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MEMORANDUM NO. JCGDP-2026-003
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(UPDEPPO), and UP System Offices
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FROM: JOSE AKLU/M. D PANU, FIL.D.
Vicé Chancellor for Student Affairs

SUBJECT: Student and Graduate Assistantship Program Application for Second
Semester, AY 2025-2026

DATE: 14 January 2026

The Student and Graduate Assistantship (SAGA) Program is now accepting applications for the
second semester, Academic Year 2025-2026. Hiring units are advised to follow the guidelines
below to ensure a smooth, fair, and efficient hiring process.

Application Process

e SAGA applications for the second semester, AY 2025-2026 must be submitted on or
before 6 February 2026. Submissions after the deadline will be subject to appeal and
may only be processed depending on available allocation and justification. Processing
remains on a first-come, first-served basis.

o Academic and administrative units are strongly encouraged to prioritize EATSKOLAR
beneficiaries (from the last semester) when hiring SAGAs, in alignment with the
University’s commitment to student support, equity, and development.

Submission Guidelines
Hiring units must submit a single, merged PDF file for each applicant containing the following

documents (in the order below):
1. Basic Paper

2. Validated Form 5

3. Lastsemester’s grades

4. Clear copy of the student’s LBP ATM card (front only)
5. Work schedule

6. Work plan

Use the updated forms available here: bit.ly/SAGAforms. Please submit the complete PDF file via
this portal: tinyurl.com/SAGAapplication-2nd2526.
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Responsibilities of Hiring Units

Hiring units are responsible for the proper implementation of SAGA rules and guidelines,
including, but not limited to, the following:

a. Assignment of SAGA supervisor
e Assign a SAGA supervisor who is a faculty or staff member with an active
employer-employee relationship with the University. Please refer to SAGA
Guidelines 2025 Item 43 for the roles and responsibilities of the SAGA
supervisor.
b. Assignment of work hours and tasks
e  Work hours must not exceed six hours per day and should not conflict with the
student’s academic schedule.
e Assign tasks according to SAGA guidelines.
c. Implementation of SAGA Guidelines 2025 Item 45 (except 45a)
e Ensure all guidelines are observed except [tem 45a.
d. Preparation of Non-Disclosure Agreement (NDA)
e Prepare an NDA when tasks involve sensitive, confidential, or restricted
information.
e. Processing of payments
e Ensure SAGA payments are processed on or before the 5% day of the month
following the rendered service. To process monthly SAGA compensation via
BULSA, hiring units must prepare (1) a copy of the approved appointment and
(2) a duly signed daily time record (using this template: bit.ly/SAGA dtr).

For questions or clarifications, please get in touch with the Office of Scholarships and Grants at
osgsaga.upd@up.edu.ph.

Thank you very much for your cooperation and support.

o ovcsa. upd o updilimanovcsa @ ovcsa.upd@up.edu.ph o UP Diliman OVCSA



https://bit.ly/SAGA_dtr
mailto:osgsaga.upd@up.edu.ph

