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21 March 2024

MEMORANDUM NO. QAO ACM 2024-001

TO: Deans of Academic Units

FROM: Professor Aura C. Matias, PhD.
irector, UP Diliman Quality Assurance Office

SUBJECT: Reiteration of Guidelines on Administrative Load Credits

This memo is issued to reiterate relevant provisions of Memorandum No. OVCAA MTTP
22-007 issued by the Office of the Vice Chancellor for Academic Affairs (OVCAA) concerning
Administrative Load Credits (ALCs)".

Given the reorganizations in degree-granting units and additional mandated administrative
positions, including that of Quality Assurance Officers, Memorandum No. OVCAA MTTP
22-007 informed all academic unit heads of the proposals forwarded by the ALC Committee’
that were later endorsed by the President’s Advisory Council® to the Board of Regents and

approved by President Danilo Concepcion.

The ALC Committee revised the formula for College ALC allocation as follows *

FROM:

(FT+ le]x .85=total college ALC allocation

TO:

(FT + %)x 1ALC =total college ALC allocation

' Please see Annex 1: Memorandum No. OVCAA MTTP 22-007: Guidelines on Administrative Load Credits
issued on 02 November 2022. You may view an electronic copy of the memorandum here.

2 Please see Annex 2: Progress report of the Administrative Load Credit Committee of UP Diliman as of 23
December 2021

3 385th Meeting of the President’s Advisory Council on 19 April 2022

4 Please see Annex 2: Progress Report of the ALC Committee for the rationale and details of the revised formula
for College ALC allocation. You may view an electronic copy of the report here.
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Specific to variable ALCs, the policy adopted is summarized in Tables 1 and 2 below.

Table 1: Administrative Load Credits of specific administrative positions in Colleges based on student population®

For colleges with a For colleges with a For colleges with a For colleges with a
student population | student population | student population | student population
less than 200 of 200 to 999 of 1,000 to 2,999 of 3,000 and above
ADMINISTRATIVE POSITION/S ADMINISTRATIVE LOAD CREDITS
College Secretaries, Directors of Institutes, 3 3 6 6
Chairpersons of Departments
One (1) Associate Dean for every 50 full-time - 3 6 6
faculty AND 200 or more student majors®
One (1) Assistant College Secretary - - 3 3
(maximum of two (2)) for every 1,000 student
majors
Deputy Director (unit level) provided that - 3 3 3

® ALC units may be given to College administrative positions not specified in the table, subject to the approval of the Chancellor. Please refer to the enclosed
progress report of the ALC Committee for more details.

% Per Faculty Manual Section 3.4.1.1.2 Officials of Academic Units-Associate Dean
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For colleges with a
student population

For colleges with a
student population

For colleges with a
student population

For colleges with a
student population

Information Officer

less than 200 of 200 to 999 of 1,000 to 2,999 of 3,000 and above
the Center/Institute has 50 or more full-time
professional and administrative staff
Graduate Program Coordinator (unit level) 3 3 3 3
National Service Training Program (NSTP) 3 3 3 3
Coordinator’
College Quality Assurance Officer 3 3 3 3
Data Protection Officer/ Freedom of 3 3 3 3

" For units offering NSTP Courses
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Table 2: Administrative Load Credits of specific administrative positions in Departments/ Institutes based on student population®

For a Department/ For a Department/ For a Department/ For a Department/
Institute with a Institute with a Institute with a Institute with a
student population | student population | student population | student population
of less than 200 of 200 to 499 of 500 to 999 of 1,000 and above
ADMINISTRATIVE POSITION/S ADMINISTRATIVE LOAD CREDITS
For regular faculty/ staff members and/or 100 3 3 3 3
student majors: Institute Deputy Director/
Department Assistant Chair’
Institute/ Department Quality Assurance 3 3 3 3
Officer
Laboratory Head 1-2 1-2 1-2 1-2

8 ALC units may be given to Department/Institute administrative positions not specified in the table, subject to the approval of the Chancellor. Please refer to
the enclosed progress report of the ALC Committee for more details.

® Another Institute Deputy Director/ Department Assistant Department Chair may also be appointed if the number of regular faculty/ staff members is 50 or
more and/or that of the student majors is 200 or more, provided that an Associate Dean/ Deputy Director at the College level has not been appointed/
recommended. Whenever the need arises, the President may create additional positions of Associate Dean or Deputy Director upon recommendation of the
Dean and concurrence of the Chancellor
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Annex 1: Memorandum No. OVCAA MTTP 22-007: Guidelines on Administrative Load
Credits issued on 02 November 2022"°

OFFICE OF THE VICE CHANCELLOR FOR ACADEMIC AFFAIRS
UNIVERSITY OF THE PHILIPPINES DILIMAN

R TF Di

n, Quezon City 1101

m“fﬂﬁ.]ipd@.'i’p. du.ph

MEMORANDUM NO. OVCAA MTTP 22-077

TO H All Deans, Directors and Heads of Academic Units

FROM H MA. THERESA T. PAYONGAYONG, PhD
Vice-Chancellor for Academic Affairs

SUBJECT H Guidelines on Administrative Load Credits

DATE H 02 November 2022

This is to inform you that the Board of Regents, through President Danilo L. Concepcion, has
approved the recommendations of the UP Diliman Administrative Load Credits (ALC) Committee
on October 10, 2022 for system-wide implementation. Please be guided by the following policies
on ALC assignments and entitlements, as summarized below:

* Onthe FACULTY LOAD CREDIT, the following policies are retained:

v Regular full-time faculty members must have a minimum of 12 units per semester or 24
units per Academic Year (AY). Those WITHOUT administrative position/s require a
minimum of six (6) units Teaching Load Credit (TLC) per semester.

¥ Regular full-time faculty can have a maximum total load credit [the sum of TLC, ALC,
Extension Load Credit (ELC), Research Load Credit/Creative Workload Credit
(RLC/CWLC), and Study Load Credit (SLC)] of 18 units per semester or 36 units per
Academic Year.

* To further improve the distribution of faculty load credits, the Committee recommended the
digitization of the Faculty Service Record (FSR) with the collaboration of the following
Offices/Systems, namely: Computerized Registration System (CRS), Human Resource
Development Office (HRDO), Office of the Vice Chancellor for Research and Development
(OVCRD), and Office for the Advancement of Teaching (OAT).

* The Committee also recommended the alignment of deadlines of load credits by the OAT, HRDO
and OVCRD to ensure that the FSR can be generated by the CRS one week before the deadline
for its submission.

* On FIXED AND VARIABLE ALCs

¥v" The Committee has come up with an updated table on ALC assignments, covering
“fixed" and "variable" ALCs, and other positions already existing in some colleges.
(Please refer to the Table provided in the link below.)

' You may view an electronic copy of Memorandum No. OVCAA MTTP 22-077 at the OVCAA
website here.
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¥ For other administrative positions not mentioned in the Table, ALC units may be
given, subject to the approval of the Chancellor. The recommended ALC units
should be based on the level of difficulty of the required tasks, the nature of the
functions, the size of the college/department, and the approved organizational
structure.

v Further, recommendations not covered by the existing organization structure must
come with strong justifications and updated organizational structures.

* On REVISED COMPUTATION FOR TOTAL COLLEGE ALC ALLOCATION

¥" The Committee has deemed it necessary to change the current College ALC
Allocation Formula, given the reorganizations and additional mandated
administrative positions resulting from the expansion of the University’s functions.

¥ The factor of the current formula for total college ALC allocation will be changed
from .85 unit to one (1) unit, effectively increasing the ALC load credit allotment for
each faculty member.

For the full details on the above-mentioned policies, please refer to this LINK to the approval of
the proposed revised ALC of UP Diliman.

Thank you for your usual cooperation.
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Annex 2: Progress report of the Administrative Load Credit Committee of UP Diliman as
of 23 December 2021"

UNIVERSITY OF THE PHILIPPINES
3F, Quezon Hall, Diliman, Quezon City
Tele/Fax: (632) 962-6345; 9818722,

DR 18500 local 2528
Email: ovpaat@up.edu.ph

Office of the Viee President for Academic AfTairs

7 Dctober 2022

f Jﬁ%{/}‘j 5

DANILO L. GONGEPGION W.{f ;
!

)
President <N rr
University of the Philippines ,--'}; \ 00T 10 209
L4 _
Dear President Concepcion: g

May | now formally endorse the following proposals for your approval:

* The PROPOSED PAYMENT SCHEMES FOR RENEGING FELLOWS based on
previous BOR-approved policies; and the PROPOSED IMPLEMENTING
GUIDELINES ON THE GRANT OF FELLOWSHIPS/SCHOLARSHIP PRIVILEGES AMD
THE SETTLEMENT OF CONTRACTUAL OBLIGATIONS

=  The revised PROPQSED ADMINISTRATIVE LOAD CREDITS (ALC) OF UP DILIMAN
far the adoption of other constituent universities (CUs).

The President’s Advisory Council endorsed both proposals for your approval in its 385" PAC
meeting on 19 April 2022, In the case of the ALC proposal, the PAC endorsed it with no
comments. The Board of Regents also delegated the authority to approve ALCs to the
President or Chancellors in its 1371% meeting on 8 June 2022,

In the case of the Proposed Payment Schemes for Reneging Fellows, the PAC raised several
comments that the proponents responded to, as reflected in the table below:

COMMENT/SLGHESTION

ACTIOMNAESFOMSE
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an [he Srant of
FaollowshipSchalarsnp
Previegis and the
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Oisligatians

Erparsts comemdies phal iooa e matles
rotied w Sanoatcal

Paymant Scheme fer

Ronoging Faliows

The PAC smo requesied lor Ariher diaausmay
rogarmng feeca Datal,

H the propoal b gorg o b impleseried scooes
G, ab lloms miomng enly 1 U Diman mus
b changed fag., GU HADO insosd of LUPD
HADD, O Accourfisy Ofen imssd of UPD
Aocounting Offsca, eac )

Tha committes dacussed the srpicabions of o
Bumty  Contrmrl Agreemmrd, . suoh  as
Performance fonds. Thes oo e mcluded in
BChGlF R CORTRAGE AR AN SETGA OF nenLTRTTY.

Thu AL recommmnds oo or s of
“retem B The Uewensly as o EaEcEno
Appoiriee” e oo o S Tyios o eeoogemE
uncor payrnent i lend. [See Tagle 20 Paymen
Hingd page 11, jlem 14}

Thank you for considering this endorsement.

Yours

s

Maria Cynthia Rose B. Bautista
Vice-President for Academic Affairs

" You may view an electronic copy of the Progress Report of the Administrative Load Committee here

The propasal inohuden 3 secten on Specis S, st
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Administrative Load Credits (ALC) Committee
PROGRESS REPORT AS OF 23 DECEMBER 2021

BACKGROUND ﬁ/fﬁi}M \65{“‘ " 10 gy

The Administrative Load Credits (ALC) Committee conducted twﬁT’{i workshups on 15 December
2020 and 16 December 2021 to finalize the committee recommendations on ALC assignments and
entitlerments. The objectives of the workshops were:

1. Synthesize the data collected from all academic units of UP Diliman;

2. Account for the varying factors in assigning ALC across academic units including, but not
limited to: student population, number of degree programs, and research and extension
seryvices: and

3. Submit a report with recommendations on ALC assignments and entitlements (e.g,, ALC #
Honoraria, ALC only, Honoraria only) which may be fixed or variable.

During the initial meetings, the members had agreed that since the positions with fixed assignments
are already articulated in the Faculty Manual, the focus will then be only on the variable ALCs which
need to be standardized. Moreover, they apreed to standardize and differentiate the assignment of
these variable ALCs according to the size of the unit (small, medium, large, and extra-large), number
of degree programs, and number of research and extensian services.

OUTPUTS
A, FACULTY LOAD CREDIT

The committee discussed the need to codify existing practices that stipulate when the ALC can be
downgraded to 6 units; or when the ALC can be upgraded to 12, or 9 units; or when to add the
vatiable ALCs with 1-3 units, especially for positions nat identified in the Faculty Manual. The
Committee agreed on the retention of the following paolicies on the Faculty load credit;

1. Regular full-time faculty members must have a minimum of 12 units per semester er 24 units
per Academic Year (AY).

o Those WITHOUT administrative position/s reguire a minimum of & units Teaching Load
Credit (TLC) per semester; the remaining units will be allocated for Extension Load
Credit (ELC), Research Load Credit/Creative Workload Credit (RLC/CWLC), or Study
Load Credit {SLC).

2. Regular full-time faculty can have a maximum total load credit (the sum of TLC, ALC, ELC,
RLC/CWLC, and SLC) of 18 units per semester or 36 units per Acadernic Year,
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o Only the combined TLC + ALC units (the latter to be covered by an official
appointment) in excess of 12 units is subject to overload pay.

o Perthe Faculty Manual Interim (2011), Section 4.3 (a):

The maximum credit for research work (Research Load Credit or RLC), creative work
{Creative WorkLoad Credit or CWLC), or any other form of productive scholarship or
community extension service shall be six (6) units per semester. This shall not be used
as basis for claiming honorarium for overload teaching.

o Faculty members should submit their requests for Study Load credits to the Office for
Advancement of Teaching (OAT) for approval.

To further improve the distribution of faculty load credits, the Committee recommends the
digitization of the Faculty Service Record (FSR) with the collaboration of the following
Offices/Systems which shall be the data sources on the various load credits, namely:

the Computerized Registration System (CRS) - TLC

the Human Resource Development Office (HRDO) - ALC

Office of the Vice Chancellor for Research and Development (OVCRD) - ELC, RLC/CWLC
Office for the Advancement of Teaching (OAT) - SLC.

bl B

The Committee also recommends the alignment of deadlines of load credits by the OAT, HRDO and
OVCRD in time for the submission of the FSR. This will ensure that the FSR can be generated by the
CRS a week before the deadline for the submission of the FSR.

B. FIXED AND VARIABLE ALC

The Committee agreed to come up with an updated table on ALC assignments. In addition to "fixed"
and "variable" ALCs, the new table will include "Others" for positions that are already existing in
some colleges and are credited with a range of 1-3 ALC units. The actual ALC unit to be given will be
determined by the recommending college/department/institute. Their recommendations should be
based on the nature of the functions, approved organizational structure, size of the
college/department, and the level of difficulty for performing the required tasks,

Further, recommendations not covered by the existing organization structure must come with strong
justifications and updated organizational structures.
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TABLE OF POSITIONS WITH FIXED ALCs

ADMINISTRATIVE POSITION ALC
President, Vice Presidents, University Secretary, Chancellors, Assistant Vice
Presidents, Assistant University Secretary, University General Counsel, Vice 12 units

Chancellors, PGH Director
Faculty Regent, Deans, University Registrars, System Directors, Directors of principal
units {defined as those who hold Director 1 positions and head offices under the Office

9 units®
of the Chancellor)
Assistant Directors of System Offices, Constituent University Directors, Directors of
sub-units (defined as those who hold Director 2 positions and head Centers,
Institutes and Programs), Director of National Centers of Excellence, and High 6 units**
School Principals
E)
L1
TABLE OF POSITIONS WITH VARIABLE ALCs
ADMINISTRATIVE POSITION ALC (UNITS)
College Total Student Population less | 200 to | 1,000 to | >=3,000
than |less less
200 | than than
1,000 | 3,000
1. College Secretaries, Directors of Institutes, 3 3 6 6
Chairpersons of Departments

2. One 1 Associate Dean
- For every 50 full-time faculty AND 200 or more | - 3 6 6
student majors, {per the Faculty Manual):

3. One Assistant College Secretary (maximum of 2} | - - 3 3
- For every 1,000 student majors:

4. Deputy Director - unit level
- Provided that the Center/Institute has 50 or

more full-time professional and administrative staff: | - 3 3 3

5. Graduate Program Coordinator - unit level 2 3 a 3

6. NSTP Coordinator (for units offering NSTP | 3 3 3 3
courses)

7. College QA Officer 3 3 3 3
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B. Data Protection Officer/ FOI Officer 3 3 3 3
Institute/ Department Total Student Population less | 200 to|500 to|>=1,000
than | less less
200 |than than
500 1,000
For 25 regular faculty/staff members andfor 100 student
majors:
Institute Deputy Director / Department Assistant | 3 3 3 3
Chair
Anather Institute Deputy Director/ Department Assistant Chair may
ofso be appeinted if the number of regular faculty/staff members is 50
or more and/or that of student majors is 200 or mare, provided that
an Associgte Dean / Deputy Director at the College level has not been
oppointed/recommended,
Whenever the need arises, the President may create additional
pasitions of Associate Dean or Deputy Director upan recommendation
of the Deoan ond concurrence of the Chancelior,
Institute/ Department QA Officer 3 3 3 3
Laboratory Head 12 |12 1-2 1-2

For other administrative positions not mentioned above, ALC units may be given subject to the
approval of the Chancellor. The recommended ALC units should be based on the level of difficulty of
the required tasks, the nature of the functions, the size of the college/department, and the approved
organizational structure.

The committee also agreed that the ALC units of an “Assistant” position should not be greater than
or equal to the position being assisted.

C. REVISED COMPUTATION FOR TOTAL COLLEGE ALC ALLOCATION

The Committee has deemed it necessary to change the current College ALC Allocation Formula as the
University has grown and expanded its functions, thereby resulting in reorganizations and additional
mandated administrative positions {example: college-level and unit-level Quality Assurance Officers).
Furthermare, given that an increasing number of our faculty members have been tapped to perform
administrative tasks for UP Diliman and even at the Systern level, this has prompted the need to
assign more ALC units as shown in the proposed increase below:
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FROM:
PT .
[Fr-r -i-]x .85=toial college ALC allocation

TO:

(.FT+ %]x JALC =total college ALC allocation

Replacing the factor of the current formula for total college ALC allocation from .85 unit to 1 unit
effectively increases the ALC load credit allotment for each faculty member, in addition to the nine
{9) units of TLC and two (2) units for RLC/ CWLC, ELC and SLC. Two (2) units are allocated to RLC and
ELC to give premium to the research functions of the university, while the 1 unit to ALC reflects the
University's growing need for administrators to perform its other mandated functions.

Lastly, providing a higher multiplier to the formula will take into consideration all administrative
positions not included in the given lists and the upcoming positions that will be created as the need
arises.
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