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21 March 2024

MEMORANDUMNO. QAO ACM 2024-001

TO: Deans of Academic Units

FROM: Professor Aura C. Matias, PhD.
Director, 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)1.

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 Committee2

that were later endorsed by the President’s Advisory Council3 to the Board of Regents and
approved by President Danilo Concepcion.

The ALC Committee revised the formula for College ALC allocation as follows 4:

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.

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

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

1 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.
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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 population5

For colleges with a
student population
less than 200

For colleges with a
student population

of 200 to 999

For colleges with a
student population
of 1,000 to 2,999

For colleges with a
student population
of 3,000 and above

ADMINISTRATIVE POSITION/S ADMINISTRATIVE LOAD CREDITS

College Secretaries, Directors of Institutes,
Chairpersons of Departments

3 3 6 6

One (1) Associate Dean for every 50 full-time
faculty AND 200 or more student majors6

- 3 6 6

One (1) Assistant College Secretary
(maximum of two (2)) for every 1,000 student
majors

- - 3 3

Deputy Director (unit level) provided that - 3 3 3

6 Per Faculty Manual Section 3.4.1.1.2 Officials of Academic Units-Associate Dean

5 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.
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For colleges with a
student population
less than 200

For colleges with a
student population

of 200 to 999

For colleges with a
student population
of 1,000 to 2,999

For colleges with a
student population
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)
Coordinator7

3 3 3 3

College Quality Assurance Officer 3 3 3 3

Data Protection Officer/ Freedom of
Information Officer

3 3 3 3

7 For units offering NSTP Courses
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Table 2: Administrative Load Credits of specific administrative positions in Departments/ Institutes based on student population8

For a Department/
Institute with a

student population
of less than 200

For a Department/
Institute with a

student population
of 200 to 499

For a Department/
Institute with a

student population
of 500 to 999

For a Department/
Institute with a

student population
of 1,000 and above

ADMINISTRATIVE POSITION/S ADMINISTRATIVE LOAD CREDITS

For regular faculty/ staff members and/or 100
student majors: Institute Deputy Director/
Department Assistant Chair9

3 3 3 3

Institute/ Department Quality Assurance
Officer

3 3 3 3

Laboratory Head 1-2 1-2 1-2 1-2

9 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

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.
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Annex 1: Memorandum No. OVCAAMTTP 22-007: Guidelines on Administrative Load
Credits issued on 02 November 202210

10 You may view an electronic copy of Memorandum No. OVCAA MTTP 22-077 at the OVCAA
website here.
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Annex 2: Progress report of the Administrative Load Credit Committee of UP Diliman as
of 23 December 202111

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