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1. DOF/HOC shall assign a teaching staff as 

mentor to each new student during their first 

semester. 

Week 1 of the 

Semester 

DOF/HOC QF 8.10.1 

Academic 

Support for New 

Students 

 

2. PC shall arrange the schedule and monitors 

monthly mentoring sessions conducted by 

teaching staff. 

Week 2 of the 

Semester 

PC, Teaching 

Staff 

QF 8.10.2 

Monthly 

Mentoring 

Session & 

Monitoring Form 

 

3. PC shall compile and report the outcomes of 

the mentoring sessions to the DOF/HOC. 

Three (3) 

Working Days 

after the 

Semester 

 

PC QF 8.10.3 

Mentoring 

Outcome Report 

 

4. DOF/HOC shall review the mentoring 

outcomes and determine follow-up action 

where necessary. 

Two (2) 

Working Days 

DOF/HOC QF 8.10.3 

Mentoring 

Outcome Report 

/ Relevant 

follow-up record 
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Arrange & conduct 

mentoring sessions 

Report mentoring outcomes 

Review / Follow-up 
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