
 

i 
 

 

 

 

 

 

 

UNIVERSITY OF THE PHILIPPINES 

SCHOOL OF HEALTH SCIENCES, PALO 

 

 

CITIZEN’S CHARTER 

(2026, 1st Edition) 

  



 

ii 
 

 

 

 

 

Table of Content 

I. Cover Page  
       

II.Introduction 
      1 

III. Vision, Mission, Goals      
IV. History 

     2 

 The SHS Step-Ladder Curriculum     3 

 Service Leaves 
     4 

 For the Students     4 

 For the School 
     4 

 For the Community     4 

 

Multiple Levels of Exit and the Mechanism for Lateral 

Entry     5 

 

Partnership with Linked Agencies and Communities in the 
Development of Health Human Resources. 

    5 

 Democratized Admission     5 

 Return Service Requirement     6 
 

       
V. List of Services 

     

 1.        UPM-School of Health Sciences – Palo (Main) 
  

  A.      Academic 
   

    i. Library     7 

   - Library Services     8 

   ii. Office of the College Secretary     9 

   - Recruitment and admission     9 

  B.       Administrative 
   

    i. Accounting 
   



 

iii 
 

   

* Payment of Salaries to Job Order 

Employees     10 

   

* Payment of Mandatory Remittances 

to GSIS, Philhealth, MDF     11 

   
* Payment to Creditors     12 

   
* Payment of student’s Benefits     13 

   
* Payment of Part-time Lecture     14 

   
* Issuance of Certificate of Liquidation     15 

   
* Approval of GSIS Loans     16 

    ii. Cash 
   

   

* Issuance of OR for payments for 

school documents; refund of cash 

advances, overpayment etc.     17 

   

* Generation of cheque for payment to 

suppliers, creditors, SHS personnel, 

lecturers & students     18 

   

* Disbursement of cash/cheques to 

students     19 

   

* Disbursement of cheques to 

suppliers/creditors, lecturers & SHS 

employees     20 

   

* Disbursement of cash to SHS 

employees for petty expenses     21 

   iii. Personnel/ Administrative Officer 
   

   
* Issuance of Report of Foreign Travel     22 

   
* Issuance of T.O., S.O. & Office 

Order     23 

   
* Travel Authority     24 

   
* Permit for the Use of Room & 

facilities     25 

   

* Preparation of office correspondence 

for internal & external clients     26 

   

* Provision of information, clarification 

of services, answering queries about 

SHS     27 

   * Submission of CRA     28 

   * Use of school vehicle lone vehicle     30 



 

iv 
 

   
* Issuance of Certificate of 

Employment     31 

  iv. Property and Supply Office 
   

   

* Permit for the Use of Wellness 

Center     32 

   * Issuance of Supplies and Materials      33 

   
* Issuance of Borrowed 

Equipment/Property      34 

   

* Issuance of Property Clearance from 

property accountability     35 

   

* Submission of supporting documents 

for payment of purchased supplies 

and materials/equipment     36 

   

*  Procurement of supplies and 

materials/equipment     37 

   

* Facilitate Repair of 
Equipment/Property of SHS     39 

  v. Reproduction Room 
   

   

* Encoding of reading materials, 

communications, syllabi, examination 

papers, office memo, handouts, 

tables, charts     41 

   

* Printing of office and school 

documents/materials.     42 

   

* Photocopying of school/office 

documents and materials     43 

   
* Conduct proctorship during exams.     44 

 2.        UPM-School of Health Sciences – Baler 
   

   
* Request for certifications     45 

   

* Assistance to other request for 

credentials at OUR/UPM     46 

   

* Library Services – application for 

library privilege     48 

   

* Library Services – borrowing of 

books     49 

    

* Library Services – returning / 

renewing of books     50 



 

v 
 

 3.        UPM-School of Health Sciences – Koronadal  
  

  A.      External Services 
   

  

* Enrollment of Incoming First Year 

Students (Diploma in Midwifery)     51 

  

* Enrollment of Incoming First Year 

Students (Bachelor of Science in Nursing)     54 

  

* Enrollment of On-going Students for 
Succeeding Quarters (Diploma in 
Midwifery and Bachelor of Science in 
Nursing)     56 

  

* Use of Electrical and Other Equipment 
(Sound System, Overhead Projectors, 
others)     57 

  
* Use of Classrooms After Class Hours      58 

  

* Use of Library (Books and other Reading 
Materials)     59 

  
* Use of Library (Computers)     60 

  
* Request for Credentials of SHS Graduates     61 

  B.       Internal Service    

  
* Use of Service Vehicle     62 

  

* Enrollment of Incoming First Year 
Students (Diploma in Midwifery)     63 

  

* Enrollment of On-going Students for 
Succeeding Quarters (Diploma in 
Midwifery and Bachelor of Science in 
Nursing)     66 

  

* 
Use of Electrical and Other Equipment 
(Sound System, Overhead Projectors, 
others)     67 

 

  



 

vi 
 

 

 



 

1 
 

Introduction 

 

VISION 

SHS as a relevant center of excellence for innovative health human resource 
development for the attainment of health for marginalized Filipinos in the context 
of nationalism and globalization in the 21st century 

MISSION 

Develop relevant and excellent health practitioners committed to serve the 
marginalized sectors of the country 
 
Develop innovative undergraduate, graduate and short courses attuned to the 
health needs of the country; 
 
Develop outstanding faculty committed to the attainment of institutional 
goals/mandate; 
 
Strengthen the unit’s research capability and undertake researches crucial to the 
enhancement of innovative health sciences education and the country’s total 
health development, and; 
 
Collaborate with other health science institutions in developing, implementing 
and evaluating health sciences education curricula 
GOALS 

Curriculum Development 
Operation Efficiency/ Resource Generation 
Community service/collaboration/networking 
Improved education/research 
Enhanced ICT 
Faculty/Staff Development 
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HISTORY  
In the seventies, the disturbing picture of the country’s health and health manpower 

situation placed the UP College of Medicine in a dilemma regarding its role in nation 

building. Its high standards of admission, performance and commitment to academic 

excellence made its graduate leaders in Philippine medicine and its curriculum the 

model for other medical schools to copy. However, these gave rise to over 

specialization, the brain drain, maldistribution of health manpower which were 

disproportionately concentrated in urban areas and neglect of the rural areas. 

In 1971, Dr. Francisco Nemenzo, the Dean of the UP College of Arts and Sciences in 

Diliman, expressed that the fierce competition for admission to the College of Medicine 

was breeding a generation of individualistic, self-centered, grade-conscious arts and 

sciences students who cared not for knowledge and how it could help serve their 

people but to have good grades that would allow them to enter the College of 

Medicine. 

Dean Herrera, thereafter convened an “Extraordinary Curriculum Committee of the 

College of Medicine” to design a medical curriculum that would develop graduates who 

were not only scientifically disciplined and medically competent but more importantly, 

socially conscious, but more importantly, socially conscious, community-oriented and 

firmly committed to the service of the people, thus giving birth to the step-ladder 

curriculum and to the Institute of Health Sciences. 

The UP Institute of Health Science(HIS) was established on the June 28,19 in Tacloban 

City, Leyte as a joint endeavor of the Ministry of Health, The Ministry of Local 

Government and Community Development and the UP System. The Step-Ladder 

Curriculum was approved by he UP Board of Regents during its 871 meeting in April 

19.1976. With the support of the governor’s staff, HIS opened its door to a select group 

of 96 students whose NCEE scores ranged from a high to 90 to a low of 9, who started 

with the Certificate in Community Health Word (CHW) leading to the degree of BS Rural 

Medicine. 

In 1981, the SHS campus moved to its present location in the Town of Palo on 4,083 

square meters lot donated by the municipality of Palo, Don Pio Pedrosa. The donation 

was put the efforts of by the virtue of Resolution 82-71 on October 20, 1982. 
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On May 3, 1989, after 13 years of operation and being referred to as the “Tacloban 

Experiment,” the HIS was renamed as the School of Health unit by virtue of the 

Reorganization Act of UP Manila. 

 
The SHS Step-Ladder Curriculum 

The innovative step-ladder curriculum, the first of its kind in Asia is the main feature of 

the school’s academic program, and has been known to be very effective in addressing 

health manpower problems in the country. It is competency-based and community-

based curriculum which integrates the training of the broad range of health manpower 

from the midwife, nurse, nurse practitioner and Doctor of Medicine in a single, 

sequential and continuous curriculum. This strategy has been used as a model by 

several community-based health training programs worldwide. 

After seven quarters (11 weeks/quarter) of training, the student shall have acquired 

the knowledge and skills of a midwife and earns the certificate in Community Health 

Work (CHW) which qualifies him/her to practice midwifery after passing the Midwifery 

Licensure Examination. A Student who go on for another five quarters of study 

graduate with the degree of Bachelor of Science in Nursing (BSN) which qualifies 

him/her to practice nursing after passing the Nurse Licensure Examination. Two more 

quarters of study will qualify the student as local counterpart of the nurse practitioner 

in other countries. This level of the curriculum however is under study. The final level 

of the curriculum is the Doctor of Medicine (MD) program. It consists of a yearly interval 

of didactics, clinical and community experiences over a period of five years. After 

completing the prescribed period of study, the student is now qualified to take the 

Physicians Licensure Examination and subsequently practice medicine after passing the 

examinations. 
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Service Leaves 
In between program levels, the students are required to undertake service leaves 
in their home communities for an indefinite duration or a minimum of three 
months. The concept of service leave is derived from the need to integrate the 
instructional content and processes learned in school into a unified and 
understandable whole in the communities they serve. The service leave offers the 
following opportunities: 
 
For the students 
To enrich their educational experience with actual service at several levels of the 
curricular ladder; 
To be continuously oriented with the dynamic interplay of forces that affect the 
development of their communities; 
To reflect on the institutional goals and instructional objectives of the School and 
on the different academic, psychological and situational demands on the 
capabilities and competencies as health professionals. 
To strengthen commitment and renew the bond generated between the scholar 
and the community generated during the recruitment. 
 
For the School 
To assess the relevance of its philosophy, objectives, program content, methods 
and strategies; 
To strengthen its linkages with the DOH, DILG and various Local Government Units; 
To strengthen partnership with communities in the training of their scholars; 
To provide opportunities for the faculty to keep in touch with the realities in the 
communities and strengthen their commitment to the concept of the school. 
 
For the Community 
To strengthen support for their scholar and enhance its own commitment by jointly 
working with and availing of the services of the scholar. 
To augment the delivery of health services in the community. 
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Multiple Levels of Exit and the Mechanism for Lateral Entry 
A student may exit from any level of the curriculum and return to the community 
as a functional health worker. Thus a graduate could exit as a Community Health 
Worker (Midwife), a Nurse or Nurse Practitioner or a Medical practitioner. 
After a period of serving the community, a graduate can be readmitted to the next 
level of the curriculum subject to community need and endorsement, and the 
student’s performance in the previous level. 
Should there be a need for health worker with advance skills in their community, 
graduates who have been serving as health workers for quite sometime already, 
may be readmitted to the next level of the curriculum, subject to re-endorsement 
of the community or their sending agency. 
 
Partnership with Linked Agencies and Communities in the Development of Health 
Human Resources. 
Involvement of DOH, DILG and LGU’s in the recruitment of scholars; 
Endorsement is required for the scholar’s admission and progress to higher levels; 
University, linked agencies and LGU’s share the responsibility of providing financial 
support for scholars. 
Shared supervision of the students during service leave between the school, linked 
agencies and local community leaders. 
The school’s part-time lecturers come mainly from the DOH. Service people as 
mentors are envisioned to broaden the student’s theoretical and academic 
perspectives with their realistic “first hand” experiences. 
The service facilities of the Department of Health and the Local Health Unit’s health 
centers serve as the main training facilities for the students’ field experiences. 
 
Democratized Admission 
Policies on recruitment and admissions de-emphasize past academic performance 
and passing the UPCAT. Instead, admission is based on community need and the 
scholar’s willingness and commitment for community service. 
The school has adopted the qualitative grading system of “Passed” (P) and “Needs 
Tutorials” to ensure the development of required competencies rather than 
competing for grades. 
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Return Service Requirement 
Sponsoring communities are committed to employ their scholars after graduation, 
Scholars are required a return service obligation of 2 years of service for every year 
of study which ensures the availability of health workers specially in underserved 
areas. 
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V. List of Services  

     UPM-School of Health Sciences - Main 

 I. Academic 

A. Library 
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B. Office of the College Secretary 
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 II. Administrative 

A. Accounting 
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