CATANDUANES STATE UNIVERSITY

Virac, Catanduanes

OPERATIONS FOR THE

CENTER FOR CULTURE
AND THE ARTS

HABLON
DAWANI

(CCA-HD)
MANUAL

2019 EDITION

As per Approved Board of Regents Resolution No. 53, 5. 2019




CATANDUANES STATE UNIVERSITY
Virac, Catanduanes

PROCEDURE MANUAL

CSU-PM-15
Title: Manual of Operations for the Center for Culture and the Arts-
Hablon Dawani
Table of Contents
L INSTITUTIONAL PROFILE ... ..o e e e 4
Mandate, Mission, Vision, Goal, and Core Values ..............ooeeeeeeeeeeeeeeeeeeeeeeeoeeo 5
MaNAAEE ... 5
VISHOM .o e e e 5
S SIOM Lo, 5
BOB. ..o s e R L S S e e e SR S it e 5
s T s 5
CUARBEPONOY oot tinisiniasismsssmsssusesdi susommnnmeomasents nnssesantesnsnmes stase boe sbss ss sobriniains s siioss 6
Il. THE CSU CULTURE AND THE ARTS — HABLON DAWANI. ..o 7
A. INtrodUuCtioON/RAHONAIE .............ooooviiiiiiitiiee e eeeeeeeeereseeseeeseessesssnssseeesseesssressomessessmneas 7
B. Historical BaCkground ................c..oooioiiiiiiieeee et ee e e e 7
C. Vision, Mission and Objectives — CCA-HD.............coooioiieeeeeeeeeee e, 9
NEEBHOTNL ... .ot o i i i s ' S S S oS S e A 9
IS IOM .ot 9
OBBCINGS ...ocvc i o B s P iR o s i me b s nmmn e, O
e I LIS v T S e A s e B A SRR LSRR A RS 10
DA TR OMLOGO.............oooeeeeeeeeeeeiinreeisisecessssssesstssasssanss s asmme e meestessmnsesamsessasesasentsn 10
D.2. TRE NEW LOGO ...ttt e et e et e e e e e eenns 11
E. Organizational SrUCIUIE ..............cooiiiiiiie e 12
F. Duties and Responsibilities of the Faculty and Staff .................c..ocoeeiiiiieieiieeee. 13
F.1. The Director / Administrative OfCEr V...t 13
F.2. CCA AAMINISIrative AT V1 ... ..ot e e e e e e e e e e e e e e e e 13
F.3. Culture and Arts Trainers/ INSrUCIOTS .......oooo oo 14
F.3.1. Instructor/Trainer for Creative WIting ...................ccoveueeeeeeeeeeeeeeeiieeeeeeeeaaenn 14
F.3.2. INSHuclor/Tralarfor DANCE........cc.....coviiiiisvvmisisisississosisssssessioisinsanssninaininie 14
F.3.3.Instructor/Trainer for MEeIa ArtS ...........oeeeeeeeeeeeeeeeeeeeeeeeeeeeee e eee e 15
F.-3.4. InstruciorlTraMOr TOr MUSIC ......cocociiiiiiiiiiniiniommnssissmmmmssssmsnsssiisannsasnnssnsnmnnsasnen 15
F.3.5. Instructor/Trainer for TREALEr ArtS ... aaa e 16
F.3.6. Instructor/Trainer for Traditional ArtS.................ccccooooooooeeeeeeeeeeeeeeeeeeaeaaen 16
F.3.7. Instructor/Trainer for VISUGI ATES ... 17
G. The Coltunt Bl MRS PIOBTBINIS . ooy s i s svie e Eiaiss i e ss e s ansis 17
G.1.Creative WIHING ... e e e e evvaeeeennnenennes VT
G2 DANGE................oorercennvrireneesssnseisnnsesssascassassassssnssssensnsssssssnsnnsnnsssssssresasssssssrennmnnnn 17
.3 MEAIA ATES ..ottt et e ee e e e e e e e e e e et teeeeeeeeeeeee e s enmmnm e e neraeens 18
G, IMUSIC ..ottt te e e et ee e e e e e e e e e e e e e e es s e s aeeeeeeneeeneeeenmnmmnaenaeneaaenn 18
R I, 18
GE. TraEEaa MBI ... s T ey s s S S e R SRR R SR s 18
Q.7 VEBURAIES .....cooconnmsmmmbsnsnimasnarms B s s s 18
H. MethodoloGi@S/APPIOACRES .........cc..oiiiieee et e e 19
. Annual Culture and Arts ACHVIIES ... ..o e 19
J. Requests for Creative Performances and Exhibitions ..............ccco oo 20

Effectivity: October 29, 2019 Rev. 0 Page 2 of 32



CATANDUANES STATE UNIVERSITY
Virac, Catanduanes

PROCEDURE MANUAL

CSU-PM-15
Title: Manual of Operations for the Center for Culture and the Arts-
Hablon Dawani
J.1 Requests from Various Units of the University .............ccccovriiiiiiiiniiiinninnicenn 20
J.2 Requests from Outside the University ... 20
K. Operational ProCeAUMNES ........... ..ottt et ssr e e se e e e eaneeas 21
K.1. Membership ReqUIreMeENtS ......... ..o s 21
K.2. Recralmeml PROCBIUPOS. ........... o i cimnsiiisamsisvsmsevamysvmisonssssmnsisss isis s ssinsin 22
K.3. Responsbiilties of Student-Artists..............ccvninnnaimuasisissssisssissssssses 23
K.4. Terminaliomof MembershiD ..........omamasiiiisansmmsssis s e e tiasiassisssndaion 23
K.5. Benefits, Incentives and Privileges ..o 23
L. Culture and ARS CIUD ...........oo et s 24
N LGRS ...ou cicisgissionmansiscsmssniinass e st mos ot s S SRR LA AT 25
REOTBIBNGES ... onstniasivnsmsavinimrv e oy oy s o Y NS e S Sy T4 S S5 AT T 25

Appendix A: Training Programs Template .............cccooiveiiiiiiinnicccceccecinesicic v 20

T I PN i s e e R A A N N BB 27
Appontbt C: MSMBITIID ARSI ...............ccvviiiciisiismsinmsmsssssisisssinssrrvorensis 28
APpanlic : POvsiBU QM ..ot sy 29
Appendix E: Requests for Creative Performances/Exhibitions ..................................... 30
Appendix F: BOMOWE'S FOM ... e 31
Appendix G: Costume/Props Inventory FOrm ... 32

Effectivity: October 29, 2019 Rev. 0 Page 3 of 32



