ISO 9001:201¢

MINDANAO STATE UNIVERSITY
lligan Institute of Technology

QUALITY MANUAL




Mindanao State University Reference Number: [IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O]U/NRRR@ " V:\\IU/A\Bl Revision Number: 0

Revision Date:

TABLE OF CONTENTS

0.0  Revision History and Approval

1.0  Introduction
1.1  Scope and Context of the Manual
1.2  System of Amendment and Revision
1.3  Confidentiality and Distribution

2.0 Definition of Terms and Acronyms

3.0 Profile of the Organization
3.1 Mandate

3.2 History
3.3 Vision
3.4 Mission

3.5 Core Values

3.6  University Seal

3.7  University Color

3.8 Organizational Chart
3.9 Governing Body

3.9.1 The Board of Regents
3.9.2 The University Council

3.10 The Administration
3.10.1 The University President
3.10.2 University Vice Presidents
3.10.3 University Secretary
3.10.4 The Chancellor of MSU-IIT
3.10.5 Vice Chancellors of MSU-IIT

3.10.5.1 Vice Chancellor for Academic Affairs

3.10.5.2 Vice Chancellor for Administration and
Finance

3.10.5.3 Vice Chancellor for Planning and
Development

3.10.5.4 Vice Chancellor for Research and Extension

Page 1 of 29




) Mindanao State University Reference Number: 1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O]U/NRRR@ " V:\\IU/A\Bl Revision Number: 0

Revision Date:

3.11 Offices of the Mindanao State University-lligan Institute of Technology
3.11.1 Office of the Chancellor
3.11.1.1 Office of the Campus Secretary

3.11.1.2 Office of Publication and Information

3.11.1.3 Institute for Peace and Development in
Mindanao

3.11.1.4 Information and Communication

Technology Center
11.1.5 Office of Alumni Relations and Placement
11.1.6 Internal Audit Services Unit
A11.1.7 Budget Management Office
11.1.8 Bids and Awards Committee and the Office
of the BAC Secretariat
3.11.1.9 Sports Development Office
3.11.1.10  Legal Services Office
3.11.1.11  Manila Information and Liaison Office
3.11.2 Office of the Vice Chancellor for Academic Affairs
3.11.2.1 Office of the Institute Registrar
3.11.2.2 Office of Admissions and Scholarship

Administration

11.2.8 MSU-IIT Center for eLearning
11.2.9 College of Arts and Social Science

3.11.2.3 Department of Student Affairs
3.11.2.4 Institute Library

3.11.2.5 Cultural Development Office
3.11.2.6 National Service Training Program
3.11.2.7 Guidance and Counseling Center
3

3

3

.11.2.10  College of Business Administration and
Accountancy

.11.2.11  College of Education

11.2.12 College of Engineering and Technology

11.2.13 College of Nursing

.11.2.14  College of Science and Mathematics

Page 2 of 29




Iligan Institute of Technology | Effectivity Date: January 1, 2017

Q Mindanao State University Reference Number: 1IT-QM-9001:2015

(O]U/NRRR@ " V:\\IU/A\Bl Revision Number: 0

Revision Date:

3.11.3

3.11.4

3.11.5

3.11.2.15 School of Computer Studies
3.11.2.16  School of Graduate Studies
Office of the Vice Chancellor for Administration and
Finance
11.3.1 Human Resource Management Division
11.3.2 Medical and Dental Health Services Division
11.3.3 Physical Plant Division
11.3.4 Cashiering Division

11.3.5 Accounting Division

3

3

3

3

3

3.11.3.6 Procurement Services Division

3.11.3.7 Supply and Property Management Division

3.11.3.8 Security and Investigation Division

3.11.3.9 Income Generating Project

3.11.3.10 Institute Hostel

3.11.3.11 Graduate School Dormitory

Office of the Vice Chancellor for Planning and

Development

3.11.4.1 Institutional Planning and Development
Services Office

3.11.4.2 Office of International Affairs

3.11.4.3 Quality Assurance Management Services
Office

Office of the Vice Chancellor for Research and Extension

3.11.5.1 Department of Research

3.11.5.2 Department of Extension

3.11.5.3 Technology Application and Promotion Unit

3.11.5.4 Intellectual Property Unit-Innovation and

Technology Support Office

3.11.5.5 Center for Local Governance Studies
3.11.5.6 Gender and Development Center

3.11.5.7 Mindanao Center for Resiliency

3.11.5.8 CHED Philippine Higher Education Research

Network Center

Page 3 of 29




Mindanao State University Reference Number: 1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O]U/NRRR@ " V:\\IU/A\Bl Revision Number: 0

Revision Date:

3.12 MSU-IIT Advisory Council
4.0 Context of the Organization
4.1 Programs and Services
4.1.1 Programs
4.1.2 Services
4.2  Stakeholders
4.2.1 ldentification of Stakeholders
4.2.2 Needs and Expectations of Stakeholders
5.0 Quality Management System
5.1 Scope of the Quality Management System
5.2  Quality Management System Framework
5.3  Quality Management System Awareness
5.4 Amendment and Revision of the Quality Management System
5.4.1 Purpose of Amendment and Revision
5.4.2 Amendment and Revision Process
5.4.3 Allocation and Reallocation of Responsibilities and Authorities
6.0 Documented Information
6.1 Documentation Structure
6.2  Control of Documents
6.3  Control of Records
7.0 Leadership and Governance
7.1  Leadership and Commitment
7.1.1 General
7.1.2 Customer Focus
7.2  Quality Policy
7.2.1 Establishment of the Quality Policy
7.2.2 Communicating the Quality Policy
7.2.3 Quality Policy Statement
7.3 Organizational Roles, Responsibilities and Authorities
7.3.1 Delineation of Roles, Responsibilities and Authorities
7.3.2 Service Level Agreements
7.4  Communication
7.4.1 Internal Communication

7.4.2 External Communication

Page 4 of 29




Mindanao State University Reference Number: 1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O]U/NRRR@ " V:\\IU/A\Bl Revision Number: 0

Revision Date:

8.0  Planning
8.1 Quality Objectives
8.1.1 Identification of Quality Objectives and Metrics
8.1.2 Statement of Quality Objectives
8.1.3 Communicating the Quality Objectives
8.1.4 Achieving the Quality Objectives
8.1.5 Monitoring and Evaluation of Quality Objectives
9.0 Resources
9.1 Provision and Management of Resources
9.1.1 Human Resources
9.1.2 Infrastructure
9.1.3 Work Environment
9.2  Monitoring and Evaluation of Resources

9.2.1 Monitoring and Evaluation Processes

9.2.1.1 Human Resources
9.2.1.2 Infrastructure
9.2.1.3 Work Environment

9.3  Monitoring and Evaluation Tools
9.3.1 Human Resources
9.3.2 Infrastructure
9.3.3 Work Environment
9.4  Organizational Knowledge
9.4.1 Code of Governance
9.4.2 Citizen’s Charter
9.4.3 Transparency Seal
10.0 Competence
10.1 Competency Assessment and Evaluation
10.2 Alignment of Competencies
10.3 Addressing Competency Gaps and Needs
11.0 Product and Service Development
11.1 Operational Planning and Control
11.2 Requirements for Products and Services
11.2.1 Customer-Related Activities

11.2.2 Customer Communication

Page 5 of 29




Mindanao State University Reference Number: 1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O]U/NRRR@ " V:\\IU/A\Bl Revision Number: 0

Revision Date:

11.2.3 Determining Customer Requirements
11.2.4 Review of Customer Requirements
11.2.5 Changes in Customer Requirements

11.3 Design and Development of Products and Services

11.3.1 Design and Development Planning
11.3.2 Design and Development Inputs
11.3.3 Design and Development Controls
11.3.4 Design and Development Outputs
11.3.5 Design and Development Changes
11.4 Control of Externally Provided Processes, Products and Services
11.4.1 Type and Extent of Control
11.4.2 Information of External Providers

11.5 Production and Service Provision

11.5.1 Control of Production and Service Provision
11.5.2 Identification and Traceability

11.5.3 Third Party Property

11.5.4 Preservation

11.5.5 Post-Delivery Activities

11.5.6 Control of Product and Service Changes

11.6 Release of Products and Services
11.7 Control of Non-Conforming Outputs
12.0 Performance Evaluation

12.1 Monitoring, Measurement, Analysis and Evaluation

12.1.1 General
12.1.2 Customer Satisfaction
12.1.3 Analysis and Evaluation

12.2 Internal Audit

12.3 Management Review

12.3.1 General
12.3.2 Management Review Inputs
12.3.3 Management Review Outputs

13.0 Improvement
13.1 General
13.2 Control of Nonconformity

Page 6 of 29




Mindanao State University Reference Number:  1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O1U/\NURA\ X\ [O/:\Mm Revision Number: 0

>

Revision Date:

13.3 Nonconformity and Corrective Action

13.4 Continual Improvement

Page 7 of 29




Mindanao State University Reference Number:  1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

(O1U/\NURA\ X\ [O/:\Mm Revision Number: 0

>

Revision Date:

0.0 Revision History and Approval

Page 8 of 29




Mindanao State University Reference Number:  1IT-QM-9001:2015
\ Iligan Institute of Technology | Effectivity Date: January 1, 2017

/ — (O]U/NHNRA VNN [V/A\Bl Revision Number: 0

Revision Date:

1.0 Introduction

This Quality Manual defines the basic elements of the Quality Management System

of the Mindanao State University-lligan Institute of Technology in ensuring quality
delivery of its programs and services to its stakeholders.

1.1  Scope and Context of the Manual

1.2  System of Amendment and Revision

1.3 Confidentiality and Distribution
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2.0 Definition of Terms and Acronyms
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3.0 Profile of the Organization

The Mindanao State University, created by Republic Act no. 1387 as amended by RA
No. 3791, and RA No. 3868, and formally established on September 1, 1961,
started as a one-campus university in Marawi City. Since then, it has grown into a
University System with satellite units located over strategic areas of Mindanao in

Southern Philippines.

The Mindanao State University is a public, non-sectarian, non-profit institution of
higher learning (Art. 2, MSU-Code).

The University, through the Board of Regents, is authorized to invest its resources
not otherwise appropriated in the capital stock of corporations engaged in the
promotion and development of tourism, which include but are not limited to

corporations operating and managing hotels, research and the like.

MSU-lligan Institute of Technology (MSU-IIT) is an autonomous external campus of
the Mindanao State University System. It received its charter on July 12, 1968 as
provided for in Republic Act 5363.

3.1 Mandate

The purpose of the University shall be to provide instruction for undergraduate and
graduate levels in literature, philosophy, law, the arts and sciences, to give
professional and technical training, to encourage and undertake research,
contribute to the growth and dissemination of knowledge, to better imp!| Gz
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