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BASILAN STATE COLLEGE HISTORICAL BACKGROUND

Basilan State College (BaSC) can be traced back in 1966 when the institution
started as the University of the Philippines (UP) Land Grant High School having two
classes for each first year and second year levels with a total enrolment of 120
students, two-teachers serving on part-time basis. The sources of income for the
teachers’ salaries were from tuition and yearly subsidy of P3, 000.00 from U.P Land

Grant, Basilan.

After ten years, the school under the provisions of a Barangay Charter was
converted to U.P. Sta. Clara Barangay High School. It was later named U.P. Sta Clara
Agro-Industrial School when the curriculum was revised to meet the multicultural
demands. It was geared towards the socio-economic country-side development of

Basilan.

In 1978, the school formally functioned as the Basilan National Agro-Industrial
School under P.D. 1303 dated February 15, 1978, with Annual Budget of Six Hundred
Fifty Thousand Pesos (P650, 000.00) from the National Government. The Secondary
Agriculture and Secondary Trade Curricula were offered under BE Circular Nos. 7 and
8. S. 1973, respectively. Considering the clamor for manpower skill training, a proposal
for two-Year Technical Education Course and Two-Year Agriculture Technician
Course by the Sangguniang Panlalawiganng Basilan was approved by the Ministry of
Budget on March 6, 1981. Through the cooperative efforts of the late Assemblyman
Kalbi B. Tupay, retired Basilan Superintendent Dr. Antonio C. Sebastian, Jr. and
retired School Administrator Mr. Maximo L. Eisma, Sr., the school became a Basilan

National Agro-Industrial College under BP Blg. 363 dated April 7, 1973.

Attempts to establish a State College were made as early as 1983 by the different

sectors—the Sangguniang Panlalawigan of Basilan, the Sangunianng Bayan of



Isabela, the Basilan National High School Parent-Teacher Association, the PTA
League of Basilan and the LupongTagapagpaganapngPook. A task force was created
by the School Division Superintendent and the Basilan National High School PTA to
prepare the feasibility study after conducting a survey on possible course enrolment

and high percentage of qualified faculty.

At this point in time the MNLF Chairman of Basilan, Gerry A. Salapuddin, returned
to the folds of the Law. One of his requests when he met with Pres. Fedinand E.
Marcos was that a State College be established in Basilan for the Basilenos.
Recognizing the urgency of such need and after consultation with development
planners of Region IX the Basilan National Agro-Industrial College in Sta. Clara,
Lamitan Municipality was converted to Basilan State College by virtue of Presidential

Decree 1983 on June 27, 1984.

In order to bring low-cost education programs closer to a greater number of
students. Dr. Carolina Q. San Luis, first President of Basilan State College made
representation with then mayor Alvin G. Dans who, through Sangguniang Bayan
Resolution No. 947 s. 1984, effected the site where Basilan State College is now

located.

THE BASILAN STATE COLLEGE PRESIDENTS

1984 — 1990 — First College President
Carolina Q. San Luis, Ed.D.
1990 — 1997 — Second College President
Hji. Harry A. Amerin, DBA
1997 — 2004 — Third College President
Hja. Luningning M. Umar, Ed.D.
2005 — 2010 — Fourth College President
Hji. Hakim M. Idris, Ed.D.
2010 — 2018 — Fifth College President
Hji. Nasser A. Salain, Ed.D.
2018 — Present — Sixth College President



Hja. Haipa Abdurahim-Salain, Ed.D.

FEATURES OF BASILAN STATE COLLEGE

Geo-physical Location and Area Profile

Basilan State College occupies two campuses in the Province of Basilan: the
Main Campus (Isabela City) and the Sta. Clara Campus and holds four off-site
classes in Lamitan City, Tipo-Tipo Municipality, Maluso Municipality, and in
Isabela City Proper catering students from first to second year and supervise by

designated Off-site Coordinator.

CAMPUSES

Main Campus — The Main Campus is located in Barangay Sumagdang, about
two kilometers west of Isabela City — the seat of the Provincial Government and
the Capital of Basilan. Its total land area measured 4 hectares. It has six
Colleges: The College of Education (CED), College of Arts & Sciences (CAS),
College of Criminal Justice Education (CCJE), College of Information
Communication & Trade Technology, College of Health Sciences (CHS), Institute
of Islamic Studies (IIS), Institute of Hospitality Management (IHM), and the

Graduate Studies.

Sta. Clara Campus — the Sta. Clara Campus is the old campus. It is located in
Barangay Sta. Clara, about 13 kilometers west of Lamitan City where it politically
belongs, and about 14 kilometers north of Isabela City. Sta. Clara Campus is by
far the biggest in terms of land area. It measured 18.112 hectares broken down
into use as follows: 9.112 hectares for school site, 2 hectares for Pasture Land
and 7 hectares for farmland. Courses offered in the campus are Bachelor of
Agricultural Technology and Bachelor of Science in Agriculture major in Crop and

Animal Science. The Laboratory High School is also housed here.



VISION

A leading institution of excellence in innovative instruction and
creative research and extension programs and projects, directed towards
lasting peace and total human development

MISSION

Basilan State College shall provide quality human resources

equipped with adequate knowledge, skills, and attitude in technological,
vocational and professional fields of instruction, research, extension, and
production to improve the quality of life of its clientele.

Core Values

A-Accountability
C-Commitment
C-Cultural sensitivity
E-Excellence
S-Spiritual uprightness
S-Service
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Request for Certificate of Employment and Service Records
Request for Travel Order

Request for Certification of Leave and/or Undertime Form
Processing of Payroll

Request for Certificate of Appearance

Preparation of Appointment/ Contract of Service

. Selection and Evaluation of Applicants for Vacancies



Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Preparation of Certificate of Employment/Service Record
Availability of Service: Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division Human Resource Management Unit
Classification Simple
Types of Transaction | Government
Who may avail Employees of Basilan State College (Present and Former)
SERVICES TO BE AVAILED REQUIRED DOCUMENT/S
¢ Request for Certificate of Employment Employee Identification Card
e Request for Service Record Request Slip
CLIENT STEPS AGENCY ACTION P g s PROCESSING peRsoNis RESPONSIBLE
a. Secure and Fill-up a. Receive the request slip 2 mins Marma S. Pantasan
the Request Slip for the issuance of the
request.
b. Receive the requested
Document and sign in pb. Prepare the Certificate of 5 mins Marma S. Pantasan
the logbook. Employment / Service / Al-Rasheed V. Kambal
Record
c. Review the Service 2 mins Baddiriya H. Asan
Record / Certificate of
None
Employment
d. Approve the Certificate of 2 mins Baddiriya H. Asan
Employment / Service
Record.
e. Record and release the 2 mins Marma S. Pantasan
document.
TOTAL: None 13 minutes

NOTE: NO PAYMENTS OR FEES TO BE COLLECTED
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Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Preparation of Travel Order
Availability of Service: Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division Human Resource Management Unit
Classification Simple
Types of Transaction Government
Who may avail Employees of Basilan State College
SERVICES TO BE AVAILED | REQUIRED DOCUMENT/S
FEES TOBE PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
a. Secure and Fill-up a. Receive the request slip 1 min Al-Rasheed V. Kambal
the Request Slip for the issuance of the / Nurida K. Askaluddin
request.
b. Present Approved
note from the College | b. Interview the Client for 1 min Al-Rasheed V. Kambal
President the exact date of departure
and arrival.
c. Receive the requested
document and signin | c. Prepare the Travel Order 3 mins Al-Rasheed V. Kambal
the logbook. None / Nurida K. Askaluddin
c. Proceed to College d. Review the Travel Order 2 mins Al-Rasheed V. Kambal
President for
approval. e. Record and release the 2 mins Nurida K. Askaluddin
document to the client.
TOTAL: None 9 minutes

NOTE: NO PAYMENTS OR FEES TO BE COLLECTED
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Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Preparation of Leave Application

Availability of Service:

Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division

Human Resource Management Unit

Classification

Simple

Types of Transaction

Government

Who may avail

Employees of Basilan State College

SERVICES TO BE AVAILED

e Application for Leave / Undertime Form

REQUIRED DOCUMENT/S
e Form 6 (Leave Form) / Undertime
Form

FEES TOBE PROCESSING PERSON/S

CLIENT STEPS

AGENCY ACTION

PAID

TIME

RESPONSIBLE

a. Secure Form 6 / Undertime a. Receive the Filled-up 2 mins Marma S. Pantasan
Form from HRM Unit Form 6 / Undertime Form
b. Fill out Form 6 / Undertime b. Compute the Service/ 5 mins Marma S. Pantasan
Form L;ave Credits of the None
client.
c. Receive the Form / Undertime )
Form to be signed by c. Record and release the 2 mins Marma S. Pantasan
document for the approval
1. Immediate Supervisor of Immediate Supervisor /
2. CAO/ College President. College President.
TOTAL: None 9 minutes

NOTE: NO PAYMENTS OR FEES TO BE COLLECTED



http://www.basc.edu.ph/

Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Preparing Payroll
Availability of Service: Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division Human Resource Management Unit
Classification Simple

Types of Transaction | Government

Who may avail Employees of Basilan State College

SERVICES TO BE AVAILED | REQUIRED DOCUMENT/S

e Payroll Preparation for Regular Employees / Daily Time Record (DTR)
Part Time Instructors / Casual Employees / Job
Order Employees

FEESTOBE PROCESSING PERSON/S

CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
a. Submit DTR a) Check DTR 8 hours Nurida K. Askaluddin
b) Prepare Payroll 5 mins Al-Rasheed V. Kambal /

Emarie Faith C. Garcia/
Marma S. Pantasan

¢) Record and forward the None 2 mins Nurida K. Askaluddin
Payroll to the Budget

Unit for allotment
TOTAL: None 8 hrs. 7 mins

NOTE: NO PAYMENTS OR FEES TO BE COLLECTED
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Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Preparation of Certificate of Appearance.
Availability of Service: Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division Human Resource Management Unit
Classification Simple
Types of Transaction Government
Who may avail Employees of Basilan State College and Other Agencies
SERVICES TO BE AVAILED | REQUIRED DOCUMENT/S
e Request for Certificate Appearance e Travel Order from the Client’s Agency
e Client’s Employee Identification Card
FEESTO PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

a. Present the required a. Receive request slip 1 min Nurida K. Askaluddin

documents. for the issuance of the

request.

b. S d Fill-up th

RZZI:;:S? rslllipl tp e b. Interview the Client. 1 min Emarie Faith C. Garcia

. . c. Prepare the Certificate None 2 mins Nurida K. Askaluddin /

d. Receive the Certltjlcat.e of of Appearance Emarie Faith C. Garcia

Appearance and sign in

the logbook. d. Record and release the 2 mins Nurida K. Askaluddin

document to the client.
TOTAL: None 6 minutes

NOTE: NO PAYMENTS OR FEES TO BE COLLECTED
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Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Preparation of Appointment/Contract of Service
Availability of Service: Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division Human Resource Management Unit
Classification Simple
Types of Transaction Government
Who may avail Employees of Basilan State College
SERVICES TO BE AVAILED REQUIRED DOCUMENT/S
e Prepare Appointment/Contract of Service Regular Employees

Personal Data Sheet (PDS)

Transcript of Records

Eligibility (if Applicable)

Work Experience Sheet (if Applicable)
SALN

Medical Certificate

PSA Birth Certificate

PSA Marriage Contract if Applicable
BIR Certificate

Leave/Service Credits (For Transfer of Agency)
Clearance (For Transfer of Agency)
Service Record (For Transfer of Agency)

Non-Regular Employees

I- Part Time Instructor
e First day of Service
e Teachers Program
e Transcript of Records
¢ PSA Birth Certificate
e Certificate of Graduates
e Updated Personal Data Sheet
e Photocopy of Authenticated License
e Permit to Teach (For Regular Employees of the
Institution and Employees on other Agencies)
o Letter of Intent

II — Admin Aide/Laborer/Watchman

e Approved letter of intent by the College President

FEES TO BE PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
a. Check all the 5 mins Emarie Faith C. Garcia
a. Submit necessary requirements
requirements.
b. Prepare/Encode the 5 mins Al-Rasheed V. Kambal
Appointment
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Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

c. Review and sign the 2 mins Baddiriya H. Asan
documents.

d. Approval None 1 hour College President

e. Prepare Transmittal to 5 mins Emarie Faith C. Garcia
the Civil Service
Commission

f. Submit the documents 3 hours Al-Rasheed V. Kambal
to the Civil Service
Commission

TOTAL: None 4 hrs. and 19 mins

NOTE: NO PAYMENTS OR FEES TO BE COLLECTED
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Republic of the Philippines
BASILAN STATE COLLEGE

HUMAN RESOURCE MANAGEMENT UNIT
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

A Frontline Service: Personnel Selection.
Availability of Service: Monday to Friday from 8:00 AM — 5:00 PM except Holidays (No Noon Break)

Office or Division Human Resource Management Unit
Classification Simple
Types of Transaction Government
Who may avail All Interested Applicants
SERVICES TO BE AVAILED | REQUIRED DOCUMENT/S

Application Letter

Personal Data Sheet

Eligibility (if Applicable)

Work Experience Sheet (if Applicable)
Transcript of Records

e Certificates

FEESTO PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

e Selection and Evaluation of Applicants for Vacancies

a. Submit requirements a. Receive requirements for 2 mins Nurida K. Askaluddin
for evaluation. evaluation.
b. Schedule the Selection and 2 mins Nurida K. Askaluddin

Evaluation of Applicants.

c. Contact the qualified None 2 mins Nurida K. Askaluddin /
applicants for interview. Marma S. Pantasan
d. Interview the Applicants Personnel Selection
Board
e. Prepare the evaluation 2 mins Nurida K. Askaluddin

results and forward to the
College President for BOT
TOTAL: None 8 mins

NOTE: NO PAYMENTS OF FEES TO BE COLLECTED

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email basc.hrmo@gmail.com or via text message at 0936 251 4732 or you can accomplish our Feedback
Form available in Human Resource Management Unit and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

Ms. BADDIRIYA H. ASAN, HRM Officer llI

THANK YOU for helping us to continuously improve our services
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ADMISSION
OFFICE

A. TO PROVIDE SERVICES TO ALL STUDENTS DURING ENROLLMENT AND SIGNING OF
PASSBOOK FOR ADMISSION

A.1. FOR FRESHMEN STUDENTS:
A2. FOR TRANSFEREES:

A3. FOR SHIFTEE:

A4.FOR OLD STUDENTS:

AS5. FOR RETURNEE:

A6. FOR CROSS ENROLLES:

A7. GRADUATE STUDIES

10



Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE ADMISSION
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: TO PROVIDE SERVICES TO ALL STUDENTS DURING ENROLLMENT AND SIGNING OF PASSBOOK
FOR ADMISSION
Availability of Service: Monday - Friday (except holidays), 8:00 AM - 5:00 PM (NO NOON BREAK)

Office or Division Admission Office

Classification Simple

Types of Transaction G2C - Government to Citizen

Who may avail All Freshmen, Transferee and Returnee Students

CHECKLIST OF REQUIREMENTS

A1. FOR FRESHMEN STUDENTS:
Report Card 1 Original and 2 photocopies
Certificate of Good Moral 1 Original and 2 photocopies
PSA Birth Certificate 1 Original and 2 photocopies
College Entrance Test Result 1 Original and 2 photocopies
Aptitude Test Result (for Board courses with Aptitude Test) 1 Original and 2 photocopies
a. College of Education (CED)
e  Bachelor of Secondary Education
e Bachelor of Elementary Education
e Bachelor of Early Childhood Education
b. College of Health and Sciences (CHS)
e Bachelor of Science in Nursing
c.  College of Criminal Justice Education (CCJE)
e Bachelor of Science in Criminology
d. College of Arts and Sciences (CAS)
e Bachelor of Science in Social Work
6. 4pcs. — 2x2 Picture (white background with nametag)
7. 2 pcs. Colored Expanded Envelope (based on the color of each college)
CED- Red
CHS - Pink
CAS - Blue
CICTT - Violet
CCJE - Orange
IS - Yellow
CAF - Green

oo~

FEES
TO BE
PAID

PROCESSIN PERSON DOCUMENT
G TIME RESPONSIBLE S NEEDED

CLIENT STEPS SERVICE PROVIDER

ENROLLMENT PROCEDURE FOR

FRESHMEN STUDENTS; Review the admission form Ms. RUDZMA A. ASMAWIL
and documentary Admission Director Client
1. Submit documents from No. 1 to No. | requirements then release 5 minutes Requirements None
7 for evaluation the College Admission Slip Ms. NIMFA H. UDJAMAN
a. Student Profilling to the client Admission Staff

b. Issuing of Admission Slip
2. Proceed to the following Offices for
further assessment/other
requirements
¢ Guidance & Counselling Office
o Health Services Office
o Student Affairs & Services Office

3. Submit duly accomplished Admission
Form to the Admission Office for
Profiling

4. Proceed to respective Colleges for
Advising and subject listing

a. Present the admission slip
for subject listing

11
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE ADMISSION
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

5. Proceed to Assessment office
for assessment of fees for
affiliation fee, and then pay at
the cashier.

6. Proceed to the Information &
Communication Technology Unit
(ICTU) for ID

END OF ENROLLMENT

TOTAL: I 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

CHECKLIST OF REQUIREMENTS

A2. FOR TRANSFEREES:
e Provide the requirements from No. 3 to No. 8 of A1
e Honorable Dismissal 1 Original and 2 photocopies
e Transcript of Records used for evaluation duly signed by the College Registrar
1 Original and 2 photocopies

CLIENT STEPS SERVICE  PROCESSING PERSON v
PROVIDER TIME RESPONSIBLE NEEDED
ENROLLMENT PROCEDURE FOR
TRANSFEREE;
1.Registrar’s office for evaluation Ms. %DZMA AbAS“/t'AW”- Client
mission irector
2.Admission office for student profiling 5 minutes s, NIMEA H. UDJAMAN Reqrt:;;eme
Admission Staff

3.Proceed to the College dean for
subject listing of student

FEES
TO BE
PAID

None

4.Proceed to the following Offices for
further assessment/other
requirements

e Guidance & Counselling
Office

e Health Services Office

e Student Affairs & Services
Office

1.Submit duly accomplished
Admission Form to the Admission
Office for Profiling

2. Proceed to respective Colleges
Present the  admission slip for
subject listing

3. Proceed to the Information &
Communication Technology Unit
(ICTU) for ID

END OF ENROLLMENT

TOTAL: ‘ 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

12
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE ADMISSION
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

CHECKLIST OF REQUIREMENTS
A3. FOR SHIFTEE:

1. Passbook
2. Evaluation of Grades

FEES
SERVICE PERSON DOCUMENT TO
PROVIDER PROCESSING TIME RESPONSIBLE S NEEDED BE

CLIENT STEPS

Enrollment Procedure for Shiftee

1. Proceed to Admission office
Ms. RUDZMA A. ASMAWIL

a. To secure shiftee form Admission Director ;
- . Client
b. Student profilling 5 minutes Requi i None
Ms. NIMFA H. UDJAMAN equirements
Admission Staff

2. Proceed to respective college
dean and must pass the
screening in the college he/she is
shifting to.

3.Proceed to the Information &

Communication  Technology  Unit

(ICTU) for ID

END OF ENROLLMENT
TOTAL: | 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

CHECKLIST OF REQUIREMENTS

A4.FOR OLD STUDENTS:

e Passbook
e Evaluation of grades

FEES
SERVICE PERSON DOCUMENT TO
PROVIDER AsEsihiulle RESPONSIBLE S NEEDED BE

PAID

CLIENT STEPS

Enrollment Procedure for Old

Students
Ms. RUDZMA A. ASMAWIL

1. Proceed to Admission Office . Admission Director Client
for a. Student Profiling 5 minutes Requirement | None
> S Ms. NIMFA H. UDJAMAN s
b. Issuing of Admission Slip Admission Staff

2. Proceed to college dean for

Advising and subject listing.
3.Proceed to the Information &
Communication Technology Unit
(ICTU) for ID

END OF ENROLLMENT
TOTAL: ‘ 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

13
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE ADMISSION
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

CHECKLIST OF REQUIREMENTS

AS5. FOR RETURNEE:

1. Passbook
2. Evaluation of Grades

CLIENT STEPS

SERVICE
PROVIDER

PROCESSING TIME

PERSON
RESPONSIBLE

FEES
DOCUMENT TO
S NEEDED BE

Enrollment Procedure for
Returnee
1. Proceed to the Registrar’s office Ms. RUDZMA A. ASMAWIL .
for evaluation of grades . Admission Director Client
2. Admission office for student 5 minutes Requirement | None
orofiling Ms. NLAQFA H. UIgJAﬁMAN S
3. Proceed to respective college mission St
dean for Advising and subject
listing
4 Proceed to the Information &
Communication  Technology  Unit
(ICTU) for ID
END OF ENROLLMENT

TOTAL: ‘ 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

1. Certificate of eligibility to Cross Enroll
2. 2 long expanding envelope depending on the Program the student wish to enroll

CED- Red

CHS - Pink
CAS -Blue
CICTT - Violet
CCJE - Orange
[1S - Yellow

e CAF -Green

3. 2 Photocopies of PSA livebirth
4. 4pcs.— 2x2 Picture (white background with nametag)

CLIENT STEPS

Enroliment Procedure for CROSS
ENROLLEE

1.
2.

Admission office for profilling

Proceed to the college where
the subject/course you intend
to cross enrol is offered with a
duly accomplished advising

form.

SERVICE
PROVIDER

5 minutes

PROCESSING TIME

CHECKLIST OF REQUIREMENTS
A6. FOR CROSS ENROLLES:

PERSON
RESPONSIBLE

Ms. RUDZMA A. ASMAWIL
Admission Director

Ms. NIMFA H. UDJAMAN
Admission Staff

FEE

DOCUMENTS STO
NEEDED BE

PAID

Client

Requirements None

14
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE ADMISSION
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

3. Proceed to the Information &
Communication  Technology
Unit (ICTU) for ID

END OF ENROLLMENT
TOTAL: I 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

CHECKLIST OF REQUIREMENTS

A7. GRADUATE STUDIES

Honorable Dismissal (HD) 1 original and 2 photocopies
Transcript of Records (TOR) 1 original and 2 photocopies
PSA Birth certificate 1 original and2 photocopies
4pcs -2x2 Picture with name tag and white background
GAT and EPT result 1 original and 2 photocopies
2 Expanded long brown envelope

FEE
SERVICE PERSON DOCUMENTS STO
PROVIDER ARSI RESPONSIBLE NEEDED BE

PAID

CLIENT STEPS

ENROLLMENT PROCEDURE FOR

GRADUATES STUDIES
1. Admission Office
a. Submitall reqUired Ms. RUDZMA A. ASMAWIL
documents Admission Director Client
b. Student Profilling 5 minutes Requi None
c. Admission Slip Ms. NIMFA H. UDJAMAN equirements
Admission Staff

2. Proceed to Registrar’s office for
submission of original
credentials

3. Proceed to Graduate Studies
for Advising and Subject listing

4. Proceed to Assessment office
for Assessment of fees

5. Proceed to the Information &
Communication ~ Technology
Unit (ICTU) for ID

END OF ENROLLMENT
TOTAL: ’ 5 minutes( EXCLUDING TIME SPENT WITH OTHER OFFICES)

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email rudzmaasmawil109@gmail.com or via text message at 0953 318 3592 or you can accomplish our
Feedback Form available in Admission Office and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

RUDZMA ARAD ASMAWIL, Ph.D. (cand.),

Admission Director

THANK YOU for helping us to continuously improve our services

15
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ASSESSMENT
OFFICE

A. TO PROVIDE SERVICES FOR ALL STUDENTS DURING ENROLLMENT AND SIGNING
OF PASSBOOK FOR ASSESSMENT.

16



Republic of the Philippines
BASILAN STATE COLLEGE

ASSESSMENT OFFICE
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

A. Face to face transaction

Frontline Service: To provide services for all students during enroliment and signing of Passbhook for Assessment.
Availability of Service:- 8:00AM - 5:00PM- Monday to Friday (NO NOON BREAK)

Office or Division Assessment Office

Classification Simple

Types of Transaction | G2C — Government to Citizen

Who may avail All bona fide students of Basilan State College

CHECKLIST OF REQUIREMENTS |

WHERE TO SECURE

. Students:
1. Balance Inquiry — Passbook
2. Request of Certification
a. Request Form
b. Official Receipt

Assessment Office

Registrar’s Office
Collecting Office

FEES TO
BE PAID

PERSON/S
RESPONSIBLE

AGENCY ACTION PROCESSING

CLIENT STEPS

1. Balance Inquiry
a. Proceed to Window 1
and present Student

1. Accept the Passbook and
check if the student is

Passbook officially enrolled Fherdauza K. Salain
2. Check student’s account None 5 minutes (Rawha K. Salain)
b. Claim signed and enter balance, if any, in
Passbook the student’s passbook
3. Sign and release
student’s Passbook
2. Request of Certification
(Statement of Account, and
Certification of Free Tuition
Fee)
a. Presentaccomplished | 1. Acceptthe Request

Request Form with
Official Receipt to

Form and OR, and
check if the student is

Fherdauza K. Salain

Window 1 officially enrolled . .
b. Claim printed 2. If stude);ﬂ is officially None Sminutes | (Rawha K. Salain)

certification, request enrolled, print requested

form and OR, and sign certification

in logbook
c. Proceed to Registrar's | 3. Refer to Registrar’s

Office to present Office’s Citizen Charter

certification for dry

seal

TOTAL: None 10 minutes

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email Fherdauzakusain25@gmail.com or via text message at 0953 942 7792 or you can accomplish our
Feedback Form available in the Assessment Office and put this in the Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

FHERDAUZA K. SALAIN

Assessment Officer-in-Charge

THANK YOU for helping us to continuously improve our services
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MEDICAL AND
DENTAL HEALTH
SERVICES UNIT
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Republic of the Philippines
BASILAN STATE COLLEGE

MEDICAL AND DENTAL HEALTH
SERVICES UNIT

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

A. Face to face transaction

Frontline Service: Individual and/or group intervention designed to facilitate positive change in student behaviour,
feelings, and attitude. A gender sensitive, face to face interaction between clients (students
lemployee) and clinic personnel.

Availability of Service:- 8:00AM - 5:00PM- Monday to Friday (NO NOON BREAK)

Office or Division Medical and Dental Health Services Unit
Classification Simple
Types of Transaction | G2C — Government to Citizen
Who may avail All bona fide students, Employees of Basilan State College
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
I. PROFILIING OF INCOMING FRESHMEN STUDENTS
e Admission Form (duly accomplished) Admission Office

Il. MEDICAL AND DENTAL SERVICES
e Enrolled Students: Validated School ID MIS Office — BaSC Agency ID
e BaSC Employees: Employees Valid ID

FEES TO
PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

I.  PROFILIING OF INCOMING
FRESHMEN STUDENTS
a. Present duly accomplished a. Enter student data
Admission Form on the Clinic
Profiling Form None 5 minutes Josephine F. Ohena
b. Take vital signs of (Arfiya M. Manatad)
student
b. Claim signed Admission c. Affix signature on
Form Admission Form
TOTAL: None 5 minutes
Il. MEDICAL SERVICES
(inclusion of the following: Physical
Examination, Blood Pressure and
Blood Glucose Monitoring, Wound
Dressing, Nebulization, etc..)
4. Approach Clinic Personnel 1. Interview the patient 3 minutes Josephine F. Ohena
and present valid School ID regarding his/her (Arfiya M. Manatad)
complaints None
5. Inform Clinic Personnel of any | 2. Examine/assess the 5 minutes Josephine F. Ohena
medical complaints patient (Arfiya M. Manatad)
6. Receive appropriate medical 3. Provide appropriate 10 minutes Josephine F. Ohena
care medical care including (Arfiya M. Manatad)
medications if needed
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Republic of the Philippines
BASILAN STATE COLLEGE

MEDICAL AND DENTAL HEALTH
SERVICES UNIT

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

4. Refer unmanageable 2 minutes Josephine F. Ohena
medical cases to the (Arfiya M. Manatad)
Retainer Physician or
to nearby Hospitals
for emergency cases.
7. Affix signature in the logbook
5. Record all Josephine F. Ohena
interventions done (Arfiya M. Manatad)
TOTAL: None 20 minutes
DENTAL SERVICE (inclusion of
Dental Extraction only)
1. Approach Clinic Personnel 1. Assess patient’s dental 2 minutes Josephine F. Ohena
and present ID needs (Arfiya M. Manatad)
2. Accomplish Dental Form and 2. If extraction is needed, 3 minutes Josephine F. Ohena
Dental Referral slip issue dental record and (Arfiya M. Manatad)
dental referral slip
3. Return duly accomplished 3. Receive duly 3 minutes Josephine F. Ohena
Dental form and referral slip accomplished Dental (Arfiya M. Manatad)
Form and referral slip
None
4. Receive dental supplies for 4. |ssue dental supplies 3 minutes Josephine F. Ohena
scheduled extraction for extraction and (Arfiya M. Manatad
provide pre-procedure
instructions
9. Record all interventions 3 minutes Josephine F. Ohena
5. Affix signature in the logbook done and all (Arfiya M. Manatad
instructions given
6. Forward referral slips Every Friday | Josephine F. Ohena
to the Retainer Dentist afternoon (Arfiya M. Manatad
TOTAL: None 14 minutes

Feedback and Redress Mechanism
Please let us know how we have served you by doing any of the following:

Send your feedback through email josephineohena@gmail.com or via text message at 0927 899 4253 or you can accomplish our

Feedback Form available in the College Clinic and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

JOSEPHINE F. OHENA
College Nurse
THANK YOU for helping us to continuously improve our services
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OFFICE OF THE
STUDENTS’
AFFAIRS AND
SERVICES

A TO PROVIDE SERVICES FOR ALL STUDENTS SUCH AS ENROLLMENT,
CLEARANCES, CERTIFICATIONS, VALIDATIONS, EXCUSE SLIP,
ORIENTATIONS, ELECTIONS, SUPERVISION AND MONITORING.
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Republic of the Philiffines
BASILAN STATE COLLEGE

OFFICE OF THE STUDENTS AFFAIRS AND SERVICES

Main Campus, Sumagdang, Isabela City, Basilan
www. basc.edu.ph

FRONTLINE SERVICE: To provide services for all students such as enrollment, clearances, certifications, validations, excuse dlip,
orientations, elections, supervision and monitoring

AVAILABILITY OF SERVICE: Monday to Friday, 8:00am - 5:00pmNo Noon Break
Office or Division Office of the Students Affairs and Services
Classification Simple
Types of Transaction | G2C - Government
Who may avail All bonafide students of Basilan State College
PERSON
PROCESSING TIME RESPONSIBLE DOCUMENTARIES
Client Service Provided (Service Provided)

OSAS DIRECTOR PASSBOOK,
ENROLLMENT STUDENT SFlgg'\SA I(ES'\:ES%":AJEE-)F MAXIM;JEMR%T_EEI\I\?!FNUTES DELEGATED ACCOMPLISHED
STAFF ENROLLMENT FORM
OSAS DIRECTOR
CLEARANCES STUDENT SIGNS CLEARANCES MAXIMUM OF 3 MINUTES DELEGATED PASSBOOK
PER CLIENT STAFF

OSAS DIRECTOR IDENTIFICATION
RELEASES STUDENT RELEASES STUDENT
HANDBOOK STICKERS STUDENT HANDBOOK MAXIMUM OF 3 MINUTES DELEGATED CARD/CERTIFICATION OF

STAFF REGISTRATION

PROVIDES/ISSUES OSAS DIRECTOR,
CERTIFICATION AND STUDENT ngng?FElij;l\ST?ghElS MAX"\F/,“EJF':'SOTZ%'\E",'\]NTUTES DELEGATED PRESENT STUDENT COPY
OTHER MATTERS STAFF
OSAS DIRECTOR
ID VALIDATION STUDENT  RELEASESVALDATION 1o 0F 2 MINUTES  DELEGATED SCHOOL IDENTIFICATION
STICKER CARD
STAFF
PROVIDES STUDENT
FINANCIAL ASSISTANCE AND MAXIMUM OF 15 LETTER OF REQUEST OF
ASSISTANCE STUDENT SOLICITATION MINUTES OSAS DIRECTOR SOLICITATION
MEMORANDUM

COLLEGE GENERAL

CONDUCTS DSAS/ OSAS ENROLLED FRESHMEN AND
ORIENTATION SUCHENIE ORIENTATION LI O PERSONNEL TRANSFEREES STUDENTS
[ANNUALLY]
e DSAS/ IDENTIFICATION CARD,
[ANNUALLY] STUDENTS CONDUCTS ELECTIONS ~ MAXIMUM OF 8 HOURS ELECTORAL CERTIFICATE OF

BOARD ENROLLMENT
SUPERVISES AND

SUPERVISION AND MONITORS STUDENTS DSAS/ OSAS
MONITORING STUDENTS PROGRAMS AND AS PROVIDED PERSONNEL REPORTS

ACTIVITIES
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OFFICE OF THE
GUIDANCE AND
COUNSELLING

A. INDIVIDUAL AND/OR GROUP INTERVENTION DESIGNED TO FACILITATE
POSITIVE CHANGE IN STUDENT BEHAVIOUR, FEELINGS, AND ATTITUDE. A
GENDER SENSITIVE, FACE TO FACE INTERACTION BETWEEN CLIENTS
(STUDENTS/PARENTS/EMPLOYEE) AND COUNSELLOR.
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Republic of the Philippines

BASILAN STATE COLLEGE
OFFICE OF THE GUIDANCE AND COUNSELING

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

A. Face to face transaction

Frontline Service: Individual and/or group intervention designed to facilitate positive change in student behaviour,
feelings, and attitude. A gender sensitive, face to face interaction between clients
(students/parents/employee) and counsellor

Availability of Service:- 8:00AM - 5:00PM- Monday to Friday (NO NOON BREAK)

Office or Division Guidance and Counselling Centre

Classification Simple

Types of Transaction G2C - Government to Citizen

Who may avail All bona fide students, Employees of Basilan State College

A1. ENROLMENT-For Freshmen, Graduate Studies and

Transferee Students Guidance and Counselling Centre, Guidance Counsellor

e 1 pc. 2x2 picture
e Cumulative Record Form (CRF)
e Enrolment form Deans and advisers
B.COUNSELING SESSION THROUGH REFERRAL
1. Referral from the College Deans/advisers for
Counseling
2. Valid School ID MIS
C. Walk-in Counseling(Personal Visit)
1.Valid School ID

FEES
TOBE PROCESSING
PAID TIME

CLIENT STEPS AGENCY ACTION

PERSON/S RESPONSIBLE

1.Receive and

A. Enroliment evaluate documents

8. Submit requirement 1 to 3 HJA. SATRA L. JANJAMAN

9. Accomplish CRF Z“EZ‘JSS& None (Jerim A. Gomez)
10. Recelive dully signed Cumulative Record 10 mins
enrolment Form
11. Sign in the Logbook gogégf Ziuly
' Non

accomplished CRF
4. Affix signature on
the Enrolment Form,
the return back to the
enrollee.
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Republic of the Philippines
BASILAN STATE COLLEGE
OFFICE OF THE GUIDANCE AND COUNSELING

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

B.COUNSELING SESSION 1 Received
THROUGH REFERRAL ) :
1 Referral Form accomplished referral _
' from Deans,0SAS N 20 mins HJA. SATRA L. JANJAMAN
. 2.Received one (Jerim A. Gomez
2. Accomplish Referral Form .
Counseling Form
. 3.Sign Counseling
3. Sign in Logbook Form for the Client
1.Conduct counselling
for individual/group of
. . students
C. Evaluate Counseling Sess'°'? 2.Sets for needed Registered Guidance Counselor
1. Referral from Deans, Advisers -
. follow-up for , Psychometrician
for Counseling students(dependin 40 mins/group
2. Show Valid School ID pending
on the concern of the
students)
D. Administration Psychological
test to student (standardized)
1. Submit School ID 1.Valid School ID HJA. SATRA L. JANJAMAN. RGC
2. Request form for 2.Submit report for .
) o Psychometrician
Psychological Test Examination
E.Conduct seminars for student 60 mins Guidance Counselor/Altemate and
PEER Group
needs
TOTAL: | None | 130 minutes
Feedback and Redress Mechanism
Please let us know how we have served you by doing any of the following:
Send your feedback through email satrajanjaman24@gmail.com or via text message at 0975 048 3606 or you can accomplish our
Feedback Form available in the Guidance & Counselling Office and put this in the Suggestion Drop Box.
If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:
SATRA L. JANJAMAN
Guidance & Counselling Director
THANK YOU for helping us to continuously improve our services
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COLLECTING
OFFICE

A. COLLECTING OF TUITION, RLE, AND PRACTICUM FEES
B. PAYMENT FOR TOR, DIPLOMA, CERTIFICATION, ETC.

26



Republic of the Philippines
BASILAN STATE COLLEGE

COLLECTING OFFICE

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Availability of Service: Monday to Friday, 8:00AM-5:00PM (NO NOON BREAK)
Office or Division Collecting Office
Classification Simple

Type of Transaction G2C — Government to Citizen
Who may avail Students, Parents, or Authorized Representatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Passbook Respective College/Collecting Office (Graduates)
e Assessment Form Assessment Office

AGENCY ACTION FEES TO BE PAID PROTCII;,SI:ING PERSON RESPONSIBLE

CLIENT STEPS

1. Pays tuition, RLE, 1. Checks and verifies | Fees depend | 5 minutes | Nadz/Abdulla/Richard
and Practicum fees passbook/assessment | on the desired
form amount (for
tuition and

2. Checks student’s RLE)
balance and student’s
status Practicum -
Php300.00

3. Accepts payment

4. Issues official
receipt

END OF TRANSACTIONS TOTAL: 5 minutes
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Republic of the Philippines
BASILAN STATE COLLEGE

COLLECTING OFFICE
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Availability of Service: Monday to Friday, 8:00AM-5:00PM (NO NOON BREAK)
Office or Division Collecting Office
Classification Simple

Type of Transaction G2C — Government to Citizen
Who may avail Students, Parents, or Authorized Representatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Request form
e Order of payment

Registrar’s Office
College of Agriculture/Procurement Office

AGENCY ACTION FEES TO BE PAID PRO_:;:E\::ING PERSON RESPONSIBLE

1. Pays other fees (e,g, | 1. Checks and verifies | TOR — Php 30 5 minutes | Nadz/Abdulla/Richard
Transcript of Records, duly signed request per page
Diploma, Certification) form and order of
payment HD — Php 30

CLIENT STEPS

2. Accepts payment CAV - Php 30

3. Issues official Certificate for

receipt a. graduate
studies — Php

50
b. undergrad —
Php 30

Authentication
— Php — 30 per
set

Banana,
Coconut, and
Rubber
production -
(depends on
the amount
submitted)

Bid
Documents-
(depend on the
amount
required)

END OF TRANSACTIONS TOTAL: 5 minutes

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email Richlintaoc0321@gmail.com or via text message at 0926 371 7625 or you can accomplish our
Feedback Form available in the Collecting Office and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

RICHARD L. LAHAMAN

Collecting Officer

THANK YOU for helping us to continuously improve our services
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TESTING AND
EVALUATION
CENTER
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Republic of the Philippines
BASILAN STATE COLLEGE

TESTING AND EVALUATION CENTER
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Processing of Application for College Entrance Examination and Aptitude Test
Availability of Service: During Enrollment, Monday - Friday, 8:00AM - 5:00PM (NO NOON BREAK)

Office or Division Testing and Evaluation Center

Classification Simple

Types of Transaction G2C — Government to Citizen

Who may avail All Freshmen, Transferee, and Returnees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Freshmen: Last School Attended (Senior High School)

1. One (1) Photocopy of Form 137
2. One (1) Photocopy of Certificate of Completion duly
signed by the school Principal/Registrar (in blue ink)
3. One.(1).Or|g|naI Accomplished BaSC-CET Testing and Evaluation Center (TEC)
application form
For Transferees:
1. One (1) Photocopy of Transcript of Records (TOR)
2. One (1) Photocopy of Honorable Dismissal from the
last school attended
3. One (1) Original Accomplished BaSC-CET Last School Attended
application form
4. Two identical copies of 2x2 picture with white
background and name tag (Note: Photos must be
taken not later than 6 months prior to the
application. Selfie picture will not be accepted)

Last School Attended

Testing and Evaluation Center (TEC)

Applicant

FEESTOBE PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
College Entrance
Fill-out the BaSC-CET/Aptitude | ./ SSiSt the applicant in - Test (Free) | TEC DIRECTOR/
L filling-out the application 5 minutes
Application Form , TEC STAFF
form Aptitude Test
(P300.00)
Supmis lhe CETIAPIE 1 Verifies the subitted Nore s | TECDRECTOR
pp , documents TEC STAFF
documentary requirements
Waits for the processing of the Issues examination sli None 1 minute TEC DIRECTOR/
service P TEC STAFF
TOTAL: None 11 minutes

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email sealed _67@yahoo.com or via text message at 0997 611 3288 or you can accomplish our Feedback
Form available in the Testing & Evaluation Center Office and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

AL-BASSER S. SAPPAYANIEdD

TEC Director

THANK YOU for helping us to continuously improve our services
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REGISTRAR’S
OFFICE

A. ISSUANCE OF SCHOLASTIC RECORDS (TRANSCRIPT OF RECORDS (TOR),
CERTIFICATE OF ELIGIBILITY FOR TRANSFER (CET), CERTIFICATION,
AUTHENTICATION & VERIFICATION (CAV) AND CERTIFICATION)
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Republic of the Philippines
BASILAN STATE COLLEGE

REGISTRAR’S OFFICE

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Issuance of Student Records

Issuance of Scholastic Records (Transcript of Records (TOR), Certificate of Eligibility for
Transfer (CET), Certification, Authentication & Verification (CAV) and Certification)

Availability of Service: Monday to Friday, 8:00AM-5:00PM (NO NOON BREAK)
Office or Division College Registrar Office
Classification Complex
Type of Transaction G2C — Government to Citizen
Who may avail All Students, Graduates of BaSC, and An
CHECKLIST OF REQUIREMENTS
Form 137-A/SF 10 (original)
SECPA Birth Certificate (original)

Authorized ReEresentative

Last School Attended
Philippine Statistics Office

Transferred Credentials (original)

Last School Attended

» Request Form
» Passbook
» ldentification Card

Registrar

Respective College
Student/ Graduates/ Authorized Representative

College Dean concerned.
CLIENT STEPS

Certification from the Dean that Thesis bound
books (Masters) or Dissertation bound books
(Doctoral Courses/ Program) are submitted to the

AGENCY

Dean

FEES TO BE

PROCESSING

PERSON RESPONSIBLE

ACTION

PAID

TIME

1. Submit requirements | Check None 5 minutes College Registrar Office
and secure form for the | requirements
request records from and give client Registrar Staff
window staff in charge | request form Window 1 - Aina
of the program/course | with billing Window 2 — Najib
statement for Window 3- Mai
payment, W!ndow 4- Cathy
advise client to Window 5 — Fhat
let the request Window 6- Gie
form sign by
the assessment
& Librarian
2. Fill up the request Check Records None 5 minutes per Assessment head —

Php — 30 per set

form and proceed to for the Office Fherdauza
assessment & Library signature o _
for their signature Librarian — Maria Elena
3. Pay Bill Receive TOR — Php 30 per 5 minutes Collecting Officer - Richard
page
.payment. a!nd HD — Php 30
issue official CAV - Php 30
receipt Certificate for
graduate studies —
Php 50
Authentication —
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Republic of the Philippines
BASILAN STATE COLLEGE

REGISTRAR’S OFFICE

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

4. Present Official receipt | Note OR None 5 minutes Office Registrar Staff:
and submit request form | number and Window 1 - Aina
received Window 2 — Najib
request form. Window 3- Mai
Issue claim slip Window 4- Cathy
with schedule Window 5 — Fhat
date on the Window 6- Gie
request records
5. Present the claim slip Release the None 3 minutes College Registrar
and sign in the logbook requested
documents Office Registrar Staff:

Window 1 - Aina
Window 2 — Najib
Window 3- Mai
Window 4- Cathy
Window 5 — Fhat
Window 6- Gie

END OF TRANSACTIONS

Feedback and Redress Mechanism
Please let us know how we have served you by doing any of the following:

TOTAL: 23 minutes

Send your feedback through email bascregistrar2020@gmail.com or via text message at 0917 100 7793 or you can accomplish our
Feedback Form available in the College Registrar and put this in the Suggestion Drop Box.
If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

ADI D. ENTONG
Registrar Il

THANK YOU for helping us to continuously improve our services
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COLLEGE
LIBRARY

BORROWING OF BOOK/S USING INTEGRATED LIBRARY SYSTEM (ILS)

RETURNING OF BOOK/S USING INTEGRATED LIBRARY SYSTEM (ILS)

ISSUANCE OF REFERRAL LETTERS TO STUDENTS, FACULTY AND STAFF WHO DESIRES TO
RESEARCH IN OTHER LIBRARIES

LIBRARY REFERENCE ASSISTANCE ONLINE (ASK THE LIBRARIAN)

LIBRARY SIGNING OF CLEARANCE
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE LIBRARIAN

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

BORROWING OF BOOK/S USING INTEGRATED LIBRARY SYSTEM (ILS)
Frontline Service: Library Books may be borrowed by bona fide BaSC students, faculty members and staff.

Availability of Service: Monday - Friday, 8:00AM - 5:00PM (NO NOON BREAK)

Office or Division College Library

Classification On-Site-Simple

Types of Transaction G2C - Government to Citizen

Who may avail All bona fide students, Employees of Basilan State College
L. Students:

1. Check the Online Public Access Catalog (OPAC) | Main Library
for the availability of library materials.
2. Filled-up Library Book Card

Main Library
1. Faculty and Staff
1. Copy of Teaching load (Part-Time Faculty), Proof
of Employment (Staff) Colleges
2. Check the Online Public Access Catalog (OPAC)
for the availability of library materials. Main Library
AGENCY FEESTO PROCESSING PERSON/S
SHAITEEE ACTION BE PAID TIME RESPONSIBLE
Verify the
borrower’s status Librarian/ Circulation In-
in library services 4 minutes | Charge

platform and
confirm availability
of book. None

. Students & Faculty
1. Check the Online Public Access
Catalog (OPAC) for the availability of

library materials Checks name of

the borrower to
the Integrated

Library System.

2. Presents borrowed book/s to the In- Scan the book

charge of Circulation Counter. barcode for
check-out and None 2 minutes | Librarian/ Circulation In-
counterchecks for Charge

proper due date.
3. Hand in duly accomplished book card | Stamp due date
to the Circulation Counter. and counter sign 2 minutes | Librarian/ Circulation In-
. None

Due Date Slip and Charge

collect Book Card.
4. Receive book/s Releases book/s 1 minute
TOTAL: None 9 minutes
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE LIBRARIAN

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

B. RETURNING OF BOOKI/S USING INTEGRATED LIBRARY SYSTEM (ILS)

Frontline Service: Books should be returned on or before the due date.

Schedule of availability of service: Monday to Saturday 8:00 AM- 5:00 PM (NO NOON BREAK)
Office or Division College Library

Classification On-Site-Simple

Types of Transaction G2C - Government to Citizen

Who may avail All bona fide students, faculty, and staff of Basilan State College
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Book/s for return Requesting Party
e Book card Office of the College Library/Main Library
AGENCY FEESTO PROCESSING PERSON/S
BUEIT e ACTION BE PAID TIME RESPONSIBLE
Receive book/s
and scan the
Students: parcode ot | Librarian/ Circulation In-
1. Present book/s for check-in refurm/ check-in None 2 minutes Charge
and stamp the
book card
returned.
Receive book/s
and scan the
Il. Faculty/Staff: barcode for Librarian/ Circulation In-
1. Present book/s for return/ return/ check-in None 2 minutes
. Charge
check-in and stamp the
book card
returned.
TOTAL: None 4 minutes
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE LIBRARIAN

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

C. ISSUANCE OF REFERRAL LETTERS TO STUDENTS, FACULTY AND STAFF WHO DESIRES TO RESEARCH
IN OTHER LIBRARIES

Frontline Service: This is rendered to bona fide students and employees of Basilan State College who may want to use
the resources of the other institutional libraries whereby a referral letter is issued by the College

Librarian of BaSC.
Availability of Service: Monday to Saturday 8:00 AM- 5:00 PM (NO NOON BREAK)
Office or Division College Library
Classification On-Site-Simple
Types of Transaction G2C - Government to Citizen
Who may avail All bona fide students, faculty and staff of Basilan State College.
l. Students:
1. Certificate of Registration (COR) or any proof of | Office of the College Registrar
enroliment
2. Student’s Identification Card MIS
Il. Faculty and staff:
1. Copy of Teaching load (Part-Time Faculty), Proof | Colleges
of Employment (Staff)
AGENCY FEESTO PROCESSING PERSON/S
O STIERS ACTION BE PAID TIME RESPONSIBLE
1. Registers in the logbook ::Tit:r:}[”ew the None 1 minute Librarian
Prepare and sign
2. Waits for the release of the document | the referral None 5 minutes Librarian
document
3. Receives the documents Releases None 1 minute Librarian
document
TOTAL: None 7 minutes
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Republic of the Philippines
BASILAN STATE COLLEGE
OFFICE OF THE LIBRARIAN

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

D. LIBRARY REFERENCE ASSISTANCE ONLINE (ASK THE LIBRARIAN)

Frontline Service: To provide reference assistance to all library users.
Availability of Service: Monday - Friday, 8:00AM - 5:00PM (NO NOON BREAK)

Office or Division College Library

Classification On-Site-Simple

Types of Transaction G2C - Government to Citizen

Who may avail All bona fide students, Employees of Basilan State College

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Student ID, Employee ID, Registration Forms or any valid ID | Available for currently enrolled/ employed.

AGENCY FEESTO PROCESSING PERSON/S
ek ACTION BE PAID TIME RESPONSIBLE
1. Visit the Library’s Official Facebook Page | Verifies the None 1 Minute Librarian/ Library Staff
and present Student’s Identification Card validity of the ID
2.Asks the reference librarian online / first | Answers clients 5 minutes Librarian / Library Staff /
available librarian/staff regarding queries ( | queries at the None Client
with relation to library services) time of need
TOTAL: None 6 minutes
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Republic of the Philippines
BASILAN STATE COLLEGE

OFFICE OF THE LIBRARIAN

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

E. LIBRARY SIGNING OF CLEARANCE

Frontline Service: To provide services to all library users.
Availability of Service: Monday - Friday, 8:00AM - 5:00PM (NO NOON BREAK)

Office or Division College Library

Classification On-Site-Simple

Types of Transaction G2C - Government to Citizen

Who may avail All bona fide students, Employees of Basilan State College

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS

Student ID, Employee ID, Registration Forms or any valid ID

Available for currently enrolled/ employed.

FEESTO PROCESSING
BE PAID TIME

PERSON/S
CLIENT STEPS AGENCY ACTION RESPONSIBLE
1.Present the clearance form Checks the Library
Integrated ~ System

for verifications of

*Make sure that there is no liabilities on the | user’s record.
user’s record Stamped the
clearance form.
Checks the
students/
employee’s records None 3 Minutes Librarian/ Library Staff

*If there are
liabilites in  the
record, inform
clents that the
liabilities/obligations
must be settled
before signing
2. Get the Clearance Issues the None 1 minute Client
clearance

TOTAL: None 4 minutes

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email mariaelenavillanueva82@gmail.com or via text message at 0965 082 0685 or you can accomplish our
Feedback Form available in the College Library and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

Ma. ELENA S. VILLANUEVA

College Librarian Il

THANK YOU for helping us to continuously improve our services

39


http://www.basc.edu.ph/

SCHOLARSHIP AND
FINANCE PROGRAM

A. ISSUANCE OF CERTIFICATION OF NO EXISTING SCHOLARSHIP GRANT/S AND

CONSULTATION.
B. STUDENTS’ CONSULTATION ON AVAILABLE SCHOLARSHIP GRANTS

C. ISSUANCE OF TES AND TDP RELEASE SLIP.
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BASILAN STATE COLLEGE s

OFFICE OF THE SCHOLARSHIP AND FINANCE
PROGRAM <

Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

A. Face to face transaction

Frontline Service: Issuance of Certification of No Existing Scholarship Grant/s and Consultation.
Availability of Service:- 8:00AM - 5:00PM- Monday to Friday (No Noon Break)

Office or Division Office of the Scholarship and Finance Program

Classification Simple

Types of Transaction G2C - Government to Citizen

Who may avail Students in the Undergraduate programs

CHECKLIST OF REQUIREMENTS
A. Primary Requirements

WHERE TO SECURE

1. 1 Photocopy of Certificate of Registration (COR) College/Department
2. 1 Photocopy of Validated Student’s ID or MIS
1 Photocopy of Temporary ID (In case of freshmen students) | OSAS

B. Additional Requirements (In case of representative)

1. 1 Photocopy of Validated Student's ID
1 Photocopy of Temporary ID (freshmen students) MIS

2. 1 Photocopy of Certificate of Registration (COR) OSAS
3. 1 Original authorization letter duly signed by the requesting College/Department
student Requestee
4. 1 Photocopy of the representative’s valid ID
Requestee

FEES TO
PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
12. Signs in the Visitor's/ Client Assist the client in filling- N 1 minute Mr. Arwin E. Asgali
o one
Logbook out the registration form.
13. Presents the documentary Verifies validity of N 2 minutes Abegail C. Indama/
. . one : :
requirements submitted documents. Arwin E. Asgali
14. Waits for the processing of the Verifies student’s name N 3 minutes Abegail C. Indama/
) . one : .
service. on the master list of Arwin E. Asgali
grantees (TES & TDP).
15. Waits for the processing of the Prepares certification None 3 minutes Abegail C. Indama/
service. Arwin E. Asgali
16. Waits for the processing of the Releases the certification N 1 minute Abegail C. Indama/
; one : .
service. and records on Arwin E. Asgali
designated logbook
TOTAL: | None 10 minutes
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Republic of the Philippines g’ S

BASILAN STATE COLLEGE —
OFFICE OF THE SCHOLARSHIP AND FINANCE

PROGRAM
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Students’ Consultation on available scholarship grants
Availability of Service:- 8:00AM - 5:00PM- Monday to Friday (No Noon Break)

Office or Division Office of the Scholarship and Finance Program
Classification Simple

Types of Transaction G2C - Government to Citizen

Who may avail Students in the Undergraduate programs

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS
A. Primary Requirements

Present any of the following:
MIS

Validated Student’s ID or 0SAS
Temporary ID (In case of freshmen students)
FEES TO
PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Signs in the Visitor's/ Client Assist the client in filling- None 1 minute Mr. Arwin E. Asgali

Logbook out the registration form.
2. Relays his/her Scholarship Advises the student on None 10 minutes Abegail C. Indama

concern(s) and/or queries to the the available scholarship (minimum)

personnel. and/or financial grants

TOTAL: | None 11 minutes
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BASILAN STATE COLLEGE =
OFFICE OF THE SCHOLARSHIP AND FINANCE

PROGRAM
Sumagdang, Isabela City, Basilan

CITIZEN’S CHARTER

Frontline Service: Issuance of TES and TDP Release Slip.
Availability of Service:- 8:00AM - 5:00PM- Monday to Friday (No Noon Break)

Office or Division Office of the Scholarship and Finance Program
Classification Simple
Types of Transaction G2C - Government to Citizen
Who may avail Students in the Undergraduate programs
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
A. Primary Requirements
1. 1 Photocopy of Certificate of Registration (COR) College/Department
2. 1 Photocopy of Validated Student’s ID or MIS
1 Photocopy of Temporary ID (In case of freshmen OSAS
students)

B. Additional Requirements (In case of representative)

1. 3 Colored Photocopy of Validated Student's ID with 3 identical | Requestee
signatures in blue ink

2. 2 Photocopies of Certificate of Registration (COR) College/Department
3. 2 Original Copies of Special Power of Attorney (SPA) Requestee
4. 3 Colored Photocopies of two (2) valid ID of authorized Requestee
representative
FEES TO
PROCESSING PERSON/S
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Signs in the Visitor's/ Client Assist the client in filling- None 1 minute Arwin E. Asgali
Logbook out the registration form.
2. Presents the documentary Verifies validity of None 2 minutes Abegail C. Indama/
requirements submitted documents. Arwin E. Asgali
3. Waits for the processing of the Verifies student’s name None 3 minutes Abegail C. Indama/
service. on the master list of Arwin E. Asgali
grantees (TES & TDP).
4. Waits for the processing of the Issues release slip None 1 minute Abegail C. Indama/
service Arwin E. Asgali

Feedback and Redress Mechanism

Please let us know how we have served you by doing any of the following:

Send your feedback through email abegailcarpioindama@gmail.com or via text message at 0995 617 7492 or you can accomplish our
Feedback Form available in the Office of Scholarship & Finance Program and put this in the Suggestion Drop Box.

If you are not satisfied with our service, your written/verbal complaints shall immediately be attended to by:

ABEGAIL C. INDAMA

Director, Scholarship & Finance Program

THANK YOU for helping us to continuously improve our services
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