Title of Frontline Services
Schedule of Availability of Service
Key Person

Who may avail of the service?

What are the Requirements?
a) Original Transcript of Records {TOR) of Bachelor's degree with General Point Average of 85%/ 2.0 /B or better
b) Original Transeript of Records {TOR) of Master's Dagree with General Point Average of 90%/1.75/B+or better
Two (2) coplas of recent 2'x2” colored picture

Certificate of GPA/GWA from their Registrar

Entrance exemination fee to be paid fo the University Cashier
Recommendations from 3 former mentorsfemployers

1.

Total Time Duration:

. 36 minutes

How to Avail of the Service:

: Application for Admission Test in the Graduate Programs (Master’s and Doctorate)
: Mondays - Saturdays 8:.00AM — 5:00PM
. Director, Office of Admissions
: Graduate of Bachelor's Degree in Education for Master's Degree Programs

Graduate of Bachelor's Degree with 18 units of Education for Master's Degree Program (for Non-Education graduates)
Graduate of Master's Degree for Doctoral Program

ranscript o

Prasent admission requirerents for Evaluates admission requirements irentor one
avaluation submitted by applicant Administrafive Aide Certificate of GPA/ GWA
from their Registrar
Recommendations from
3 former
mentorsiemployers
2 » [fqualified, go to MIS Office, GWA | Coordinates with MIS for online 15 minutes Diractor None Application Form for
Bldg. Rm. 102 for on-line profiing | profiling of applicants Administrative Aide Admission Test
and have your application form MIS staff
printed there of
» You can register anline and filf out
the GCAT application form prior to :
coming in PNU. '
3 Go hack to the Admission’s Office to lssues Orler of Payment Form 3 minutes Administrative Aide | None Order of Payment Form
get the Order of Payment Form
4 Pay the Admission Testfee to the Accepts payment of Admission Test 5 minutes Cashier P400.00 | Official Receipt of payment
University Cashier's Office fee and issues OR : 1
5 Submit OR of paymentand copy OR | Encodes data of applicant in the 5 minutes Administrative Aide | None Examination Permit”
number on the Application Form Enrollment System and prints '
Examination Permit
B Glaim Test Permit with OR of payment | Issues Examination Permit and files 3 minutes Administrative Aide | None Examinafion Permit with OR

and sign in the loghook

accomplishad form

of payment,
Loghook

Prepared by:
pal’%w ¥

Jagon A. Qrozco
Director, Office of Admissions




Title of Frontline Services
Schedule of Availability of Service
Key Person

Who may avail of the service?

. Graduate of Bachelor's Degree in Education (for Post Baccalaureate Program)

What are the Requitements?
(a) Original Transcript of Records (TOR) of Bachelor's degres (Non-Educztion).
(b) Criginal Transcript of Records (TOR) of Bachelor's degres in Education.

1.

cre o

Total Time Duration:

Celification of GPA from their Registrar

Photocopy of the Marriage Contract (MC), if TOR bears maiden name
Two (2) copies of recent 2°x2” colored picture
Official Receipt of the Admission test paid (Php 400)

33 minutes

. Application for Admission Test in the Certificate in Teaching Program (CTP)/Post Baccalaureate Program
: Mondays - Saturdays 8:00AM — 5:00PM
: Dirgctor, Office of Admissions

: AB/BS Graduate (Non-Education)

How to Avail of the Service:

Present admission requirements for Evaluates admission requirements or None ranscript of Recorn
evaluation submitted by applicant Administretive Aide o Ceiificate of
GPA/GWA from their
Registrar
s Photocopy of Marriage
Carlificats, if TOR
baars maiden name
2 « [Fqualified, go to MIS Office, GWA | Coordinates with MIS for online 15 minutes Dirattor None Application Form for
Bldg. Rm. 102 for on-line profiling | profiling of applicants Administrative Aide Admission Test
and have your epplication form MiS
printsd there or
« Yoy can ragister online and fill out
the CTP application form prior to
coming in PNU,
3 Go hack to the Admission’s Office to Issues Crder of Payment Form 3 minuta Administrative Aide | None Order of Payment Form
get the Order of Payment Form
4 Pay the Admissioh Test fee to the Accepts payment of Admission Test 5 minutes Cashier P400.00 j Official Receipt of payment}
University Cashier's Office fee and issues OR H
5 Submit OR of payment and copy OR Encodes data of applicant in the 2 minutes Administrative Aide | None Examination Permit . |
humier on the Application Form Enroliment System and prints
Examination Permit _
6 Claim Test Permitwith OR of puyment | Issues Examination Permit and files 3 minutes Administrative Aide | None Examinafion Permit with OR
and sign in the logbook accomplished form of payment
Loghook

Prapared by,'

Jagon A. Orozco
Diractor, Office of Admissions




Title of Frontline Services

Schedule of Availahility of Service

Key Person
Who may avail of the service?

: Application for Admission Test in the Undergraduate (for Incoming Freshmen)
: Mondays - Saturdays  8:00AM - 5:00PM

: Director, Office of Admissions

! Incoming Freshman/Transferees

What are the Requirements?

Grade 12 Report Card

Certified True Copy of Birth Certificate
Two (2) copies of 2'x2" picture

Total Time Duration: 25 minutes

Certification from the School Principal that the students is graduating from SHS/Certification of Enrollment/Registraion Form

How to Avail of the Service:

Present admission requirements for evaluation Evaluates admigsion requirements | 5 minutes/ Director None Grade 12 Report Card
1 submitted by applicants applicant Administrative Aide Certification from the
_ School Principalf
Certification of
Enrollment/Ragistration
Form
2 e [fqualified, go to MIS Offics, GWA Bldg. Rm, Checks information entries of 18 minutes | Director None Application Form
102 for on-line profiling and have your applicant and attaches photocopy Administrative Aide for Admission Test
application form printed there or of requirements MIS staff
e You can register online and fill out the PNUAT
application form priar to coming in PNU.
3 e Go hack to the Admission’s Office to submitthe | Encodes data of applicant in the 5 minutes Administrative Aide None Test PermitfLogbock
application form Enrollment Systam and prints Test
¢ Claim Test Pemit with OR of payment and sign | Permit
in the loghook Issues Examination Permit and files !

Prepared by: /
k14

Jas¢in A. Orozco
Dirsctor, Office of Admissions




Title of Frontline Services : Application for Admission Test in the Institute for Teaching and Learning (ITL)

Schedule of Availahility of Service : Mondays - Saturdays 8:00AM ~ 5:00PM
Key Person : Director, Qffice of Admissions
Who may avail of the service? . Incoming Grade VIl Students and Kindergarten Pupils (Entry Grade Levels)

What are the Requirements?

GRADE 7
1, Grade 6 Report Card ~ no grade lower than 85 in all subjects during the third quarter of the current school year
{no grades helow 8C.in all subjscts in fiyst two quarters)
2. Certificate of Good Moral Character with school seal from the Principal/Guidance Counselor
3. Certified True Copy of Birth Certificate
4, Barangay Chairman’s Certification of Residence
5. Two copies of recent 2'x2” colored picture
6. Entrance Examination Fee of P350.00

Total Time Duration: 49 minutes

1 Present admission requirements for evaluation Evaluates admission requirements | § minutes/ Director p
submitted by applicants applicant Administrative Aide Certificate of Good Moral
Character
Barangay Chairman’s
- Cerfification of
Residence
2 Get and fil-eut Application Form for Admission Test | Issues Application Form, checks 20 minutes | Diractor Nene Application Form
information entries of applicant Administrative Aide - for Admission Test
and attaches photocopy of !
reguirements
3 Go to MIS Office, GWA Bldg. Rm. 102 for on-line Coordinates with MIS for onfine 10 minutes | MIS staff None | None ‘
profiiing profiling of applicants ; ’
4 Go back to the Admission’s Offige to get the Order of | Issuies Order of Payment Form 3 minutes Administrative Aide None - Qrder of Payment
Payment Farm : Form ,
5 Pay the Admission Test fee to the University Accepts payment of Admission 5 minutes Cashier P350.00 | Officiat Receipt of
Gashier's Office Test fee and issues OR | payment
6 Submit OR of payment and copy OR numberonthe | Encodes data of applicant in the 3 minutes Administrative Aide None Examination Permit
Application Form Enroliment System and prints Test ‘ ‘
Permit ;
7 Clalm Test Permit with OR of payment and sign in the | lssues Examination Permitand 3 minutes Administrative Aide Necne | Examination Permit
logbook files accomplishied form - with OR of payment/
oghook

Prgpared by,'y‘/
erozoo

Director, Office of Admissfons




KINDERGARTEN

Tatal Time Duration

Original NSG Birth Cerlificate - Aga - 5 years old
Barangay Chairman's Cettification of Residence
Two nopies of recent 2'%2" colored picture
Entrance Examination Fes of P350.00

: 49 minutes

How to Avail of the Service: _

Present admission requirements for evaluation Evaluates admission requirements | 5 minutes/ Director None Birth Certificate
submitted by applicants applicant Administrative Aide

Get and fill-out Application Form for Admission Test | Issues Application Form, checks 20 minutes | Diractor None Application Form
information entrias of applicant and Administrative Aide for Admission Test
attaches photocopy of requirements

Go to MIS Office, GWA Bldg. Rm. 102 for on-line Goordinates with MIS for online 10 minutes MIS staff None None

profiling profiling of applicants

Go back to the Admission’s Office to get the Order Issues Order of Payment Form 3 minutes Administrative Aide None Order of Payment

of Paymsnt Form Form

Pay the Admission Test fee to the University Accepts payment of Admission Test | 5 minutes Cashier P350,00 | Official Recelpt of

Cashier's Office fee and issues OR ' payment

Submit OR of payment and copy OR numberonthe | Encodes data of applicant in the 3 minutes Administrative Aide None Examinatlon Permit

Application Form Enrcliment System and prints Test
Permit

Claim Test Permit with OR of payment and sign in Issues Examination Permit and files | 3 minutes No fee Examination Permit

the logbook accomplished form Administrative Aid Legbook

Pro W

(Jason A, Orozco
Director, Office of Admissions



Title of Frontline Services : Administration of Admission Test
o Philippine Normal University Admission Test (PNUAT)

Schedule of Availahility of Service : Sundays 8:00AM - 5:00PM (Walk-in examinees will be given different schedule)
Key Person : Director, Office of Admissions
Who may avail of the service? : Qualified applicants in the Programs/l.evels

What are the Requirements?
s Tasat Permit with picture and official recelpt of payment
s  Valid ID of examinee

Time Duration of Examination :3hours
Test Results Releage : 45 days after the test
Total Time Duration : 3 hours and 30 minutes

How to Avail of the Service:

1 Locate name in the master list of Verifies Test Pemmit & and orients 20 None Test Peimit,
examinges posted on bulletin board in the | examinees on the guidelines for taking | minutesfexaminee | Proctor Valid iD,
main building or oufside the testing room, | the test List of Examinees

(Proctors also have a list of examinees)
and present Test Parmit with ID o the

Froctor
2 Take the Admission Test Administers Admission Test as 3 hours Progtor None Test Booklst,
schaduled _ Answer Sheet
3 Retum test materials to the Proctor after Retrisves fest materials and 5 minutes Progtor None Test Booklet,
the test countersigns Test Permit Answer Sheet
4 Get schedule of release of test resulfs (45 | Releases test resuli and informs 5 minutes Director, None Results of Admission
days after the test) gxaminee of the schedule of Administrative Aide Test
Enrallment (Results are posted on the

bsit

- - i

Jagon A. Orozco

Director, Office of Admissions




Title of Frontline Services : Administration of Admission Tests
o Institute for Teaching and Learning Admission Test

Schedule of Availability of Service : Sundays 8:.00AM - 5:00PM
Key Person : Director, Office of Admissions
Who may avail of the service? . Qualified applicants in the Programs/Levels

What are the Requirements?
«  Test Parmit with picture and official receipt of payment
o  Valid [D of examinee

Time Duration of Examination : 2 hours
Test Results Release : 6 weeks after the test
Total Time Duration : 2 hours and 25 minutes

How fco Avail of the _Service:_ _

105 e oll
1 Locate name in the master list of Verifies Test Permit & ID and orients  { 15 minutes/ Director, Test Permit,
examinees and present Test Permit with | examinees on the guidefines for taking | examinee Proctor Valid 1D,
ID to the Proctor the fest List of Examinees
2 Take the Admission Test Administers Admission Test as 2 hours Proctor None Test Booklet,
scheduled Answer Sheet -
3 Return test materials to the Proctor after | Retrisves test matetialg and 5 minutes Proctor None Test Booklet, o
the test countersigns Test Permit Answer Sheet
4 Get schedule of releags of test results Relaases test result and informs 5 minutes Director, None Admission Test
(6 weeks after the test) examinee of the scheduls of Administrative Aide Results
Enroliment

Prepared%/

Jagon A. Orozco
Director, Office of Admissions




Title of Frontline Services

: Administration of Admission Tests

»  Graduate College Admission Test (GCAT)
+  Cedificate in Teaching Program (CTP)/Post Baccalaureate Specializations Admission Test

Schedule of Availability of Service
Key Person

Who may avail of the service?
What are the Requiremenis?

: Sundays 8:00AM - 5:00PM (Walk-in examinees will be given different schedule)
: Director, Qffice of Admissions
: Qualified applicants in the Programs/Levels

e Test Permit with picture and official receipt of payment

»  Valid ID of examinee
Time Duration of Examination
Test Results Release
Tatal Time Duration

How to Avail of the Service:

13 hours
: 1 month after the test
1 3 hours and 20 minutes

fé i
Locate name in the master list minutes Director, Test Parmit,
examinees and present Test Permit with ID | examinees on the guidslines for taking | examines Prottor Valid ID,
to the Proctor the test List of Examiness
2 Take the Admission Test Administers Admission Test as 3 hours Proctor None Test Booklet,
schaduled Answer Shest
3 Return test materials fo the Proctor after Retrisves test materials and 5 minutes Proctor None Test Booklet,
the test gountersigns Test Permit Answer Shest
4 (et schedule of release of test results {1 Releases test result and:informs 5 minutes Director, Nons Admission Test
month atter the test) examinee of the schedule of Enrollment | Administrative Aide Resuits

Jason A, Orozco

Director, Office of Admissicns

e s g,




Title of Frontfine Services . Interview Procedure for New Students
¢ Incoming Freshmen-Undergraduate
e [TL Grade VI

Schedule of Availability of Service : 10 days after the release of test 8:00AM — 5:00PM
Key Person : Director, Office of Admisstons
Who may avail of the service? : Passers in the PNU Admission Test (Incoming Freshmen/Transferees)

: Passers in the ITL Grade Vil Admission Test

What are the Requirements for Interview?

+  Fourth Yaar High School Report Card {for incoming Frashmen)
*Trenscripl of Records and Honorable Dismiseal (for Transferees,)
Grade Six Report Card (for incoming First Year HS Student)
School ID
Interview Sheet to be accomplished by the applicant
Test Permit

Total Time Duration: 60 minutes

How to Avail of the Service:

1 Present interview requirements for verificafion | Verifies Interview requirements 5 minutesfinterviewes Director, None Interview
submitted by applicant Administrative Aide Requirements
2 Gat and fill-out Interview Farm lssues Interview Form, calls applicant | 15 minutes Administrative Aide, | None Interview Shaet
number and check entries on the form Student Assistant Call number
3 Show applicant number and present all Interviews applicant 10 minutes interviewer None Accomplished
requirements fo the Interviewer Interview Form and
other requirements
4 Get schedule of release of interview results | Posts Interview Results on PNU 30 minutes MIS Director None List of Inferview
(2 days after) website Passe

L —

Prapared by,
2“)‘3 “n—"
Jagon A. Orozeo

Diractor, Office of Admissions




Title_ of Frontline Services

Schedule of Availability of Service
Key Person

Who may avail of the service?
What are the Requirements for Pre- Enrollment?

*

Total Time Duration:

How to Avalil of the Servige'

X-ray reslt (for incoming Freshman)

Kindergarten Pupils)

: Mondays ~ Fridays 8:00AM - 5:00PM
. University Physician

Director, Office of Admissions.

CBC Result (for incoming Grade VII Student and Kindergarten pupil)
Urinalysis Restit (for incoming Grade VI Student and Kindergarten pupif)

Bahy Book (for incaming Kindergarten Pupil)

Valid 1D
2 pisces 1x1 colored picturs

2 hours anci 38 minutes

: Passers in the Interview {Incoming Freshman Students / Transferees)

: Medical Examination (Incoming Freshmen/ Grade VI Students/ Incoming

Enrollea

ent g P the master | 5 minuteslenroliee Medical Personnel None Call number,
Dental Parsonnal list and verifies medical List of Interview
requirerments Pagsers

2 Proceed to Medicat Clinic for physical Conducts physical and dental 2 hours University Physician, Nona Medical Record
and dental examinations examination Medical Personnel

3 Get schedule of release of medical Posts Madical results on PNU website 30 minutes MIS Director None List of Medical
examination results {5 working days Passers
after)

4 Claim Medical Clearance Releasas Medical Clearance form to 3 minutes Adminisfrafive Aide None Medical Clearance

Form !

i "
Jasoh A, Orozco

Director, Office of Admissions




Title of Frontiine Services :  Pre-Enroflment Procedure (Incoming Freshmen)

Schedule of Availahility of Service : Mondays - Saturdays 8:00AM - 5:00PM
Key Person . Director, Office of Admissions
Who may avail of the service? . Passers in the Interview (Incoming Freshman Students / Transferees)

What are the Requirements for Pre-Enrollment?
s Qriginal Senior high Sohool Cerd
QOriginal Certificate of Good Meral Certificate
+  Original NSO Birth Certificate

Total Time Duration: 35 minutes

How to Avail of the Service:

1 Get call number and fill-out Student lssues call number and Student 15 minutes/enrollee | Director, None Call number ,
Information Sheet Form Information Sheet Form Administrative Aide Student Information
Sheet Form
2 Submit cali number and Enroliment Verifies entry requirements and encodes | 10 minutes Director, None Original Grade 12
requirements for verification student information in the Enroliment Administrative Aide Report Card
System Original Good Moral
Certificate
Qriginal Birth
Certificate
3 Claim Notice of Admission for the Issues aufomated Netice of Admission 7 minutes Director, None Notice of Admission
Enrollment schedule and designates section of student Administrative Aide
4 Log in to the List of Students by section | Records list of students by section 3 minutes Administrative Aide, None List of Students by
Student Assistant section

Jagbn A. Orozco
Director, Office of Admissions




