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Program Registration Requirement Checklist

Name of Institution

Address
. Tel/Fax
Program(s) Applied
: No.
. ; . Compliant
Program Registration Requirements Remarks
Yes | No

For New Application

1. CORPORATE AND ADMINISTRATIVE DOCUMENTS

a)

Letter of application

b)

Board Resolution / Academic Council
Resolution to offer the program signed by the
Board Secretary and attested by the
Chairperson {SUCs, LCUs, and private
institutions)

Special [aw creating the institution (for
public institution) e.g. Republic Act,
Executive Order, Sanggunian Resolutions)

Securities and Exchange Commission (SEC)
Registration for private institutions (must
specifically cover the Training delivery site)

Articles of Incorporation

Proof of building Ownership or contract of
lease (covering at least two years)

Current Fire Safety Certificate

NOTE: FOR MARITIME ONLY

h) Proof of Quality Management Systems {QMS)

from a recognized third party certifying body in
the maritime sector.

i) If there’s no third party certifying body, the

Institution must present the following:

e Quality Manual (that cover’s the Quality
Policy of the Institution)

e Quality Procedures Manual

e Standard Operating Procedures Manual

* Internal/External Audit Report

* Management Review Report




Name of Institution

Address
Program(s) Applied L
No.
; ; : Compliant
Program Registration Requirements Remarks
Yes | No

For Institutions that will branch out

)

The Articles of Incorporation & Bylaws must
state reasons for opening of the branch. The
Board Resolution signed by majority of the
Incorporators must be notarized, received and
noted by SEC.

2. CURRICULAR REQUIREMENTS

a)

Competency-based Curriculum (indicating
the qualification being addressed and the
competencies to be developed)

e Curriculum design

*» Modules of instruction

List of equipment, tools and consumables
necessary to deliver the program.

List of instructional materials (such as
reference materials, slides, videotapes,
internet access and library resources)
necessary to deliver the program

List of Physical Facilities & Off-Campus Physical
Facilities indicating floor area

el

Shop layout of training facilities indicating the
floor area

3. FACULTY AND PERSONNEL

a)

List of officials with their qualifications
{supporting evidences available, such as copies
of certificates, etc)

List of faculty with their qualifications, areas of
expertise, and courses/seminars attended
(supporting evidence available, such as
relevant trainer qualification certificates,
copies of contracts of employment, etc)

List of non-teaching staff with their
qualifications (supporting evidences available,
such as copies of certificates/contracts of
employment, etc)




Name of institution

Address
Program(s) Applied Tel/Fax
No.
i i : Compliant
Program Registration Requirements Rrasrks
Yes No

4. ACADEMIC RULES

a)

Schedule and breakdown of tuition and other
fees (duly signed by the school head indicating
the effectivity of school year)

b)

Documented grading system, details of which
are provided to students/trainees at the start
of their program

c)

Entry requirements for the program comply
with the relevant training regulations if
applicable.

d)

Rules on attendance

5. SUPPORT SERVICES

a)

Health services are available to the
students/trainees (if these services are
contracted out or out-sourced, the contract or
MOA or similar documents must be
submitted)

Career guidance services are available to the
students/trainees

Community outreach program (documented
evidences available) — optional

Research that supports the operation of the
school is carried-out {e.g. surveys,
consultations, meeting with local industry and
community representatives; technical
research) — optional

Checked by:

UTPRAS Focat Person

Date:
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