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Introduction

College Faculty is required to accomplish clearance form every end of the
semester/school year. If faculty has accountabilities, he/she should go to the concerned offices
(such as Science Laboratory, College Library, Audio-Visual Center, Medical and Dental Clinic,
Business Office, HRD) to settle them. Deans and office heads sign the form to clear them from

any obligation to the school.

The College Faculty Clearance is designed to automate the manual process, thus,

eliminates delays in signing clearance form.

The faculty, as the user of this module, needs go online to check and verify his/her

clearance status. Login to myisis.ssc,edu.ph to open the My Clearance module.

The purpose of this document is to guide users on how to use the module.
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USING THE PROGRAM

1 Faculty needs to login to myisis.ssc.edu.ph. Enter username and password.

2 On menu box, click on My Clearance to display Faculty Clearance page

Information and Communication Technology Office

MyISIS is S5C's enterprise web portal for Students, Faculty members and Staff. The following are some of T e
the currently available services. 3 NCBTS-TSNA tool
! My SSC Email Acct
| My DTR
' Logout

| Online Service Desk |

| How-To
Student Faculty Staff |
Admission Status Check MyDTR MyDTR ]
HS Online Homercom Evaluation Online Grade Entry Myleaves

College Clearance

College Online Registration

3. My Clearance page displays pdf icon.

DEPARTMENT NAME: Education
SY 2016 - 17, 2nd Sem

% CLICK TO VIEW CLEARANCE FORM

Note: You may print this form but there is no need to submit the form to Business Office or HRD.

4. Click pdf icon to view the clearance form.
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SAMPLE CLEARANCE FORM (NO DOCUMENTS/REQUIREMENTS SUBMITTED)

5t. Scholastica's College

SCHOOL OF ARTS & SCIENCE
COLLEGE FACULTY CLEARANCE

2D SEMESTER, 8Y 2016 -17
JaMUARY 16 - JUME 15, 2017

Name:
Department: Education Status: PT

Requirements fo be cleared by the Department Chair

Course Dutline not submitted
Seminar Attended not submitted
Encoded Grading Sheat not submitted
Record Book noft submithed
Clean copy of Final Exam guesficnnaire nof submitted
Final Exam papers not submitted
Schoal ID not submitted

Requirement to be cleared by the Dean's Office
Dean's Office

Requirements to be cleared by other offices
Science Laboratory
HRM ! Nutrition Laboratary
Cuallege Library
Music Library
Audio Visual Center
Medical & Dental Clinic
Business Office

HRD Office: Employment requirements

TO PROCESE YOUR REQUIREMENTS, FLEASE INFORM HRD OFFICE. THANK YOU!

May 16, 2017 / 15:05
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SAMPLE CLEARANCE FORM (WITH DOCUMENTS/REQUIREMENTS SUBMITTED)

St Scholastica's College
SCHOOL OF ARTS & SCIENCE
COLLEGE FACULTY CLEARANCE

IND AEMESTER, 5Y 2006« 17
January 6= Juse 15, 2007

MHame:
Department: Education Status: PT

Reguirements to be cleared by the Department Chair

Caurse Oulling nol Submilled
Seminar Atlended nol Submilled
Encoded Grading Sheet nol submitled
Record Book nod submitied
Clean copy of Final Exam gueslionnains nod Submilied
Final Exam papéers nod subimilied
Schoal ID not submitted

Reguirement fo be cleared by the Dean's Office

Dean's Office Oinline faculty Info Shest
uncisirmed salary sheet
confract

Reguirements to be cleared by other offices
Science Laboralory
HRM ! Hurilien Laboralony
Callege Library
Music Library
Audio Visual Canter
Medical & Denlal Clinic
Business Office

HRD Office: Employment requirements

Transcript of Records submitbed
Diploma submitted
Birth Cerificale submitted
Baplismal Cetificale subsmitted
Marmisge Cantificabe Submitbad
Pholocopy of PRC ID submitted
TIN ID submitbed
Pag-ibig 1D submitbed
258 D subsnitted
Philhealth IDAMDR Subsnitted
BIR Farm 2318 niod submilled
MBI Clearance: nol Submilled
Cerlificabe of Emplayrment submitted

Payral.

Banafi.

May 18, 2017 / 14:05

Note: You may print the Clearance Form, but there is no need to submit this form to
HRD/Business Office.
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