholders. In this case, 
the implementation phase is the most crucial aspect of the service delivery process because it sets the parameters 
from which the proponents will be assessed and evaluated as well as the impact of the SL or CE initiative will be 
measured. In this phase, the following steps are undertaken:

STEP 1: Accomplish and submit the Waivers and/or Travel Manifesto
• These forms are to be accomplished by the student leaders or the faculty-in-charge.    
• CSCE will provide the students with waivers along with the specific details of the activity. 
• Students are required to submit a signed waiver to CSCE at least a day prior to off-campus activities.
• The Security Office is always provided with a copy of the Travel Manifesto.

STEP 2: Acquire the feedback of the community regarding the initiative 
• This form is to be accomplished by the participants / beneficiaries / stakeholders immediately after the 
    implementation of the SL or CE initiative. 
• The completion of the form is to be administered by the proponents of the SL or CE initiative. 
• CSCE will send an e-mail reminder to submit Community Feedback Form (to be included in the kit/portfolio 
    for SL/CE requirements).
• Results of the feedback will be generated by CSCE and will be included in the respective 
    SL and/or CE reports.

STEP 3: Accomplish and submit the SL or CE Progress Report 
• Most SL or CE initiatives are implemented within a day or a weeklong duration. However, initiatives that will 
    require a continuous implementation of a prolonged period (within or over a term), a progress report will 
    be required.
• This form is to be accomplished by the Faculty-in-Charge or Proponents (students, leaders, etc.)
• CSCE will send an e-mail reminder to submit Progress Report, if applicable (to be included in the kit/portfolio 
    for SL or CE requirements).
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III. MONITORING, ASSESSMENT, AND EVALUATION PHASE

The monitoring, assessment, and evaluation phase of an SL or CE initiative ensure that objectives and 
standards are met, learning outcomes are achieved, and relevant recommendations and action plans are provided. 
The intention of this phase is three-fold: one, to ensure that deliverables, objectives, or goals are being met and 
carried-out accordingly; two, to gauge the learning of the proponents from the life experiences brought about by 
a particular initiative; and three, to continuously improve the initiatives that are being spearheaded by MCL as a 
whole.  

Furthermore, this phase is an avenue to determine whether the projects and programs delivered have high-
impact levels to the communities and the society as a whole. The goal is to eventually drive improvements that 
would increase the value of SL and CE initiatives that are being implemented. This is also set to help CSCE and 
MCL organize better initiatives that are effectively and efficiently implemented and scaled (see Appendix C for 
framework and Appendix D for rubric). 

In addition, this phase provides stakeholders with an avenue to facilitate accountability, support communication 
and feedback mechanisms, as well as guide all parties involved in the proper allocation of resources. This allows 
for a decision-making process that integrates a learner-centered approach. As such, every phase of the project or 
program delivery will be driven by strategies focusing on the learning outcomes which would affect the program 
design and execution ultimately leading to the contribution in addressing the needs of the industry and the 
society. In this phase, points of measurement include the following:

STEP 1: Submit the SL or CE Accomplishment Report 
• This form is to be accomplished by the faculty-in-charge or proponents (students, leaders, etc.)
• CSCE will send an e-mail reminder to submit the Accomplishment Report which includes the list of forms to 
    be accomplished and/or submitted.
• CSCE will send a notification e-mail upon receipt of the accomplished and completed SL or CE Accomplishment 
    Report and other pertinent documents (to be included in the kit/portfolio for SL or CE requirements).
• The notification e-mail may include a scanned copy of the submitted Accomplishment Report upon request.

STEP 2: Accomplish and submit the Post-Activity Survey 
• This form is to be accomplished by the proponents (students, leaders, etc.).
• CSCE will deploy the pre-activity survey via official online platforms (i.e., Blackboard Learn/Enterprise, 
    CSCE Google Documents, SharePoint, or others as may be specified by CSCE). Proponent(s) may request 
    for hardcopies from the CSCE Office but online forms are highly encouraged and preferred.
• The survey is always accomplished after the implementation of the SL or CE initiative.
• For hard copies, results of the post-activity survey is encoded in an online database.
• All participating students must accomplish the survey. The faculty-in-charge sees to it that this is carried out.

Point of Measurement
Outputs

Outcomes

Impact

What is Measured? Indicators
Effort

Effectiveness

Change

Implementation of activities

Use of outputs and sustained production of 
benefits

Difference from the original problem situation

In the monitoring, assessment, and evaluation phase, the following steps are undertaken:

Adapted from: Fowler, 1997 
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STEP 3: Accomplish and submit a Financial Report 
• CSCE will provide a Financial Report Template. An e-mail a reminder will be sent to the proponents should 
    there be a need to submit a financial report. 
• This report is to be accomplished by the faculty-in-charge or proponents (students, leaders, etc.). 
• This report should be filed along with other documents related to the SL or CE initiative. 

STEP 4: Accomplish and submit the Standard Assessment 
• This form is to be accomplished by the faculty-in-charge. 
• CSCE will deploy the standard assessment form via official online platforms (i.e., Blackboard Learn/Enterprise, 
    CSCE Google Documents, SharePoint, or others as may be specified by CSCE). Proponent(s) may request 
    for hardcopies from the CSCE Office but online forms are highly encouraged and preferred.
• A certain percentage of the student population (proponents) is assessed. Preferably, one from each group or 
    one from each task, responsibility, or division. For this, purposive sampling is utilized.
• However, the faculty-in-charge has the option of completing the assessment for all participating students. 

IV. OTHER RELATED PROCEDURES 

In the conduct of SL and/or CE initiatives, the following related procedures are also carried out and taken into 
consideration:

• CSCE uses various monitoring databases to keep track of all the SL and CE initiatives that are being
    implemented throughout the school year. These databases include information on stakeholder profiles; 
    proposed, pending, on-going, and completed initiatives. 
• These databases are utilized to generate information regarding a particular SL and/or CE initiative which is
    deemed useful toward the completion of a particular project or program.
• The assessment tools used such as the pre-activity survey, post-activity survey, and standard assessment, may 
    be deployed through an official online platform used by MCL such as Blackboard, SharePoint, etc. 
• Results generated from the assessment tools and feedback forms will be included in the reports per initiative. 
• Certificate of Participation, Appreciation, or Recognition to be issued to participating students, faculty,
    and/or staff as requested by the proponents. 
• Certificate of Participation, Appreciation, or Recognition to be issued to beneficiaries and/or relevant
    stakeholders as requested by the proponents. 
• Food service requests and other budget-related matters (such as transportations, logistics, etc.) are subject
    to deliberation and approval but will always be considered for every SL/CE initiative
    proposed and implemented.
• The overall impact assessment and evaluation process of CSCE’s initiatives follow relevant methods, 
    principles, and practices. A report is generated to document the aforementioned assessment and 
    evaluation processes. 
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I. FUNDRAISING ACTIVITIES

In order to support and strengthen the community development and corporate social responsibility initiatives of 
the institution, fundraising activities are highly encouraged. This is to ensure that the development initiatives is not 
being carried out by the institution alone but in partnership with relevant stakeholders to maximize effective and 
efficient service delivery. To facilitate this thrust, the following steps are undertaken:

STEP 1:  Accomplish and submit a Fundraising Activity Proposal with the template from CSCE). 
• This form is to be accomplished by the faculty-in-charge or proponents (students, leaders, etc.). 
• CSCE provides the template for the fundraising activity proposal. 
• CSCE will endorse the proposed fundraising activity to the Office for Student Services (OSS) and the 
Accounting Office (ACO) and other relevant departments (e.g. OEVP, OVPAA, CDMO) for approval. 
• Upon approval, CSCE is to monitor the implementation of the fundraising activity.
• The fundraising activity should always be in support of an SL and/or CE initiative that has been approved by 
CSCE.

STEP 2:  Accomplish and submit a Financial Report 
• This form is to be accomplished by the faculty-in-charge or proponents (students, leaders, etc.). 
• CSCE provides the template for the financial report. 
• The financial report (which includes the disbursement and turn-over of proceeds generated from the 
fundraising activity) will be submitted to CSCE. Receipts may also be required. 
• The report will be filed along with the documents pertaining to the SL or CE initiative.

STEP 3: Issuance of a Donation / Sponsorship Receipt
• Upon turn-over of proceeds or generated funds, CSCE will issue a donation/sponsorship receipt. 
• In-kind donations or sponsorships will also be accepted by CSCE to be kept in designated storage areas.
• CSCE will then turn-over the donation/sponsorship (cash or check) to the ACO either for safekeeping or 
deposit to a corresponding MCL bank account. 
• Disbursement and utilization of these funds will be monitored through a Record of Cash Safekeeping and a 
Financial Report (from CSCE).
• For cash or in-kind donations from external sponsors, an official receipt may be requested from ACO.
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II. DONATIONS/SPONSORSHIPS 

In the case of a voluntary donation or sponsorship from individuals, organizations, and corporations which aims to 
support the various community development and corporate social responsibility initiatives of MCL and CSCE, the 
following steps should be undertaken: 

STEP 1: Donor/Sponsor will coordinate with CSCE regarding the acceptance of the cash/check or in-kind donation 
along with the purpose of such. 

STEP 2: Cash or check donations or sponsorships will be turned over to ACO. 

STEP 3: CSCE and/or ACO will issue an MCL receipt and/or a Donation/Sponsorship Receipt 

STEP 4: For in-kind donations or sponsorships, a Donation/Sponsorship Receipt or a Donation/Sponsorship 
Certificate will be issued by CSCE. In-kind donations or sponsorships will be kept in designated storage rooms 
and will be used in projects or programs whenever applicable or necessary. 

Important Note: 
• For bank remittances, kindly coordinate with CSCE and MCL Accounting Office for account details. 
• Checks should be issued to MALAYAN COLLEGES LAGUNA, INC. 

III. TURNOVER OF DONATIONS AND/OR SPONSORSHIPS TO PARTNER COMMUNITIES 

For SL or CE initiatives involving turnover of cash of in-kind donations to the beneficiaries or partner 
communities, the following steps are undertaken:

STEP 1: Proponents or CSCE will conduct an audit or inventory of the amount or in-kind donations that will be 
turned over. 

STEP 2: CSCE will issue a Certificate of Donation / Sponsorship which includes all details pertaining to the 
donation or sponsorship. 

STEP 3: A duly authorized representative from the beneficiaries or the partner communities will be accepting the 
donation / sponsorship and will sign accordingly. 
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I. MONITORING OF EXTENSION SERVICE OR ENGAGEMENT

MCL’s mission of contributing to the solution in addressing the problems of the society and the industry is 
further carried out through its extension services. An extension service or engagement is rendered by an MCL 
employee for a specific organization/institution/association focusing on consultation, transfer of technical skills, 
knowledge, and the like for the benefit of a specific entity toward the attainment of collaboration, volunteerism, 
socio-capacity building, and sustainable development. The conduct of such is a follows:

STEP 1: Accomplish and submit the Extension Service Record 
• This form is to be accomplished by the MCL employee (or authorized representative such as technical 
    assistants or secretaries) doing the extension service.  
• The MCL employee who will render (or is rendering) the extension service is expected to accomplish the form 
    together with the following: 

- Letter or Certificate of Appointment 
- Copy of Fieldwork Activity Forms (filed upon deployment or invitation to conduct extension service or 
    engagement). 
- Proof of extension service or engagement (certificates, letters, photos, etc.)

• Original copies are to be forwarded to HRMO as part of the 201 File of the employee while CSCE will keep 
    a scanned copies of the files submitted. 

STEP 2: Update the Extension Service Record 
• The MCL employee (or authorized representative such as technical assistants or secretaries) his/her extension 
    service record on a per term basis or as may be deemed necessary by the institution.
• CSCE will keep a database of these records for monitoring purposes. A report/summary of the extension 
    services conducted within the school year will be forwarded to the OVPAA for reference. 
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I. AWARD DESCRIPTION

The Jose Rizal Award for Excellence in Virtue in Community Service (JRAEVCS) is an institutional recognition 
given to students who exemplify commitment to voluntary services for community development initiatives. 

Moreover, the award represents MCL’s commitment to hone students to become professionals serving a 
purpose to create a positive impact on their respective fields, the society, the nation, and the world we live in. 
The award recognizes individuals who exemplify such commitment. It honors outstanding voluntary efforts to lead 
service-learning and community engagement initiatives. More importantly, the award celebrates an individual’s 
passion, dedication, and desire to be an agent of social change.

II. QUALIFICATIONS FOR ELIGIBILITY

To qualify for the award, the following qualifications are required:
• Graduating MCL student;
• Must have led or currently leading a community engagement initiative(s). Leadership or participation in 
service-learning initiatives may also be considered;
• Must have good academic standing (at least 2.5 GWA);
• Must have no derogatory records against standard ethical practices and procedures set by the academic 
    institution and mandatory laws or policies set by the government; and 
• Must have voluntarily led/spearheaded at least one community service or engagement throughout his/her 
    duration of stay in MCL. 

III. NOMINATION REQUIREMENTS

Substantive information outlining the student’s qualifications and reasons for nomination should be submitted 
to CSCE, including the following:

• Completed Nomination Form from the endorser 
• Completed Student Profile Form; and 
• A narrative essay on the community service initiative(s) that the student led or has participated in. The 
    narrative essay about the completed or on-going initiative(s) should include the following: 
• Overview of the community engagement and/or service-learning initiative:
    a short description of the project/program/advocacy (including a description of the partner community, 
     beneficiaries, and other related stakeholders);
    objectives/goals of the initiative(s);
    results/outcomes of the initiative(s);
• Insights and learnings gained from the community service initiative(s) relative to the respective program of 
    the student;
• Positive impacts of the community service initiative(s) to the society.

Important Note: 

The community service initiative(s) to be included in the narrative essay should be upon entry to MCL. However, 
initiative(s) conducted outside MCL or in partnership with other organizations or institutions may also be presented. 
In other words, both internal and external community service initiative(s) may be presented as long as it has been 
conducted upon student’s entry to MCL. 
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IV. SELECTION GUIDELINES

 The following departments/units are responsible for the overall conduct of the JRAEVCS selection process: 

CSCE

CSCE shall facilitate the overall conduct of the JRAEVCS with the following roles and responsibilities:

• Identifies the parameters for the selection of the JRAEVCS awardee.
• Announces the opening of nominations from the different colleges for JRAEVCS.
• Notifies endorsers upon the receipt of the nomination.
• Identifies the members of the Award Selection Committee (ASC). 
• Reviews nominations based on the qualifications and requirements.  
• Notifies candidates and endorsers who have passed the initial screening and gives further instructions. 
    Facilitates the interview and evaluation proper to be carried out by the ASC.
• Endorses the awardee selected by the ASC to the Academic Council. 
• Notifies the awardee.   
• Announces the name of the awardee and submits it to the Office of the College Registrar (OCR).

AWARD SELECTION COMMITTEE (ASC) 

The members of the ASC shall be composed of a faculty member, a non-teaching staff, and a CSCE representative. 
The ASC shall have the following roles and responsibilities:

• Conducts panel interviews with qualified/eligible and pre-screened candidates. 
• Attends and moderates the scheduled interviews and presentations 
• Evaluates and selects the awardee based on the parameters of selection set by CSCE (see Appendix E 
    for scoring rubric).
• Submits the name of selected JRAEVCS awardee to CSCE. 
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1. CSCE releases an announcement to the MCL community for the call for nominations 
      (including relevant information).
2. Endorsers (MCL faculty and/or employees) submit their respective nominations. 
3. CSCE conducts an initial screening among the nominated candidates. 
4. CSCE notifies shortlisted candidates who qualified for the final interview and presentation. 
5. Shortlisted candidates present their respective accomplishments during a scheduled meeting with the ASC. 
6. The ASC conducts the final interview to be followed by a deliberation and evaluation process. 
7. ASC presents the selected candidate to the AC for final deliberation and approval. 
8. CSCE facilitates the announcement of the name of the awardee accordingly. 

V. SELECTION PROCESS

ACADEMIC COUNCIL (AC)

The AC is the body that approves the JRAEVCS awardee (as selected by the ASC). The CSCE Director will be 
presenting the selection process and the subsequent awardee for the final deliberation and approval of the AC. 

OFFICE OF THE COLLEGE REGISTRAR (OCR)

The OCR is responsible for the preparation of the award (e.g., certificate, plaque of recognition, and/or medal) 
to be given to the JRAEVCS awardee during the commencement exercise of MCL. 

ENDORSER

An endorser or nominator of a JRAEVCS candidate carries the following duties:

• Fills out the Nomination Form required by CSCE.
• Submits the Nomination Form on the date set by CSCE. 

SHORTLISTED CANDIDATE

A shortlisted candidate shall be determined after the initial screening (to be conducted by CSCE). Upon 
notification, a shortlisted candidate is expected to carry-out the following:

• Prepares and completes the requirements (i.e., Profile Form, Narrative Essay, and other supporting documents 
    such as certificates, etc.) set by CSCE. 
• Makes himself/herself available to the panel interviews, and presentations scheduled by CSCE. 
• Prepares a 10-minute presentation highlighting the most significant community service initiative(s) that the 

           candidate has undertaken.

39



APPENDICES

36



CSCE Manual 2019

APPENDIX A. CSCE FORMS
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APPENDIX B. SERVE CURRICULUM

SOCIAL AND ETHICAL RESPONSIBILITY FOR VALUES EMBODIMENT (SERVE)
PROGRAM CURRICULUM (COLLEGE)
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• *per session - meetings regularly conducted within the term
• **per day/week - activities conducted once every term
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ALTERNATIVE AND VOLUNTARY COURSES/ACTIVITIES

• *per session - meetings regularly conducted within the term
• **per day/week - activities conducted once every term
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SOCIAL AND ETHICAL RESPONSIBILITY FOR VALUES EMBODIMENT (SERVE)
PROGRAM CURRICULUM (SHS)
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• *per session - meetings regularly conducted within the term
• **per day/week - activities conducted once every term
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ALTERNATIVE AND VOLUNTARY COURSES/ACTIVITIES

• *per session - meetings regularly conducted within the term
• **per day/week - activities conducted once every term
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APPENDIX C. IMPLEMENTING RULES AND REGULATIONS OF THE 
NATIONAL SERVICE TRAINING PROGRAM (RA9163)

Pursuant to section 12 of Republic Act No. 9163 otherwise known as the National Service Training Program (NSTP) 
Act of 2001, the Commission on Higher Education (CHED), Technical education and Skills Development Authority 
(TESDA), and Department of National Defense (DND), in consultation with concerned government agencies, the 
Philippine Association of State Universities and Colleges (PASUC), Coordinating Council of Private Education 
Associations of the Philippines (COCOPEA), Non-Government Organizations, herby jointly issue, adopt and 
promulgate the following implementing rules and regulations to implement the provisions of the Act.

Rule I
GUIDING PRINCIPLES

Section 1. Guiding Principle

While it is the prime duty of the government to serve and protect its citizens, in turn it shall be the responsibility 
of all citizens to defend the security and promote the general welfare of the State, and fulfilment thereof, the 
government may require each citizen to render personal military or civil service.

Section 2. Role of the Youth 

a. In recognition of the vital role of the youth in nation-building, the State shall promote civic consciousness among 
them shall develop their physical, moral, spiritual, intellectual and social well-being. It shall inculcate the ideas of 
patriotism, nationalism, and advance their involvement in the public and civic affairs.
b. As the most valuable resource of the nation, they shall be motivated, trained, organized and involved in military, 
literacy, civic welfare programs and other similar endeavors in the service of the nation.

Rule II
DEFINITION OF TERMS

Section 3. As used in the Implementing Rules and Regulations (IRR), the following terms shall 
mean:

a. “National Service Training Program” (NSTP) – refers to the program aimed at enhancing civic consciousness 
and defense preparedness in the youth, by developing the ethics of service and patriotism while undergoing 
training in any of the three (3) Program components, specifically designed to enhance the youth’s active contribution 
to the general welfare;
b. “Reserve Officer’s Training Corps” (ROTC) - refers to the program component, institutionalized under Section 
38 and 39 of Republic Act No. 7077, designed to provide military training to tertiary level students in order to 
motivate, train, organize and mobilize them for national defence preparedness;
c. “Literacy Training Service” (LTS) - refers to the program component designed to train the students to teach 
literacy and numeracy skills to children, out of school youths and other segments of society in need and other 
segments of society in need of their services;
d. “Civic Welfare Training Service” (CWTS) - refers to the program component or activities contributory to the 
general welfare and the betterment of life for the members of the community or the enhancement of its facilities, 
especially those devoted to improving health, education, environment, entrepreneurship, safety, reaction and 
moral of the citizenry and other social welfare services;
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e.  “Program Component” – refers to the service components of the NSTP as defined herein; 
f. “Clustering” – refers to the grouping of students enrolled to different schools and taking up the same NSTP 
component into one (1) group under the management supervision of a designated school;
g. “Cross Enrollment” – refers to a system of enrollment where a student is officially enrolled in an academic 
program of an origin school but is allowed to enrol in the NSTP component of another accepting school;
h. “Non-Government Organization” (NGO) – refers to any private organization duly accredited by CHED or 
recognized by TESDA;
i. “Student Cadet” – refers to a student enrolled in the ROTC component.

Section 4. Coverage

a. All incoming freshmen students, male and female, starting School Year SY 2002-2003, enrolled in any 
baccalaureate and in at least two (2) year technical-vocational or associate course, are required to complete one 
(1) NSTP component of their choice, as a graduation requirement. 
The above provision however does not cover the following:

      1. Students who finished or graduated from a baccalaureate and in at least two (2) year technical-vocational or 
associate course and pursuing or enrolled in another or additional baccalaureate degree or two-year technical-
vocational or associate course in SY 2003-2004, and;
       2. Students who completed any of the three NSTP components but considered freshmen to the course 
where they transferred or shifted.
       3. Foreign students or aliens.

b. All higher education institutions including State Universities and Colleges (SUCs) and technical vocational 
education institutions must offer upon enrolment, all the three (3) NSTP components. However, State Universities 
and Colleges (SUCs) are required to maintain and provide the ROTC component.  In cases that the enrollment 
of ROTC Cadets is less than 350 then, the provisions of clustering in section 7 of NSTP IRR (RA9163) should be 
followed.
c. Program of study (syllabus) and enrollment forms shall bear the ‘NSTP’ without stating therein the three 
components. There shall be an orientation for all NSTP enrollees to be jointly conducted by the ROTC, CWTS, 
and LTS coordinators/implementers. Student enrolled in the first semester of the freshman year shall be made 
to undergo a common module phase for 25 hours training period. Subject covered are: citizenship training; 
drug education; disaster awareness, preparedness and management; environmental protection; and other national 
security concerns. Upon completion of the common module phase, the student must select the specific NSTP 
program component that he/she will pursue.
d. The Philippine Military Academy (PMA), Philippine Merchant Marine Academy (PMMA), Philippine National 
Police Academy (PNPA) is exempted from the NSTP in view of the special character of these institutions. Other 
State Universities and Colleges of similar nature will be exempted subject to approval of Department of National 
Defense.
e. Private and Higher Education Institutions (HEIs) and technical-vocational education institutions with at least 350 
student cadets, must establish/maintain a Department of Military Science and Tactics (DMST), subject to existing 
rules and regulations. For DMST previously approved and activated shall retain the status regardless of the number 
of cadets. However, for DMST has been created after the approval of this IRR, there must be a minimum of 350 
cadets. In case where number of cadets will be lesser than 350 clustering of ROTCU will be undertaken with the 
ROTCU of the State Universities and Colleges within the nearest environ with the lead role.

Rule III
PROGRAM IMPLEMENTATION
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Section 8. Monitoring and Evaluation 

a. Management
a1. The school authorities shall exercise academic and administrative supervision over the design, formulation, 
adoption and implementation of the different NSTP components in their respective schools. Subject to the 
provision of this IRR.
a2. There should be an NSTP Office in each school or college/university headed by an NSTP Director or its 
equivalent position responsible for the implementation of the program. Each of the NSTP components is 
considered a distinct and/or separate unit under the NSTP Office, and the head of the unit shall report directly 
to the NSTP Director or its equivalent position.
a3. A functional chart of the NSTP Office shall be structured based on the capability of the institution to sustain 
the component program being offered based on the number of enrollees.
a4. In the case of ROTC, the school authorities and DND, subject to the policies, regulations and programs of 
DND on the military component of the training, shall exercise joint supervision over its implementation.

Section 7. Clustering and Cross-Enrolment 

a. Clustering of students from different education institutions during semestral or summer periods may be done for 
any of the NSTP component, taking into account logistics, branch of service and geographical locations. The host 
school shall be responsible in managing the program.
b. The school must allow any NSTP student to cross-enroll in any CHED/TESDA recognized institution. In cases 
that the enrollment of ROTC Cadets is less than 350 then, the provisions of clustering in Section 7 of NSTP IRR 
(R.A.9163) should be followed.
c. Students intending to cross-enroll shall be subject to existing rules and regulations of the school of origin and 
the accepting school.

Section 6. Duration and Equivalent Course Unit

a. Each of the aforementioned NSTP components shall be undertaken for an academic period of two (2) semesters. 
It shall be credited for three (3) units per semester for fifty-four (54) to ninety (90) training hours per semester.
b. A One (1) Summer Program (OSP) in lieu of the two (2) semester program may be designed, formulated and 
adopted by the DND, CHED, and TESDA, subject to the capability of the school and the AFP to handle the same.
c. Earned NSTP units shall not be included in the computation of Grade Point Average (GPA) grades of college 
graduating students.

Section 5. Program Components

a. The NSTP shall have the following components which the student can choose from as defined in Rule 2, Section 
3 hereof: The Reserve Officers Training Corps (ROTC), Literacy Training Service (LTS), and Civic Welfare Training 
Service (CWTS).
b. All program components; the ROTC in particular, shall give emphasis on citizenship training and shall instill 
patriotism, moral virtues, respect for the rights of civilians and adherence to the Constitution.
c. The CHED and TESDA, in coordination with DND, and PASUC, COCOPEA and other concerned government 
agencies, may design and implement such other non-military training components as may be necessary in 
consonance with the provisions of R.A. 9163.
d. Within thirty (30) days from the approval of this IRR, CHED, TESDA, and DND shall jointly issue the minimum 
standards for the three (3) NSTP components, which shall form part of these guidelines.
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Rule IV
FEES AND INCENTIVES

Section 9. Fees

a. No fees shall be collected for any of the NSTP component except basic tuition, which should not be more than 
fifty (50%) percent of the charges of the school per academic unit. NSTP fees collected shall constitute a trust fund, 
which shall be exclusively used for the operation of the Program.
b. NSTP fees collected shall constitute a Trust Fund, 70% of which shall be exclusively used for the operation of the 
Program. The remaining 30% retained by the school shall serve as contingency fund especially in support to un-
programmed activities not originally included in the program of expenditures prepared by the ROTC Commandant 
or CWTS/LTS Coordinator and approved by the school head.
c. NSTP funds derived from NSTP-related operations shall serve as augmentation to sustain un-programmed 
activities of the NSTP.
d. The unexpended fund balance shall be carried over to the next semester, provided however; NSTP funds shall 
not converted into savings at the expense of the proper implementation of the program.
e. Subsidies from the government, any legal agency or institution appropriated for NSTP shall be included in the 
preparation of the program of expenditure and report on the utilization of funds.

a5. NGOs contracted by the school must secure a joint accreditation from CHED, DND and TESDA to 
formulate and administer training modules for CWTS and LTS components. CHED, DND and TESDA shall 
jointly exercise such academic and administrative supervision with those NGOs. Within forty-five (45) days 
from approval and issuance of this IRR, the CHED, TESDA and DND shall issue the necessary guidelines for 
the accreditation of non-government organizations (NGOs) and training modules to be utilized by these 
NGOs.
a6. The DND shall formulate and administer training modules for the ROTC program.

b. Monitoring
b1. An NSTP Joint Committee at provincial, regional and national level shall be created by Tripartite agreement 
for monitoring all program components in the various institutions.
b2. CHED/TESDA Regional Offices, and DND-AFP (through the Major Service Reserve Commands), shall 
oversee and monitor the implementation of the NSTP under their respective jurisdiction, to determine if the 
trainings conducted are in consonance with the Act. These offices shall submit periodic reports to the joint 
Coordinating Committee.
b3. An annual NSTP performance Evaluation (ANPE) shall be conducted towards the end of the school year to 
evaluate and determine the achievement of training objectives of the NSTP three components program.
b4. At the end of the school year, the Higher Education Institution shall submit an Annual Report to the CHED 
Regional Office copy furnished the Office of the Student Service in electronic template, indicating the following:

1. Names who finished under each NSTP component.
2. The programs, projects and activities, undertaken with pictorials and documentation as much as possible, 
and
3. Financial statements on the funds collected, and utilized.
4 The annual report on NSTP by the university or college shall be made available to faculty, students and the 
general public in the NSTP Office.
In regions with universities and colleges having two or more campuses, the university concerned shall 
consolidate the report before submission to CHED Regional Offices.
b5. In cases of violations of guidelines, warnings and/or sanctions shall be imposed to schools and accredited 
NGOs’ pursuant to pertinent rules and regulations. 
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Rule V
ORGANIZATION OF NSTP GRADUATES

Section 11. Organization of NSTP Graduates

a. Graduates of non-ROTC components of the NSTP shall belong to the National Service Reserve Corps (NSRC) 
and could be tapped by the state for literacy and civic welfare activities, especially in times of calamities though 
the joint efforts of DND, CHED and TESDA, in coordination with DILG, DSWD and other concerned agencies/
associations.
b. The CHED, TESDA and DND, in consultation with other concerned government and non-government agencies, 
shall issue the necessary guidelines for the establishment, organization, maintenance and utilization of the National 
Service Reserve Corps.
c. Graduates of ROTC program shall form part of the Citizen Armed Force pursuant to R.A. 7077, subject to the 
requirements of DND.

f. Expenditures/disbursement shall be subjected to periodic audits by the proper school authorities and concerned 
NSTP Offices. 
g. NSTP Component (ROTC/CWTS/LTS) coordinators shall submit a comprehensive report on the utilization of the 
NSTP Funds to their respective NSTP Directors two (2) weeks after the end of every semester. ROTC Commandants 
shall submit the same report to their respective Major Service Reserve Commands.
h. The NSTP Director or its equivalent shall submit a consolidated comprehensive report on the utilization of the 
NSTP Funds by program component to the school head, within 30 calendar days after the end of every semester.
i. Rental space of school and other similar expenses shall not be charged to NSTP.

Section 10. Incentive, Insurance, and Protection 

a. Incentives
1. A program of assistance/incentives for ROTC students shall be provided and administered by DND, in 
accordance with existing laws and regulations and subject to the availability of funds.
2. A Special Scholarship Program and other forms of assistance and incentives for the qualified NSTP student 
shall be administered by CHED and TESDA, with funds for the purpose to be included in the annual regular 
appropriations of the two agencies, subject to the availability of funds.
3. The college or university may provide scholarship and other forms of assistance and incentives to the qualified 
deserving NSTP students, the funding shall come from available NSTP funds of the school.
4. Personnel involved in the NSTP shall be provided honorarium and other incentives based on the standard 
policy set forth by HEIs.  
b. Insurance and Protection
5.  School authorities concerned, CHED and TESDA shall ensure that health and accident group insurances 
are provided for students enrolled in any of the NSTP components. Schools that already provide health and 
accident group insurance and collect the necessary fees for the purpose from their students as of the effectivity 
of these Rules, are deemed to have complied with this requirement.
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RULE VI
MISCELLANEOUS PROVISIONS

Section 12. Certificate of Completion

Certificate of completion with corresponding serial number issued by CHED, TESDA and DND shall be awarded 
to students who have successfully complied with the program requirements.

Section 13. Information Dissemination

The CHED, TESDA and DND shall provide information on these Act and IRR to all concerned publics through 
different modes of disseminating information.

Section 14. Amendatory Clause

a. Section 35 of Commonwealth Act No. 1, Executive Order No. 207 of 1939, section 2 and 3 of Presidential 
Decree No. 1706, and Section 38 and 39 of the Republic Act No. 7077, as well as all laws, decrees, orders, rules 
and regulations and other issuances inconsistent with the provisions of the act are hereby deemed amended and 
modified accordingly.
b. These Rules may be amended, modified, or replaced jointly by CHED, TESDA and DND, in consultation with 
PASUC, COCOPEA, NGOs and recognized student organizations.

Section 15. Separability Clause

If any provisions of this IRR shall be declared unconstitutional or valid, the other sections or provisions not affected 
thereby shall remain in full force and effect.

Section 16. Effectivity

These Rules shall take effect 15 days after publication in a newspaper of general circulation and shall remain in 
force and effect until revoked or amended.
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APPENDIX D. SOCIAL IMPACT ASSESSMENT FRAMEWORK
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APPENDIX E. SERVICE-LEARNING AND COMMUNITY ENGAGEMENT 
ASSESSMENT RUBRIC

SL & CE Assessment Rubric 

KEY AREA 1 
Minimal Impact 

2 
Some Impact 

3 
Good Impact 

4 
Strong Impact 

Actual Community Needs 

 Community needs were just secondary 
to what the project or initiative intends 
to do; it has only considered the needs 
of the college / program / students / 
proponents involved. 

 Community needs were not fully 
understood and therefore the project 
or initiative did not fully address the 
needs of the community. 

 Community needs were determined 
through past research, needs 
assessment, and profiling. 

 The project or initiative addressed the 
needs of the community 

 Community needs were determined 
accordingly through current research, 
needs assessment, and profiling.  

 The project or initiative addressed the 
needs of the community 

Collaboration with the 
Community & Active 

Community Participation 

 Community members are 
coincidentally informed or not 
knowledgeable at all with the conduct 
of the project or initiative.  

 Community members do not 
participate in the development & 
implementation of the project or 
initiative. 

 Community members are informed of 
the project or initiative directly.  

 Community members relatively 
participate in the development & 
implementation of the project or 
initiative. 

 Community members act as 
consultants in the development and 
implementation of the project or 
initiative.  

 Community members participate in the 
development & implementation of the 
project or initiative. 

 Active, direct collaboration with the 
community by the proponents. 

 Community members actively 
participate in the development & 
implementation of the project or 
initiative. 

Goals and objectives delivery 

 Objectives and goals were not 
delivered according to plan. Changes, 
outputs, or results are mainly 
decorative, but there is limited benefit 
for the community. Benefits were not 
new and unique.  

 Objectives and goals were somewhat 
delivered according to plan. Changes, 
outputs, or results are mainly 
decorative, but new and unique 
benefits were realized in the 
community. 

 Objectives and goals were delivered 
according to plan. Changes, outputs, or 
results enhanced an already good 
community situation as a result of the 
project or initiative. The project or 
initiative brought light to a particular 
need or issue that needs to be 
addressed within the community. 

 Objectives and goals were delivered 
according to plan. Changes, outputs, or 
results facilitated change or insight. The 
project or initiative helped solve a 
particular need or issue that needs to 
be addressed within the community. 

Facilitation and mobilization 
of resources 

 Available resources were not used 
during the development and 
implementation of the project or 
initiative. 

 Available internal resources were used 
during the development and 
implementation of the project or 
initiative. 

 Available resources (both internal and 
external) were used sometime during 
the development and implementation 
of the project or initiative. 

 Available resources (both internal and 
external) were used throughout the 
development and implementation of 
the project or initiative.  

Relevance to college/ 
program/ academic 

curriculum 

 Service-learning or student-centered 
strategies are only supplemental to the 
college / program / curriculum. 

 In essence, just an ordinary community 
or service project or good deed. 

 Service-learning or student-centered 
strategies are part of the college / 
program / curriculum requirements but 
there is a sketchy connection between 
the project or initiative and such 
requirements.  

 Service-learning or student-centered 
strategies are used concurrent with the 
project or initiative that was developed 
and implemented. 

 

 Service-learning or student-centered 
strategies are used and integrated 
within the project or initiative that was 
developed and implemented. 

 

Active student and/or 
proponents participation 

 Students and proponents ran out of 
time for a true reflection; just provided 
a summary of events.  

 Students and proponents share with no 
individual reflection. 

 Students and proponents think, share, 
and produce reflective outputs 
individually.  

 Students and proponents think, share, 
and produce reflective outputs 
individually and collectively. 

Assessment Requirements 

 No assessment tools, reports, and 
other documentation requirements 
were completed and submitted: 
Proposal, Progress, and 
Accomplishment Reports; Pre-activity, 
post-activity, standard assessment, and 
community feedback forms. 

 Some assessment tools, reports, and 
other documentation requirements 
were completed and submitted: 
Proposal, Progress, and 
Accomplishment Reports; Pre-activity, 
post-activity, standard assessment, and 
community feedback forms. 

 All assessment tools, reports, and other 
documentation requirements were 
completed and submitted: Proposal, 
Progress, and Accomplishment Reports; 
Pre-activity, post-activity, standard 
assessment, and community feedback 
forms. 

 All assessment tools, reports, and other 
documentation requirements were 
completed and submitted on time: 
Proposal, Progress, and 
Accomplishment Reports; Pre-activity, 
post-activity, standard assessment, and 
community feedback forms. 

 

Adapted (and modified) from: St. Louis Community College - https://www.stlcc.edu/Document_Library/Service_Learning/SL-CE-Grading-Rubric.pdf 
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APPENDIX F. JRAEVCS SCORING SYSTEM

1) For the overall score, each core advocacy is allotted a certain percentage:
• Socio-civic Awareness – 40%
• Sustainable Development – 30%
• Life-long Learning – 30%

2) Within each advocacy, the numbers correspond to a certain weight and point

Weight for each Score

Socio-civic Awareness – 40%

Sustainable Development – 30%

Life-long Learning – 30%

3) Cut-off score to be short-listed is at least 85 point
4) The nominee with the highest score is given the JRAEVCS

Sample computation:
Socio-civic Awareness
Percentage / No. of Characteristics X 0.25 = ______
40/6 x 0.25 =1.667

1

1

1

1

0.25

1.667

1.875

2.5

0.50

3.334

3.75

5

0.75

5.000

5.625

7.5

1

6.667

7.5

10

1

1

1

1

1

1

1

1

1

1

1

1
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GLOSSARY OF TERMS
1. Academic Council (AC) – body that approves institutional directives in relation to the implementation of Service-
Learning (SL) initiatives.

2. Advocacy – principle-laid initiatives that cater to a call or promotion of change toward positive impacts for 
community development.

3. Assessment and Evaluation – phases of a SL and/or CE initiative where the implemented engagement or 
service is assessed and evaluated through the use of relevant tools and data analysis procedures.

4. Center for Service-Learning and Community Engagement (CSCE) – office assigned to manage the integrated 
SL initiatives and all other corporate social responsibility initiatives of MCL. 

5. Chief Finance Officer (CFO) – authority-in-charge with the approval and execution of budget and related 
activities (i.e., fundraising) necessary to conduct SL initiatives. 

6. College Dean – authority-in-charge with the endorsement of SL and/or CE initiatives to CSCE; also in-charge of 
overseeing the overall conduct of the SL initiatives of the College.

7. College/Department Engagement Head – committee head of Colleges or MCL Departments that monitors 
and directs the SL and/or CE initiatives of their respective units.

8. Committee on Research and Extension (CRES) – body that is tapped to assess and evaluate the sustainability 
of service initiatives and to assist CSCE in identifying different components to carry out initiatives.

9. Community Engagement – a learner-centered and outcomes-based strategy which focuses on the principles of 
community service and volunteerism that would provide students with an opportunity to contribute to community 
development initiatives toward building socio-civic awareness.  

10. Consultation – services that focus on the transfer of knowledge, technology, etc. to hone “change agents” for 
community-wide development. 

11. CSCE Team – personnel working for CSCE including employees, student assistants, and volunteers (individuals 
or groups).

12. Director, CSCE – acts as a manager of CE initiatives and authority-in-charge with overall CSCE program 
deliveries. 

13. Director, Office for Student Services – authority-in-charge with the endorsement of student-related activities 
in relation to the conduct of an SL and/or CE initiative. 

14. Donor/Sponsor – an individual, group, corporation, organization, etc. that provides cash, check, or in-kind 
support for the conduct of CE initiatives and other similar community service activities.

15. Executive Vice President/Chief Operating Office (EVP/COO) authority-in-charge with the signing and 
approval of external partnerships; approval and execution of budget and related activities (i.e., fundraising) 
necessary to conduct SL and/or CE initiatives. 
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16. Extension Service – a community engagement or service rendered by an MCL employee for a specific 
organization/institution/association focusing on consultation, transfer of technical skills, knowledge, and the 
like for the benefit of a specific entity toward the attainment of collaboration, volunteerism, socio-capacity 
building, and sustainable development. 

17. Faculty-in-Charge – faculty member(s) who acts as the spearhead of the identified SL and/or initiative.

18. Head, Community Engagement – supervises the CE initiatives of CSCE and authority-in-charge with 
overall community engagement component deliveries. 

19. Head, Service-Learning – supervises the SL initiatives of CSCE and authority-in-charge with overall service-
learning component deliveries. 

20. Implementation – the actual conduct of the conceptualized engagement or service aligned with its 
objectives, procedures, and related processes.

21. Inception – the phase of an SL and/or CE initiative where the engagement or service is conceptualized; 
initial steps are taken toward implementation.

22. Monitoring – the process of ensuring that SL and/or CE initiatives are carried out in accordance to 
institutional and departmental objectives and standards through the use of monitoring instruments such as 
databases, documentation processes, and/or institutional forms.

23. National Service Training Program (NSTP) – SL program component as instituted by RA 9163. 

24. Nature of Services – the characteristic of rendering SL and/or CE initiative relative to its provisions or 
outputs.

25. NSTP Facilitators – MCL employees facilitating the conduct of NSTP courses. 

26. Office for External Programs (OEP) – department that is in-charge of facilitating the signing of 
Memorandum of Agreement (MOA), Memorandum of Understanding (MOU), Letter of Agreement, or similar 
documents in relation to external partners. 

27. Office for Research Promotion and Coordination (ORPC) – department that recommends or evaluates 
partnerships or SL and/or CE initiatives for possible research undertaking. 

28. Office of the Treasurer (OT) – department in-charge of safekeeping cash or check donations and facilitating 
other financial matters in relation to the conduct of SL and/or CE initiatives. 

29. Participating Section(s) – class(es) that will carry-out the SL initiative and all other related requirements. 

30. President/Chief Executive Officer (CEO) – approves external partnerships or linkages through signing in 
related written agreements such as MOA, MOU, etc.

31. President/Chief Executive Officer (CEO) – approves external partnerships or linkages through signing 
related written agreements such as MOA, MOU, etc.
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IMPORTANT NOTE: The Policy Documents and Implementing Rules and Regulations of CSCE will always 
supersede the contents of this manual (insert SharePoint link here). Please be guided accordingly. 

32. Program – a co-curricular and/or extracurricular community service initiative tagged with specific academic 
courses or programs rendered in a multi-faceted approach that focuses on a long-term response toward a specific 
need of service. Sustainability is highly regarded as one of the goals of this type of service.

33. Program Coordinator – authority-in-charge of overseeing NSTP operations and other community service 
initiatives as may be required by the CSCE Director. 

34. Project – a co-curricular and/or extracurricular community service initiative tagged with specific academic 
courses or programs rendered in a multi-faceted approach that focuses on immediate response toward a specific 
need of service.

35. Proponent(s) – an individual or group that leads the undertaking of an SL and/or CE initiative from inception 
to assessment, and evaluation.

36. Service-Learning (SL) – a learner-centered and outcomes-based strategy which focuses on the principles of 
community service integrated with instruction and reflection that would provide students with an opportunity for 
experiential learning ultimately leading toward building socio-civic awareness and strengthening communities. 

37. Stakeholder(s) – refers to an individual or group whose interest or concern will be addressed and/or served 
through the conduct of an SL and/or CE initiative; includes partner communities and beneficiaries of the service 
initiatives. 

38. Student Leader(s) – individual(s) who spearheads SL and/or CE initiatives and the conduct of related activities. 

39. Student Organization – accredited MCL student groups undertaking CE initiatives.

40. Student Organization Adviser – MCL Faculty or Employee assigned to oversee and review proposal and 
implementation of Student Organizations undertaking CE initiatives.

41. Technical/Program Assistant – ensures that technical and administrative requirements are completed in 
relation to the implementation of SL and/or CE initiatives.

42. Vice President for Academic Affairs (VPAA) – authority-in-charge with the approval of CSCE’s institutional SL 
and/or CE directives, strategies, components, and all other related initiatives.  

60




