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CODE OF CONDUCT AND ETHICAL STANDARDS

Article 81 - General Provisions
Section 1. All College personnel shall observe the rules implementing the
provisions of Section 12 of Republic Act 6713, otherwise known as the “Code
of Conduct and Ethical Standards for Public Officials and Employees.”
Section 2. The rules shall be interpreted in the light of the Declaration of
Policy found in Section 2 of the Code.

“It is the policy of the State to promote high standard of ethics in public
service. Public officials and employees shall at all times be accountable to the
people and shall discharge their duties with utmost responsibility, integrity,
competence, and loyalty, act with patriotism and justice, lead modest lives
and uphold public interest over personal interest.”

Article B2 - Administrative Discipline
Section 1. No officer, faculty member or non-teaching personnel of the
College shall be suspended or dismissed except for cause as provided by law
and after due process.
Section 2. The provisions of the Civil Service Law and Rules and Regulations
of Administrative Discipline, Revised Rules on Administrative Cases shall
apply in proceedings against Polytechnic personnel.

Chapter XX
COMPLAINTS AND GRIEVANCE MACHINERY

Article 83 - General Provisions
Section 1. Any faculty member or non-teaching personnel of the College
shall have the right to present his complaints and grievance to management,
which shall be resolved as expeditiously as possible in accordance with
Polytechnic policies and procedures.
Section 2. A College grievance committee shall be created in accordance
with existing laws and regulations.
Section 3. The Grievance Machinery of the Polytechnic shall be observed in
matters of complaints and grievances,

Chapter XXI
EMPLOYEE ORGANIZATIONS AND ASSOCIATIONS

Article 84 - General Provisions

Section 1, All College personnel may form, join or assist employees’
organization of their own choosing for the furtherance and protection of their
interests. They can also form in conjunction with appropriate government
authorities, labor management committee work councils and other forms of
workers participation scheme to achieve the same objectives, provided that
their objectives are not inimical to the interest of the College and the
government. They shall submit to the College President a copy of their
constitution and by-laws and a list of the officers and members.
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2004-3 (Conversion of Positions Performing Staff/fNontechnical Functions.
(Appendix I)

10. EMPLOYEE RELATIONS

10.1  Nepotism

CSC MC No. 53, s 1990 reclassifies nepotism as a grave offense
punishable by dismissal.

1. As determined by the Governing Board, members of the immediate
family of MPSPC employees will not be hired if:

a) One member would have the authority or practical power to
supervise, hire, remove or discipline the other,;

b) One member would be responsible for financially auditing the work
of another:;

c) One member would handle confidential material which might create
the appearance of improper or inappropriate access to that material by the other.

If two employees in such positions become so related to one ancther, one
must be transferred to another department where the reporting, auditing or
supervisory relationship does not exist or where the employees are not reporting
directly to the same supervisor.

If a transfer cannot be accomplished due to an unavailability of an open
position, one of the employees must resign. The decision as to which employee
will transfer or resign will be made in the first instance by the employee involved.

If the employees do not decide which employee will transfer or resign
within 15 days after becoming related to one another, the President, with the
approval of the Selection Board shall determine which employee will transfer or
resign based on the best interest of MPSPC.

10.2 Conflicts of Interest

MPSPC expects that employees will perform their duties conscientiously,
honestly and in accordance with the best interests of the College. Employees
must not use their position or the knowledge gained as a result of their position
for private or personal advantage.

Conflicts of interest, real or apparent, the acceptance of gratuitous and
outside employment relating to services normally provided by the College, is
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deemed to adversely affect employee performance and is therefore subject to
disciplinary action.

No employee shall have any financial interest in any contract, service or
other work performed by the College, nor personally benefit directly or indirectly
from any contract, purchase, sale, or service between the College and any
person or entity.

Further, RA 6713 (The Code of Conduct and Ethical Standards for Public
Officials and Employees and its Implementing Rules and Regulations) mandates
government employees to file statements, assets, liabilities and disclosure of
business interests and financial connections.

10.3 Harassment

MPSPC prohibits any form of physical, verbal, or sexual harassment of
any of its employees in the work place by any person.

Also, MPSPC adopts the Policy on Sexual Harassment in the Workplace
(CSC MC No. 19, s. 1994) and the Implementing Rules and Regulations on RA
7877 ( An Act Declaring Sexual Harassment Unlawful in the Environment,
Education or Training Environment and for Other Purposes).

All actions taken to resolve complaints of harassment shall be confidential.
Retaliatory action against an employee who charges harassment will be subject
to appropriate sanctions, up to and including termination.

11. Amendment

For purposes of congruency and relevance, this manual may be amended
through the recommendation of the Director of Supply and Property Management
to the College President who will endorse the same for the deliberation and

subsequent approval of the Administrative Council.

12. Repealing Clause

All other guidelines of the same purpose, issued in full or in part by the
College, if any, contrary to or inconsistent with any provisions of this manual is
hereby repealed, modified or amended accordingly.

13. Separability Clause

If there are any provisions in this manual, or application of such provisions
to any circumstance, is found to be invalid and unlawful, the other provisions not
affected thereby shall remain valid and subsisting.

Human Resources Management Office
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VISION

An internationally recognized
university for cultural continuity and
innovations that transforms lives.

MISSION

MPSU shall pursue responsive
instruction and innovation to
produce resilient citizens who
contribute to sustainable
development.

GOALS

. Attain quality and excellence in
instruction, innovation, research,

extension, and resource
generation for sustainable
development.

2. Advance and promote
comprehensive global

engagement  and
collaborations.

. Foster a vibrant, inclusive and
diverse academic environment
for cultural dynamism and
continuity.

. Enhance efficiency and cost-
effectiveness of management in
the delivery of quality services
Sustain  harmony  within  the
University and with stakeholders
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QUALITY POLICY

MPSU in its aim to fully enhance its
programs and services commits to
deliver high standards of
satisfaction responsive to the
needs of its clients and compliant
to applicable statutory and
regulatory requirements while
continually improving ifs systems
and processes.

LINKAGES
W

@ FULBRIGHT

auar gz U
¥ DALHOUSIE
" UNIVERSITY

o-‘“".u Univer Nl\
‘DN S “Reeina
Vo 58@s
WIS IS
[ ] TC)

..,

O
GANFAT s
ERSITY

ONIvE

I .

MPSU’s Principles on Corruption and Bribery in Compliance
with ARTA and the Citizens' Charter

Mountain Province State University (MPSU) is committed to creating a
transparent, accountable, and corruption-free environment. The
institution adheres strictly to the principles outlined in the Anti-Red Tape
Act (ARTA) and the Citizens' Charter, both of which aim to improve public
sector service delivery, reduce corruption, and ensure that citizens receive
services in a timely, efficient, and ethical manner.

By integrating anti-corruption measures with streamlined public services
as mandated by ARTA and further supported by the Citizens' Charter,
MPSU ensures that its operations reflect a strong commitment to fairness,
integrity, and public accountability.

1. Zero Tolerance for Corruption and Bribery

MPSU has a zero-tolerance policy towards corruption and bribery, in line
with the institution’s core values of integrity, accountability, and
transparency. This policy is strictly enforced through clear codes of
conduct that govern the behavior of all employees, faculty, and
administrators. The university upholds the highest ethical standards,
ensuring that all financial transactions, procurement processes, and
student services are conducted without the influence of bribery or corrupt
practices.

The implementation of an anti-corruption framework extends across all
areas of the institution's operations, including but not limited to:

e Admissions and enrollment procedures

e Procurement processes

e Faculty and staff recruitment

e Disbursement of financial assistance and other benefits

By instituting these protocols, MPSU ensures that services are delivered
fairly and without external influence, fostering a culture of trust and ethical
governance.

2. Compliance with the Anti-Red Tape Act (ARTA)

The Anti-Red Tape Act (ARTA) was enacted to streamline government
processes, reduce unnecessary bureaucratic delays, and promote
transparency and efficiency in government services. MPSU is fully
compliant with ARTA, which guides the institution in ensuring that
services are delivered promptly, efficiently, and without corruption. The
University adopts simplified processes and clear guidelines for all services,
reducing red tape and making public service more accessible and efficient.
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Under ARTA, MPSU implements the following strategies:

e Streamlined Processes: By reducing unnecessary documentation
and simplifying approval procedures, the University ensures that
services such as enrollment, faculty appointments, and
procurement are processed efficiently and without delays. This
reduces the potential for corruption that often arises from
complicated, unclear, or lengthy processes.

e Service Standards and Timeframes: MPSU is committed to
establishing clear timelines for each service it offers. These service
standards are communicated transparently to the public, ensuring
that students, faculty, and other stakeholders know exactly what to
expect from the institution.

e Regular Monitoring and Reporting: MPSU continuously monitors
its service delivery to ensure compliance with the set standards and
to prevent delays. Feedback mechanisms allow students, faculty,
and staff to report issues with service delivery or allegations of
unethical practices, which are then promptly addressed by the
administration.

3. Adherence to the Citizens’ Charter

The Citizens’ Charter is a critical tool in ensuring that public service
providers, including government agencies and educational institutions like
MPSU, comply with the principles of transparency, accountability, and
efficiency. It outlines the rights of citizens and the obligations of the
government in providing services.

MPSU adheres to the Citizens’ Charter by ensuring the following:

e Clear and Accessible Information: The University provides
detailed information on its services, including the steps involved, the
required documents, service fees (if applicable), and expected
timeframes for completion. This information is made readily
accessible to all students and stakeholders, whether online or
through physical platforms such as bulletin boards.

e Customer-Oriented Service: MPSU prioritizes the needs of its
stakeholders by adopting a customer service approach to all of its
administrative processes. Whether it is a student applying for
financial aid or a faculty member requesting professional
development support, MPSU ensures that services are not only
accessible but also responsive to the needs of the community.

e Feedback and Complaint Mechanisms: The Citizens' Charter
requires institutions to provide mechanisms through which citizens
can provide feedback and file complaints. MPSU has established
multiple channels for stakeholders to report grievances, whether
through online platforms, direct meetings with administrators, or
formal complaint procedures. These complaints are promptly
addressed, ensuring that the institution’s services are consistently
aligned with the needs and expectations of its stakeholders.
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Performance Monitoring and Evaluation: MPSU regularly
evaluates its performance against the standards set in the Citizens'
Charter. This ensures that the institution continuously improves its
services and meets the expectations of the public, while also
adhering to anti-corruption standards. These evaluations include
internal audits, feedback collection, and assessments based on clear
performance metrics.

4. Transparency and Accountability

One of the fundamental principles of both ARTA and the Citizens' Charter
is transparency. MPSU ensures transparency in all its dealings by making
information readily available to the public. This includes:

Public Posting of Service Standards: MPSU posts its service
standards, fees, and required documents for all major
administrative processes, ensuring that the public is well-informed
about what to expect.

Open Procurement Processes: The procurement process at MPSU
is transparent and follows all legal and regulatory requirements. By
adhering to the principles set forth by ARTA, the university ensures
that procurement activities are conducted fairly, without favoritism,
and free from corruption or undue influence.

Annual Reporting: MPSU publishes annual reports that outline its
financial status, operational activities, and performance against
established goals. These reports are made available to the public to
foster trust and accountability.

5. Internal Control and Monitoring Mechanisms

To further ensure compliance with anti-corruption and anti-bribery
policies, MPSU has established internal control systems. These systems
monitor the institution’s activities, ensuring that all processes are carried
out in accordance with the law and institutional policies.

The University also implements regular audits and performance reviews
to identify any weaknesses or areas where unethical practices might occur.
By maintaining rigorous oversight, MPSU ensures that its services are not
only efficient but also free from corruption.

MPSU’s commitment to anti-corruption and anti-bribery principles is a
cornerstone of its operation and public service. By adhering to the Anti-
Red Tape Act (ARTA) and the Citizens' Charter, MPSU ensures that its
services are delivered efficiently, transparently, and in a manner that
upholds the highest standards of integrity. The institution's commitment
to these principles helps foster a fair, ethical, and accountable educational
environment where all stakeholders can trust that their needs will be met
without the influence of corruption or bribery. Through ongoing efforts to
streamline processes, maintain transparency, and promote accountability,
MPSU sets a model for good governance in public education.
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CERTIFICATE OF COMPLIANCE
Year: 2024

Pursuant to Republic Act No. 11032: An Act Promoting Ease of Doing Business and Efficient Delivery of
Government Services, amending for the purpose Republic Act No. 9485, otherwise known as the Anti-
Red Tape Act of 2007, and for Other Purposes

I, Edgar G. Cue, Filipino, of legal age, SUC President |l of the Mountain Province State Polytechnic
College, the person responsible and accountable in ensuring compliance with Section 6 of the R.A. 11032
or the Ease of Doing Business and Efficient Government Service Delivery Act of 2018, hereby declare and
certify the following facts:

1) The Mountain Province State Polytechnic College including its 2 Campuses has established its
most current and updated Citizen’s Charter pursuant to Section 6 of R.A. 11032, its Implementing
Rules and Regulations, and the relevant ARTA Issuances

Citizen' Charter Handbook Edition: Year 2024, 1 edition

The following required forms of posting of the Citizen’s Charter are present:

/ Citizen's Charter Information billboard
(In the form of interactive information kiosks, electronic billboards, posters, tarpaulins standees, others)
/ Citizen's Charter Handbook
(Aligned with Reference B of ARTA Memorandum Circular No. 2019-002)

1 / Official website/Online Posting

3) The Citizen's Charter Information Billboard enumerates the following information:

External services;

Checklist of requirements for each type of application or request;
Name of the person responsible for each step;

Maximum processing time;

Fee/s to be paid, if necessary; and

Procedure for filing complaints and feedback.

4) The Citizen's Charter Handbook enumerates the following information:

a. Mandate, vision, mission, and service pledge of the agency;
b. Government services offered (External and Internal Services);
i. Comprehensive and uniform checklist of requirements for each type of application or
request;
Classification of service;
Type of transaction;
Who may avail,
Client steps and agency actions to obtain a particular service,
Person responsible for each step;
Processing time per step and total,
Feels to be paid per step and total, if necessary.
Procedure for filing complaints and feedback;
Contact Information of ARTA, Presidential Complaints Center (PCC), and CSC Contact
Center ng Bayan in the complaints mechanism; and
List of Offices




The Citizen’s Charter Information Billboard is posted at the main entrance of the office or at the
most conspicuous place of all the said service offices

The printed Citizen's Charter Handbook is placed at the windows/counters of each frontline offices
to complement the information on the services indicated in the Information Billboard.

The Citizen’s Charter Handbook version is uploaded on the website or any online platform available
of the agency/LGU through a tab or link specifically for the Citizen’s Charter, located at the most
visible space or area of the official website or the online platform available.

The Citizen's Charter is written either in English, Filipino, and/or in the local dialect and published
as an information material.

There is an established Client Satisfaction Measurement per service.

This certification is being issued to attest to the compliance of the agency with the foregoing statements

that can be validated by the Authority.

EDGAR G. CUE
SUC President Il
Mountain Province State Polytechnic College
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