PERSONAL DETAILS

Name

Address

Telephone: Mobile Phone:
Identity Card No.: Blood Group:

PARENTS/GUARDIAN’S NAME:

Address:
Telephone Office Telephone Home:
IN CASE OF AN ACCIDENT OR EMERGENCY,
PLEASE INFORM:
Name:
Address:
Telephone: Cellular Phone:

WHEN THIS STUDENT HANDBOOK/PERSONAL NOTE IS
FOUND, PLEASE CONTACT THE ABOVE PERSON OR DMC

COLLEGE FOUNDATION, INC. IN STA. FILOMENA, DIPOLOG CITY.

TELEPHONE NO. (065) 212-8881.



| am a proud DMCian;
My behavior and actions reflect Filipino
& La Sallian values.
| am proud of my Philippine heritage.

| am a leader for positive social transformation.

| observe cleanliness and care for the environment.

| respect everyone unconditionally.
| am committed to academic excellence.
| am an achiever.

| am a DMCian.



THE SCHOOL SEAL

The school seal of DMC College Foundation, Inc. is a symbol of its identity in the commu-
nity. The seal encompasses the foundation’s philosophy and vision-mission of full devel-
opment of a person’s potentials by encouraging, motivating, and challenging him to max-
imize his innate and acquired skills. The seal signifies the school’'s endeavor to provide
overall learning experiences by challenging students to explore their full potential through
quality academic situations and offering diverse programs of student activities.

The circular shape defines the universality of DMCCFI and its unceasing aim of providing
quality education.

The upper part of the middle concentric ring contains the name of the foundation while the
lower part contains the name of the city of its birth, Dipolog. This represents the school’s
commitment to respond to and serve its community by producing socially responsible and
competent graduates.

The green figure of three overlapping lines at the center of the emblem is the “Star of
Life”, a symbol related to medical emergency response. This signifies the school’'s vast
history of teaching courses in the medical sciences. The Rod of Asclepius in the middle
embodies the school’s academic programs to prepare the students to be globally compe-
tent in their respective fields of endeavor.

The two laurel leaves embracing the “Star of Life” manifests the school’'s mission of
providing excellent and compassionate service. Moreover, it symbolizes the high stand-
ards of performance the school sets for its students, faculty, and staff.

Below the six-pointed star rests an open book containing the inscription ‘1977’, the year in
which the foundation began providing educational services.

Colors

White signifies the purity of DMCCFI’s intention of providing quality and innovative educa-
tion to the youth of Dipolog and its neighboring communities in facing the challenges of
the 21% century with confidence, competence, and Christian commitment.

Green reflects the vibrant life and energy DMCCFI encourages in its students in striving
towards achieving their goals in life.
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FOREWORD

The regulations that follow apply to all students enrolled in this college who,
upon admission, agree to abide by these rules and regulations and conduct themselves
so as to maintain discipline, uphold the good order of the school, preserve the fair name
of the college, and actualize its Mission Statement.

Aside from the norms contained in this handbook, postings, special manuals for
specific purposes, published announcements, and bulletins are also utilized for student
activities. The administrative bulletin boards are ordinary channels by which the Admin-
istration informs the student body about official business. Some administrative postings
also appear in the bulletin board of the Office of the Registrar and Director of Admissions.

Students are required to be aware of all postings within twenty-four (24) hours
after publication. Past postings are preserved for reference in a folio available to students
at the Registrar’s Office.

The administrative authority of the College is vested upon the Chairman of the
Board and the President and is delegated by the latter to the School Director or Adminis-
trator and his staff when it applies to the different colleges of this institution.

The continued attendance of any student at DMC College Foundation, Inc. is
subject to this authority, conforming to the spirit of the on-going policies as set forth by the
academic community.

The Management

Dear Student,

Welcome to an enriching school year ahead!

As a student, you are a member of the academic community of the DMC Col-
lege Foundation and hence expected to be familiar with the campus, its facilities, its struc-
tural organization, rules and regulations, and the behavior expected of one engaged in
serious scholarly pursuits.

This handbook intends to guide you along this line.

For the next few years, this college will be your second home while you strive to
acquire an education. Study demands concentration and zeal. It will be to your best ad-
vantage if you devote your time and energy towards this immediate objective.

The development of the total person is the goal of the college’s curricular and
extra-curricular activities. The DMC College Foundation being an institution for Filipinos
shall strive to inculcate the values of dignity, patriotism, discipline, honesty, self-reliance,
and dedication.

We have high hopes that you will be worthy members and future alumni of the
DMC College Foundation.

The Administration
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HISTORICAL PROFILE

Nestled in the pristine environment of Sta. Filomena, Dipolog City, DMC Col-
lege Foundation has been the leading institution in healthcare, information technology,
service industry, and the social sciences in the province. The campus covers 22,500
square meters of land which includes school and office buildings, outdoor fields, and
small parks.

The college started as an expansion program of Dipolog Medical Center Inc., a
fifty-bed general hospital founded in 1974 out of the collaboration of insights and re-
sources among fifteen Dipolog citizens sharing a common aim of establishing a hospital
facility that offers quality healthcare. Among them were then Dipolog Archbishop Msgr.
Felix Zafra and fifteen medical practitioners.

Midwifery was the first program to open in 1977. This pioneering course re-
mains popular in the school’s roster of courses. In 1989, a new set of board of directors
was selected to manage the school and hospital. Seeing the need for more competent
health workers in the locality, Chairman of the Board Atty. Alberto P. Concha and Hospital
Director Dr. Stephen Yap sought to offer the bachelor's degree in Nursing. The permit
was granted by the Bureau of Higher Education of the Department of Education in April
30, 1991. The BS Nursing program commenced June that year. Also in the same year,
the school became a grantee of the Johns Hopkins University International Education for
Reproductive Health (JPHIEGO) which, alongside the Association of Deans of Philippine
Colleges of Nursing (ADPCN), afforded the school with resources as an extension of
Johns Hopkins Hospital in Baltimore, Maryland.

Dipolog Medical Center adopted a new name for its academic sector, Dipolog
Medical Center College of Health and Sciences (DMCCHS), which was granted acknowl-
edgment and recognition by the Securities and Exchange Commission on January 24,
1994.

In its zeal in the aim for growth, the management initiated the application for
permits to open other health science courses. In 1994, Bachelor of Science in Physical
Therapy (BSPT) was opened; in 1996, the school admitted enrollees for Bachelor of Sci-
ence in Radiologic Technology and Bachelor of Science in Medical Technology. In Janu-
ary 1998, the College was again renamed, in recognition of its conversion into a non-profit
organization. The school was now known as Dipolog Medical Center College Foundation,
Inc. The Masters in Public Administration program was later offered as well as two other

Two years later, the school expanded further by offering secondary education
through the DMC Science High School which follows science curricula in all year levels.
In the same year, Bachelor in Secondary Education, Bachelor of Arts in Political Science,
and Bachelor of Civil Engineering also opened.



In the year 2000, DMCCFI went in consortium with Negros Oriental State Uni-
versity to open Masters of Arts in Educational Management and postgraduate degrees
Doctor of Management and Doctor of Education.

Realizing the need for direction and guidance, DMC Science High School
signed a consultancy agreement with the La Sallian Schools Supervision Office (LASSO)
in May 2005, placing DMC SHS under Consultancy Status where LASSO made enor-
mous contributions to the improvement of the high school’s curricula and teacher ad-
vancement.

In November 2005, DMCCFI began a placement and staffing agency, the Staff
Builders LLC, a US-based Limited Liability Corporation. The firm assists nurses and phys-
ical therapists, especially those who are products of the institution, in seeking employ-
ment in the United States.

In September of 2006, the College of Computer Studies was formally evaluated
by the Commission on Higher Education and was eventually acclaimed Center of Devel-
opment in Information Technology (COD-IT) in March 2007. The CCS has since main-
tained this status. After the COD-IT Inspection, the College submitted itself to yet another
inspection, the Institutional Monitoring and Evaluation for Quality Assurance in Higher
Education (IQuaME).

In 2003, DMC College opened the 6-month Caregiving Course. In the same
year, DMC’s Caregiving Department became an accredited TESDA Testing Center for
caregivers.

With the same zealous management, current developments have never ceased
to unfold: the School of Hotel and Restaurant Management was realized to cater to those
who want to build careers in the service industry. The facilities and laboratories of the
school were hailed the best in Region IX.

With the purpose of offering quality education to early learners, DMC Preschool
opened in 2008. In 2010, DMC Preschool, the newly opened DMC Grades School, and
the Science High School were consolidated into the Basic Education Department, The
Basic Education Department completed the consultancy period and has been officially
under La Salle Supervision Level I.

In the summer of 2009, the college amended its name formally to DMC College
Foundation marking its expansion from medical sciences. With this change, DMC opened
the School of Law. It also began offering vocational courses under the Technical Skills
and Development Authority (TESDA). It also opened two Business courses, Bachelor of
Science in Accountancy and Bachelor of Science in Entrepreneurship.

To date, DMC College Foundation offers two Doctorate Programs in consortium
with Negros Oriental State University; three Masters Degree Programs, two of which are
covered in the consortium with NOrSU; twenty-one Bachelor's Degree programs; four
Associate programs; and sixteen Vocational Courses. Beginning academic year 2011-
2012, the entire tertiary level will be under La Salle Consultancy.

DMC College Foundation is now a solid, successful landmark of the province of
Zamboanga del Norte. Superior in work ethic and skills, the thousands of graduates DMC
College Foundation has produced over the years made remarkable contributions to the
health care workforce and to other fields in the locality, in other regions, and even in other
parts of the globe,. DMC College Foundation sees an opportunity to grow amidst chal-
lenges, the very attitude it inculcates among its students.
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ALMA MATER SONG

Music and Lyrics: Dr. Horacio B. Velasco Arranged by: Dr. Vicente M. Dalman
In the fields of Santa Filomena
Where white lilies grow
They bloom so fair, their scents fill the air
Enhancing the atmosphere
The knowledge you share and the memories we bind
Will always be in our minds
Whenever we meet somehow, someday,
Fond mem’ries will be of you!

CHORUS:

DMCCFI our Alma Mater guide us always when we wander
To the most varied places where we may go

You are always in our minds!
Keep our names in thy portals

As we too remember your name

The laughter echoed in the hall and the pictures on the walls
Will remind us where we belong.
Will remind us where we belong!

SCHOOL HYMN

Music and Lyrics: Ms. Kaye Bulaong

-

Arranged By: Mr. Herbs Samonte

In this world of ambiguity
Where my knowledge is only my certainty
In DMC, | claim my destiny

CHORUS:
| can reach for the stars
| can make my future bright and clear
| can soar into the sky,
| can be the best that | can be,
| can hope, | can dream, | can soar, | can fly

~

N ([

Fulfill my lifelong dreamé
REPEAT CHORUS

Dreaming is believing herej DMCeé

DE LA SALLE HYMN \

Hail, Hail Aima Mater,
Hail to De La Salle!
We 6| | hold your banner high]and
A shield of green and white,

Wedl |l fight to keep your gllory

And never shall we fail,
Hail to thee our Alima Mater!
Hail! Hail! Hail!

/
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PHILOSOPHY

DMC College Foundation, Inc. upholds that the full development of a person’s
potentials depends largely on the nature, level and suitability of stimuli and challenges he
encounters in daily life. The role of DMCCFI as an institution is to serve as a rich interac-
tive environment where the student is continually encouraged, motivated, and bolstered
towards the harnessing and optimal use of his innate and acquired skills.

VISION

DMC College Foundation is a leading educational institution, pursuing excellence in its
socially oriented and progressive academic programs and services forming globally com-
petent graduates who are active partners in nation-building.

MISSION
We commit ourselves to:

ACADEMIC EXCELLENCE
We set high standards in the performance of our students, faculty and co-academic per-
sonnel to achieve optimum integral human development by continuously enriching our
academic, co-academic and leadership programs with technology-based instruction, team
research and the promotion of athletics, culture and arts grounded on nationalism.

ADVANCEMENT OF SCIENCE AND INFORMATION TECHNOLOGY
We venture in Science and Information Technology to discover and respond to the new
innovations in instruction and competency based curriculum, business management,
vocational and technical skills, and above all for the efficiency of our services and admin-
istration.

FORMATION OF SOCIALLY -ORIENTED STUDENTS AND GRADUATES AND CRE-
ATION OF RESEARCHES and GLOBAL LINKAGES
We create linkages by forming civic-conscious learners capable of responding to the chal-
lenges of community building and the global demands through quality alternative learning
system and in partnerships with national and international institutions for the promotion of
environmental advocacies, socially-oriented research, and community service that trans-
forms lives.

CORE VALUES
As members of the DMCCF Community, we affirm, embrace and hold ourselves account-
able to the following core values:

ACADEMIC EXCELLENCE
Commitment to a dynamic intellectual community, high academic standards, strong aca-
demic programs and a high quality faculty of engaged and engaging teacher-scholars.

CONTINUAL IMPROVEMENT
Evaluate and improve continually the services in every processes, materials and human
resources — dean, coordinators, instructors and staff.

EMPLOYEE ENGAGEMENT

1 Contribute to a safe, secure and supportive work environment.

1 Pursue challenging and rewarding work opportunities that nurture personal and profes-
sional initiative and growth.

1 Genuinely listen, seek understanding and encourage open dialogue.

1 Recognize and celebrate individual and team successes.



HARMONIOUS ENVIRONMENT & RESPECT
Maintain goodwill and lighthearted rapport despite adversities and differences by giving
regard to another’s dignity. Promote harmony and mutual respect.

RESPECT

1 Treat others with dignity, valuing and benefiting from personal differences.

1 Value other’s time, skills, views and contributions.

1 Be accountable for the impact of our actions and behavior on fellow employees, stu
dents, and the communities in which we operate.

INNOVATION
Introduce new ideas dynamically and energetically.

INTEGRITY AND PROFESSIONALISM

1 Act with integrity and professionalism.

9 Build trust in others by adhering consistently in words and actions to the values and
standards set by the institution.

1 Act with integrity- means always doing the right thing legally, ethically and morally

1 Honor the spirit and intent of our commitments and promises, demonstrating con-
sistency between our actions and our words.

RESPECT FOR THE INDIVIDUAL STUDENT
Devotion to the intellectual, ethical and social development of each student.

TEAMWORK
Foster cooperative effort and actively participate to achieve common goals.

OBJECTIVES
DRIVE FOR EXCELLENCE
MODERNIZED SCIENCE and INFORMATION TECHNOLOGY
CREATE LINKAGES and CONDUCTS RESEARCH

GOALS
D - Development-oriented in its quest for excellence
M - Modern technology-based academic and professional program
C - Community involvement as its corporate social responsibility
C - Competitiveness in linkages and work partnership globally
F - Focused on advances in information and communication technology
| - Innovative and creative over-all learning experience

CORE VALUES
L - Life-long learning and La Sallian spirit
E - Excellence in education
A - Active service
D - Developmental transformation
E - Empowering partnerships
R - Research oriented
S - Spirit of volunteerism

10

P LEDGE
(STUDENT AND PARENTS COPY)

In consideration of my admission to the DMC College Foundation and of the
privileges, | will henceforth enjoy as student in this institution, | hereby pledge on my hon-
or to abide by the rules and regulations laid down by the competent authority of the col-
lege and those which may hereafter be promulgated.

Dipolog City, 20
Student
Witnessed by: Noted by:
Dean of Student Affairs: Parent/Guardian:
PLEDGE

(VICE-PRESIDENT FOR STUDENT AND EXTERNAL AFFAIRS AND LINKAGES)

In consideration of my admission to the DMC College Foundation and of the
privileges, | will henceforth enjoy as student in this institution, | hereby pledge on my hon-
or to abide by the rules and regulations laid down by the competent authority of the col-
lege and those which may hereafter be promulgated.

Dipolog City, 20
Student
Witnessed by: Noted by:
Dean of Student Affairs: Parent/Guardian:
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Appendix A

EXPULSION

The penalty of expulsion is an extreme administrative sanction WHICH DEBARS
THE STUDENT FROM ALL PRIVATE AND PUBLIC SCHOOLS. To be valid and effec-
tive, the penalty of expulsion requires the approval of the Secretary of Education. Expul-
sion is usually considered proper punishment for gross misconduct or dishonesty and/or
such offenses as hazing, carrying deadly weapons, immorality, drunkenness, vandalism,
hooliganism, assaulting a teacher or any other school authority or student. INSTIGATING,
ENGAGING ACTIVITIES RESULTING IN DAMAGE TO CAMPUS OR SCHOOL FACILI-
TIES, PROPERTY OR INJURY TO PERSONS, PREVENTING OR THREATENING STU-
DENTS OF FACULTY MEMBERS OR SCHOOL AUTHORITIES FROM DISCHARGING
THEIR DUTIES, OR FROM ATTENDING CLASSES OR ENTERING THE SCHOOL
PREMISES.

Republic of the Philippines
Dangerous Drug Act of 1972
Prohibited Drugs

Any student who shall possess, prepare, administer, sell, deliver, giveaway to
another, distribute dispatch in transit, transport, use encourage others in the use of any
prohibited or regulated drug, or shall frequent a resort, house, dwelling den, where any
prohibited drugs is used in any form shall after due investigation and finding of guilt, be
expelled and suspended that the penalty herein imposed shall be without prejudice to the
proper filling of charges before the competent courts, should the college authorities de-
cide. “PROHIBITED DRUGS”, a herein above referred to, shall include opium and its
active components and derivatives, such as heroin and morphine, cocaine, and beta co-
caine, hallucinogenic drugs, such as mescaline, lysergic diethyl amide (LSD) and others
substances producing similar effects, Indian hemp and derivatives, all preparations made
from any of the foregoing and other drugs, whether natural or synthetic, with the physio-
logical effects of narcotic drugs, self-inducing sedatives such as secobarbital, Phenobar-
bital barbital amobarbital, and any other drugs which contain salt of insomer of ampheta-
mine, such as Benzedrine or Dexedrine or any drug which produces a hypnotic effect
such metaqualone or any other compound producing similar physiological effects.

Any student who should be convicted by a Court of First Instance of any offense arising
under Republic Act No. 6424, otherwise known as the Dangerous Drug Act of 1972, an
automatic suspension shall be issued and shall continue until such time as the judgment
be favorable, the suspension shall immediately be lifted and the student is allowed to
resume his studies. If the judgment is one of conviction, expulsion shall follow as a matter
of course and retroactive to the date of suspension
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INSTITUTIONAL DESCRIPTIONS

A. Graduate School

The DMCCFI Graduate School believes that continuing education gives profes-
sionals the opportunity to deepen their knowledge and abilities in their respective fields of
expertise.

The Masters and Doctorate Programs aim to provide its professional students
with extensive study programs, expansive discussions from its highly qualified guest pro-
fessors, and serious research and dissertations on relevant societal topics.

The Graduate School emulates the overall vision and philosophy of the college,
believes in its constitutional ideals, and upholds its mission and quest for excellence.

B. School of Law

The Bachelor of Laws program of DMCCFI endeavors to inculcate in the minds
of individuals that awareness of the affairs and laws of the state and understanding the
flow of the nation’s political system are a highly significant asset in all enterprise, particu-
larly in today’s highly competitive world. The Program aspires to influence its students into
accepting their responsibilities and fulfilling their roles in the nation’s political world as
strong believers of the rule of law and uncorrupted judgment.

The Program envisions providing its students with the best-quality education on
law, doctrines and legislature of the nation and molding them into becoming model, politi-
cally correct citizens of our country.

C. College of Nursing and Allied Medical Sciences

The College of Nursing

The Bachelor of Science in Nursing consists of activities and programs aimed
towards the development of intellectual, personal, professional as well as moral and spir-
itual growth of students. The college has been renowned for educating the many nurses
now filling important roles in the health sector in the province.

The College aims to produce a fully functioning nurse who has:

1 developed a sensitive awareness to the health needs of society as well
as the commitment to be of service to it.

1 acquired the necessary skills, knowledge, and attitude for the promotion
of health, prevention of illness, restoration of health, and alleviation of
suffering.

1 developed a research attitude towards the nursing profession.

Allied Medical Sciences

Physical Therapy Education Program
VISION
The Physical Therapy Education Program  will provide the country with Phys-

ical Therapists who are humane, efficient, nationalistic and scientifically competent to
deliver the full spectrum of Physical Therapy services needed in modern health care.
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MISSION

Physical Therapy Education Program  will teach and demonstrate knowledge,
skills and attitudes necessary to:
evaluate and assess patients/clients.
plan and implement PT interventions for patients/clients in various settings
apply teaching-learning principles in different learning environments.
employ basic management, supervisory and administrative skills
participate in research related activities
partake in activities related to promoting the profession
appreciate the value of professional development
appreciate the value of communicating/coordinating with members of the health
care team.

EEE e R ]

Medical Laboratory Science Department

The Medical Technology Education of DMCCF upholds the school’s policy to
take part in maintaining the full development of person’s potentials by providing a rich
interactive environment that will encourage, motivate and challenge the person to use his
innate and acquired skills to their optimum. It aims to provide the country with medical
technologists who possess sufficient knowledge to perform scientific laboratory investiga-
tions to aid in the diagnosis, treatment and research required in modern health care deliv-
ery .Upon completion of the program, graduates are expected to:

1 acquire and develop the knowledge, attitudes and skills in the performance of clini-
cal laboratory procedures needed to help the physician in the proper diagnosis,
treatment, prognosis and prevention of diseases;

1 develop skills in critical and analytical thinking to advance knowledge in Medical
Technology / Clinical Laboratory Science and contribute to the challenges of the
profession;

1 develop leadership skills and to promote competence and excellence;

1 uphold moral and ethical values in the service of society and in the practice of the
profession and;

9 establish and maintain continuing education as a function of growth and mainte-
nance of professional competence.

Radiologic Technology Department

The Radiologic Technology Program aspires to produce dynamic, competent,
socially — conscious and ethical graduates who will apply scientific technique in medical
imaging and therapy. It assists the graduates in achieving their professional and personal
goals, and provides them with the necessary skills for life-long learning. To achieve its
mission, the graduates are expected to:

1 acquire and develop the knowledge of the various physical principles involved in
diagnostic imaging and therapeutic application.

1 demonstrate clinical competence by performing a full range of radiologic procedures
on all patient populations.

1 develop awareness of the risks involved in the application of various radiant energies
to humans for diagnostic, therapeutic or research purposes and ways of minimizing
such risks.

1 professionally utilize verbal, nonverbal and written communication in patient care
intervention and professional relationships.

1 demonstrate professional growth and development by practicing the profession's
code of ethics and comply with the profession's scope of practice.

1 demonstrate critical thinking and problem solving skills in the performance of radio-
graphic procedures.

1 respond to the technological advancement in the field of Radiologic Technology
through research and continuing education.
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3.4. Grievance Against other Members of the Academic Community
3.4.1. Complaint of a Student against Another Student
A formal letter of complaint must be presented to the Discipline Office.

3.4.2. Complaint of a Student against a Co-Academic Personnel
A formal letter of complaint must be presented to the Human Resource
Development Office.

3.4.3. Complaint of a Student against a Department Chair or Vice-Dean
A formal letter of complaint must be addressed to the College Dean.

3.4.4. Complaint of a Student against a Dean
A formal letter of complaint must be addressed to the VC-Academics.

3.4.5. Complaint of a Student against other Administrators

A formal letter of complaint must be addressed to the immediate
supervisor.

3.4.6. Complaint of a Student against a Vice Chancellor

A formal letter of complaint must be addressed to the Chancellor/President
of the College.

3.4.7. Complaint of a Student against the Chancellor/President

A formal letter of complaint must be addressed to the Chairperson of the
Board of Trustees..

Approved June, 2014, Dipolog City

ATTY. ALBERT T. CONCHA, JR
Chairman/President/Chancellor

DR. STEPHEN YAP ATTY. DIANA CHARLETTE T. CONCHA
Vice-Chairman Corporate Secretary/Director/Trustee/
Vice Chancellor for Administration

MRS. FILOMENA T. CONCHA
Treasurer/Director/Trustee

GERALD T. CONCHA, DM STEVEN DIRK S YAP
Director/Trustee/Vice-Chancellor for Students Director/Trustee
and External Affairs and Linkages

ENGR. RICHARD T. CONCHA
Director/Trustee/Vice-Chancellor for Administrative Services
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3.3.1.4.3. Hearings shall be continuous and shall not last for more
than (6) working days from the date of the first hearing.

3.3.1.4.4. Only evidence (testimonial or documentary) related to
the allegations of the complainant shall be considered
during the hearings.

3.3.1.4.5. The complainant shall have his/her right to re-
tract the formal grievance before the Board makes its
recommendation.

3.3.1.4.6. Within five (5) working days from the date of last hear-
ing, the Committee shall meet in order to delib-
erate on the case and to arrive at a recommendation. A
majority of the members of the Committee is required
to arrive at a recommendation. Any abstentions shall be
allowed.

3.3.1.4.7. Copies of the recommendation of the Committee
shall be furnished to all the parties concerned includ-
ing the members of the Committee. A copy of the final
recommendation is also filed in the 201 file of the
respondent.
3.3.1.48.The Dean shall act on the Committee's
recommendation within three (3) working days from
receipt. His or her decision shall be put in writing.
Copies of which shall be distributed as follows:
Original - Dean
One (1) copy - Complainant
One (1) copy - Respondent
One (1) copy - Each Member of the Committee
One (1) copy - Dean of Student Affairs

3.3.2. Appeal to the Vice Chancellor for Academics (VCA)

3.3.2.1. A party not satisfied with the decision of the Dean may appeal the
decision to the Office of the Vice-Chancellor for Academics, in
writing, within five (5) days from receipt of the written decision of
the Dean.

If the decision of the Dean is not appealed within the period pro-
vided, the decision becomes final and immediately execu-
tory unless execution is deferred for meritorious reasons.

3.3.2.2. Within five (5) days from receipt of the appeal, the VCA shall
decide the appeal and shall notify the parties of the decision in
writing immediately. The decision of the VCA is final and executo-
ry unless the execution is deferred for meritorious reasons.

3.3.2. Appeal to the Chancellor/President

3.3.2.1. A party not satisfied with the decision of the Vice Chancellor for
Academics and Research (VCAR) may appeal to the Chancellor,
in writing, within five (5) days from the receipt of the written
decision of the VCAR.
If a decision of the VCAR is not appealed within the period provid-
ed, the decision becomes final and immediately executory
unless execution is deferred for meritorious reasons.

3.3.2.2. Within five (5) days from receipt of the appeal, the Chancellor
shall decide the appeal and shall notify the parties of the decision
in writing immediately. The decision of the Chancellor is final and
executory unless the execution is deferred for meritorious rea-
sons.
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Pharmacy Department

Pharmacy education is a four-year bachelor's degree which provides a broad
range of scientific studies and trainings. Possessing the degree qualifies one in employ-
ment in a wide array of health and scientific fields. Graduates work primarily in community
drugstores, hospitals, higher education institutions, government agencies, research es-
tablishments, public health and pharmaceutical industries. The course program also en-
compasses pharmaceuticals, cosmetics, alternative medicines, hazardous substances,
drug delivery devices and veterinary medicine. It aims to provide the country with pharma-
cists who are scientifically competent to deliver the full spectrum of pharmaceutical ser-
vices required in health care delivery.

Vision

We envision ourselves to be responsive to the challenges of the changing
times, uplifting DMCian values of academic excellence and professionalism in the field of
Pharmacy for the restoration, preservation and enhancement of life.

Mission

We the faculty and staff of the College of Pharmacy hereby commit ourselves
to provide a dynamic intellectual community in order to produce competent graduates
who will:
embody and exemplify DMCian values;

show confidence and competence globally in their profession;
excel in providing optimum health care services;

devote time and effort in research focusing on green chemistry, and medical
and natural product formulation; and

5. actively take part in community services that uplift the status of society.

PoON=

Goal

To restore, preserve and enhance life.

Objectives

After completing the four years of BS Pharmacy education, the DMCCF gradu-
ate is expected to restore, preserve and enhance life by:

1. conducting scientific research in the development, utilization and evaluation
of alternative drugs, and in the prevention, mitigation, diagnosis and treat-
ment of diseases of man and animals;

2. applying one’s knowledge and skills in the identification, analysis, com-
pounding, manufacture, and storage of drugs and their dosage forms;

3. providing drug information to fellow health care team members, upholding
total pharmaceutical care;

4. managing drug establishments based on sound entrepreneurial practice;

5. dispensing drugs with utmost care by providing counsel to patients in the
proper use of prescribed and over-the-counter (OTC) drugs; and

6. exemplifying the DMCian values in actively advocating professional and
ethical pharmacy practice contributing to the overall social, mental, emo-
tional and physical health of individuals, communities and the country.
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Six — Month Caregiving Course

The DMCCF Caregiving Department envisions itself to be a dynamic and enter-
prising learning department for professional caregivers, equipping them with the neces-
sary skills to be globally competitive and able to provide quality care to individuals need-
ing their services. It aims to provide students with health knowledge that can be used in
the practice of Caregiving with extreme emphasis on skills that make his/her an intelligent
and practical health worker able to render care to the infant, toddler, children, elderly, and
people with special needs; maintain healthy and safe environment; respond to emergen-
cies; and perform satisfactory domestic housekeeping and food preparation. To achieve
the foregoing goals, the department is sincerely committed to:

1 instruct students the basic, practical skills and strategies needed to provide quality
care to individuals.

9 provide training opportunities through lectures and in-house training that will en-
hance learning.

1 develop an innovative program structure that will clearly define caregiving responsi-
bility.

1 produce exemplary practitioners and professionals in the field of caregiving.

D. School of Teacher Education Department

The School of Teacher Education (STE) aims to develop its students into
knowledgeable and cultured citizens who are prepared for their roles in society as educa-
tors and who can serve as agents of social reform.

DMCCF School of Teacher Education believes in the development of intelligent
constituents of society who have thirst for scientific and cultural knowledge so that they
can contribute to the global transmission of such knowledge and culture to the youth.

STE seeks to produce graduates who can be: transformational leaders, effec-
tive classroom teachers, erudite researchers and competent educators who are prepared
to engage in educational breakthroughs anchored on nationalism and globalization.

E. School of Business & Accountancy

The main objective of the DMCCF School of Business is to instill upon the
minds of the students the importance of economic preparedness of each student as a
member of the society. The College of Business stresses their belief that in the advancing
economic development of the world today, relevant business knowledge and education
are the most useful tools of trade.

The Bachelor of Science in Business Administration Major in Marketing, Bache-
lor of Science in Accountancy, and the Bachelor of Science in Entrepreneurship course
programs aim to produce graduates who are excellently equipped to enter the realm of
economics and industry. They are the symbols of DMCCF’s flexibility and adaptability to
the ever-changing demands of the times.

F. School of Hotel, Restaurant, & Institution Management

Bachelor of Science in Hotel and Restaurant Management (BS HRM) is a spe-
cialized business degree which will prepare students for leadership roles in the hospitality
industry. The BS HRM curriculum is designed to provide a solid foundation in practical
and managerial functions for hotel & restaurant operations, tourism and culinary arts. The
School of Hotel Restaurant and Institution Management is committed to achieve the fol-
lowing objectives:

1 To produce world-class hospitality leaders and professionals who can respond to
the needs of the hospitality industry, both in the domestic and international arenas.

9 To provide quality classroom instruction supplemented with seminars, workshops
and experiences that will maximize the quality of the curriculum.

1 To immerse HRM faculty members in current hospitality trends through seminars,
workshops international training and affiliations.
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3.2.1.1.3.5. Within three (3) days after the meeting and
from determination that sufficient facts and
evidence exist on which to base a resolution,
the Department Chair resolves the case. The
resolution shall be in writing stating the
supporting reasons and prepared in three (3)
copies to be distributed as follows:

Original - Department file
One (1) copy - Student (complainant)
One (1) copy - Faculty Member (respondent)

3.2.1.2. Class or Group Grievance

3.2.1.2.1. A grievance may be raised by a student, a group, or a

class accordingly. A grievance raised by three (3) or
more students is considered a group grievance. Moreo-
ver, a grievance raised by 50% + 1 of enrolled
students in a certain course is considered a class
grievance.

3.2.1.2.2. The people involved in the group or class grievance

3.3. Appeal of Case

must elect an official representative of the group com-
plaint and affix their respective signatures in The
Summary of Events document. Afterwards, they must
proceed with the appropriate grievance procedure.

3.3.1. Appeal to the Ad-Hoc Grievance Committee

A party not satisfied with the resolution of the Department Chair may
appeal the resolution to the Ad-Hoc Grievance Committee, in writing,
within five (5) days from receipt of the resolution. The appeal shall be
taken in accordance with these procedures:

3.3.1.1.

3.3.1.2.

3.3.1.3.

3.3.1.4.

The appellant sends a letter to the Dean of the faculty concerned
requesting that the Committee be convened to hear the
grievance complaint.

Upon receipt of the letter, the Dean requires the Department
Chair concerned, in writing, to immediately forward to the Dean's
Office the complete record of the case which includes the original
of the complaint, the answer, the resolution, and other docu-
ments related to the case, if any.

Upon receipt of the complete record of the case, the Dean imme-
diately convenes the Committee for the purpose of hearing the
case.

Before actually deliberating the case, the Committee first defines
the procedures it will follow in hearing the case except that:

3.3.1.4.1. For purposes of a hearing, all members of the
Committee should be present.

3.3.1.4.2. The parties concerned may request the presence of a
counsel who could be, but is not limited to any
member of the DMCian Community, to provide them
advice during the grievance proceedings. Said coun-
sels shall not be allowed to participate during the
proceedings.
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3.2.1.1.2. Complaint

The student files a written complaint with the Depart-
ment Chair to which the concerned faculty member
belongs at anytime during the term, but not later than
four calendar weeks (28 calendar days) after Grade
Consultation Day. The complaint should be signed by
the student and accomplished in 3 copies to be dis-
tributed as follows:

Original — Chair of the Department
One (1) copy — Faculty Member (respondent)

One (1) copy — Student File duly received and dated by
the Chairperson of the Department
(or any representative)

A formal complaint should contain the following:

3.2.1.1.2.1. The name of the member of the faculty
against whom the complaint is filed.

3.21.1.2.2. A narration of the circumstances

surrounding the commission of the act
complained of.

3.2.1.1.2.3. The specific action asked for from the faculty
member and the University.

3.2.1.1.3. Answer

3.2.1.1.3.1. Within three (3) days from receipt of the
complaint, the Department Chairperson
writes the faculty concerned to respond in
writing, within five (5) days from receipt of
the letter, excluding Saturdays, Sundays,
and holidays.

3.2.1.1.3.2. The written answer shall also be prepared
in three (3) copies to be distributed as fol-
lows:

Original — Chair of the Department
One (1) copy — Faculty member file
One (1) copy — Student as complainant

3.2.1.1.3.3. Failure of the respondent to answer the
complaint in writing within the period
required shall be considered an admission
of the charges, and the Department Chair
shall resolve the complaint on the strength
of this admission.

3.2.1.1.3.4. Upon receipt of the written answer by the
respondent, the Department Chair evalu-
ates the complaint and the answer.

The Department Chair may find it neces-
sary to ask for clarificatory questions. In
this case, the Department Chair shall call
the parties to a meeting for this purpose
within three (3) days from receipt of the
written answer.
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G. General Education Department

The General Education Department has a two-fold objective: first, to enable all
students to understand our intellectual heritage, the physical and biological world in which
we live in, and our social, economic, and political development; and second, to provide
programs of professional education in selected fields as well as a strong foundation for
graduate study.

The department has programs of study leading to the following degrees: Bach-
elor of Arts, Bachelor of Science in Mass Communication, and Bachelor of Science in
Political Science.

This fields of study involve programs formed by students' life-shaped experienc-
es and are applied to the concentrated examination of public education's foundations,
current situations, and future possibilities through course requirements, internships, and
field research.

The department seeks to produce knowledge-based, competent decision-
makers who are prepared to be capable teachers and administrators as well as effective
classroom and institutional managers so that our students will become good practitioners
prepared to engage in educational improvement through an action-research orientation.

H. School of Criminology

The main goal of the DMCCFI School of Criminology Education program is to
provide the community graduates who are highly productive, proficient, and morally up-
right individuals who can deliver efficient and valuable services in the fields of criminolo-
gy, criminal justice system administration, public security and safety administration, cor-
rection and jail management, and crime detection.

|. College of Computer Studies

The mission of DMCCFI's Computer Education is to build a strong foundation of
Computer concepts and architecture, Network Technologies, PC Technology, and Com-
munications Technology that will enhance learning and skills of the students and faculty
through Systems Analysis, Design, Data Communication, Management Information Sys-
tems, and Design projects.

Its vision is to produce highly competitive Computer Science, Information Tech-
nology, and Information Management graduates equipped with advance knowledge and
theories in Software Development, Web-based Programming, Multimedia, Electronic
Commerce and Information and Communications Technology.

J. Basic Education Department
In keeping with the mission-vision of the institution, the DMCCF Basic Educa-
tion Department is committed to:

1 excel in all the academic and non-academic programs through the acquisition
of scientific and technological skills and competence, enabling the pupils and
students to respond creatively to the changing needs of the society.

1 strengthen the character of Filipino La Sallians through the spiritual, cultural,
social and sports development with the view of sharing pupil’s/student’s gifted-
ness to the less privileged; and

9 take an active part in the continuing development of a just and humane environ-
ment.

15



DMC Preschool

Objective : To build a strong education by providing quality learning and solid educational
and La Sallian foundation among our young students.

Attuned with the school’s vision-mission, the DMC College Foundation Pre-
School seeks to develop the child physically, intellectually, psychologically, aesthetically
and spiritually by meeting his/her needs in actual-living experience through self-activity in
a prepared environment.

A. Physical Development . To develop muscular control of the small and big muscles,
health, the habit of hygiene, and coordination movement through rhythmic and gymnastic
activity and games, indoor and outdoor free play.

B. Intellectual Development . To prepare the child’s mind for later systematic learning,
the core knowledge curriculum aims to:
1 achieve refinement of the senses as receptors for developmental experiences
and skill in using one’s fingers
1 awaken the child’s cognitive power and develop the ability to think, observe,
classify, plan, communicate and preserve by him/herself rather than accumulate
and memorize knowledge.
1 form basic concepts through first-hand experience in self-chosen, guided, crea-
tive and constructive play activities.

C. Psychological Development. To develop self-confidence, initiative and emotional
security through the experience of success and acceptance; to develop a happy attitude
towards life as a necessary pre-requisite to successful living and learning.

D. Aesthetic Development. To develop creative self-expression and a sense for beauty,
performing arts through a rich program of art activity, musical experiences and apprecia-
tion of the beauty of nature.

E. Spiritual Development. To develop in the child the desire to live as a true La Sallian
and a child of God by actual application of the La Sallian values and virtues, kindness,
truth and honesty. Appreciation of work and the desire to do good, respect the rights of
others, to share and to follow accepted rules of democratic living.

DMC-Science High School

In keeping with the vision-mission of the institution, the DMCCF-Science High
School Department is committed to:

1. develop students who will excel in all the academic and non-academic programs
through the acquisition of critical, logical, analytical, scientific and technological skills
and competencies, enabling the students to respond creatively to the changing
needs of society.

2. strengthen the character of Filipino La Sallians through the spiritual, cultural, social
and sports development with the view of sharing students’ giftedness to the less
privileged.

3. provide students opportunities to take an active part in the continuing development
of a just and humane environment.

4. be a center of academic excellence in the academic community and an agent for
national development.

5. imbue the school community with the spirit of faith, zeal and service through strong
catechetical and religious animation programs.
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2.2. The Committee shall be composed of the following:

2.2.1. The Vice Dean of the College to which the faculty belongs, as the Chair
of the Committee.

2.2.2. The Chairperson of the Department to which the student belongs.

2.2.3. The Vice President for Academics of the Student Council.

2.2.4. The College Assembly President of the College to which the student
complainant belongs.

2.2.5. A Faculty Association representative.

2.3. The Committee exercises the following powers:

2.3.1. To define the procedures to be followed in the conduct of its hear-
ings,

2.3.2. To summon witnesses or persons whose assistance is needed in arriv-
ing at a just and fair decision,

2.3.3. To have access to all information and documents relevant to the case,

2.3.4. To recommend to the Dean appropriate measures consistent to its
findings, and

2.3.5. To be fair and objective in hearing the merits of the case,
without prejudice to either the complainant or the defendant.

3. PROCEDURES IN GRIEVANCE CASES
3.1. Informal Grievance

3.1.1. If a controversy arises, the students are encouraged to seek the assis-
tance of the Student Council through the Vice President for Academics
regarding the process of informal grievances.

3.1.2. Students are encouraged to settle it with their respective faculty member
through a sincere dialogue. If the concern is not settled through the dia-
logue between the student and the faculty concerned, the student should
approach the Chairperson of the faculty who shall then facilitate a dia-
logue, to act as mediator and to amicably resolve the matter.

3.1.3. To ensure that there is sufficient time to facilitate the dialogue between
the student and the faculty concerned, the student should approach the
Department Chairperson not later than three (3) calendar weeks after
grade consultation day.

3.1.4. If on the last day of filing a formal grievance, the parties concerned have
not yet conducted a dialogue, or a dialogue transpired but the issue was
not resolved, then the student may already file a formal grievance on
that day.

3.2. . Formal Grievance

3.2.1. After the informal grievance process has been availed of by the student,
and the student decides to pursue the grievance formally, the steps to
be taken are as follows:

3.2.1.1. Complaint of a Student Against a Faculty Member

The procedures to be followed in the handling of grievance
cases filed by students against members of the faculty are:

3.2.1.1.1. The student approaches the Student Council Office of
the Vice President for Academics (or their respective
SC College Assembly President) for technical
assistance on the requirements and process of
formal grievance.
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5.2.3. The editorial staff for any student publications shall formulate a system of
disbursing, safekeeping, and accounting of funds. Auditing procedures shall
also be formulated to safeguard said funds.

5.2.4. In case of faculty or office publication, the standard operating procedure of
disbursing, accounting and auditing of funds shall be strictly followed.

6. LIABILITY OF PUBLICATION

6.1. The writer or author of any published article shall be held personally liable for any
violation of existing laws, policies, rules, or regulations governing campus publica-
tions. By the principle of command responsibility, the editors, the editorial consult-
ants and the publisher shall also be held liable.

7. PROPERTY OF PRINTING

7.1. The editor shall exercise discretion as to propriety of materials submitted for publi-
cation. When in doubt, they should consult the Vice-Chancellor for Student and
External Affairs and Linkages. They shall always uphold the freedom of the press
within the bounds of law. Censorship shall be exercised only on materials that
violate the laws governing publications and the Code of Journalism.

8. YEARBOOK

8.1, A student publication that is released annually which covers activities and the
graduates for the school year. Staff members will include the editor-in-chief, de-
partment editors, layout artists, circulation manager, and photographers. All staff
members will be screened accordingly.

Article XXXVI.PRESS ARTICLES BY STUDENTS

1. Any student who publishes an article, or writes a letter to the press and wants to be
identified as a student of the College, shall affix to his own name, the name of the col-
lege or school in which he/she is registered together with the word “student”.

Article XXXVII.STUDENT GRIEVANCE

1. DEFINITION

1.1. For purposes of this section, a grievance refers to any controversy between a
student as the aggrieved party and a member of the academic community as
respondent that may be the cause of a complaint.

1.2. A grievance may be informal or formal. A grievance made orally is considered
informal. Only when a grievance is reduced into writing and duly signed does
it become a formal complaint. An informal grievance should be settled infor-
mally while a formal grievance complaint should be settled formally following a
set of procedures.

1.3. A grievance may be academic or behavioral. An academic grievance is
one that arises from any controversy related to learning or to performance in
academic courses while a behavioral grievance is one that arises from the
manner a person conducts himself or herself.

2. THE AD-HOC GRIEVANCE COMMITTEE

2.1. The Ad-Hoc Grievance Committee (Committee) is a quasi-judicial body that
hears and decides all grievance cases filed by a student, group or class
against any member of the faculty brought to the college level in accordance
with the defined procedures.
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Article |. GENERAL DIRECTIVES

. Students must familiarize themselves with the contents of this Handbook and should

strictly comply with all the provisions herein. Ignorance of the provisions does not ex-
cuse the students from the stipulated provisions.

. Catholic students are encouraged to attend religious activities sponsored by the Col-

lege.

. Students are strictly prohibited to smoke cigarette in any part of the school campus.
. All students shall obey and show courtesy to school authorities at all times.

. All students shall present themselves for each class equipped with the materials re-

quired for the course.

. Each student enrolled in the College is issued an official identification card, with a stu-

dent ID number, which is valid as long as he/she is connected with the school. He
must always wear the ID while on campus and must present this to the disciplinary
officers or the security guards when entering the College grounds and to all school
authorities when asked to do so. Any person on campus who fails to present his/her ID
when requested to do otherwise shall be considered an intruder and may be required
to leave the school premises.

. Loss of an ID card should be reported to the Director of Student Affairs or to the School

Registrar who will authorize him/her to have an ID taken again. A student who is grad-
uating or withdrawing from the College must surrender his ID card to the Office of the
Registrar and Director of Admissions as a prerequisite for a transfer credential.

. Students who have transferred residences or who have changed their civil status shall

inform the Registrar’'s Office in writing about this matter at the earliest time possible.
This policy must be strictly followed as students shall be held liable for incorrect infor-
mation in their ID registration form, and other school documents.

. Upon admission to DMCCFI the student is regarded as an adult by the College authori-

ties. Hence, the obligation to keep parents and guardians informed of their academic
standing and the impending consequences of excess failure lies with the student.
Notices thereof sent by the College to the parents or guardians are merely by way of
courtesy. They do not relieve the student of the obligation to keep parents or guardi-
ans informed of his status and/or standing in school. Hence ignorance of a student’s
status on the part of the parents/quardians shall not be imputed to the College authori-
ties nor shall the latter be held responsible for such ignorance.

Article Il. cCOMMUNICATION

. All official business with the Office of the Registrar and Director of Admissions or with

any administrative unit or personnel shall be done in writing. Verbal agreements shall
not be valid unless partially or fully executed by either or both parties.

. All communications must be duly signed with the student’'s name and his/her ID num-

ber must also be indicated therein.

. All letters, requests, and other documents shall be sent directly to the addressee.

. Letter received though mail and addressed to students may be obtained from the Office

of the Registrar and Director of Admissions.

. Individual files for enrolled students are kept in the Office of the Registrar and Director

of Admissions. If students wish any registrar —related record to be kept in their files,
they may present them to the Registrar’s office for filing.
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Article 1l . ADMISSION OF STUDENTS AND ENROLMENT PROCEDURE

1. REQUIREMENT/PRODEDURES FOR ENROLMENT in College and High School

10.

I. Freshmen

Form 138 for High

School graduates.

Certificate of Good

Moral Character.

National Career As-

sessment Examina-

tion.

Medical Certificate for

Medical students only.

Birth Certificate — NSO

— authenticated or

SECPA

Marriage Contract from

the NSO if married.

2 pieces 2x2 picture

with collar.

Result of the College

Admission Examina-

tion.

For the Office of the

Guidance Counselor:

a. One (1) long
folder

b. photocopy of the
High School
Card

c. 1 piece 2x2
picture with collar

Submit to the Discipli-

nary Officer the follow-

ing requirements:

a. Duly notarized
Non-Fraternity
Contract

b. 1 piece 2x2
picture with

collar.

Il. Transferees
Honorable Dismissal
with Informative copy
of the Transcript of
Record for purposes of
evaluation.

Medical Certificate for
Medical students only.
Birth Certificate — NSO
— authenticated or
SECPA

Marriage Contract from
the NSO if married.

2 pieces 2x2 picture
with collar.

Result of the College
Admission Examina-
tion

For the Office of the
Guidance Counselor:

a. One (1) long folder

b. photocopy of the
High School Card

c. 1 piece 2x2 picture
with collar

Submit to the Discipli-

nary Officer the following

requirements:

a. Duly notarized
Non-Fraternity
Contract

b. 1 piece 2x2 picture

with collar.

I1I. Old Students
Duly accomplished
clearance. (Duly
signed by all the
signatories & must be
specifically cleared by
the Business Office
proving among others
that the student is free
from all his / her finan-
cial accountability with
the College).

Grades of all the
subjects taken from
the previous semes-

ter.
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2.3. The publication of a newspaper for students shall be governed by the College
Code and by rules and regulations approved by the Chairman of the Board who
shall appoint, on recommendation of the Dean of Student Affairs, a faculty adviser
who shall provide guidance on the administrative and editorial work of the student
publication.

2.4. All student publications shall be under the general supervision of the Office Dean
of Student Affairs. The College administrators shall determine the manner by
which faculty or office publications may be managed.

. SELECTION OF THE EDITOR-IN-CHIEF AND TERM OF OFFICE

3.1. The Editor-In-Chief of the student publication shall be chosen mainly by means of
a series of three (3) competitive written examinations to be given during the first
ten (10) days of the academic year. A committee of five (5) faculty members to be
appointed annually by the President on the recommendation of the Dean of Stu-
dent Affairs shall be responsible for said examinations. The examinations shall be
given in the following phases of journalism:

Editorial Writing 60%
News Writing 25%
Lay-Out and Headline Writing ~ 15%

3.2. Only regular bona fide students having a general weighted average of “2.0” or
better, who do not have any grade of “5.0” or “Incomplete” and who did not drop
any course during the previous semester are qualified to take the examinations.
Candidates for Editor-in-Chief shall present a written certification signed by the
Dean concerned, stating that they are responsible persons of good character.

3.3. The student who gets the highest general average in the examinations shall ipso
facto qualify as Editor-in-chief of the student publication. In case of a tie, the jour-
nalistic training and experience of the candidates shall be taken into considera-
tion.

3.4. The Editor-in-Chief cannot hold other elected position in the College. The terms of
office of the Editor-in-Chief and his/her staff shall be one academic school year.

. SELECTION OF THE BOARD OF EDITORIAL CONSULTANTS

4.1. The Board of Editorial Consultants may come from the faculty of the different de-
partments of the College who shall be recommended by their respective deans on
the basis of their journalistic talents, training and experiences. Each student publi-
cation shall have its own Board of Editorial Consultants, irrespective of academic
levels. This Board shall have the power to determine the number of members to
constitute the Editorial Staff based on the requirements and nature of the publica-
tion.

. SELECTION OF EDITORIAL BOARD OF EXAMINERS

5.1. The Board of Editorial Consultants may elect from among them the Board of Edito-
rial Examiners who shall prepare and administer the examinations for the selec-
tion of the different members of the Editorial Staff of any student publication.

5.2. SOURCE AND DISBURSEMENT OF FUNDS

5.2.1. Student publications shall be financed out of such sums as may be allocat-
ed out of the publication fees to be paid by all students and from whatever
income the publication may receive through subscription, advertisement
and other services. Such funds shall be collected by the College and held in
trust for the purpose.

5.2.2. In the case of faculty or office publications, the funds shall be appropriated
for the purpose by the authorities concerned and shall be reflected in the
budget of the College.
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Article XXXI\{ MEMBERSHIP IN THE COLLEGE ATHLETIC
ASSOCIATION

1. Every student duly registered in any of the department of the College shall, upon pay-
ment of the athletic fee, become a bona fide member of the College Athletic Associa-
tion.

2. SUPERVISION AND CONTROL OF ATHLETES
2.1. The Director of Student Affairs, Physical Education instructors, and all varsity team
coaches are members of the Athletic Committee and shall supervise all varsity
athletes.
2.2. All athletic participation in the community shall be approved by the Administration.
2.3. All matters pertaining to finances and other athletic expenses shall be appropriated
by the College.
3. CONDUCT IN SPORTS

3.1. Sports-minded persons have good manners. Refined and courteous players are
often admired and appreciated by officials and spectators. Those who play unfair
are disliked and shunned by others.

3.2. Good players do not only follow rules of games but also put upon the respect um-
pire’s decisions. Complaints are made through proper procedures of protest.

3.3. Sports-minded spectators never berate or criticize players or the umpire for mis-
takes committed. Negative criticism of opponents and even among teammates,
bespeaks ignorance of fine points of the game.

3.4. Players of defeated team should congratulate players of the winning team. Defeat
should not be considered as an end to any game, but rather a challenge to im-
prove skills and talents.

Article XXXV.CAMPUS PUBLICATIONS

1. DEFINITION AND COVERAGE

1.1. The term campus publications as used in this Code refers to all newspapers, mag-
azines, and other printed media that are authorized, financed, or sponsored by
either the College or the student body. These include the yearbook or any other
annual publication which is financed through subscription.

2. GENERAL PUBLICATION POLICIES AND GUIDELINES

2.1. Although campus publications are not expressly provided in any statutory law,
Department Order No. 332 of the former Department of Education Culture and
Sports shall serve as the legal basis for all campus publications of the College. As
stipulated in said Department Order, the following shall be adopted:

2.1.1. Editorial policies and content must conform to existing laws.

2.1.2. There must be no image building or personalized publicity; the program,
policies and activities of the government and its instrumentalities should be
projected instead.

2.1.3. Whenever possible, a section for art and culture should be provided.
2.1.4. No society page or its equivalent is allowed.
2.1.5. The writing style must be simple and readable.
2.2. The newspaper for students of the College shall be devoted primarily to the publi-

cation of news that are of general interest to the students and it shall not be used
as a medium for promoting personal or sectional interest.
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2. ENROLMENT PROCEDURES (Automated System)

ENROLLMENT PROCEDURE
(INCOMING FIRST YEAR STUDENTS, TRANSFEREES, SECOND COURSERS AND SHIFTEES
FROM OTHER INSTITUTIONS)

STEP 1.

Gotothe Regi st r ar dos Ev@ldation (foeTransferee, Second Courser &
Shiftee Only)

STEP 2.

Proceed to the Business Office  for payment of Assessment Exam & claiming
of Application for Admission form.

STEP 3.
Gobacktothe Regi st r ar &os SclobliDipoeessing at Table 4.
STEP 4.
Proceedtothe Gui dance Couns e totakedhe AsSessimentExam.
STEP 5.
Proceedtothe Dean 6 s @®fiftdrveew and advisement of subjects.

STEP 6.

Proceed to the DMC Hospital for Physical Examination (for BSN and Allied
Medical Students Only).

STEP 7.
Proceed to the Student Discipline Office to secure Non -Fraternity Contract.
STEP 8

Gobacktothe Regi st r ar & sulifis§ian of eequirements for enrol-
ment at Window 1.

STEP 8.
Proceed to the Business Office  for assessment and payment.
STEP 9.

Gobacktothe Regi strar o rOfpfriicng i ng of Enrol m
Copy).

ent
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ENROLLMENT PROCEDURE
(OLD STUDENTS)
STEP 1.
Gotothe Dean &6s Csubdmit yoer clearance for advisement of subjects.
STEP 2.

Proceedtothe Regi st r ar 6Subm@yotricleasance for enrolment at
Window 2.

STEP 3.
Proceed to the Business Office  for assessment and payment.
STEP 4.

Gobacktothe Regi st r ar o pri@ifgfof enreiment copy (student
copy).

3. GENERAL ADMISSION POLICY OF THE COLLEGE

3.1. Admission to the College is the prerogative of the institution. Students must
meet certain admission requirements. The College reserves the right to admit
and reject a student on the basis of merit. Admission to the College is not a
right but a privilege. Hence, the same shall be enjoyed by all under reasona-
ble conditions.

3.2. A freshman enrollee in any college or unit of the College must be a graduate
of a duly accredited four-year high school recognized by the Department of
Education.

3.3. All freshmen enrollees must take the entrance examination prepared by the
College Screening Committee. The applicant must obtain an average of at
least seventy five percent (75%). The schedule for the entrance examination
will be announced in all media outlets as well as to be posted within the vicin-
ity of the campus. Results thereof will be kept confidential.

3.4. Those who qualify on the basis of this requirement shall submit their Form
138 (High School Report Card) and other requirements that may be neces-
sary such as Birth Certificate, Certification of Good Moral Character, and
others that may be called for.

4. ADMISSION OF TRANSFERRING STUDENTS:
4.1. A transferring student may be admitted, provided:

4.1.1. That he/she obtained an average of 2.5 or a percentile equivalence of
eighty percent (80%) or better, for all collegiate academic units previ-
ously earned;

4.1.2. That the quota set by the dean of the college or school concerned has
not yet been filled up;

4.1.3. That the applicant must pass a screening by the College Screening
Committee.
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2.2. The Council of Student Organization will have supervision and control over all
organizations established in the College. All organizations must register with the
Council for Student Organizations before an organization be awarded a legitimate
status in the campus. All registered organizations shall be governed by the rules
and regulations instituted by the Council.

. COMPOSITION AND ELECTION OF OFFICERS FOR THE COUNCIL

3.1. The composition and election of officers for the Council of Student Organizations
shall be from the Presidents or Chairmen from all organizations. Thus all Presi-
dents or Chairmen of all organizations shall gather themselves and elect from
among them the officers for the Council of Student Organization.

3.2. The Council for Student Organization is directly responsible to the Director of Stu-
dent Affairs.

. CONTROL AND SUPERVISION OF STUDENT ORGANIZATION ACTIVITIES

4.1. Student organizations shall be directly under the control and supervision of the
Coordinator of Student Affairs. College and class organizations shall be under the
control and supervision of the dean of the college or school concerned.

4.2. 1t shall be the responsibility of the respective college deans to supervise and regu-
late the activities of all duly recognized student organizations to ensure directions
as well as maximum utilization of their resources and efforts toward the attainment
of their avowed and approved objectives.

4.3. Campus organizations, whether student government or not, shall be subject to the
rules and regulations designed to protect the members of the organization and the
functions of the College. Definitely, no campus organization is allowed to have
activities outside the campus.

. GENERAL PROVISION ON STUDENT ORGANIZATION

5.1. Each student organization shall have a constitution and by-laws which shall be
approved by the Chairman of the Board/President/Chancellor. The constitution
and by-laws shall be submitted to the office of the Council of Student Organization
for perusal and consideration. The Council then submits its recommendation to
the Dean of Student Affairs.

5.2. No student organization shall be allowed to exist without prior approval in accord-
ance with the following:

5.2.1. A letter addressed to the Chairman of the Board/President/Chancellor
through the Council for Student Organization requesting for registration
and recognition of such organization. Together with the letter, a constitu-
tion and by-laws, list of officers, members and adviser/s. These papers
shall be submitted to the Committee, chaired by the Dean of Student Af-
fairs, President of the Council for Student Organizations and Deans of the
respective colleges or schools will sit as members who will study the pa-
pers and recommend to the Chairman of the Board/President/Chancellor
for approval of such request for recognition.

5.2.2. Each student organization shall have one or more faculty advisers. The
faculty shall be a full-time faculty member at the time of his appointment
as adviser and shall be under the supervision of the Dean of Student Af-
fairs.

5.2.3. The officers of each student organization, as provided for in its approved by
-laws shall be elected by the members thereof; provided however, that
every election of officers of the organization shall be under the supervision
of the assigned faculty adviser.

5.2.4. The officers of the student organization shall be responsible and liable for
any damage involving school property or facilities used by the organiza-
tion.
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5. MULTIMEDIA ROOM AND SPEECH LABORATORY

5.1.

5.2.

5.3.

The Multimedia Rooms and Speech Laboratory are service units supporting the
academic departments. They function to provide teachers with adequate instruc-
tional materials. Their primary purpose is to help provide for the educational
needs of the college through the acquisition, upkeep, and control of audio-visual
materials, and supplies, equipment and facilities,

The Multimedia Room is equipped with an overhead projector, LCD projector, CD
and VHS, TV and DVD player, and the Speech Laboratory has 30 cubicles with
headphones, master control, and auto tape selector,

Reservations should be made by the instructor when using the Multimedia Room.
The Speech Laboratory is used solely for Speech and English Plus classes or
other related affairs. Students are required to wear proper uniform before given
access to the Multimedia Room and Speech Laboratory. Smoking and eating are
strictly prohibited in these places.

Article XXXII. STUDENT GOVERNMENT

1. RECOGNITION AND PURPOSE OF STUDENT GOVERNMENT

1.1.

1.2.

The College recognizes the student government as an official unit that operates
with specific powers and responsibilities concerning student affairs. The student
government includes the student body as a whole.

The student government is a student organization within the College community
that gives students an opportunity to participate in activities under its own regula-
tion and control.

1.3. The activities conducted by the government shall be designed to contribute to the

development of skill and facility in human relations, development of leadership
ability, and the recreational and social life of students.

2. COMPOSITION OF THE STUDENT GOVERNMENT

2.1

The composition of the student government and manner of electing its officers
shall be in accordance with the constitution and by-laws as approved by the
Chairman of the Board/President.

3. SUPERVISION AND CONTROL OF THE STUDENT GOVERNMENT
3.1. The student government shall be subject to the close supervision and control of

the College and shall operate strictly within the framework of the charter or author-
ity given. The fundamental powers and functions of the student government shall
be established, defined and limited in its constitution and by-laws.

Article XXXIIl. STUDENT ORGANIZATION AND ACTIVITIES

1. DEFINITION OF STUDENT ORGANIZATION
1.1. A student organization is any association, club, fraternity, sorority, order, or any

other organized group whose active officers and members are students of this
College.

1.2. A College student organization is one whose members are enrolled in various

colleges or schools or a college or school. A class organization is composed of
the members of a particular class in any college or school.

2. COUNCIL OF STUDENT ORGANIZATIONS
2.1. The College recognizes the students’ inclination to assemble and identify them-

selves in a group or organization. Thus the Council for Student Organization
(CSO) is hereby created to become the Head Organization among all organiza-
tions.
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4.2. To apply for admission, a transferring student must submit the following:
4.2.1. Transcript of Records
4.2.2. Transfer Credential Certificate (Honorable Dismissal)
4.2.3. Payment of required fees.

4.3. Admission of a transferring student is provisional until he has repeated all the
course subjects he had previously taken for which he/she obtained grades below
“2.5” or a percentile equivalence of (80%).

5. ADMISSION OF RETURNING STUDENTS

5.1. Students intending leave the College should file a Leave of Absence with the
approval of the Dean. Students who intend to leave the College for at least one
(1) semester shall return in the specified time. Failure to return in the specified
time disqualifies him from re-admission unless he had earlier filed an extension
to his leave. Leaves should not be more than two (2) years except in very meri-
torious cases. The student must present his/her clearance and grades of the
course subjects taken during the last semester of his attendance.

6. SHIFTING WITHIN THE COLLEGE

6.1. A student who wishes to shift from one academic unit of DMCCF to another
must first seek guidance from the dean of the college supported by the follow-
ing:

6.1.1. A permit to transfer at least one month before enrollment period;
6.1.2. A complete copy of his grades; and

6.1.3. A satisfactory rating in the screening by the college he is transferring
to.

6.2. The application for shifting must first be approved by the other dean of the
college to which the student intends to transfer.

7. ADMISSION OF STUDENTS WITH SPECIAL NEEDS

7.1. Students who do not fully satisfy the entrance requirements may be permitted
to enroll in two-year course programs or in other short-term course programs
if, in the opinion of the dean, they have the necessary qualifications for and
the aptitude to pursue the program; however, they shall not be allowed to
enroll with more than nine (9) units per semester or to register for more than
two (2) years. Applications for students with special needs shall be filed before
the Office of the Registrar and Director of Admissions.

8. ADMISSION OF FOREIGN STUDENTS

8.1. Foreign students must satisfy the entrance requirements prescribed for the
courses they wish to take. They shall have obtained their previous training in
institutions of recognized standing. Even then, they will be admitted only if
there are still unfilled slots in the college of their choice. Foreign students
desiring to enroll in the College must first obtain a clearance from the Depart-
ment of Education and should apply for admission at the Office of the Dean.
They should send their Transcript of Records or other credentials pertinent to
their educational background for evaluation purposes. Moreover, they should
wait for a reply from the Dean before working in their travel papers.
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8.2. In addition to the conditions for admission of a foreign student into any degree
program provided by law and the policies and rules of the Commission, it
must be shown that the foreign student has the means sufficient to support
his education or study in the Philippines (Section 82, CHED, Manual of Reg-
ulations for Private Higher Education).

8.3. ADDITIONAL REQUIREMENTS:

8.3.1. A copy of the Certificate of Eligibility for Admission (CEA) together with
the Certificate of Acceptance of the College Registrar will be sent to
the applicant. In accordance with the regulations set forth by CHED
and other agencies supervising foreign students, no foreign student
shall be allowed to enroll unless he submits a valid permit to study,
verified Alien Certificate of Registration (ACR) and a student visa be-
fore the Office of the Registrar & Director of Admissions.

8.3.2. A foreign student must present the Transcript of Records including the
course description of the subjects taken including the number of hours
completed and the grades of each subject area. These documents
must be sent directly to DMC CF in a school sealed envelope.

8.3.3. For Philippine Resident Alien Students

Philippine resident alien students must submit before the Office of the
Registrar and Director of Admissions, three (3) photocopies of their
Alien Certificate of Registration (ACR) with the original copy of the
same for verification.

8.3.4. For Naturalized Filipino Citizens

Naturalized Filipino citizens must submit a copy of their Identification
Certificate issued and authenticated by the Commissioner of Immigra-
tion.

9. ADMISSION TO THE GRADUATE SCHOOL

9.1. Students desiring to take up graduate studies are advised to inquire from the
office of the graduate school regarding the graduate programs and their aca-
demic requirements so as to facilitate admission.

9.2. The admission requirements of the Graduate School are as follows:
9.2.1. 2 pieces 2x2 picture
9.2.2. Honorable Dismissal
9.2.3. Informative copy of the Transcript of Records
9.2.4. Birth Certificate (NSO authenticated)
9.2.5. If married, Marriage Contract ( NSO authenticated)

10. PLEDGE AS REQUIREMENT FOR ADMISSION

10.1 Every student shall, upon admission, sign the following pledge:

iln consideration of my admission
the privileges | will henceforth enjoy as a student in this institution, | here-
by pledge to abide by the rules and regulations laid down by the compe-
tent authority of the College and those which may hereafter be promul-
gatedo.
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4. LOCKER PRIVILEGE

4.1.

4.2.

4.3.

4.4.

4.5.

4.6.

4.7.

STUDENT LOCKER. A locker is a safety steel and wooden compartment de-
signed for storage of school supplies and personal items of students for safekeep-
ing. It is located in the hallways, physical education and athletics dressing rooms,
industrial education and home economics and the art classrooms.

STUDENT LOCKER POLICY

4.2.1. Lockers are primarily intended for convenience for the DMC College Foun-
dation students in storing their school supplies and other personal belong-
ings safely in the school campus lessening the hassle of bringing them to
and from the College;

4.2.2. Any student interested in availing of the services of the locker, will apply to
the Office of the AVP- Administration for proper information, instruction and
documentation of agreement;

4.2.3. The period of agreement of the student locker privilege shall only be good
for one semester. It is renewable for another term subject however, to the
condition set by the school administration.

REQUIREMENTS FOR AVAILMENT

4.3. Any interested student can avail of the services of the locker, provided he/
she possesses the following qualifications:

4.3.1. He/She is officially enrolled for the current semester;
4.3.2. He/She is a student of good standing without derogatory records;

4.3.3. He/She agrees to abide with the terms and conditions as set forth for
the purpose.

RIGHTS AND PRIVILEGES OF THE LOCKER

4.4.1. Any student authorized to avail the services of the locker shall enjoy the
privilege of exclusive ownership, subject however, to revocation by the
School Administration in cases of violation of the terms and conditions as
set forth for the purpose;

The DMC College Foundation Administration retains the right of absolute
supervision and control over the locker and reserves the right to inspect at
any time by reason of imminent and serious threat affecting health, peace,
security and safety.

TERMS AND CONDITIONS

4.5.1. A student who enjoys the services of the lockers is subject to the following
terms and conditions:

4.5.1.1. lllegal drugs, paraphernalia and the like are strictly prohibited inside
the locker;

4.5.1.2. Explosives and flammable materials are likewise strictly prohibited ;

STUDENT RESPONSIBILITY

4.6.1. The student who avails of the locker privilege is solely responsible for any
illegal acts, omissions or activity in the manner of utilizing the locker.

4.4.2.

DISCIPLINARY OR COURT ACTION

4.7.1. The School Administration reserves the right to take disciplinary or Court
action relative to the misfeasance or malfeasance in the conduct of availing
the locker privilege.
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Article XXXI|. STUDENT SERVICES, AIDS AND FACILITIES

1. CURRICULAR CONSULTATION SERVICE

1.1. There shall be a regular system of consultation and guidance to be offered by the
program adviser to student advisers assigned to him/her in connection with his/
her registration, his/her assignments, the progress of their academic work, and
other curricular problems:

1.2. The adviser approves the load and writes his/her initials the enrollment form before
the dean signs it;

1.3. No student is allowed to enroll subjects outside of his/her curriculum chosen with-
out the adviser’s approval; otherwise his/her registration will be canceled

1.4. Dropping and/or changing of subjects or time schedule must be approved by the
program adviser, otherwise such changes are deemed unauthorized.

1.5. Overloaded or de-loaded students must be favorably recommended by the pro-
gram adviser based on the need of the student and subject to existing policies,
rules and regulations.

. MEDICAL AND DENTAL SERVICES

2.1. The Office of the School Nurse conducts regular physical and medical examina-
tions for students.

2.2. Emergency treatment and minor consultations such as minor dressing and injec-
tions are also offered by the clinic. The school nurse shall make the necessary
referrals to resident physicians on duty.

2.3. All students are mandated to undergo dental check-up by the School Dentist.
Schedule for check-up will be posted by the school nurse.

2.4. Dental check-up is one of the free services given by the college. Other services
such as extraction and amalgamation, however, will be charged. Students will be
charged only 50%.

2.5. Students may make appointments through the School Nurse but accommodation
may depend on the availability of the School Dentist and the volume of pre-
scheduled student-clients.

. GENERAL CIRCULATION LIBRARY

3.1. Circulation books can be borrowed for overnight use and must be returned the
next day before the following hours:

Day Class: 4:30 pm
Night Class: 8:00 pm
3.2. Fiction books can be borrowed for three (3) days only.

3.3. Books of less than ten (10) copies are not to be lent even overnight. They are only
for “inside reading”.

3.4. Students are only allowed to borrow a book for overnight use.
3.5. For overdue books, the following fines are imposed:
First offense- Php10.00 /day
Second offense-Php 20.00/day
Third Offense- A fine shall be imposed by the Librarian and the privi-
lege of borrowing a book from the library shall likewise be
suspended. This scheme is designed to discourage delin-
quent users.
3.6. General reference books, magazines, newspapers are for inside reading only.
3.7. Any body caught mutilating or attempting to mutilate the library resources will be
given due punishment.
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10.2. Refusal to take this pledge or any violation of its term shall be sufficient
cause for denial of admission.

Article IV. POLICIES OF THE SCHOOL OF LAW

1. ADMISSION

1.1. All incoming freshmen Bachelor of Law students should comply with the
following requirements:

1.1.1. Under DECS Memorandum No. 27 series of 1989 on Policies and
Standard for Legal Education and DECS No. 46 series 0f1998, the
requirements for law program are as follows:

1.1.1.1. Applicant-student must be a graduate of a bachelor’s degree.

1.1.1.2. Applicant-student must have 12 units in English, 6 units in
mathematics and 18 units in social science.

2. ADMISSION OF TRANSFEREES

2.1. The applicant-student must be a graduate of a bachelor's degree. In addi-
tion, the college requires every applicant to undergo and pass the entrance
examination and present the following credentials:

2.1.1. Transcript of Records

2.1.2. Certificate of Eligibility into the Law Program (C1) from the Registrar
where he has obtained the baccalaureate degree.

2.1.3. Honorable dismissal for non-DMC College graduates
2.1.4. Certificate of good moral character

3. RETENTION AND PROMOTION OF STUDENTS

3.1. A student in the College should have a grade of 3.0 in order to pass the
subject

3.2. Any grade below 3.0 will be computed as 5.0

3.3. Student must properly demonstrate proper behavior that is expected of a
student in the College of Law.

3.4. In all matters pertaining to grades, the decision of the Dean is deemed final.

4. DEBARMENT FROM THE COLLEGE OF LAW

4.1. A student in the College of Law may be debarred from the College following
the two-failure rule in any of the course subjects enrolled. He shall only gain
immunity during the second semester of the junior year in the college.

5. GRADUATION

5.1. The following are the requisites for graduation:

5.1.1. Students who are candidates for graduation should have taken and
passed the required course subjects before they will be recommended
for graduation.

5.1.2. Students must also comply with the required number of hours as pre-
scribed in the Practice Court course subject.
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Article V. COLLEGE OF NURSING AND ALLIED MEDICAL
SCIENCES POLICIES

1. BS Nursing Program

1.1. Admission Policy
1.1.1. Eligibility:
1.1.1.1. Applicant must be a graduate of a secondary institution duly
accredited by the Department of Education.
1.1.1.2. High school card must have an average of 80% and above;
1.1.1.3. Student must obtain an Assessment Examination score of at least
50% or better;
1.1.1.4. Level of competency during interview should be 60% and above;
1.1.1.5. Student should undergo a thorough Physical Examination.
1.1.2.Transferees

1.1.2.1. All transferees should comply the same eligibilities as above except
for the submission of the high school card. In addition, the transferee
shall also submit a photocopy of his/her Transcript of Records for
evaluation purposes.

1. 2. Promotion to BSN Il & IlI
1.2.1. In order to be admitted to BSN IlI, all BSN Il students must have:

1.2.1.1. Passed all major nursing course subjects as well as general educa-
tion course subjects;
.2. Undergone complete Hepatitis B immunization;
.3. Obtained a Nursing Aptitude Test/Assessment For Nursing Potential
rating of 75% or better as a requirement for enrolment in NCM 100;
1.2.1.4. Attended official Cap and Badge Ceremony as a requisite for hospi-
tal duty.
1.2.1.5. Complied with the RLE requirements stipulated in the RLE hand-
book.

1.3. Promotion to BSN IV
1.3.1. In order to be admitted to BSN 1V, all students must have:
1.3.1.1. Passed all the major nursing course subjects and have satisfactorily
passed all general education course subjects.
1.3.1.2. Passed the practical exam in the 1% semester and the oral exam in
the second semester.

1.21
1.21

1.4. Board Exam Parameters
1.4.1. To qualify for the July Board Exam the student must have obtained :
1.4.1.1. a Pre-Board Exam Result of 75%
1.4.1.2. a grade of no less than 80% in TFN and NCM 100 through NCM 107
-B.
1.4.1.3. an oral Examination Rating of 75%.

1.5. July Board Exam Review

1.5.1. College of Nursing graduates, who will qualify to take the July Nursing Licen-
sure Examination for the first time are required to take the supervised review.

1.5.2. First-time takers for the December NLE are also required to enroll in the
school’s Supervised Review Program.

1.5.3. The College of Nursing will announce the graduates qualified to take the July
Licensure Examination within the graduation period.

1.5.4. The final announcement of qualified graduates is irrevocable unless officially
amended by the College of Nursing.
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5. CONFIDENTIALITY

All documents in the proceedings of the investigation are confidential in nature and
shall be transmitted to the Office of the AVP for Student Affairs for archiving.

6. SPECIAL POWERS

6.1. The Deans are granted a special power to suspend students involved in

fraternity rumbles, tumultuous affrays, boycotts, or illegal demonstration for a
maximum period of fifteen (15) schooldays effective upon its imposition.
Any decision of the Dean under this section may be appealed to the Chancellor
within five (5) days from the date the decision is handed. The appeal does not,
however, stay the suspension imposed. Any action taken by the Dean under
this section is not a bar to other disciplinary actions that may be imposed aris-
ing from the same act or acts.

6.2. The Faculty Members have the right to demand the presentation of a student
ID, to give a grade of 0.0, and to deny admission to class of any student
caught cheating under Sec. 2.1.1.1 to Sec. 2.1.1.6, inclusive. The student
should immediately be informed of his/her grade and barred from fur-
ther attending his/her classes.

6.3. The Discipline Officers have the right to demand for the presentation of
the student's ID and summon students who violate any College policy to DO
for investigation.

Article XXX.STUDENT PARTICIPATION IN CONTROVERSIAL
ACTIVITIES

. One of the College’s aims is to train leaders of thought and action for the general citi-

zenry. For this purpose, the students of this institution are and have always been en-
couraged to take an intelligent interest in public questions. Many of these questions
may be controversial, but to place them beyond inquiry and consideration of the stu-
dents would be to defeat these particular objectives. Therefore, the students should be
as they actually are: free to express their views and sympathies on any public ques-
tions. However, there are certain self-evident and well-established limitations, among
which are:

1.1. Participation of students in parades, demonstrations, mass meetings and similar
activities that are organized or promoted by parties not authorized by the College
shall not interfere with the classes and other activities of the Institution.

1.2. Students who have taken part in any of the aforementioned activities shall not
exhibit any symbol that tends to give the impression that they represent the Col-
lege.

1.3. All students, shall at all times, observe pertinent laws and regulations and shall
always act with fairness, tolerance, moderation and respect for the opinions and
feelings of others, bearing in mind that education stands for broadness of view
and for appreciation and understanding of principles;

1.4. All are expected to be courteous and considerate in all occasions and to behave in
a manner befitting men and women of refinement and good breeding.
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is allowed only one postponement.

4.3.2.4.7. A record of the entire proceeding is taken and filed
as part of the record of the case. The parties may
be furnished copies ofthe record of the pro-
ceedings upon request and upon payment of the
required fee.

4.3.2.5. Decision

4.3.2.51. The duty of the SDB is to find and establish
facts on which to base a decision rendered in
the manner provided.

4.3.2.5.2. A majority of the SDB which consists of a quorum, is
necessary to pass a judgment in a case. However, if
the penalty imposed is expulsion or dismissal, a
unanimous vote of the members present consisting
a quorum is necessary. Failure to obtain a unani-
mous vote automatically calls for the imposition of
the next lower penalty. It is the duty of members of
the SDB present and constituting a quorum to cast
their votes. There shall be no abstentions.

4.3.2.5.3. The SDB renders its decision within five (5) days
from date the case is submitted for decision. The
decision shall be in writing stating the reasons
therefore, copy furnished the Chancellor, Vice-
Chancellor for Academics, Vice Dean of the Col-
lege to which the respondent belongs, Dean of
Student Affairs, the Guidance Counselor, the stu-
dent representative, the aggrieved party and his
or her witnesses, as well as the respondent and his
or her parents or guardian. A copy of the decision
with the complaint is filed at the DO and forms part
of the respondent's record or folio.

4.3.254. A party not satisfied with the decision of the
SDB may appeal the decision in writing to the
Chancellor within five (5) days from receipt of the
decision, stating the grounds for the appeal.

If an appeal is not availed of by a party within the
period prescribed, or is turned down, if appeal is
taken, the decision of the SDB becomes final and
immediately executory unless the SDB defers the
imposition of penalty for meritorious reasons.

4.3.3. SUMMARY PROCEEDINGS

If during the preliminary investigation, respondent appears and admits
guilt in writing, the case may be acted upon by the SDB summarily.
This is entered into the record and the Director of Discipline recom-
mends that a hearing be dispensed with. The action is terminated as
soon as the respondent explains the charges and the members of the
SDB are through with their clarificatory questions.

Any penalty imposed in a summary proceeding is final and immediate-
ly executory unless the Board defers the imposition of the penalty for
meritorious reasons.
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1.6. Grading System

1.6.1. The prelim, midterm, and semi-finals periods each account for 20 % of the
final grade. The finals period accounts for 40% of the semester grade.

1.6.2. For all NCM course subjects, lecture is 60% and RLE, which is based on
skills, knowledge and attitude accounts for 40%;

1.6.3. Failure in either Lecture or RLE in any NCM course subject would mean
failure of that NCM course subject. The student must re-enroll the said
NCM course subject in the following semester;

1.6.4. No special schedule for quizzes will be given. However, if a student misses
a major exam, a special exam can be given if the reason for such absence
is valid e.g. severe iliness, death in the family, official travel. In such cases,
the student must show valid proof e.g. medical or death certificate;

1.6.5. Student must pay the special exam fee of One Hundred Pesos (Php
100.00) at the Business and Accounting Office and must secure an absent
slip signed by the Dean of College of Nursing with attached medical certifi-
cate before he is allowed a special examination.

1.7. Dean's List and Clinical Proficiency Award.
1.7.1. The following criteria should be met by the student to qualify for the Dean's
List
1.7.1.1. Student must have a minimum academic load of 18 units in the
semester prior to application.
1.7.1.2. He must not have incurred a grade of less than 1.75 in the previous
semester in any course subject to qualify for the Dean's List.

1.8. Guidelines for selection of students for Clinical Proficiency Award are as

follows

1.8.1. All clinical instructors shall recommend candidates for clinical proficiency.

1.8.2. Selection is done with the concurrence of the Dean and all clinical instruc-
tors.

1.8.3. Student must carry the regular expected load for the semester.

1.8.4. Student must not have obtained a grade lower than 1.75 in any course
subject.

1.8.5. He/she must have no record of tardiness or absence in RLE duty, and is
highly competent in utilizing the nursing process in varying health situations
to qualify for the Clinical Proficiency Award.

2. Allied Medical Sciences Policies

2.1 BS PHYSICAL THERAPY PROGRAM

2.1.1. ADMISSION
2.1.1.1. Students who wish to enroll in DMCCF-Physical Therapy Program

must comply with the following:

2.1.1.1.1.The applicant must have graduated from a general sec-
ondary course authorized by the government. Graduates
of foreign schools must have a clearance from the De-
partment of Education.

2.1.1.1.2. The applicant must have passed the National Secondary
Achievement Test (NSAT)

2.1.1.1.3. The applicant must have never been convicted of any
crime and is of good moral character.

2.1.1.1.4. The applicant must have passed a physical, psychological
and social adjustment examination to determine his/her
suitability for the profession.

2.1.1.1.5. Transferees shall submit a photocopy of his/her TOR for
evaluation purposes.
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2.1.1.2. ENTRY TO BSPT II

2.1.1.21.

No student shall be permitted to take a course subject until
he/she has satisfactorily passed the prerequisite course
subjects.

2.1.1.3. ENTRY TO BSPT Il AND IV

2.1.1.3.1. No student shall be permitted to advance to the third year

level until he/she has passed all his general education
course subjects.

2.1.1.4. ENTRY TO BSPT V (Internship Level )

2.1.1.41.

No student shall be permitted to advance to fifth year level
(internship) until he/she has passed all of the major Physical
Therapy course subjects.

2.1.2. GRADING SYSTEM

2.1.2.1. The Department of Physical Therapy follows the grading parameter

below:

2.1.211.BSPTland Il

Laboratory:

Major exam
Activities
Quizzes
Attendance

Total

2.1.2.1.1.1. Per period (prelim, midterm, semifinals and

finals)
Lecture:
40 % Major exam 40 %
30 % Long exams 20 %
20 % Quizzes and oral recitations 30 %
10% Attendance 10%
100 % Total 100 %

2.1.2.1.1.2. Overall grade computation:

Prelim 20 %
Midterm 20 %
Semiifinals 20 %
Finals 40 %
Total 100 %

2.1.2.1.1.3. 75% will equate a passing grade of 3.0.

2.1.3. CLINICAL INTERNSHIP POLICIES

2.1.3.1. REQUIREMENTS FOR INTERNSHIP

2.1.3.1.1.

2.1.3.1.2.
2.1.3.1.3.

2.1.3.1.4.

Students can only advance to internship level once they
have passed all their major course subjects in Physical
Therapy.

Students must be physically fit.

Interns are required to render the number of hours speci-
fied for each affiliated rehabilitation center.

Interns are required to be in their respected rehabilitation
centers 15 minutes before their scheduled duty time for
checking of attendance, duty bag and personal appear-
ance.

26

deemed an admission of the act or acts com-
plained of.

4.3.2.3. Notice of Hearing

4.3.2.31.

4.3.2.3.2.

4.3.2.4. Hearing
4.3.2.41.

4.3.2.4.2.

4.3.2.4.3.

4.3.24.4.
4.3.2.4.5.

4.3.2.4.6.

Upon receipt of the answer, or if no answer is
filed, the case is scheduled for hearing. The corre-
sponding notice is issued to the parties and to the
parents or guardian of the respondent.

The issuance of the notice of hearing is mandatory,
i.e., at least five days before the date of the hearing
except when a new date has been agreed upon
before the SDB.

A hearing before the SDB shall be summary
in nature and cross examination is not essential.
However, the SDB should ensure that the following
standards required by due process in discipline
cases are satisfied:

4.3.2.4.1.1. The respondent should have been
informed in writing of the nature and
cause of the accusation;

4.3.2.41.2. The respondent should have been
granted the right to answer the
charges against him or her;

4.3.2.41.3. The respondent should be informed of
the evidences against him or her;

4.3.2.41.4. The respondent is given the right to
adduce evidence in his or her own
behalf; and

4.3.2.4.1.5. The evidence should be considered by
the SDB.

Should the complaining witness fail to appear
without just cause on the scheduled initial hear-
ing despite notice, the complaint is dismissed. On
the other hand, should the respondent fail to appear
for the initial hearing after notice and without suffi-
cient cause, this fact is placed on record and the
hearing shall proceed ex-parte without prejudice to
the appearance of respondent in subsequent hear-
ings.

Evidence, testimonial or documentary, is limited to
allegations in the complaint or answer.

Witnesses testify under oath.

The Chair exercises complete control of the pro-
ceedings in all stages. He or she prescribes the
order in the presentation of evidence by the parties.
He rules on the exclusion of other witnesses for the
same party while a witness testifies. He has the
power to rule on the admissibility of evidence or
testimony.

As a general rule, hearings are continuous the
moment they begin. No hearing should last
beyond one month from the date of initial hearing
except for highly justifiable reasons, but each party
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4.3.2.

and student representatives shall not come from the Discipline Office

and the Student Council, respectively.

The College Legal Counsel (CLC), who is a member of the IBP and
appointed by the President from the College constituency, assists the
College in conducting formal hearings. The respondent may be assist-
ed by a counsel of choice, or a representative from the Student Coun-

cil.

FORMAL HEARING BEFORE THE BOARD

The procedures in the formal hearing of major discipline offenses
before the SDB are as follows:

4.3.2.1. Complaint

4.3.2.1.1.

4.3.2.1.2.

4.3.2.1.3.

4.3.2.1.4.

4.3.2.1.5.

4.3.2.1.6.

4.3.2.2. Answer
4.3.2.21.

4.3.2.2.2.

A formal complaint in writing is filed with the DO by
the aggrieved party or by any person having direct
knowledge of the commission of the act complained
of.

The DO shall conduct an initial investiga-
tion of the complaint by requiring the respondent to
explain in writing within five (5) days why no discipli-
nary action should be filed against him or her. The
respondent may opt to remain silent during the
initial investigation, in which case the complaint shall
be forwarded to the Legal Counsel for appropriate
action.

Upon termination of the initial investiga-
tion, the DO brings the complaint and related docu-
ments to the College Legal Counsel (CLC) to request
clearance for the filing of the case with the SDB.

If the CLC finds no case, the complaint is remanded
to the DO for whatever action the latter may deem
proper to take.

If the CLC finds a prima facie case, the case will be
sent back to the DO for the filing of charges with the
SDB.

Upon receipt of the complaint approved by the CLC
for filing of a case before the SDB, the DO pre-
pares a Charge Sheet attaching notarized state-
ments of aggrieved party and/or complaining wit-
nesses after the DO has required the latter to go
over and read the complaint. Any matter not clear or
understood should be explained to them.

After completion of  the required docu-
ments, the case is filed before the SDB.

In all cases where the complaint is found to be
sufficient in form and substance, the Chair convenes
the SDB to a formal hearing. A majority of the SDB
constitutes a quorum but the student representative
should always be present.

The respondent is required to answer the complaint in
writing under oath within three (3) days from receipt
of the charge.

Failure of the respondent to answer the complaint

within the period specified in the Charge Sheet is
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2.1.3.2. PERSONAL APPEARANCE

2.1.3.2.1. Uniform should be neat and clean.
2.1.3.2.2. Hair
2.1.3.2.2.1. Hair should not touch the collar for both men
and women.
2.1.3.2.2.2. Men should have a clean haircut. No long hair
is allowed for men.
2.1.3.2.2.3. Women'’s long hair should be neatly tied in a
pony tail using only black hair ornament.
2.1.3.2.3. No wearing of any piece of jewelry is allowed except for a
wristwatch.
2.1.3.2.4. Nails should be trimmed short and not manicured.

2.1.3.3. DUTY REQUIREMENTS

2.1.3.3.1. All second year students and transferees are to have their

Hepatitis B antigen/antibody tests and immunization.
2.1.3.3.2. All third year students must have a black duty bag

equipped with the following:

2.1.3.3.2.1. One TENS (trancutaneous electrical nerve

stimulator) unit

2.1.3.3.2.2. One sphygmomanometer

2.1.3.3.2.3 One stethoscope

2.1.3.3.2.4. One neurological hammer

2.1.3.3.2.5. One digital axillary thermometer

2.1.3.3.2.5. One goniometer

2.1.3.3.2.6. One penlight

2.1.3.3.2.7. One tape measure

2.1.3.3.2.8. Bandages (2',4', 6’ & 8’)

2.1.3.3.2.9. Gauze/cotton

2.1.3.3.2.10. Disinfectant alcohol (70%)

2.1.3.3.2.11. One black pen

2.1.3.3.2.12. One small notebook

2.1.3.4. DUTY PROCEDURES

2.1.3.4.1. Interns are required to record their cases handled in the
duty book per rehabilitation center.

2.1.3.4.2. Interns are required to submit this duty book to the clinical
instructor of the rehabilitation center on the last day of duty
for evaluation.

2.1.3.4.3. Failure to submit means an incomplete grade for that par-
ticular rotation in the rehabilitation center.

2.1.3.4.4. Interns are required to submit the duty book to their clinical
internship coordinator every end of the semester duly
signed by each clinical instructor under whom they are
assigned.

2.1.3.4.5. Interns are required to keep daily time in record and will be
submitted to their clinical internship coordinator duly signed
by their respective clinical instructor.

2.1.3.4.6. Failure to submit the duty book to the clinical internship
coordinator would mean 5 days extension of duty to be
completed at the DMCCF rehabilitation center.
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2.1.3.5. ABSENCES, TARDINESS AND DUTY EXTENSION

2.1.3.5.1 ABSENCES
2.1.3.5.1.1 An absence may be excused if it is due to the
following:
2.1.3.5.1.1.1. Sickness with notice.
2.1.3.5.1.1.1.1. The intern is re-
quired to notify her/his clini-
cal instructor by phone that
he/she can’t be on duty.
2.1.3.5.1.1.1.2. The intern is re-
quired to submit a medical
certificate on the first day he/
she is back on duty.
2.1.3.5.1.1.2. Death or Burial
2.1.3.5.1.1.2.1. Death/burial of
an immediate family mem-
ber only
2.1.3.5.1.1.2.2. Interns are re-
quired to bring a letter from
his/her parents once he/
she is back on duty.
2.1.3.5.1.1.3. Force majeure such as ty-
phoons, floods, fire and other calamities
that make reporting for duty impossible
and dangerous.
2.1.3.5.1.1.4. Official school function.

2.1.3.5.1.2. An absence is not excused if such absence is
made for reasons other than outlined above.
The following reasons are not valid:
2.1.3.5.1.2.1. Caring for the sick both immedi-
ate and distant family members.
2.1.3.5.1.2.2. Extension of vacation.
2.1.3.5.1.2.3. lliness without notification.
2.1.3.5.1.2.4. Attending family functions (e.g.
weddings, family reunions, etc)
2.1.3.5.1.2.5. Attendance to non-school organi-
zation.
2.1.3.5.1.2.6. Reporting for duty 15 minutes
after their schedules time to re-
port.

2.1.3.5.1.3. Absence exceeding 20% of the total required
number of hours per rotation will be equal to 20
days extension of duty to be completed in
DMCCF Rehabilitation Center.
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through official student publications, departmental student manuals,
and/or through official DMCCF| Website announcements.

3. SANCTIONS
3.1 The penalties for major offenses are the following:

3.1.1.  Probation for such time and under such conditions as the Student
Discipline Board (SDB) or College Panel for Case Conference (CPCC)
may determine which may include undergoing the DO Values Clari-
fication and Development Program.

3.1.2.  Suspension for such time and under such conditions as the SDB or
CPCC may determine.

3.1.3  Dismissal.

3.1.4  Expulsion.

3.2 The penalties for minor offenses are the following:

3.21 For the first offense, warning from the Director of Discipline with
written apology addressed to the offended party, if the act is personal
in nature and to refer to a Counselor and/or order the restitution or
reparation of the damage or injury sustained, if necessary.

3.22 In case of a second offense, a written reprimand from the Direc-
tor of Discipline in the presence of parents or guardian who shall be
informed and invited to discuss the discipline record of the student.

3.2.3 In case of third and succeeding offenses, the student is charged
with a major offense if applicable, otherwise, a written reprimand
from the Director of Discipline, copy furnished the parents or guardian
who may be invited again to discuss the discipline record of the stu-
dent.

4. JURISDICTION OVER DISCIPLINE-RELATED CASES

4.1. The Director of Discipline shall have jurisdiction over all minor offenses
involving students under these rules. The respondent is required to see the
Director of Discipline who investigates and decides the case.

4.2. The College Panel for Case Conference (CPCC) shall have jurisdiction over all
major offenses involving students should there be complete admission on the
part of the respondent.

4.2.1. The CPCC is composed of the Director of Discipline as the presiding
officer, the Dean of Student Affairs, a representative of the Student
Council, and the Vice Dean of the College where the student be-
longs.

4.2.2. The panel meets the parents or the guardian of the student and the
student himself/herself to hear and decide on the discipline offense
committed by the student.

4.2.3. Proceedings in the case conference are governed by rules applicable
to Summary Proceedings before the Student Discipline Board
(SDB).

4.3. The Student Discipline Board (SDB) shall have jurisdiction over all major of-
fenses involving students should there be incomplete or qualified admission, or
denial on the part of the respondent. Once approved by the Legal Counsel,
the College shall be the complainant before the SDB and the faculty, stu-
dent, or any other person who initiated the complaint shall serve as College
witnesses.

4.3.1. The SDB is composed of a Chair who is member of the Integrated
Bar of the Philippines (IBP) and not a member of the Discipline
Office and three other members and their respective alternates repre-
senting the Administration, Faculty, and Students. The administration
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2.23.

224

2.2.5.

2.2.6.

2.217.

2.2.8.

2.2.9.
2.2.10.
2.211.

2.212.

2.2.13.

2.2.14.

2.2.15.

2.2.16.
2.217.
2.2.18.

2.2.19.

2.2.20.

2.2.21.
2.2.22.
2.2.23.
2.2.24.

2.2.25.

2.2.26.
2.2.27.
2.2.28.

2.2.29.

Disobeying school regulations and other rules approved by College
authorities, provided they are properly disseminated to students
through official student publications with monthly circulation and/or
through official DMCCF| Website announcements.

Disobeying classroom policies and procedures as set forth under
Section 3.13 of Article XVII of this handbook.

Refusal to present an ID or temporary campus pass when asked
by College authorities.

Proselytizing, defined as an attempt to convert another to one's
faith by attacking or denigrating other person’s practices and beliefs,
or by offering special inducements.

Littering.

Selling items, engaging in business or soliciting contributions or
donations in campus without prior approval of authority.

Public Display of Physical Intimacy (PDPI).

Violation of policies of the Computer Laboratory

Use of classrooms and other school facilities for any purpose without
any reservation or proper authority.

Loitering along the classroom corridors while classes are going on
for second and succeeding violations.

Eating in areas designated as non-eating places (classrooms, labora-
tories, offices, study areas in buildings, etc).

Smoking inside College premises or outside the College during aca-
demic functions or school activities.

Playing cards inside College premises except collectible cards
played in designated places (classrooms, laboratories, offices, and
study areas).

Violation of policies on the use of lockers.

Unhygienic and improper use of College facilities.

Second and succeeding violations of policies on the use of Col-
lege parking lots.

Entering any restricted area within the College without prior permission
or authority. Arestricted area is one that is designated as such
by the proper authorities and marked with proper signage.

Bringing in of cutters, laboratory instruments and animal/human ca-
davers not duly endorsed by a faculty member and without the nec-
essary permit from the D.O.

Failure to surrender the one-day campus pass / temporary ID.
Fourth and succeeding entry into campus without an ID.
Fourth and succeeding loss of an ID.

Second and succeeding violations of the Implementing Guide-
lines on the Dress Code Policy

Inducing students not to attend any classes or other academic activi-
ties.
Intriguing and gossiping against fellow students.
Engaging in any form of gambling within school premises.
Violation in any of the provisions under Sec. 3 of Article XXVIII of
DMCCF Student Handbook except those categorized as Major Offens-
es under Sec. 2.1 of this Article.
Such other acts as may be determined by College authorities
as minor offense upon consultation with student representatives, provid-
ed the application is prospective and properly disseminated to students
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2.1.3.5.2. TARDINESS
2.1.3.5.2.1. Interns are required to report 15 minutes before
their scheduled time in.
2.1.3.5.2.2. An intern who fails to report for duty on time is
subject to disciplinary action stated below:
2.1.3.5.2.2.1. First offense—Verbal warning
2.1.3.,56.2.2.2. Second offense—Written repri-
mand and should be replied with
a written explanation.
2.1.3.5.2.2.3. Third offense -Three days
duty extension.
2.1.3.5.2.3. Interns who report for duty more than 15 minutes
late will be considered absent and will have three
days duty extension.

2.1.3.5.3. DUTY EXTENSION

2.1.3.5.3.1. Duty extension should be completed in the re-
spective rehabilitation centers for completion of
the interns requirements.

2.1.3.5.3.2. Duty extension accumulated by interns for reha-
bilitation centers not located in Dipolog City will
be complied for and completed at DMCCF Reha-
bilitation Center unless the rehabilitation center
require otherwise.

2.1.3.6 PREGNANCY

2.1.3.6.1. The student is responsible in notifying the school authori-
ties at the earliest time possible of any pregnancy.

2.1.3.6.2. In this case the intern will be required to withdraw from the
clinical internship unless she can present a valid marriage
contract and have signed a waiver indicating that the
school/hospital/rehabilitation center shall have no liability
should any untoward event happen to her or the baby
through the course of the clinical internship.

2.1.3.6.3. Non-married interns may be readmitted once they have
already given birth.

2.1.3.6.4. An intern who just has just given birth and is willing to
continue her internship must present a medical certificate
from the school doctor attesting that she is fit to resume
internship.

2.1.3.7. PROFESSIONAL DECORUM

2.1.3.7.1. Interns must give notice to their clinical instructor when
leaving the rehabilitation area for lunch.

2.1.3.7.2. The interns are allowed to have one hour for their lunch
break.

2.1.3.7.3. The rehabilitation center and the clinical instructor will not
be held responsible for any untoward incident that may
happen to the intern during this hour.

2.1.3.7.4. Usage of personal cellular phones is strictly disallowed
during duty hours.

2.1.3.7.5. Telephones in the rehabilitation center are not for use by
interns. Any call made must have the permission of the
clinical instructor concerned.
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2.1.3.7.6. Receiving or entertaining visitors while on duty is not al-
lowed. Parents or relative must be instructed to proceed to
the clinical instructor’s office.

2.1.3.7.7. Drinking alcoholic beverages before or during duty is strictly
prohibited. Once caught the intern will be terminated from
internship and will be subject to disciplinary action by the
Dean of the College.

2.1.3.7.8. Discussing confidential matters the patients is strictly disal-
lowed and is ground for termination from internship.

2.1.3.8 ERRORS AND MISTAKES

2.1.3.8.1. Errors and mistakes in the clinical area must be reported
immediately to the clinical instructor and shall be dealt with
accordingly.
2.1.3.8.2. The intern is required to submit to his/her clinical instructor
a letter with a detailed explanation of what transpired.
2.1.3.8.3. The clinical instructor will submit a written report of what
transpired to the clinical internship coordinator who in turn
shall submit a letter of recommendation for disciplinary
action to the Dean of the College of Nursing and Allied
Medical Sciences, who shall endorse the letter to the
Chairman of the Board.
2.1.3.8.4. Major offenses:
2.1.3.8.4.1. Tampering with CE record, patient’s record and
etc.
2.1.3.8.4.2. Forging signature (of a clinical instructor, par-
ent, guardian, etc)
2.1.3.8.4.3. Fake IDs and permits
2.1.3.8.4.4. Fabrication of data, wrong entry in the CE rec-
ord, patients record, etc.
2.1.3.8.4.5. Stealing in any form as well as misappropria-
tion of money belonging to other interns, clini-
cal instructors, and superiors in the school.
2.1.3.8.4.6. Grave negligence in the performance of physi-
cal therapy care which aggravates the pa-
tient’s condition.
2.1.3.8.4.7. Disciplinary action for major offenses is sus-
pension or expulsion depending on the gravity
of the case. This does not free the intern from
any legal liabilities that may arise.
2.1.3.8.5. Minor offenses
2.1.3.8.5.1. Habitual tardiness
2.1.3.8.5.2. Receiving visitors while on duty
2.1.3.8.5.3. Leaving the rehabilitation center before dismis-
sal time.
2.1.3.8.5.4. Minor errors in performance of treatment and
physical therapy procedures even though no
harm has been done to the patient.
2.1.3.8.5.5. Disciplinary action for minor offenses will be
given to the intern by the clinical instructor in-
charge.
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2.2

2.1.24.

2.1.25.

2.1.26.

2.1.27.

2.1.28.
2.1.29.

2.1.30.
2.1.31.

2.1.32.

2.1.33.

Hazing or physical injuries committed which result from an initiation

rite or practice as a pre-requisite for admission into a membership in

a fraternity, sorority, or organization by placing the recruit neophyte

or applicant in some embarrassing or humiliating situations, such

as forcing him to do menial, silly, foolish, and similar tasks or activities

or otherwise subjecting him to physical or psychological suffering or

injury (Republic Act No. 8049). For this purpose, the members who

were present shall be liable whether they actually participated or

not. The officers of the organizations, society or group, shall also be

liable, whether or not they are present during the hazing incident.

Computer security breach: Accessing a College computer or computer

network without authority or beyond authorized access and

consent. Acts that constitute computer security breach include but

are not limited to the following:

2.1.25.1. altering information, (e.g., changing the password of some-
one else’s account and changing data in files beyond one’s
authorized access, etc.) damaging or destroying infor-
mation (e.g., deleting someone else’s file, etc.);

2.1.25.2. introducing false information (e.g. using someone else’s
account and sending offensive mail, etc.);

2.1.25.3. preventing authorized use of information; or

2.1.25.4. preventing normal operation (e.g. changing the con-
figuration or CMOS set-up of a PC, introducing computer
virus, etc.) of computers or computer networks of the Col-
lege.

Perjury, defined as testifying falsely in any administrative proceeding,

or knowingly making untruthful statements in documents under

oath when such oath is required.

Possession or exploding of firecrackers inside the College or outside

the College during academic functions or school activities, unless

authorized by Safety and Security Office.

Lending ID to another or using someone else’s ID.

Making sexual advances in words or deeds to another student or to
any member of the academic community.

lllegal or unauthorized reproduction of College materials.

Such other acts as may be determined by College authori-
ties as major offense upon consultation with student representatives,
provided the application is prospective and properly disseminated to
students through official student publications, departmental student
manuals and/or through official DMCCF| W ebsite announcements.
Habitual disregard or willful violation of established policies, rules, or
regulations consisting in the commission of three (3) minor offenses
of the same kind or nature, or five (5) minor offenses of different kinds
or nature.

Violation in any of the provisions under Sec. 3 of Article XXVIIl of
DMCCF Student Handbook except those categorized as Minor Offens-
es under Sec. 2.2 of this Article.

MINOR OFFENSES

221

222

Simple acts of disrespect in words or in deed committed against
any administrator, member of the faculty, co-academic personnel,
security guards, maintenance personnel, students, and visitors.

Acts which disturb peace and order short of being a major offense
such as disturbing classes, academic-related activities or school func-
tions.
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2.1.8.

2.1.10.

2.1.11.

2.1.12.

2.1.13.

2.1.14.

2.1.15.

2.1.16.

2.1.17.
2.1.18.

2.1.19.

2.1.20.

2.1.21.
2.1.22.

2.1.23.

Unauthorized bringing in, possession or drinking of liquor or alcoholic
beverages inside the College premises or outside the College during
an academic function or school activity, or entering the College
premises or attending academic functions or school activities under
the influence of liquor or alcoholic beverages. A student is considered
under the influence of liquor if he/she is found to have had an alcohol
intake.

Gross acts of disrespect in words or in deed that tend to put the

College or any administrator, member of the faculty, co-academic
personnel, security guards, maintenance personnel, students and
visitors in ridicule or contempt.

Threatening another with any act amounting to a crime, delict
or wrong, or with the infliction of any injury or harm upon his person,
honor or integrity.

Acts of lewdness or commission of any act of immorality; viewing,
reading, display or distribution of pornographic materials inside the
College (unless with DO permit endorsed by the faculty concerned
as part of the course requirement), including accessing internet sites
that do not correlate to any specific subject or course within
the College.

Acts that bring the name of the College into disrepute such as pub-
lic and malicious imputation of a crime, or of a vice or defect, real
or imaginary, or any act, omission, condition, status or circum-
stance, tending to cause dishonor, discredit or contempt to the name
of the College to include but not limited to utilization of verbal, prints,
telecommunications, and the internet as medium to convey malicious
information.

Unjust enrichment or stealing whether attempted, frustrated or con-
summated.

Unauthorized collection or extraction of money, checks or other instru-
ments as equivalent of money, which includes but is not limited to,
matters pertaining to the College.

Forging, falsifying or tampering with academic or official records
or documents of any kind; or intentionally making a false state-
ment of any material fact, or practicing fraud or deception in
connection with anything that pertains to the College.

Gambling in any form inside the College or outside the College

during an academic function or school activity.

Acts of subversion or insurgency.

Conviction before any court for a criminal offense involving moral
turpitude, against person or property other than through reckless
imprudence.

Membership in a fraternity or sorority. This also includes membership
in any unrecognized organization that subscribes or participate in any
violent/illegal act.

Encouraging students to violate their Non-Fraternity Contracts by
inviting them to join a fraternity, sorority, or any organization not recog-
nized by the College.

Coercing/threatening students to attend any unlawful or illegal activity.

Any kind of provocation that results in heated verbal or physical
confrontation between students and groups of students.

Willful failure to comply with summonses or notices issued for purpos-
es of investigation conducted in connection with discipline-
related offenses.
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2.1.3.9.

ATTITUDES AND BEHAVIOR
2.1.3.9.1. The following behaviors/attitudes are subject to disciplinary
action:
2.1.3.9.1.1. Insubordination
2.1.3.9.1.2. Oral defamation.
2.1.3.9.1.3. Causing physical harm to the clinical instructor or
other hospital/rehabilitation authority and fellow
interns.
2.1.3.9.1.4. Idleness/ laziness while on duty.
2.1.3.9.1.5. Over-familiarity with patients, significant others,
instructors and other hospital personnel.
2.1.3.9.1.6. Immorality in relation to sex such as petting,
necking and other serious public display of affec-
tion.
2.1.3.9.1.7. Sleeping while on duty.
2.1.3.9.2. Disciplinary actions for the preceding rules are the following:
2.1.3.9.2.1. First offense - Verbal warning.
2.1.3.9.2.2. Second offense - Written reprimand to be replied
with a written explanation.
2.1.3.9.2.3. Third offense - three days duty extension.

2.1.3.9.3. PROCEDURES FOR DISCIPLINARY ACTION

2.1.3.9.3.1. Immediate conference with the clinical instructor
concerned must be made.

2.1.3.9.3.2. A written explanation should be submitted to the
clinical instructor concerned within 24 hours.

2.1.3.9.3.3. The clinical instructor submits written report of
the case to the clinical internship coordinator.

2.1.3.9.3.4. The clinical internship coordinator shall then
submit a letter of recommendation for discipli-
nary action to the Dean of the College of Nurs-
ing and Allied Medical Sciences for approval.

2.1.3.9.3.5. The clinical internship coordinator shall then
confer with the clinical instructor concerned as
regards the disciplinary action approved to be
give to the intern.

2.1.3.9.3.6. A copy of written communication between indi-
viduals concerned shall be kept in the file of the
intern concerned.

2.1.4. REQUIREMENTS FOR GRADUATION

2.1.41.

2.1.4.2.
2.1.43.
2.1.4.4.

2.1.4.5.

Completion of 2,080 hours of internship equivalent to 10 months of
rotational internship.

Submission of duty books duly signed by each clinical instructor.
Clearance from all rehabilitation centers intern has been assigned to.

Clearance from all rehabilitation centers attesting intern’s completion
of or exemption from extension duties.

Satisfactorily completion of all course subjects and respective re-
quirements prescribed in the 5-year physical therapy course.
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2.2. BACHELOR IN MEDICAL LABORATORY SCIENCE

2.2.1. ADMISSION

Applicants for admission must meet the basic requirements in order to en-
rich the goals and objectives of the program.
2.2.1.1. Freshmen:

22111,
221.1.2.

2.2.1.2. Shiftees:
2.21.21.
2.21.2.2.

2.21.23.

2.21.2.4.
2.2.1.2.5.

DMC Assessment Exam competency rate of at least 50%.
A grade of at least 80% in all math, English and science
subjects.

High School Report Card attesting a general average of
80% or better.

Certificate of Good Moral Character.

A copy of a duly accomplished medical profile form se-
cured from the office of the School Nurse.

Must have passed the National Secondary Achievement
Test (NSAT)

A cumulative grade average of 2.75 or better.

A grade of at least 2.75 (80%) in all English, Math, and
Science course subjects.

Duly accomplished shifting form and evaluated MT curric-
ulum secured from the Registrar’s Office.

Certificate of Good Moral Character.

A copy of a duly accomplished medical profile form se-
cured from the Office of the School Nurse.

2.2.1.3. Transferees:

2.2.1.31.
2.213.2.

22133
2.2.1.3.4.

2.2.1.3.5.
2.2.1.3.6.

2.2.1.4. BSMT Il
2.2.1.41.

221.4.2.

2.21.43.

2.2.1.5. BSMT Il
2.2.1.51.

2.2.1.5.2.

2.2.1.5.3.

DMC Assessment Exam competency rate of at least 50%.
An evaluated MT curriculum secured from the Registrar’s
Office

A grade of at least 2.75 in all English, math, and science
course subjects.

Certificate of Good Moral Character.

Certtificate of Honorable Dismissal

A copy of a duly accomplished medical profile form se-
cured from the Office of the School Nurse.

A copy of a duly accomplished school clearance to be
submitted to the coordinator as basis for subject evalua-
tion and advisement.

Semestral grade of at least 2.75 in all English and Math
courses and a semestral grade of at least 2.5 in all Chem-
istry, Physics, and Biology courses.

Proof of completed Hepa B and TT vaccination during the
first semester.

A copy of a duly accomplished school clearance to be
submitted to the coordinator as basis for subject evalua-
tion and advisement.

Semestral grade of at least 2.75 in all Medical Technology
professional subjects

Proof of a completed Hepa B and TT vaccination.
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2. TYPES OF OFFENSES
2.1. MAJOR OFFENSES

2.1.1.

Cheating in any form during an examination, test, or written reports

including reaction papers, case analysis, experiments or assign-

ments required. The act of cheating includes, but is not limited to, the

following:

2.1.1.1. Unauthorized possession of notes or any material relative to
the examination or test whether the student actually uses
them or not.

2.1.1.2. Copying or allowing another to copy from one’s examina-
tion papers. In the latter case, both parties are liable.

2.1.1.3. Looking at another student's examination paper, or allowing
another student to look at his or her examination pa-
per.

2.1.1.4. Communicating with another student or any person in any
form during an examination or test without permission
from the teacher or proctor. This includes leaking
examination questions to another or other student/s.

2.1.1.5. Having somebody else take an examination or test for one's
self or prepare a required report or assignment. If both par-
ties are students, both are liable.

2.1.1.6. Plagiarism and other forms of academic dishonesty

. Vandalism or the deliberate destruction of property belonging to the

College or to a member of the faculty, administrator, co-academic
personnel, another student or to a visitor while on campus.

Carrying or possession of a deadly weapon inside the College
premises or outside the College during an academic function or school
activity without permit from the Safety and Security Office in consulta-
tion with the D.O.

Deliberate disruption of the academic function or a school activity
which tends to create disorder, tumult, breach of peace or serious
disturbance not necessarily connected with any academic function
or school activity.

Brawls within the College premises or outside the College during an
academic function or school activity.

Direct assault or inflicting physical injuries on any person inside
or outside the College during an academic function or school activity.

. Unauthorized bringing in, carrying, possession or use of prohibited or

regulated drugs or chemicals without proper prescription, inside
College premises or outside the College during an academic
function or school activity, and any other violation of the provisions
of R.A. 9165, otherwise known as the “Comprehensive Dangerous
Drugs Act of 2002.

Unauthorized bringing in, possession or drinking of liquor or alcoholic
beverages inside the College premises or outside the College during
an academic function or school activity, or entering the College
premises or attending academic functions or school activities under
the influence of liquor or alcoholic beverages. A student is considered
under the influence of liquor if he/she is found to have had an alcohol
intake.

Gross acts of disrespect in words or in deed that tend to put the

College or any administrator, member of the faculty, co-academic
personnel, security guards, maintenance personnel, students and
visitors in ridicule or contempt.
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3.16.2. Students who wish to use the Covered Court must request in writing
and address this to the Vice Chancellor for Administrative Service.
The request must detail the nature of the affair, date and time, ameni-
ties and facilities needed, as well as the necessary security
measures.

3.16.3. Wearing of sports attire or P.E uniform while playing or doing activi-
ties in this area is required. Other attires are allowed if permitted by
the Sports Coordinator or the Vice Chancellor for Administrative Ser-
vices.

3.16.3. Students who wish to use the Fithess Gym Court must request in
writing and address this to the Vice Chancellor for Administration.
The request must detail the nature of the affair, date and time, ameni-
ties and facilities needed, as well as the necessary security
measures.

3.16.4. Students and patrons availing the use of the fithess gym are obliged
to obey and observe the rules and regulations set forth by the admin-
istrators of the said area. Disciplinary sanctions in this handbook
shall apply to those found violating those rules and regulations.

3.16.5. Students and patrons are encouraged to change in their appropriate
fitness gym attire while inside the fitness gym. Wearing fitness gym
attire outside the gym area, that is, in other areas inside the campus,
is strongly discouraged.

3.17. CAFETERIA

3.17.1. Students and patrons are encouraged to observe Clean-As-You-Go
(CLAYGO).

3.17.2. Students and patrons are expected to maintain orderliness and sani-
tation in keeping or disposing utensils and food leftovers.

3.17.3. Loud, boisterous and annoying activities that are deemed nuisances
and disturbing to others are prohibited in this area.

Article XXIX. TYPES OF DISCIPLINARY ACTIONS

1. DEFINITION OF TERMS:

1.1. WARNING

A student commits an offense for the first time is made to realize the conse-
quences of the offense. He may be put on probation for a specific period of time
during which he/she must prove that he/she can observe the rules and regula-
tions of the school.

1.2. DROPPING/DISMISSAL

A school may drop from its roll at any point during the school year or term a
student who is found after investigation to have violated rules and regulations of
the College, the Department of Education, and the laws of the land. He/she will
not be re-admitted at any time.

1.3. SUSPENSION

The College may suspend an erring student during the school year or term of a
period not exceeding twenty percent (20%) of the prescribed school days. Sus-
pension that involves the loss of the entire year or term shall not be imposed
unless approved by the Board of Directors.
1.4. EXPULSION
This is an extreme form of administrative sanction that debars the student
from all private and public schools throughout the Philippines. To be valid and

effective, the penalty of expulsion requires the approval of the Board of Direc-
tors.
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2.2.1.6. BSMT 1V (Interns):
2.2.1.6.1. Students admitted for Medical Internship Training Program:
2.2.1.6.2. Must have completed and passed all academic subjects
from first year to first semester of fourth year.
2.2.1.6.3. Must have a cumulative QPA of at least 2.75.
2.2.1.6.4. Must have a grade of at least 2.75 in all Science, Math and
English course subjects;
2.2.1.6.5. Must submit to the Internship Coordinator the following:
2.2.1.6.6. Application letter and waiver addressed to the College Dean;
2.2.1.6.7. Authenticated copy of birth certificate from NSO;
2.2.1.6.8. Must present his/her enroliment form validated by the Office
of the Registrar and Director of Admissions to the Clinical
Internship Coordinator before the start of rotation;
2.2.1.6.9. Must present the proof of a completed medical clearance
and immunization (Hepa B and TT); and
2.2.1.6.10. Must have his/her name included in the master’s list of the
MT Faculty Office for schedule of rotation in the different
affiliating clinical laboratories.

2.2.2. RE7 ADMISSION
Any returnee, without a record of “advise to shift” may be readmitted to the
program. A readmitted student:
2.2.2.1. Must submit a letter of explanation to the Dean of the Depart-
ment explaining the reason for leaving the program
2.2.2.2. Must follow the existing curriculum.
2.2.2.3. May be allowed to take special classes on MT professional
subjects which are left behind on a case — to — case basis.

2.2.3. RETENTION
2.2.3.1. Seventy-five percent (75%) of the enrolled subjects (minor or
major) in every semester should be passed.
2.2.3.2. An irregular student who failed in 20 % of the enrolled sub-
jects for the previous semester will only be allowed to carry a
maximum load of 18 units for the following semester.

2.2.4. GRADING SYSTEM
2.2.4.1. Grading parameters adopted for the General Education
subjects:
2.2.4.1.1. Without laboratory:

Quizzes 20 %
Chapter / Long Exam 20 %
Term Exam 40 %
Assignments/Projects 10 %
Attitude/Attendance 10 %
Total 100%

2.2.4.1.2. With laboratory:

Laboratory (40%): Lecture (60 % ):
Actual Performance 30 % Quizzes 20 %
Activity Report 20 % Chapter / Long Exam 20 %
Moving Exam/ Quizzes 20 % Term Exam 40 %
Term Exam 20 % Assignments/Projects 10 %
Attendance/Attitude 10 % Attitude/Attendance 10 %
Total 100% Total 100 %

33



2.2.4.2. Grading parameters adopted for Pre-Clinical Internship:

2.24.21 To pass the Pre-Clinical Internship Training Pro-
gram, the Medical Technology Intern must obtain a
passing mark within the range of 78-80% which is
equivalent to a grade of 2.75. Every student is eval-
uated according to the following criteria:

Examinations (Visiting Cl) (30%)

Written — 15%
Oral — 15 %
Clinical Performance (Laboratory Staff) (70%)
Competency Skills — 50%
Attitude and Behavior — 10%
Attendance and Punctuality — 10%
TOTAL 100%

2.2.4.3. Grading parameters adopted for Clinical Internship (Affiliated

Institutions)
Skills 50 %
Knowledge 40 %
Professionalism 10 %

Total 100 %

2.2.4.4. Clinical Internship is computed in the following manner:

Affiliated Institutions 50 %

Pre-Internship 20 %

Comprehensive Exam/Oral Revalida 30 %
Total 100 %

2.2.4.5. Grade Computation Formula ( 75% COMPETENCY )

Obtained Score x 75 +25 = Grade
No. of Items

2.2.5. PROBATION
A student is placed under “on probation (OP)” status if he/she cannot meet
the cut-off grade required for all Math, English, Sciences and Professional
course subjects for the semester.

2.2.6. REQUIREMENTS FOR GRADUATION
2.2.6.1. No fourth year student will be allowed to join the graduation exercis-
es without having completed and passed all academic course
subjects.
2.2.6.2. No fourth year student will be allowed to march for graduation if he/
she cannot submit the following requirements set for the Clinical
Internship Training Program such as:
2.2.6.2.1. Clock Hours / DTR.
2.2.6.2.2. Certificate of Internship Training from the affiliated insti-
tutions
2.2.6.2.3. Clearance from Affiliated Institutions
2.2.6.2.4. Passing mark for Clinical Internship as well as the Com-
prehensive Examination / Oral Revalida
2.2.6.2.5. Procedure Notebook and Performance Notebook
2.2.6.2.6. Narrative Report on Clinical Internship
2.2.6.2.7. Clearance from the Institution.
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3.13.1.8. Chairs are to be returned to their proper place after using
without creating a noise.

3.13.1.9. Books taken from the shelves should be borrowed at the front
desk together with the library card and school ID. After using
the, books may be left on the table for the library personnel to
arrange. Books from the reserved section must be returned at
the counter or front desk in exchange to redeem the library
card and the school ID that is deposited upon borrowing.

3.13.1.10. Books and other materials must be handled with care.

3.14. THE COMPUTER LABORATORY

3.14.1. Regulations set by the College of Computer Studies applies to all stu-
dents, whether from the same college or from other Colleges/
Departments. (See Article VIIl). All Computer Lab rules and regula-
tions must be strictly followed by all students.

3.14.2. Schedules in the use of computers set by Lab authorities must be
strictly observed. Unauthorized use of computers will be dealt with
accordingly.

3.14.3. Accessing into pornographic web sites in the internet using school
computers is prohibited.

3.14.4. Students are encouraged to do research in the internet but extracurric-
ular activities such as but not limited to playing games, and internet
chatting are strictly banned in the Computer Labs.

3.14.5. Unauthorized changing of the settings, systems and programs of the
Lab computers is prohibited.

3.14.6. Only Computer Lab personnel are authorized to fix or troubleshoot,
remove or transfer any part or accessory of the computers.

3.14.7. Eating and drinking is not allowed inside the lab.

3.14.8. No person or persons shall, by any willful or deliberate act, jeopardize
the integrity of the computing equipment, systems programs, or other
stored information. Prohibited acts subject to 15 days suspension
include the following:
3.14.8.1. Installation of program without proper permission.
3.14.8.2. Changing of computer settings.

3.14.9. Silence must always be observed.

3.15. IN PUBLIC GATHERINGS

3.15.1. Your conduct in the public gathering reflects your character.

3.15.2. Whispering, talking, discussing or any unnecessary acts that may
disrupt an on-going performance or show should be avoided.

3.15.3. Proper method of applause should be employed. Modestly clap at the
end of a speech or performance. Never show appreciation by whis-
tling, booing or stamping feet.

3.15.4. Rushing in and out of the hall shows lack of refinement.

3.15.5. Paying attention and showing interest in any affair is the attitude be-
coming of gentlemen and ladies.

3.16. COVERED COURT/OPEN COURT/FITNESS GYM

3.16.1. The Gym/Court is a structure designed to cater to recreational,
sports, fitness, and cultural activities. It also an appropriate venue
for musical shows, concerts, and programs. All activities should be
scheduled with the Sports Coordinator.
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3.12. BEHAVIOR IN THE CLASSROOM

3.12.1. The class period must be spent only for activities with direct bearing or
relevance to the lessons.

3.12.2. Each student must follow and observe all instructions, procedures, rules
and regulations set by the instructor.

3.12.3. Students are expected to be polite and to greet when visitors as they
enter the room.

3.12.4. Personal visits during class period without valid reasons must be avoid-
ed in order not to interrupt the lessons.

3.12.5. All cellular phones must be switched off or put on silent mode when
inside the classroom or laboratory. Students are not allowed to operate
any communicating device during classes.

3.12.6. Students must ask permission from the teacher before leaving the
classroom room or laboratory and must return as soon as possible.

3.12.7. No outsider may enter the classroom. All personal business must be
done after the class.

3.12.8. Students are encouraged to buy school supplies before class starts to
avoid asking from classmates or going out during class hours.

3.12.9. Students must keep quiet and refrain from making unnecessary noise.
Loud or boisterous talking, laughing and shouting may disturb others.

3.12.10. Students must cooperate in keeping the classroom neat and orderly.
Students must help keep all things in their proper places.

3.12.11. Proper waste disposal must be observed.

3.12.12. Students must help conserve energy and turn off the lights and fans
after using.

3.12.13. Each student responsible for the safety of his/her own personal prop-
erties.

3.12.14. Students are expected to participate in the lessons actively, to respect
the answers of their classmates, to listen attentively, and to discuss
logically with relevance and spirit of inquiry and discovery.

3.12.15. The teacher’s table and chair in the classroom are reserved for teach-
er's use only.

3.12.16. Intellectual dishonesty in any form is strictly prohibited and will be dealt
with accordingly.

3.12.17. Private affairs and parties should not be held in school.

3.13. THE LIBRARY

3.13.1. The Library as the center of all learning activity plays a very important
role in achieving the aims and objectives of the institution. The following
are the rules and regulations to be observed in the library.

3.13.1.1. NO LIBRARY CARD and NO SCHOOL ID, NO ENTRY. Stu-
dents who lose their library cards must reconstitute such by
paying P25.00 at the Accounting Office and submitting their
official receipt to the librarian for replacement of library card.

3.13.1.2. Students must present their Library Card with picture and
swipe their school ID upon entering the Library.

3.13.1.3. All bags must be deposited at the baggage counter.
3.13.1.4. Silence must be observed at all times.

3.13.1.5. Students are not allowed to make visual aids inside the library
to avoid vandalism.

3.13.1.6. Eating and drinking are not allowed inside the library.
3.13.1.7. Waste paper should be disposed properly.
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2.2.6.3. The allowable number of days for extension duty for a student to be
conferred a graduate at the end of the second semester of fourth
year is equal to or less than ten (10).

2.2.6.4. If the number of days of extension duty is more than ten but less than
twenty, the student will be conferred as graduate at the end of sum-
mer term.

2.3. BS RADIOLOGIC TECHNOLOGY

2.3.1. ADMISSION
Applicants for admission must meet the basic requirements in order to
reach the goals and objectives of the program.

2.3.1.1. New / Incoming Students

2.3.1.1.1. DMC admission Test score of 40% or better.

2.3.1.1.2. A grade of at least 80% in all math, English and science
subjects.

2.3.1.1.3. High School Report Card with a general average of at
80% or better.

2.3.1.1.4. Certificate of Good Moral Character.

2.3.1.1.5. A copy of a duly accomplished medical profile form se-
cured from the office of the School Nurse.

2.3.1.2. Shiftees

2.3.1.2.1. A cumulative average grade of 2.75.

2.3.1.2.2. A grade of at least 2.75 in all English, math, and science
course subjects.

2.3.1.2.3. Duly accomplished shifting form and evaluated RT curric-
ulum secured from the Registrar’s Office.

2.3.1.2.4. Certificate of Good moral character.

2.3.1.2.5. A copy of a duly accomplished medical profile form se-
cured from the Office of the School Nurse.

2.3.1.3. Transferees:

2.3.1.3.1. DMC Admission Test score of 40% or better

2.3.1.3.2. An evaluated RT curriculum secured from the Registrar’s
Office

2.3.1.3.3. A grade of at least 2.75 in all English, math, and science
course subjects.

2.3.1.3.4. Certificate of Good Moral Character.

2.3.1.3.5. A copy of a duly accomplished medical profile form se-
cured from the Office of the School Nurse.

2.3.1.4. Sophomores:

2.3.1.4.1. A copy of a duly accomplished school clearance to be
submitted to the coordinator as basis for course subject
evaluation

2.3.1.4.2. Semestral grade of at least 2.75 in all English and math
course subjects and a semestral grade of at least 2.5 in
all chemistry, physics, and biology course subjects

2.3.1.4.3. Proof of completed Hepa B and TT vaccination.

2.3.1.5. Juniors:
2.3.1.5.1. A copy of a duly accomplished school clearance to be
submitted to the coordinator as basis for subject evalua-
tion.
2.3.1.5.2. Semestral grade of at least 2.75 in all Radiologic Technol-
ogy professional course subjects.
2.3.1.5.3. Proof of a completed Hepa B and TT vaccination.
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2.3.1.6. Seniors (Interns):

Students admitted for Radiologic Internship Training Program:

2.3.1.6.1.

2.3.1.6.2.
2.3.1.6.3.

2.3.1.6.4.

2.3.1.6.5.

2.3.1.6.6.

2.3.1.6.7.

must have completed and passed all academic subjects

from first year to third year.

must have a cumulative QPA of at least 3.0.

must have a grade of at least 2.75 in all science, math

and English course subjects;

must submit to the Internship Coordinator the following:

2.3.1.6.4.1. Application letter and waiver addressed to
the College Dean;

2.3.1.6.4.2. Authenticated copy of birth certificate from
NSO;

must present his/her enrollment form validated by the

Office of the Registrar and Director of Admissions and the

Clinical Internship Coordinator before the start of rotation;

must present the proof of a completed medical clearance

and immunization (Hepa B and TT); and

must have his/her name included in the master’s list of the

RT Faculty office for schedule of rotation in the different

affiliating clinical laboratories.

2.3.2. REi ADMISSION

Any returnee, without a record of “advised to shift” will be readmitted to the

program. Before readmission, student:

2.3.2.1. must submit a letter of explanation to the Dean of the Department
explaining the reason for leaving the program

2.3.2.2. must follow the existing curriculum.

2.3.2.3. may be allowed to take special classes on RT professional course
subjects which are left behind on a case — to — case basis.

2.3.3.

2.3.4.

RETENTION

2.3.3.1. Seventy percent ( 70%) of the enrolled subjects (minor or major) in
every semester should be passed

2.3.3.2. An irregular student who failed in 20 % of the enrolled subjects for
the previous semester will only be allowed to carry a maximum
load of 18 units for the following semester.

GRADING SYSTEM
2.3.4.1. Grading parameters adopted for the General Education subjects:
2.3.4.1.1. Without laboratory:

Quizzes 20 %
Chapter / Long Exam 20 %
Term Exam 40 %
Assignments/Projects 10 %
Attitude/Attendance 10 %
Total 100%

2.3.4.1.2. With laboratory:

Laboratory (40%): Lecture (60 % ):
Actual Performance 30 % Quizzes 20 %
Activity Report 20 % Chapter / Long Exam 20 %
Moving Exam/ Quizzes 20 % Term Exam 40 %
Term Exam 20 % Assignments/Projects 10 %
Attendance/Attitude 10% Attitude/Attendance 10 %
Total 100% Total 100 %
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3.10.2.3.unauthorized transferring, removing or posting, writing or mark-
ing on announcements or communications posted on the bulle-
tin boards;

3.10.2.4. sitting or standing on tables and on the arm of chairs;
3.10.2.5. standing on top of benches and chairs;

3.10.2.6. banging or dragging of chairs and tables;

3.10.2.7. slamming of doors and windows;

3.10.2.8. inappropriate operation of the controls or switches of Electric
fans, lights, and faucets;

3.10.2.9. improper usage of facilities at the Comfort Rooms;
3.10.2.10. breaking of glasses, flower pots, etc.; and

3.10.2.11. unauthorized transfer, removal, and altering positions of traffic
or emergency signs and informative symbols.

3.11. DEMEANOR
3.11.1. It is expected of students to be courteous, polite and respectful to all

DMCCF officials, faculty members, employees, visitors, and school-
mates at all times.

3.11.2. Students are encouraged to speak English in the Campus.
3.11.3. Fraternities, sororities, and organizations not duly recognized by the

Administration are strictly not allowed to hold meetings or any activities
inside the College.

3.11.4. SMOKING is STRICTLY PROHIBITED anywhere in the school premis-

es.

3.11.5. All forms of gambling/ betting are not allowed.
3.11.6. Drunkenness, drinking and or possession of intoxicating liquors are

strictly prohibited.

3.11.7. Using, selling, and possession of prohibited drugs and substances are

prohibited in the Campus.

3.11.8. Carrying of unauthorized deadly weapon is forbidden within the Cam-

pus.

3.11.9. Littering or improper disposal of waste or garbage in any part of the

school premises is not allowed.

3.11.10. Students must pass along corridors and hall ways quietly and orderly

so as not to disturb on-going classes/school activities.

3.11.11. Students must stay on the right side of the hallways and pathways and

must observe good conduct when going up and down the stairs.

3.11.12. Students are encouraged to hold rehearsals, sports/games, plays, etc.

inside the College. However, such activities must not disturb on-going
classes, meetings, and other academic activities.

3.11.13. Teasing, playing jokes, tricks or stunts which may offend or insult or

cause physical injury or damage to property of one’s schoolmates and
other members of DMCCF community must be avoided.

3.11.14. Indecent and immoral acts are forbidden inside the College.
3.11.15. Use of indecent and vulgar languages is highly discouraged. A student

of DMC College is one that observes propriety and tact.

3.11.16. Viewing of pornographic materials including those in mobile phones

and computer laptops containing pornographic scenes are prohibited.

3.11.17. It is a primary obligation of a student to take responsibility of his/her

personal things while inside the Campus. The Administration will not
be held liable in case of any loss, theft, damage of such properties.
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3.8.13. A temporary campus pass expires in one (1) day. Any student issued with
a temporary campus pass must report immediately to the Office of the Di-
rector of Discipline to secure requisites for the return of his/her School 1D
before it expires.

3.8.14. A student issued with a temporary campus pass must return it to the per-
sonnel manning the gate before he/she leaves the campus premises. Fail-
ure to return it shall incur another offense and shall be dealt with according-
ly.

3.8.15. Students must follow all the instructions and procedures required by the
Authorities to ensure security and safety in the campus.

3.9. VEHICLES

3.9.1. Access to the campus

3.9.1.1. No vehicle shall be allowed entry unless with valid DMCCF Parking
Stickers properly attached and displayed.

3.9.1.2. All vehicles and their drivers must submit for security inspection
before entering and upon leaving the College.

3.9.1.3. Drivers must present their School ID when requested by the securi-
ty guard or Disciplinary Officer.

3.9.1.4. Only drivers with the vehicle will pass at the vehicle entrance. All
passengers must alight from the vehicle and enter or leave the Col-
lege through the Pedestrian Gates.

3.9.1.5. Windows must be opened upon entering and leaving the gate.

3.9.2. Driving and Parking

3.9.2.1. All drivers and vehicle owners must strictly follow and observe all
the existing traffic rules and regulations of the College.

3.9.2.2. The registrant is responsible for any violation involving the regis-
tered vehicle when he/she is operating the vehicle or when used by
another individual.

3.9.2.3. Smoking or drinking of liquors inside the vehicle while parking or
navigating in the campus is strictly prohibited.

3.9.2.4. Blowing of horns, loud mufflers, and loud sound of music must be
avoided.

3.9.2.5. No vehicle is allowed to travel beyond the speed limit of ten kilome-
ters per hour (10 kph) while inside the College.

3.9.2.6. Vehicles must be parked properly on designated parking areas
only.

3.9.2.7. Over-night parking of vehicles inside the College is not allowed.

3.10. VANDALISM
3.10.1 VANDALISM is defined as the willful or malicious destruction or deface-
ment of a structure, a symbol or anything else that goes against the will
of the Administration of the College or any member of the DMCCF Com-
munity. It is a malicious act that reflects a personal ill will. Any form of
vandalism is considered a Major Offense and will be dealt with accord-
ingly.
3.10.2. DMCCF Administration is strictly prohibiting all forms of vandalism, such
as but not limited to:
3.10.2.1. writing, marking, painting, or engraving on walls, tables, and
chairs;
3.10.2.2. tearing, destroying or writing on books and other reading mate-
rials;
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2.3.4.2. Grading parameters adopted for Clinical Internship:
2.3.4.2.1. Internship |

Skills 50 %

Knowledge 40 %

Professionalism 10 %
Total 100 %

2.3.4.2.2. Internship Il

Skills 50 %

Knowledge 40 %

Professionalism 10 %
Total 100 %

2.3.4.2.3. Clinical Internship Il is 60 % affiliation grade + 40%
Comprehensive Exam / Oral Revalida.
2.3.4.2.4. Grade Computation Formula ( 70% COMPETENCY )

Obtained Score x 70 +30 = Grade
No. of Items

2.3.5. PROBATION
2.3.5.1. A student is placed under “on probation (OP)” status so long as he
cannot meet the cut-off grade required for all math, English, sci-
ence and professional course subjects for the semester.

2.3.6. REQUIREMENTS FOR GRADUATION
2.3.6.1. No fourth year student shall be allowed to join the graduation exer-
cises if he/she has not completed and passed his/her academic
subjects.
2.3.6.2. No fourth year student shall be allowed to march for graduation if
he/she cannot submit the following requirements set for the Clinical
Internship Training Program such as:
2.3.6.2.1. Clock Hours / DTR;
2.3.6.2.2. Certificate Internship Training from the affiliated institu-
tions;
2.3.6.2.3. Clearance from Affiliated Institutions;
2.3.6.2.4. Passing mark for Clinical Internship | & Il as well as the
Comprehensive Examination / Oral Revalida;
2.3.6.2.5. Procedure Notebook and Performance Notebook;
2.3.6.2.6. Narrative Report on Clinical Internship | & II; and
2.3.6.2.7. Clearance from the Institution.

2.4. BS MIDWIFERY

2.4.1. ADMISSION

Students who wish to enroll in School of Midwifery are obliged to comply the
following:

2.4.1.1. High School Graduate:
2.4.1.1.1. High school card attesting an average of 60% and above
2.4.1.1.2. Admission Test score of 40% or better
2.4.1.1.3. Level of competency of 60% or better as assessed in the

interview;

2.4.1.1.4. Thorough Physical Examination.
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2.4.1.2. Transferees:

All transferees should undergo the same in addition to the following:

2.4.1.2.1. Honorable Dismissal
2.4.1.2.2. A photo copy of his/her TOR should also be submitted for
evaluation purposes.

2.4.1.3. Midwifery Il :
A student shall only be eligible to enroll in Midwifery Il if he has:
2.4.1.3.1. passed the major Midwifery Practice 100 and Midwifery
101 course subjects;
2.4.1.3.2. undergone complete doses of Hepatitis B immunization;

2.4.1.3.3. followed the RLE policies stipulated in the RLE handbook.

2.4.2. GRADING SYSTEM
2.4.2.1. Grading Parameters:
2.4.2.1.1. Midwifery 1

Skills (40%) Lecture (60%)
Attendance 10 % Attendance 10 %
Quizzes 25 % Attitude 10 %
Oral Revalida 20 % Activity/Reporting 20 %
Return Demo. 45 % Quizzes 30 %
Term Exam 30%
Total 100 % Total 100 %

2.4.2.1.2. Midwifery 2, 3, and 4
RLE HOSPITAL/Skills Lab ( 40%) Lecture (60%)

Attitude 20% Attendance 10 %
Attendance 10% Attitude 10 %
Skills 40% Activity/Reporting 20 %
Knowledge 30% Quizzes 30 %
Term Exam 30 %
Total 100 % Total 100 %

2.4.2.1.3. Semestral Grade Computation:

PRELIM 20%
MIDTERM 20%
SEMI-FINAL 20%
FINALS 40%

2.4.2.1.4. Grade Computation Formula ( 50% COMPETENCY )

Obtained Score x 50 +50 = Grade
No. of Items

2.4.3. GRADUATION REQUIREMENTS

2.4.3.1. Completion of the clinical areas:
2.4.3.1.1. Delivery room
2.4.3.1.2. Obstetric ward
2.4.3.1.3. Labor room
2.4.3.1.4. Family planning
2.4.3.1.5. Community
2.4.3.1.6. Under five

2.4.3.2. Has satisfactorily completed all the subjects and requirements pre-
scribed in BS Midwifery
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3.7.3. Students are not allowed entry if they do not wear their identification cards
or temporary campus pass appropriately.

3.7.4. Refusal to wear ID/temporary campus pass within the campus premises
subjects a student to a corresponding disciplinary action.

3.7.5. Any student who lends his/her ID to another person shall be subjected to
disciplinary action.

3.7.6. Any student caught using an ID of another person shall be penalized ac-
cordingly.

3.7.7. No student is allowed to possess and/ or use more than one (1) DMCCF
School ID.

3.7.8. Lost or damaged ID must be reported immediately to the Campus Security
and Enforcement Coordinator.

3.7.9. Identification Card (ID) not bearing a Validation Sticker is considered invalid
and unofficial. Validation is required every semester/summer.

3.7.10 Identification Cards (ID) of students caught violating rules and regulations
of the School shall be confiscated.

3.7.11. Faculty members of DMCCF are ipso facto members of the Disciplinary
Committee. As such, they have the right to confiscate Identification Cards
(ID) of students caught violating rules and regulations of the College.

3.8. ENTRY THROUGH PEDESTRIAN GATES

3.8.1. Strictly NO STUDENT, VISITOR, or DMCCF EMPLOYEE is allowed to use
any of the HOSPITAL ACCESS in entering or leaving the College premises.
Such act is considered TRESPASSING or illegal entry.

3.8.2. Strictly no student is allowed entry without wearing the PRESCRIBED UNI-
FORM or the attire prescribed by the Dress Code of the College.

3.8.3. Strictly no student is allowed entry without Validated Identification Cards
(ID) properly hanged.

3.8.4. Use of the electronic ID infrared detectors is required for students upon
entry.

3.8.5. All in-coming and out-going students must submit themselves for body
search and for inspection of their bags, backpacks, etc.

3.8.6. Deadly weapons, firearms, firecrackers, explosives, hazardous substances,
and intoxicating liquors are strictly prohibited inside the campus and will be
confiscated.

3.8.7. All students must be respectful, courteous and polite to the all school offi-
cials and security guards manning the gates.

3.8.8. Intoxicated individuals are strictly refused entry.

3.8.9. Male individuals wearing earrings, nose rings and other similar items are
also refused entry.

3.8.10. The College reserves the right to force individuals violating aforemen-
tioned rule to leave the school premises.

3.8.11. A student found violating the foregoing rules and upon the discretion of the
personnel manning the gate, the latter considers the offense as minor, shall
be required to log in into the violations logbook before he/she is allowed
entry.

3.8.12. A student found violating the foregoing rules and upon the discretion of the
personnel manning the gate, the latter considers the offense as minor but
has already exceeded the maximum allowable minor offenses shall be
required to log in into the violations logbook, surrender his/her ID, and be
given a temporary campus pass for him/her to gain entry inside the campus
premises.
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3.4.2.5 see-through tops and/or bottoms where the undergarment can be 2.4.3.3. Completion of:
seen 2.4.3.3.1. 10 hospital Handled cases
3.4.2.6 blouse / shirt showing midsection while standing / walking 2.4.3.3.2. 10 Field Handled cases

3.4.3. Shorts may be worn on campus, however the hemline of shorts and skirts 24.:3.3.3. 10 Field Assisted cases

should not be higher than three (3) inches above the knee-cap. In addition,

P.E./sports/athletic shorts may not be worn inside classrooms/seminar 2.5. SIXT MONTH CAREGIVING COURSE

rooms/auditorium. 2.5.1. ADMISSION
3.4.4. As a sign of respect, caps should not be worn inside classrooms / seminar Requirements upon enroliment:
rooms / auditorium. 2.5.1.1. High School Graduate:
3.4.5. On hair dye, students should not sport extreme hair colors (e.g. red, purple, 2.5.1.1.1. High School Report Card
blue). 2.5.1.1.2. Birth Certificate (SECPA) (Photo Copy)
3.4.6. Body piercing on any part of the head, except ears, is not allowed. Male 2.5.1.1.3. Certificate of Good Moral Character
students are not allowed to wear earrings. 2.5.1.1.4. 2pcs 2x2 picture with collar
3.4.7. Slippers/flipflops, step-in/step-on, or sandals of whatever type or shape are 2.5.1.1.5. Marriage Contract (if Married)
not allowed unless authorized. 2.5.1.2. College Graduate/Level:

3.4.8. Clothing with pictures and/or statements that are contrary to the mission
and Christian nature of DMC College Foundation is prohibited. This may
include pictures and/or statements depicting lewd, gross and malicious
messages, prohibited drugs and even signifying symbols of fraternities/
organizations unrecognized by the College.

2.5.1.2.1. Informative copy of Transcript of Records
2.5.1.2.2. Honorable Dismissal

2.5.1.2.3. Birth Certificate (SECPA) (Photo Copy)
2.5.1.2.4. Certificate of Good Moral Character
2.5.1.2.5. 2pcs 2x2 picture with collar

3.4.9. Wearing of appropriate attire in laboratory classes and P.E. uniform for P.E. 2.5.1.2.6. Marriage Contract (if Married)
classes and wearing of business attire during reports and other important
class activities are strongly encouraged. 2.5.2. GRADING SYSTEM

2.5.2.1 Lecture (40%)
3.5. PRESCRIBED UNIFORM FOR BSN, MIDWIFERY, AND OTHER MEDICAL PRO-

GRAMS: Attendance 15 %
. . . . Project/Assi t 209
3.5.1. Uniforms must be in accordance with the school or college’s prescribed Qf?f;es ssignments 3502
style. Major Exam 30 %
3.5.2. FEMALE Students must wear HAIRNETS, BLACK LEATHER SHOES,
WHITE SOCKS, WHITE UNDERGARMENTS in addition to the prescribed Total 100%
uniform.
3.5.3. MALE Students must wear BLACK LEATHER SHOES, WHITE SOCKS, 2.5.2.2. Laboratory (60%)
and PLAIN WHITE SANDO T-SHIRT underneath in addition to the pre- ) .
scribed uniform. Sils Mastery of the procedure o0%
3.5.4. Male and Female students must have pins properly hanged. Speedy P
Accuracy in Articulation/Demonstration
3.6. PRESCRIBED UNIFORM FOR OTHER PROGRAMS Confidence
3.6.1. Uniforms must be in accordance with the school or college’s prescribed Knowledge _ 35%
style Ability to answer questions
’ Initiative (in case of shortage of materials)
3.6.2. FEMALE Students must wear CLOSED SHOES and BLACK STOCKINGS Based on references/scientific
in addition to the prescribed uniform. Attitude N o o 15%
3.6.3. MALE Students must wear BLACK LEATHER SHOES, WHITE SOCKS, Ability to mafniain professionatism,
and PLAIN WHITE SANDO T-SHIRT in addition to the prescribed uniform. roper decorum (Tactfulness)
3.6.4. Male and Female students must have pins properly hanged. Total 100%

3.7. INDIVIDUAL ID CARDS

3.7.1. The school ID carries authority of the College, which should be respected at 2.5.2.3. Hospital On-the-Job Training

all times and should not be tarnished by any means of misdemeanor. Attendance/Attitude 15 %

3.7.2. Every student must have a DMCCF VALIDATED Identification Card (ID) Case Study 20 %
that must be HANGED or DISPLAYED properly whenever he/she is within Proficiency Rating 40%
the College premises and classrooms. Identification cards/temporary cam- Quizzes Total %0/%/
pus pass must be worn on the neck with the card hanging in the breast o ’
level.
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2.5.3. REQUIREMENTS FOR GRADUATION

2.5.3.1. Student must have passed his/her academic subjects.

2.5.3.2. Student must have completed training in PNRC, Hospital and Hotel
OJT.

2.5.3.3. Mandatory assessment of the students is required before gradua-
tion.

2.6. PHARMACY DEPARTMENT
2.6.1. ADMISSION

Students, who wish to enroll in DMC- College of Pharmacy, are obliged to
comply the following;

2.6.1.1. High School Graduate

2.6.1.1.1. High School card should have an average of 80% and
above for all subjects

2.6.1.1.2. Passing score of entrance examination should be 40%
and above

2.6.1.1.3. Level of competency during interview should be 60% and
above

2.6.1.1.4. Should undergo a thorough Physical Examination.

2.6.1.2. Transferees
All transferee’s should undergo the same except for the submis-
sion of the High school Card. In addition, transferee shall also
submit a photocopy of his/her TOR for evaluation purpose and
honorable dismissal to be submitted at the registrar’s office.

2.6.1.3. BSPh Il and Il

All students who will be eligible to enroll in BSPh Il and Il must;

2.6.1.3.1. pass all Major and Minor Pharmacy Subjects;

2.6.1.3.2. obtain at least 75% rate in the assessment of Compre-
hensive Examination;

2.6.1.3.3. attend official White Coat Ceremony before they can be
admitted / endorsed to the community, hospital and
manufacturing internship; and

2.6.1.3.4. must pass all the major subjects in First and Second
Year.

2.6.1.4. BSPh IV
All students who will be eligible to enroll in BSPh IV must;
2.6.1.4.1. pass all the Pharmacy subjects and all minor subjects
from Level |, I, IlI;
2.6.1.4.2. attend official Pinning Ceremony; and

2.6.2 CANDIDATES FOR GRADUATION

All students who passed all the pharmacy subjects and all minor subjects
from Level I, II, 11l and IV and able to submit the soft and hard copy of their
final thesis before graduation are eligible to graduate in BS in Pharmacy.

2.6.3. BOARD EXAM PARAMETERS

To qualify for the June Board Exam the Student must;
2.6.3.1. pass the Pre- board Exam- 75%
2.6.3.2. pass the Oral examination -75%
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3. CODE OF DISCIPLINE
3.1. Discipline is a form of guidance. Its purpose is to promote genuine character devel-
opment and provide a good classroom atmosphere. The best character and spirit
of discipline lie in the observance of the rules and regulations, especially when
there is no supervision. Self-discipline is a better measure.

3.2. GOOD GROOMING

3.2.1.

3.2.2.
3.2.3.

3.24.

3.2.5.
3.2.6.

Personal appearance is an essential characteristic in achieving a desirable
personality. Your personal appearance is your identification card in society.

Good grooming is expected from students.

Male students are expected to regularly cut their hair short and shave their
mustache or beard.

All male students are not allowed to color their fingernails. Female students
are allowed to do so unless prohibited by their respective college or school.

Students are encouraged to maintain personal hygiene.

Students must follow their respective departmental rules and regulations
pertaining to good grooming.

3.3. SCHOOL UNIFORM

3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

All students who are enrolled in DMCCF must wear the prescribed uniform
set by their respective departments on the days designated and on occa-
sions as required.

Students who are not in proper uniform shall not be allowed to attend clas-
ses or join academic activities.

As long as the student is in uniform, he/she is responsible to the College for
his/her off-campus behavior.

Old students must start to wear their prescribed uniform on the first day of
classes. New students must wear their complete uniform two weeks after
classes begin.

Students caught inappropriately wearing their uniforms inside the campus
shall be subjected to disciplinary sanctions.

PE Uniform is worn during PE classes only and not inside the classroom
during regular classes.

Students who have no classes but who come to school for research or oth-
er non-academic purposes must wear attire according to the Dress Code
set in this manual or wear the prescribed uniform.

3.4. DRESS CODE

3.4.1.

3.4.2.

The College recognizes the right of students to come to school dressed
according to their individual taste. However, they are encouraged to use
attires that consider the educational character of the College and the sensi-
bility of other members of the academic community. Dressing appropriately
is a virtue which the College would like to cultivate among students, thus
the College reserves the right to call the attention of students who dress
inappropriately.

Given the Christian nature of DMC-College Foundation, DMCian stu-
dents are encouraged to practice the values of respect for one’s self, de-
cency, and appropriateness through their campus attire. The College also
sees itself as the training ground for the student's professional career,
where certain standards of dressing are required for employment.

Campus attire should be decent and modest. Some extremes are not ac-
ceptable, including but not limited to:

3.4.2.1. tube blouse (including spaghetti-strap) worn without vest / bolero
3.4.2.2 backless blouse / shirt (below the bust-line)

3.4.2.3 sando, sleeveless and/or thin strap blouses

3.4.2.4 blouse with plunging neckline
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1.14. Students shall not participate in any outside activity, contest, play, band, orches- 2.6.4. JUNE & JULY BOARD EXAM REVIEW

tra, choir, conference, congress, association, society, or group as a representative 2.6.4.1. All DMC College of Pharmacy graduates who will qualify to take the
of DMC College Foundation or any of the recognized student organization without June Licensure Examination for the first time are required to enroll
written authorization from the Office of the Dean concerned and from the Office of the school’s supervised review program before they be allowed to
Student and External Affairs and Linkages. Participation in these activities as take the said examination. (To improve the passing percentage of
individuals and acts as a representative of the College is, of course, not contem- the school.)

plated in this reservation. 2.6.4.2. The January First Taker is also required to enroll the School’s Su-

1.15. Students may release to the press, or similar channels of public communications, pervised Review Program.

notices of College or student activities upon securing a clearance from the Dean 2.6.4.3. The College of Pharmacy will announce the graduates qualified to
from the Office of Student and External Affairs and Linkages and furnishing a take the June Licensure examination after passing the Pre-board
copy of the same. Examination (75(70)

2.6.4.4. The final announcement of qualified graduates is irrevocable unless

1.16. St ts who wish t t information regarding their curricular and extracurricu-
6. Students who wish to post informati gareing thewr Surcu xiracumic officially amended by the College of Pharmacy itself.

lar activities must get permission from the Office of Student and External Affairs
and Linkages. This must be posted in designated places. Posting without permis-
sion or at unauthorized places is considered vandalism and is punishable under
this code.

1.17. Hazing or initiation of any kind is not allowed. Such acts constitute a major of
offense and are subject to the disciplinary sanction provided for in this Hand Book.

2.6.5. GRADING SYSTEM
2.6.5.1. To get the semester grade, 25% will be taken from each term grade
2.6.5.2. No special schedule for quizzes will be given. However, for major
exam a special exam can be given if the students can present a

valid reason ;

1.18. The college is not responsible for the actions of the students who on their own, 2.6.5.3. If a student missed the majority of the number of quizzes a long
without regard for the existing law, and in spite of awareness of possible grave quiz shall be given to serve as basis for his 30% total quiz score.
punitive sanctions will engage in such activities, either actively or passively. Stu-
dents threatened by hazing or initiation have the obligation to report this threat to 2.6. 6. DEAN®s LI ST AND I NTERNSHI P PROFI CI E
the Dean of Student Affairs or to the Director of Discipline immediately. The following criteria should be met to qualify for Dean’s List & Internship

Proficiency Award, to wit;
. 2.6.6.1. Regular Student;
Article XXVIII. CONDUCT AND DISCIPLINE 2.6.6.2. No grade of less than 1.75 for Dean’s List
2.6.6.3. No late;
1. CONCEPT, AREAS AND STANDARDS OF DISCIPLINE 2.6.6.4. No absences;

1.1. This section covers actions resulting both from failure to meet scholastic standards 2.6.6.5. Has not filed an anecdotal report
and information on rules or violation of social codes. 2.6.6.6. Highly competent in utilizing and performing pharmacy practice in

1.2. Disciplinary cases arise from: community, hospital and manufacturing pharmacy for the Intern-
1.2.1. unwholesome primary educational activities including false statement of ship Proficiency Awardees; and

records, dishonesty in scholastic work, and offense against the institution; 2.6.6.4. Best in Oral Examination — 95 and above.
1.2.2. unwholesome non-institutional activities including objectionable conduct in
school affairs, irregularity in handling student funds; i
1.2.3. disorderly conduct, theft, immorality, and fraudulent practices. Article VI. SCHOOL OF HRIM POLICIES

1.3. All students shall obey the laws of the land; observe the rules and regulations of
the College and standards of society which include Filipino moral, social, and 1. ADMISSION POLICY
ethical values. Students who wish to enroll in the School of HRIM need to meet the admission

requirements for the program.
2. THE DISCIPLINE OFFICE

2.1 In general, the DO promotes and supervises student discipline by implement- 1.1. High School Graduates
ing the provisions in this handbook primarily within College premises as de- 1.1.1. Applicant must hold a high school diploma or its equivalent
fined in this section and also during College-supervised activities held outside 1.1.2. Applicant must have a passing score on the entrance exams of 40%
its premises. above

2.2 The DO is headed by the Director of Discipline who plans, directs and 1.1.3. Applicant must undergo a thorough physical examination
supervises the office operations.

2.3 The Director of Discipline is assisted by the Discipline Coordinator, Secretary, 1.2. Transferees
respective Section Heads, and Discipline Officers assigned to the following: Transferees must meet the same qualifications set for high school graduates
2.3.1  The Discipline Education Section (DES) above, and in addition submit a copy of his/her Transcript of Records for eval-
232 The Enforcement Section (ES) uation purposes.

233 The Lost and Found Section (LFS) 13.BS HRM Il

To be eligible for enroliment for BS HRM Level Il, a student must have:
1.3.1. undergone Hepatitis A & B screening and immunization; and
1.3.2. taken and passed all pre-requisite course subjects for HRM level Il
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1.4.BS HRM Ill
To be eligible for enroliment for BS HRM Level I, a student must have:
1.4.1. taken and passed all General Education course subjects for level | and
II; and
1.4.2. taken and passed all pre-requisite course subjects for HRM level lIl.

1.5.BS HRM IV
To be eligible for enroliment for BS HRM Level 1V, a student must have:
1.5.1. taken and passed all General Education subjects for level IIl; and
1.5.2. taken and passed all pre-requisite course subjects for HRM level IV.

2. GRADING PARAMETERS

2.1. Grading parameters adopted for the General Education subjects and HRM
Subjects:

2.1.1. Without laboratory:

Quizzes 20 %
Chapter / Long Exam 20 %
Term Exam/Practical Exam 40 %
Assignments/Projects 10 %
Attitude/Attendance 10%
Total 100%

2.1.2 With laboratory:

Lecture (60 % ): Laboratory (40%):
Quizzes 20 % Practical Exams 50 %
Chapter / Long Exam 20 %
Term Exam 40 % Attendance & Professional Conduct 20 %
Assignments/Projects 10 %
Attitude/Attendance 10 % Long Exam 30 %
Total 100 % Total 100%

2.1.2.1 Failure in either Lecture or laboratory in any HRM course subject
would mean failure of the HRM course subject. The student must
re-enroll both lecture and laboratory of the HRM course subject.

2.1.3. Grading parameters for On-the-Job Training:

Evaluation by the immediate Supervisor ( Training Partner) 40 %
Evaluation by the Practicum Coordinator/Dean 20 %
Hotel Practicum Report (content and visuals) 30 %
Punctuality 10 %

Total 100%

2.2. The Prelim, Midterm, Semi-final periods each account for 20% of the final grade;

The Finals period accounts for 40% of the Final Grade.

2.3. Special exams/ quizzes will be given only if the student can present a valid rea-
son [such as: death of the family, official travel, official activities, and illness].

The student must be able to present valid documents such as death or medical

certificate.

2.3.1. Student must pay the special exam fee of One Hundred Pesos (Php
100.00) at the Business and Accounting Office and must secure an
absent slip signed by the Dean of SHRIM with attached medical certifi-
cate before he is allowed a special examination.
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7. Failure to attend a gathering is subject to a penalty which shall be determined by the

Office of Student and External Affairs and Linkages.

. A student may be excused from attending any convocation if he has to depart on offi-

cial school function.

Article XXVII. SOCIAL NORMS

. Each student of the College is expected to act as a mature person at all times whether

on or off campus, showing respect for proper authority, for the rights of fellow students
and for the good name of the College, to ensure an atmosphere conducive to the for-
mation of Filipino Christian men and women. To maintain an order necessary for the
common good, all students are expected to adhere to the following norms:

1.1. In all dealings with faculty members and administrative officials, the usual norms of
politeness and etiquette are to be observed. A faculty member or  administrator
may ask for the identification card of any student who displays disrespectful be-
havior.

1.2. Students who do not cooperate with ordinary classroom procedures or those guilty
of disrespectful conduct may be sent out of class. Such student must then report
to the Dean of Student Affairs. A student sent out of the classroom must carry a
written note from the Dean of Student Affairs authorizing him/her to re-enter the
class for the next meeting. Students absent for reasons indicated herein are to be
marked “absent” for all sessions missed. A persistent occurrence of this type of
behavior renders the student subject to investigation by the College Discipline
Board.

1.3. Boisterous conduct, whistling, loitering, running or any actions by the students that
tend to distract other students from on-going activities in the classroom are to be
avoided.

1.4. The white board and the white board marker are to be used for instructional pur-
poses only.

1.5. Feet should be kept off the furniture and walls.
1.6. Equipment should be handled with reasonable care and properly stored after use.
1.7. Smoking and eating in the classrooms is strictly prohibited.

1.8. It is expected that respect and proper decorum be shown to all visitors on campus.
The usual norms of etiquette as well as all posted directives should be carefully
observed in the classrooms, in the library, in the canteen, in dealing with adminis-
trative and office personnel, members of the faculty and staff, the Security and
Safety Officers (SSOs), and security guards.

1.9. It is considered unethical for a mature man to make unfavorable remarks at wom-
en.

1.10. Areas exclusively used by women that are marked accordingly (e.g. Ladies
Rooms) are off-limits to men.

1.11. Healthy interaction with members of the opposite sex is encouraged by the Col-
lege administration. However, acts or gestures that tend to offend other members
of the community are not tolerated on campus.

1.12. The College encourages the students the use of campus facilities for business
meetings and for social, cultural, and recreational activities. At the same time, it
also holds that it has a corresponding right to deny the use of facilities to those
who are unable or unwilling to abide by the rules and regulations.

1.13. Students who invite guests from outside the campus (e.g. guest lectures, speak-
ers, seminar participants) are required to submit a Visitor's List indicating the
names of campus visitors, the purpose of their visit, and the expected time of
arrival to the Security and Safety Office which shall then endorse the list to the
Office of Student and External Affairs. This list will be forwarded to the security-on
-detail for proper information.
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6.5.1.2. Objective:
6.5.1.2.1. To implement activities that are preventive in nature in
order to deal with a certain problem or disorder before it
occurs.
6.5.2. Wellness
6.5.2.1. Wellness should consider the totality of an individual, not just the
physique, but the emotional, psychological and spiritual aspects as
well of a person.
6.5.2.2. Objective:
6.5.2.2.1. To be able to develop a healthy individual in all his as-
pects as a person.

Article XXV.CAMPUS MINISTRY

. THE CAMPUS MINISTRY

1.1. The Campus Ministry Office is an apostolate of service to the entire DMC commu-
nity by providing care and concern for persons, by proclaiming the Gospel and its
value, by building and strengthening a community of faith, by celebrating the life of
the community, especially through the liturgy, and by providing inputs to the policy
and decision-making process of the college with regard to religious activities.

1.2. Its mission is to provide the DMC community with opportunities for Christian for-
mation and spiritual renewal through liturgical and paraliturgical services for the
students of DMC to evolve as a witness, proclaimer, and minister of the Catholic
faith.

. OBJECTIVES
2.1. To provide a pool of peer ministers who will act as an arm of the Office in the deliv-
ery of its program.
2.2. To animate persons and organizations involved in religious activities and pro-
grams.
2.3. To facilitate opportunities for spiritual growth through liturgical services, sacra-
ments, retreats, recollections, prayer sessions, Bible studies, and pastoral care.

2.4. To assist other groups on campus in the dissemination of information on the Mis-
sion Statement.

Article XXVI.CONVOCATIONS

. College convocations shall be held under the sponsorship of the schools, colleges and
units of the DMC College, as well as the Student Government or other college organi-
zations, upon consultation with and approval by the respective Deans of Colleges and
the Dean of Student Affairs.

. Each student is given an attendance card which details his attendance or absence in
all official school events. This card shall be a requisite for clearance by the Office of
Student Affairs and shall be the basis for penalty for absence.

. Proper conduct and prescribed attire must be observed in all school gatherings. The
Disciplinary Officers hold the right to refuse entry to students wearing inappropriate
attire and to students who are inebriated or under the influence of any substance.

. The Disciplinary Officers also hold the right to refuse entry to any person he deems to
be a threat to the security and order of the gathering.

. In all gatherings where attendance of the whole DMC Community is required, The Dis-
ciplinary Officers shall not allow any student exit one hour before the gathering through
the entire course of the gathering.

. Students must have their attendance card signed at designated spots at least an hour
before an event.
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3. ONT THE- JOB TRAINING
3.1. PROCEDURES AND GUIDELINES

3.2.

3.1.1.

3.1.2.

3.1.3.

3.1.4.

The semester before a student plans to enroll for Practicum, he/she must
consult with the Practicum Coordinator to determine his/her eligibility to
enroll.

The Practicum Coordinator shall set consultation sessions with the stu-
dent and shall assist the latter in looking for possible venue for his/her
OJT/Practicum.

The student shall then prepare his application to 3 or more training part-
ners of the school

The Practicum Coordinator shall assist and advice the student in the
preparation of his/her application.

. The Practicum Coordinator shall prepare a list of the names of the stu-

dents, their preferred training partners and submit the same to the Dean
together with their letters of applications and endorsement.

. Upon return of the documents submitted to the Dean, the Practicum Co-

ordinator shall send out the applications and endorsement letters of the
students.

. The Practicum Coordinator shall continually communicate and follow up

the students with the training companies.

. The training company and Practicum Coordinator shall agree on the

training period of the student.

. Upon acceptance, the student may begin with his/her OJT/Practicum

provided he/she has completed all prerequisite course subjects and at-
tended all preparatory activities enumerated above.

3.1.10 The student shall at all times keep all documents pertaining to his/her

OJT / Practicum

3.1.11. The student must complete the required number of hours for practicum.

OJT REQUIREMENTS

3.2.1.
3.2.2.

3.2.3.
3.2.4.
3.2.5.
3.2.6.
3.2.7.

3.2.8.
3.2.9.

Trainee Information Sheet

Application: Resume with cover letter addressed to 3 preferred training
partners

Transcript of Records with the notation Purpose: for OJT/ Practicum

2x2 pictures — 4 pieces

Notarized On the Job Training / Practicum agreement and liability waiver
Statement of Co-responsibility accomplished by parent/guardian
Photocopy of the first page of the passport of the student (for Internation-
al Practicum only)

Results of Complete Physical Examination

Photocopy of student ID card

3.2.10. Community Tax Certificate
3.2.11. Enroliment form with Official Receipt evidencing full payment for the

second semester

3.2.12. Other requirements mandated by the OJT partners
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Article VII. SCHOOL OF TEACHER EDUCATION POLICIES

1. ADMISSION POLICY
1.1. All incoming freshmen, transferees and shiftees shall be interviewed by the
Dean or the Department Coordinator prior to enrolment.
1.2. The applicant shall take the General College Entrance Test at the Guidance
Office.
1.3. Once interview and entrance test have been passed, the applicant shall then be
advised to submit to the Registrar’s Office the following:
1.3.1. NSO Birth Certificate
1.3.2. Transcript of Records and Honorable Dismissal (for transferees only)
1.3.3. School Clearance (for shiftees)
1.3.4. High School Report Card
1.3.5. Form 137
1.3.6. 2 pcs 2x2 and 2 pcs 1x1 ID pics with aqua blue background
1.3.7. NCAE result
1.4. The applicant shall proceed to the Dean’s Office for advising and subject loading
for enrolment based on the chosen field of specialization.
1.5. The applicant shall proceed to the Business Office for payment and to the Reg-
istrar’'s Office thereafter for verification and final admission.
. Returning students are to accomplish items 1.4 and 1.5 only.
. Special Scholarship Discounts (30-All-The-Way Program) are given to deserving
and select students which are evaluated and recommended by the Dean.

- A
~NOo

2. RETENTION
2.1. All students should not get a grade below the ceiling grades which are:
2.1.1. eighty percent (80%) in all General Education (GE) courses
2.1.2. eighty-five percent (85%) in all Professional courses.

2.2. Grades below the ceiling grades are considered as Below Average Scores
(BAS).

2.3. Students with BAS in two (2) GE subjects and one (1) Professional course are
placed under Probationary Status (PS).

2.4. Students with BAS in more than two (>2) GE subjects and two (2) Professional
courses suggest dismissal from the Department after careful evaluation and
deliberation.

2.5. Students under 30-All-The-Way Program are to pay the school fees (tuition,
miscellaneous and others) in full during the probationary status or grace period.

2.6. A student shall only recover from his/her probationary status within a semester.

2.7. After the grace period, and no recovery is made, a student shall be dismissed
after due deliberation.

2.8. If the student shall be able to recover from his PS within the time allotted, he/she
shall be retained for the following semester and be able to continue to enjoy his/
her privileges under the 30-All-The-Way Program.

3. PROMOTION

3.1. At the end of every school year, all students from all levels shall take the Mock
Licensure Examination for Teachers (MLET). The MLET has a passing grade of
75%.

3.2. The MLET scores and attendance of MLET rationalization sessions are strictly
required for enrolment and for departmental clearance purposes.

3.3. Second Year students shall complete at least three (3) Documental Teaching
Demonstrations (DTDs) from any of the Professional Courses.

3.4. Third Year students shall complete 10 DTDs.
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5.3.2.2. Objectives:

5.3.2.2.1. To identify and diagnose the capacities and limitations of
the slow learners.

5.3.2.2.2. To help develop mastery of their academic skills.

5.3.2.2.3. To modify improper attitude of students regarding educa-
tion.

5.3.2.2.4. To help students develop positive growth through deeper
self-understanding and creative acceptance of self and
make adjustments with their limitations.

. SYSTEM SUPPORT

Activities in this component are twofold. The first includes those activities that establish,
maintain and enhance the proceeding three program components. The second aspect
includes activities that support the programs in the school.

6.1. Program Development
6.1.1. This includes all activities involved in the planning, implementation and eval-
uation of the entire Guidance Program or any of its services and activities.
6.1.2. Objectives:
6.1.2.1. To design programs that is suitable to the needs of the clientele.
6.1.2.2. To implement programs that are geared towards addressing per-
sonal, social, academic and career concerns.

6.2. Staff Development
6.2.1. This aims to provide an active system support for full delivery of programs
and activities through trainings, seminars and community extension services
anchored on the vision and mission of the college.

6.3. Evaluation and Research
6.3.1. This service is designed to determine how well the guidance services ca-
tered to the needs of the students and whether the program has been func-
tional or effective. It is also formulated to probe deeper into areas, which
need greater concern and are relevant in improving the entire guidance
program and the college as a whole.

6.4. Service to Administrators, Parents and Teachers
6.4.1. This service provides administrators, parents and teachers relevant infor-
mation regarding the student’s needs along the academic and non-
academic areas. The information provides the administrators the idea on
what area needs upgrading, hence to institute means that would answer the
needs. Moreover, the Guidance Office serves these people to establish and
maintain smooth lines of communication which can lead to better coordina-
tion of effort in maximizing the educational benefits of all learners.
6.4.2. Objectives:
6.4.2.1. To provide necessary information about students to be used profes-
sionally in educating the clientele.
6.4.2.2. To make recommendations based on findings.
6.4.2.3. To receive suggestions from those being served for effective imple-
mentation of guidance services.
6.4.2.4. To coordinate plans, guidance activities and in-service trainings for
teachers.

6.5. Prevention and Wellness
6.5.1. Prevention
6.5.1.1. This service is to be implemented before the onset of a symptom of
a disorder or disease in a way of preventive measure for a problem
to occur. Activities for this service should be based on needs
through observations, interviews and naturalistic awareness of
certain problem that would occur.
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5.2.2. Responsive services may be delivered through the following ways but not
limited to:
5.2.2.1. Counseling
5.2.2.1.1. This guidance service aims to clarify some doubts regard-
ing the student’s development as a person, to assist indi-
vidual student in coping with his present problems and
help him prepare to face similar problems in the future.
5.2.2.1.2. Counseling is the heart of guidance. Counseling process
is carried on in a simple, social, and friendly atmosphere
wherein the counselor exhibits her professional compe-
tence of being knowledgeable, intelligent, and possessive
of adequate ability and skills.

5.2.2.2. Consultation
5.2.2.2.1. This is an activity engaged in by a counselor when his/her
expertise is sought by another party or organization, usu-
ally to enable the latter to assist another individual.
5.2.2.2.2. This service focuses on the mutual sharing and analysis
of information with the administration, faculty and parents
to facilitate decision-making and learning about strategies
for helping the students.
5.2.2.3. Follow-up
5.2.2.3.1. This service is formulated and designed to check on the
progress of counselees and for students who incurred
failures, habitual absentees, school leavers as well as
graduates.
5.2.2.3.2. To complete counseling, the counselor conducts follow-up
to determine whether his/her counselee has benefited
from the process.
5.2.2.3.3. As a service for failing students, it provides awareness of
their academic difficulties and determines the causes of
their failures.
5.2.2.3.4. For the absentees, the service affords them enlighten-
ment as to the factors which might have contributed to
their patterned absences and give them a chance to do
something about it.
5.2.2.3.5. The service is also extended to the school leavers and
graduates to maintain contact for the purpose of render-
ing further aid and assistance.
5.2.2.4. Referral
5.2.2.4.1. Referral is the action taken by the persons within the
school to see that a particular person needs counselor
assistance.

5.3. Enrichment and Remedial Services

5.3.1. Enrichment Service
5.3.1.1. This service provides opportunity to students who are identified as
fast learners. Enrichment of the educational experiences of the fast
learners is essential in order to meet their needs.
5.3.1.2. Objectives:
5.3.1.2.1. To identify the bright or highly potential students.
5.3.1.2.2. To challenge, enrich and reinforce positively the suc-
cessful students.
5.3.1.2.3. To help students recognize the value of their talents and
utilize them for the benefit of others.
5.3.1.2.4. To help students develop positive growth towards crea-
tive self-learning.
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4. ABSENCES/TARDINESS

4.1.

4.2.
4.3.

4.4.

4.5.

4.6.

All students are allowed three (3) excused absences per semester with valid rea-
sons such as:

4.1.1. death of a family member or relative;

4.1.2. force majeure like floods, earthquakes, and other natural and man-made
calamities;

4.1.3. hospitalization for a maximum of 3 days; or
4.1.4. as deemed valid by respective teachers.
All students are allowed two (2) unexcused absences per semester.

Punctuality is expected at all times and to include on-time submission of require-
ments and other documents required by the Department.

A tardiness report of at least two (2) times in a week is considered one (1) unex-
cused absence.

A tardiness report of six (6) in a month shall constitute:

4.5.1. issuance of written warning;

4.5.2. a conference with parents/guardians; and

4.5.3. rendering of six (6) hours of community service per week in one month.

A FAILURE grade shall be recommended for students who commit absences be-
yond the allowable.

5. GRADING PARAMETERS

5.1.

5.2.

5.3.

5.4.

All General Education subjects shall be utilizing the 50% competency grading:

Obtained Score x 50 +50 = %Grade
No. of Iltems

All Professional subjects shall be utilizing the 75% competency grading:

Obtained Score x 75 +25 = %Grade
No. of ltems

For General Education courses, grades are computed as follows:
Quizzes 20 %
Learning Outcomes/Activities/Seatworks 20 %

Term Exam 35 %
Oral Participation 15%
Deportment/Attendance 10 %

Total 100%

For Professional courses, grades are computed as follows:
Quizzes 15 %
Learning Outcomes/Activities/Seatworks 15%
Term Exam 25%
Oral Participation/Teaching Demo 35 %
Deportment/Attendance 10 %

Total 100%
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6. FIELD STUDY

6.1. All Field Study (FS) students are to comply a minimum of 25 hours of classroom
observation and other related learning activities in both private and public schools.

6.2. Each FS course requires a Portfolio as the final requirement.

6.3. FS courses always need to have a Memorandum of Agreement (MOA) with partici-
pating schools.

6.4. FS students must wear complete uniform at all times during deployment.

6.5. A student should adhere to the institution’s and department’s policies and the
Code of Conduct for Teachers while on Field Study.

6.6. Make-up duty for FS is only allowed when the reasons presented to the FS adviser
deemed to be valid and reasonable.

6.6. Failure to present valid reasons for make-up duty shall require the student to:
6.6.1. participate in the marketing campaigns of the department; and
6.6.2. bring a sure-additional one (1) enrollee for the department.

. INSTALLATION AND PINNING OF INCOMING THIRD YEAR STUDENTS

7.1. All incoming third year students must be installed as pre-service teachers and
also be pinned with their respective nameplates.

7.2. To qualify for installation, an incoming third year student should
8.2.1. not get a grade below the ceiling grade;

8.2.2. re-enroll the subject as special class if grade is below ceiling and should
surpass the ceiling grade.

7.3. For re-enrollees, installation and pinning shall be done after passing the special
class. Installation and pinning may be conducted at the Dean’s Office with his/her
parents/guardians and advisers.

7.4. Installation and pinning ceremonies are done a day after the Institutional Com-
mencement Exercises.

. PRACTICE TEACHING OF PRE-SERVICE TEACHERS

8.1. Practice Teaching must be completed within 18 weeks and within a regular semes-
ter only by a pre service teacher.

8.2. All pre-service teachers shall be exposed first to the Department’'s laboratory
school for two (2) months. Requirements during in-campus practice teaching and
as qualifications for off-campus practice teaching are:

8.2.1. completion of at least three (3) refereed teaching demonstrations; and
8.2.2. attaining a general average of 85% for the said in-campus practice teach-
ings.

8.3. Off-campus practice teaching has a duration of three (3) months. The number of
refereed teaching demonstrations shall be determined by the participating school.

8.4. The Department only requires one (1) final teaching demo upon completion of the
course and as a requirement for graduation.

8.5. During the in-campus practice teaching, if the pre-service teacher garners an
average of 93% in the three refereed teaching demonstration, he/she qualifies for
a two-month off-campus service within the city and a one-month practice teaching
to any La Salle schools or La Salle Supervised schools within and outside the
region and a certificate of exemplary performance.

8.6. All expenses shall be shouldered by the student for item 8.5 and the Department
will facilitate endorsement and deployment processes, as well as to assist in
scouting for dormitories.

. LESSON PLANNING AND TEACHING DEMONSTRATIONS

9.1. All third year students must be able to complete at least 15 detailed Lesson Plans
and 10 semi-detailed Lesson Plans in a year, while the fourth year students
should complete 10 for each type of lesson plans.

9.2. Third year students must be able to execute at least five refereed and documented
teaching demonstrations in any or a combination of all professional courses of-
fered for each semester.

9.3. Only the school uniform is allowed to be worn in all classroom teaching demos.
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questionnaires. This service helps guidance personnel determine
whether an individual is ready for promotion in school, entrance to
college, for a certain job or for some other type of activities, which
can be measured through psychological test.

5.1.2.5 Career Development

5.1.2.5.1. A service designed to allow the student to explore all possi-
bilities he may fit into after recognizing his potentials and
abilities and eventually to decide on a career.

5.1.2.5.2. Career guidance is but a fraction of the Guidance Program.
It can however serve the following purposes:

5.1.2.5.2.1. To assess skills of high school seniors plan-
ning to proceed to post tertiary courses to-
wards providing relevant information on their
skills, abilities and readiness for academic and
non-academic courses;

5.1.2.,56.2.2. To foster the highest quality of education by
regulating and monitoring the flow of students
to tertiary institutions of learning and their
potential contribution to national development;

5.1.2.5.2.3. To minimize indiscriminate wastage of man-
power and resources by working for match
between manpower skills outputs and job
market demands;

5.1.2.5.2.4. Acquire work skills, knowledge and information
and a set of work ethics essential for making
an intelligent choice of an occupation or ca-
reer and for specialized training in specific
occupation;

5.1.2.5.2.5. Broaden and heightened one’s ability in and
appreciation for the arts, science and technol-
ogy as a means of maximizing one’s poten-
tials for self-fulfillment and for promoting the
welfare of others;

5.1.2.5.2.6. To possess a comprehensive overview of the
key element drivers and the assessment of
the availability of the in-demand skills;

5.1.2.5.2.7. To firm-up collaboration with different agencies
of the government for information dissemina-
tion on the different rising occupations and
careers;

5.1.2.5.2.8. To institute a strong-hold mechanism between
the school and the other schools or universi-
ties for scholarship grants;

5.1.2.5.2.9. For students to discover personal interests and
aptitude and to reflect on these and make use
of them in making decisions on career and on
what they wanted to become; and

5.1.2.5.2.10. To come up with an evaluation of courses to
take and where to get to college.

5.2. Responsive Services
5.2.1. Responsive services are reactions to the immediate needs and concerns of
individual students whether these concerns individual or group counseling,
information dissemination, crisis intervention, consultation or referral.
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4. GUIDANCE ORGANIZATION

4.1. The organization of DMC College Foundation guidance program is adequate to the
degree it meets the needs of the students in the college. The organization of the
guidance program is flexible and the services conducted represent the coopera-
tive activity of all concerned college systems.

4.2. The guidance personnel also maintain a high degree of coordination with deans/
department heads, faculty and adjunct services as reflected in the organizational
chart.

5. GUIDANCE SERVICES

5.1 Individual Planning

5.1.1. Individual planning with students shall consists of, but not limited to academic
plans, student portfolios, course-selection based upon student needs and the
interpretation and application of assessment information in a meaningful way
to guide academic planning. This consist of services that focus on assisting
each student to develop, analyze and evaluate his/her education, career and
personal goals and plans. Individual planning activities address the same
objectives for all students in a given level.

5.1.2. The functions of the guidance counselor in this component include the deliv-

ery and implementation of the following services:

5.1.2.1. Information
A service designed for students, parents, and visitors that provides
answers to their questions regarding the new environment, to help
them get acquainted and adjusted to the new setting and orient about
the institution’s mission, philosophy, objectives, policies, facilities,
services, programs, organizations, activities, administration and other
personnel. In the process, the students utilize to the maximum the
resources available in the institution for their curricular and co-
curricular activities.

5.1.2.2. Orientation
A service designed to facilitate adjustment of every student to his/her
new environment. It involves familiarization of students about differ-
ent opportunities and services available in school. This helps stu-
dents acquire greater understanding of the school’s vision, mission,
goals and objectives, policies, rules and regulations, their rights and
privileges, the different student services and the school administra-
tion and faculty and staff.

5.1.2.3. Individual Inventory

5.1.2.3.1. This service involves continuous, cooperative, and ex-
hausted process of gathering and accumulating all reliable
data, information, and records of each student in order to
have an adequate and vivid picture of his individuality.

5.1.2.3.2. Activities such as interview for new students and progres-
sive interview for old students provide means to update
student records and a chance for a face-to-face conversa-
tion with individual student.

5.1.2.3.3. Student’s records include home and family background,
psychological test results, achievements, physical and
mental health records, needs and interests, oral and social
values as observed and interviewed.

5.1.2.4. Testing
It is a service designed to gather adequate and reliable data about
the student’s intellectual capacities, potentials, interests, personality,
and aptitudes. This service consists of the administration, analysis,
and interpretation of standardized psychological tests and
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10. CODE OF CONDUCT

10.1. All STE students are to abide with the Philippine Code of Conduct for Teachers.

10.2. The prescribed school uniform shall be worn on MT and ThF schedules and in
special school and departmental events such as but not limited to Recognition
and Honors Day, Graduation Day, Installation and Pinning Ceremonies, Depart-
mental Exams, MLET, Field Studies and Practice Teaching, Teaching Demon-
strations and as ordered by the Department.

10.3. Prescribed STE shirts are to be worn on Wednesdays and Special Review Clas-
ses or as ordered by the Department.

10.4. Students are to maintain well-groomed at all times.

10.5. Students are expected to follow the Code of Conduct found in Article XXVIII in
this Handbook and the Code of Conduct found in the STE student manual.

Article VIII. COLLEGE OF COMPUTER STUDIES POLICIES

1. CODE OF CONDUCT INSIDE THE COMPUTER LABORATORY

1.1. This section covers the use of the Computer Laboratories by all students who shall
use the laboratory. This does not preclude users from other colleges or depart-
ments within DMC using the laboratory.

1.2. Only authorized users have access to the Computer Laboratory for the purposes of
using the computers and other facilities.

1.3. The Laboratory Assistant has formal charge of the premises and may, with good
cause take any action one considers necessary to safeguard College Laboratory,
and/or requiring individuals to leave the premises.

1.4. All faculty members and staff are to be vigilant in safeguarding the integrity of the
laboratories and they are, thus, considered persons of authority and may imple-
ment all provisions in this code of discipline.

1.5. Users must not intentionally disrupt or interfere with the work of the other users.
The Computer Laboratory is primarily a work area and silence should be main-
tained out of courtesy to other users.

1.6. Pets and other animals must not be brought onto premises without the express
permission of the Laboratory Assistant.

1.7. Smoking, eating and/or drinking is/are not permitted in any part of the Computer
Laboratory.

1.8. Work space is shared area. Hence It is to be kept tidy. Do not leave paper or other
work materials behind, as the work space will have to be prepared for the next
user.

1.9. Computer Laboratory Rules and Regulations such as schedule of use and proper
use of computers and equipment, as well as proper placement of things and other
materials must be observed

1.10. No person or persons shall, by any willful or deliberate act, jeopardize the integri-
ty of the computing equipment, systems programs, or other stored information.
Prohibited acts subject to 15 days suspension include the following:

1.10.1. Installation of program without proper permission

1.10.2. Changing of computer settings

1.10.3. Causing the infiltration of viruses whether intentional or not
1.10.4. Viewing pornographic images and/or videos

1.11. All persons authorized to use the computing resources shall be expected to treat
any information as privileged and confidential and, thus, shall not be copy, modify,
disseminate, or use such, either in whole or in part, without the permission of the
appropriate person.

1.12. Security on any computer system is high priority, especially when the system
accommodates many users. If one identifies a security problem on the units, he/
she must notify the managing staff immediately. Never demonstrate the problem
to other users.

1.13. Do not use another individual's account without permission from the individual.
Attempt to log on to the Internet as a system administrator is strictly disallowed.
Violation of these rules of privacy is subject to suspension.
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1.14. Never attempt to harm or destroy data of another user, Internet, or any agency or
network that are connected to any of the Internet backbones. This includes, but is
not limited to, the uploading or creation of computer viruses.

1.15. Accessing or attempting to access DMC College servers and databases of confi-
dential nature is strictly prohibited and is punishable by dismissal.

2. STUDENT TRAINEE DOCUMENTATION

2.1. It is important for the students to document their activities during their Industrial
Training, to assess whether they have fulfilled the objectives and requirements of
Industrial Training.

2.2. Students are required to document all their activities during their Industrial Training
placements.

2.3. Types of documentation
2.3.1. Daily Log

Students must document their activities daily. The daily log will be checked
every end of the week and contains the following:
2.3.1.1. Date
2.3.1.2. Description of activities
2.3.1.3. Signature of the students
2.3.2. Weekly Log
Students must document their activities for each week in a Weekly Log. The
Weekly Log must be certified by the external supervisor, and contains the
following sections:
2.3.2.1. Week Number
2.3.2.2. Date
2.3.2.3. Description of activities
2.3.2.4. Signature of supervisor
2.3.2.5. Name of supervisor
2.3.2.6. Remarks
2.3.3. The certified copies of the Weekly Logs are to be kept by the students and
included in the Appendix of the Final Report. The soft copies of the reports
are to be sent to the DMC adviser as part of the Monthly Reports.
2.3.4. Monthly Reports
At the end of each months, the students are required to submit monthly
progress reports to their DMC adviser. The students are to produce an
overview of their activities throughout each month and submit via e-mail to
their DMC adviser. The Weekly Logs should be included in the Monthly
Report with some additional overview information about the activities for
each month.
2.3.5. Final Report
2.3.5.1. The Final Report documents all the activities throughout the Indus-
trial Training sessions. The report should provide details of all the
projects, tasks or assignments during the training. Additional infor-
mation such as application of skills towards the tasks, problems
encountered and recommendations would provide better under-
standing of the experiences during the training. This will assist in
the evaluation that the student has gone through sufficient industri-
al experience and fulfilled the requirements of the training.
2.3.5.2. One comb-binded copy is to be submitted to the DMC practicum
adviser before the presentation. The maximum number of pages is
25, not including the appendix.

2.3.5.3. Recommended contents of the Final Report are as follows:
2.3.5.3.1 Cover Page
2.3.5.3.1.1. OJT2 Industrial Training
2.3.5.3.1.2. Name,Student ID, DMC adviser, Company,
Date
2.3.5.3.2. Table of Contents
2.3.5.3.3. Acknowledgments
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4.3. No request for the release of a student’s scholastic record or certificate of any kind
shall be honored unless the student concerned presents a properly accomplished
clearance slip. Academic records will be released at about two weeks from the date
of request.

4.4. Honorable Dismissal and/or Transcript of Records applied for at the end of the
academic year shall be granted not later than two weeks after the close of that
academic year. When applied for during the long vacation, it is released not later
than five (5) days from receipt of the request.

. OTHER RECORDS AND DOCUMENTS

5.1. Credentials submitted for enrollment become part of the school records. They may
not be withdrawn after registration. The College reserves the right not to admit, or
to dismiss any student who submits false credentials.

5.2. Entrance requirements that will become part of the students’ records are the fol-
lowing:
5.2.1. Form 138-A or its equivalent record
5.2.2. NSAT results
5.2.3. For Transferring Students:
5.2.3.1. Transfer Credentials
5.2.3.2. Transcript of Records
5.2.3.3. Certificate of Good Moral Conduct

Article XXIV.GUIDANCE AND COUNSELING CENTER

. GUIDANCE PHILOSOPHY

1.1. A human being is a dynamic creature who is concerned with the commanding
sense of future times, is open-minded, and is always becoming. As such, he/she
needs encouragement to recognize his/her potentials for problem solving and in
his/her development as a total person.

1.2. Guidance specializes in the development and nurture of an individual’s freedom to
live as a person of dignity and worth.

. GENERAL OBJECTIVE

2.1. To assist the individual in recognizing their potentials to become the person he/she
is capable of becoming, conscious of his/her responsibilities in the society where
he/she belongs.

. SPECIFIC OBJECTIVES

3.1. The Guidance Program aims at:

3.1.1. providing students with opportunities and experiences for their continued
personal and professional growth.

3.1.2. helping the students identify and cope with problems that interfere with their
growth and development.

3.1.3. discovering the students’ potentials, strengths and weaknesses as regards
their academic standing, personal-social adjustments in view of helping
them become participating citizens in our society.

3.1.4. aiding the students individually or as a group in their interpersonal and so-
cial relationships.

3.1.5. assisting the students in their establishment of effective study habits neces-
sary for their academic pursuit.

3.1.6. identifying and doing follow-up on remedial classes, under- and over-
achievers and school leavers through an effective testing program.

3.1.7. providing an appropriate atmosphere, privacy and expertise to every stu-
dent involved.
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2. AUTHORITY TO KEEP RECORDS

2.1. The major task and responsibility of keeping students’ academic records falls on
the Registrar as Custodian of Records, which constitutes a vital part of the admin-
istrative machinery of the College.

2.2. Student disciplinary records are kept in the Office of the Dean of Student Affairs
with copy furnished to the Office of the Registrar and the President of the College.

2.3. Correction of entries in records shall be subject to the following rules and regula-
tions:

2.3.1. Students should be enrolled only under their true name. No names shall be
entered in the enroliment list or in Form 18 or 10 other than that appearing
in the Birth Certificate, Baptismal Certificate, or Admission Credential, or in
the Alien Registration Certificate issued by the Commission on Immigration
and Deportation in the case of foreign students. Aliases should not be al-
lowed without judicial approval.

2.3.2. Request for change or correction of name should be supported with a Birth
Certificate and/or photo static copies of Alien Certificate of Registration
(ACR) and the Immigration Certificate of Residence (ICR) for foreign stu-
dents; the Certificate of Identity issued by the College containing thumb
marks and pictures, affidavits of parents and another disinterested party.

2.3.3. In the case of married female students, authentic copies of their Marriage
Certificate should be submitted to the College for record purposes.

3. RELEASE OF STUDENT RECORDS

3.1. Student records, both academic and personal, are confidential records that shall
be released only to the appropriate faculty member, administrative officials, and
parents or guardians. Release of these records to other college employees, pro-
spective employees, governmental and legal agencies shall be allowed only upon
the consent of the student or the graduate or upon subpoena.

3.2. The following are persons to whom information about a student may be given with-
out judicial process:

3.2.1. Parent or guardian of such student;

3.2.2. Person designated in writing through a Special Power of Attorney by such
student if he/she is an adult or by the parent or guardian of such student if
he/she is a minor;

3.2.3. The Registrar of a public or private school where the student attended, has
attended, or intends to attend,;

3.2.4. An officer of a government agency seeking information or a welfare agency
of which the student is a client.

4. RELEASE OF TRANSCRIPT OF RECORDS

4.1. A statement of Honorable Dismissal indicates that the student is free of all financial
and property responsibility to the school, is not under term of suspension, and is
fully eligible for transfer. A student who wishes to sever his/her connection with
the College by transferring to another school shall request an Honorable Dismis-
sal by presenting in person a written petition to the Registrar. Upon presentation
of a properly accomplished clearance slip and upon payment of the transcript fee,
the petition may be granted and the student will be issued a statement of Honora-
ble Dismissal. The transcript of records will be sent to the school where the stu-
dent has transferred and officially registered upon presentation of his Honorable
Dismissal.

4.2. A student is entitled to one (1) copy of his/her Transcript of Records for purposes
of transfer to other schools. Several copies may be released upon his/her presen-
tation of a notarized affidavit showing that his/her first copy was lost or destroyed
which, if later found, should be returned to the College.
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2.3.5.3.4. Introduction
2.3.5.3.5. Company Background
2.3.5.3.6. Training Projects/Tasks/Assignments
2.3.5.3.6.1. Description/Diagram
2.3.5.3.6.2. Achieving the Tasks/Methods
2.3.5.3.6.3. Problems Encountered and Ways to Im-
prove Tasks
2.3.5.3.7. Conclusion
2.3.5.3.7.1. Training Analysis
2.3.5.3.7.2. Skills Developed/Other Knowledge
2.3.5.3.7.3. Suitability, Weaknesses, Ways to Improve,
etc.
2.3.5.3.7.4. Recommendation to Others
2.3.5.3.8. Appendix

Avrticle IX. SCHOOL OF CRIMINOLOGY POLICIES

1. ADMISSION POLICY

The following are the requirements for admission in the School of Criminology:
1.1. Eirst Year
1.1.1. Form 137 & High School Card
1.1.2. Birth Certificate (NSO Authenticated)
1.1.3. 2x2 ID pictures
1.1.4. NCAE Result
1.2. Shiftees and Tranferees
1.2.1. Transcript of Records
1.2.2. Honorable Dismissal
1.2.3. 2x2 ID pictures
1.2.4. Certificate of Good Moral Character

2. GRADING PARAMETERS

2.1. Grading parameters adopted for the General Education subjects:

Quizzes 20 %
Chapter / Long Exam 20 %
Term Exam 40 %
Assignments/Projects 10 %
Attitude/Attendance 10 %
Total 100%

2.2. Grading parameters adopted for Major subjects:

Major Exams 40 %
Quizzes/Oral Exams 20 %
Long/Chapter Exams 20 %
Assignments/Projects 10 %
Attitude/Attendance 10 %
Total 100%

2.3. Grading parameters adopted for the Overall Semestral Grade:

Prelim 20 %
Midterm 20 %
Pre-Final 20 %
Final 40 %
Total 100%
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3. INTERNAL POLICIES AND PRINCIPLES

In consonance to the Vision of this College which is to produce graduates with
the knowledge and skills in addressing the problem of criminality in the country, and
with its Mission to provide the community with professionally competent and morally
upright graduates, this School of Criminology adopts and implements the following
principles and policies, to wit;

3.1. PRINCIPLES

3.1.1. The College Students must adopt and practice Courtesy, Discipline, Respect,
Obedience, Subordination, Commitment, Dedication and Responsibility.

3.1.2. The Students must believe that “TO BECOME A GOOD FOLLOWER IS TO
BECOME A GOOD LEADER”.

3.2. GENERAL POLICIES

3.2.1 Every student must observe and render salute, side-step or greetings to
every school Administrator, Head, and Dean.

3.2.2. As a future Law Enforcer, he or she must practice discipline, respect and
subordination. Seniority must be observed and performed among themselves
wherever and whenever possible.

3.2.3. Obedience to lawful order, instruction and request must be obeyed as part of
the commitment, dedication, and responsibility.

3.3. SPECIFIC POLICIES

3.3.1. No student shall be allowed to enter the office of the Dean and the Faculty
and Crime Laboratory, unless with official transaction or unless he has been
permitted due to beneficial interest, official instruction, and or class laborato-
ry activities.

3.3.2. No student shall be allowed to enter the classroom or enter the campus while
under the influence of liquor, or other related intoxicants. Otherwise if being
caught and found positive, he shall be dealt with according to institutional
sanctions.

3.3.3. Students shall religiously observe that the NO-EARRINGS RULE and other
related policies of the school shall be strictly implemented within and outside
campus as the case may be, and if found guilty for violation student shall be
dealt with accordingly.

3.3.4. In relation to the principles stated above, all students from freshmen to senior
class, are required to attend the department meeting, gathering, formation,
drilling, exercise and jogging every Wednesday from 6:00 a.m. to 8:00 a.m.
only.

3.3.5. It must be understood clearly by every concerned individual, including par-
ents and guardians that the principles and policies herein formulated are for
the purpose of attaining the vision and mission of the college of Criminology
and the DMC College Foundation.

3.3.6. All students must observe the proper wearing of School Uniform and ID while
inside the Campus or even outside the school campus especially after clas-
ses. Any student caught for violation shall be fined two pesos (P2.00) for
every violation and the collected amount shall be deposited in the criminolo-
gy box intended for the departmental activities.

3.3.7. All students are required to stay at the library and use the materials, books,
and other related references during their vacant time. Buddy-buddy system is
being encouraged to minimize unnecessary disturbances.
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Article XX|. GRADUATION WITH HONORS

1. CLASSIFICATION OF HONORS

1.1. Students who complete their courses with the following weighted average com-
puted on the basis of units shall be graduates with honors.

1.1.1. Cum Laude 1.41-1.60
1.1.2. Magna Cum Laude 1.21-1.40
1.1.3. Summa Cum Laude 1.20-1.0

2. Grades in all academic subjects shall be included in the computation of the weighted
average; all other prescribed course subjects shall not have a grade lower than “2.0.”.
In the case of students graduating with honors in courses that require less than four (4)
years to finish, the English equivalent, namely: “With Honors”, “With High Honors”, and
“With Highest Honors” shall be used instead.

3. Candidates for graduation with honors must have completed at least seventy five per-
cent (75%) of the required total number of academic units or hours in the College, and
must have been a resident of the College for at least two (2) years immediately preced-
ing the graduation.

4. Candidates for graduation with honors must have carried the prescribed normal load
for each of the semesters.

5. Candidates for graduation with honors must have finished his course program in the
normal duration of the course.

Article XXIl. COMMENCEMENT AND BACCALAUREATE EXERCISES

1. ATTENDANCE
1.1. All candidates for graduation are enjoined to attend the commencement exercises.
1.2. All graduating students who shall be absent from the commencement exercises
shall obtain their diplomas or certificates and Transcript of Records from the Office
of the Registrar; provided, they pay the diploma fee and other fees required for
graduation.
1.3. The names of the students elected to honor societies and awarded scholarships
shall be included in the commencement program.
2. ACADEMIC COSTUME
2.1. Candidates for graduation whose degrees or titles require no less than four (4)
years of collegiate instruction shall be required to wear academic costumes, the
caps of which shall have tassels whose colors will identify the respective courses
for both the graduate and undergraduate courses during the baccalaureate ser-
vices and commencement exercises.

Article XXIIl. STUDENT RECORDS

1. KINDS OF STUDENT RECORDS TO BE MAINTAINED
1.1. There are two kinds of records that the College holds pertaining to students. These
are the Academic and the Disciplinary or Personal records.

1.1.1. The Academic Records of a student shall consist of a list of course pro-
grams he/she has enrolled in, course subjects he had previously taken, the
final grades he received, and the action taken by the College. This will be
recorded in a prescribed form.

1.1.2. Disciplinary and Counseling records are highly confidential and should not
be made available to unauthorized persons on campus or to any off-
campus agency, except for valid reasons.
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. HONORABLE DISMISSAL, defined.

6.1. An Honorable Dismissal is a voluntary withdrawal of a student from the College
with the consent of the Registrar or his duly authorized representative and ap-
proved by the President. Granting of Honorable Dismissal shall be subject to the
following policies:

6.2. All indebtedness to the College must be settled before a statement normally indi-
cates that the student concerned is in good standing as far as character and con-
duct are concerned.

6.3. If the student has been dropped from the roll on account of poor scholarship, a
statement to that effect may be added.

6.4. A student who is compelled to leave the College due to suspension, dropping,
expulsion or any other disciplinary action shall not be entitled to Honorable Dis-
missal. Should he/she be permitted to obtain his Transcript of Records or a certifi-
cation of his/her academic status in the College, such document shall contain a
statement on the disciplinary action taken against him/her.

Article XIX. ACADEMIC ACHIEVERS SCHOLARSHIPS

. Academic Scholars must apply in the Registrar's Office to avail of the tuition fee dis-
count. They are no longer required to apply for tuition fee reduction at the Business
and Accounting Office.

. Academic Scholars must carry the normal load required for the semester of the course
in which they are enrolled. To qualify as Academic Scholars students must carry a
minimum academic load of eighteen (18) units.

. The student must not have incurred a grade below 2.0 in any course subject. Second
coursers may also be given recognition provided that they conform to the provisions set
forth.

. The names of graduating students who are academic awardees will be included in the
recognition program and their certificates of recognition will be given to them during the
ceremony. Undergraduate Academic Scholars and Jose P. Rizal Academic awardees
will obtain their certificates of recognition from the Office of the Registrar and Director
of Admissions.

. For information on other scholarships and bursaries, visit the Office of the Registrar
and Director of Admissions.

Article XX. REQUIREMENTS FOR GRADUATION

. No student shall be recommended for graduation unless he/she has satisfied all aca-
demic and other requirements prescribed for graduation.

. Candidates for graduation who began their studies under a curriculum that is more than
ten (10) years old shall be governed by the following rules:

2.1. Those who have completed all the requirements of the curriculum but failed to
apply for graduation nor were granted the corresponding degree or title, shall
have their application for graduation approved as of the date they should have
originally graduated.

2.2. All candidates for graduation must make up for their deficiencies and be cleared
not later than five (5) weeks before the end of their last semester, with the excep-
tion of those enrolled in academic course subjects such as Physical Education
and National Training Service Program (NSTP) during that semester.

2.3. No title or degree shall be conferred upon any student who fails to pay the required
graduation fee within the specified period set by the Office of the Registrar and
Director of Admissions. Such student may, however, upon his/her request and
payment of the necessary fees be given a certified copy of his/her credential by
the Office of the Dean of the College where he/she has attended.
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Article X. REGULAR AND SPECIAL FEES

1. The regular and special fees of the College shall be adjusted by the Board of Directors
subject to the exemptions or deductions it may prescribe.

2. Matriculation or regular fees shall include tuition, laboratory, library, and medical and
miscellaneous fees which shall be defined or specified such as dental, student gov-
ernment, 1D, athletic, academic development, energy, insurance, handbook and other
valid fees to be paid by the students in connection with their enrollment in the College.

Article X|. OFFICIAL REGISTRATION

1. In order to receive credit for course work, a student must be officially registered. The
official registration, which is a record of subjects wherein a student has enrolled, is
filed before the Registrar’'s Office. Copies thereof shall be furnished to the College
Deans and other sections concerned.

Article Xll. CURRICULAR CHANGES AND PRE -REQUISITES

1. CHANGE OF CLASS SCHEDULE
Transfer to other classes can be made only for valid reasons. No change of matric-
ulation involving a new course subject shall be allowed after six percent (6%) of the
regular class meeting has elapsed.

2. PROCEDURES FOR CHANGING MATRICULATION
2.1. A student desiring a change of matriculation shall fill out pertinent forms at the
Office of the Registrar and Director of Admissions and have this signed by his/
her Adviser and the Department/College Coordinator or the Dean of the Col-
lege. He/she shall then bring the form, together with the class card from the
department concerned, to the Registrar for re-assessment.

2.2. If payment is required, he/she shall pay immediately at the Cashier’s Office and
the student is advised to keep his copy for future reference.

Avrticle XlIl. LOAD REVISION:
ADDING AND DROPPING OF COURSE SUBJECTS

1. A student may, with the consent of his Coordinator, drop a course subject by

filing out the Load Revision Form to be accomplished in three (3) copies fur-

nished for the Registrar, Dean, and the Adviser.

1.1. If the student drops a course subjects after one-half (1/2) of the prescribed number
of hours for the course has elapsed, the Instructor concerned shall be requested
to state the student’s academic standing. If a student drops a course without the
approval of the instructor concerned, the Dean shall have the student’s registra-
tion privileges curtailed or entirely withdrawn.

1.2. A student is compelled to drop a course subject in the following circumstances:

1.2.1. unauthorized overload

1.2.2. conflict of schedule

2. REFUND FOR DROPPED COURSE SUBJECTS

2.1. Refund for dropped subjects shall be governed by the following policies:

2.1.1. A student withdrawing from any subject or from the college within one week
after the opening of the classes will be refunded 80% of the tuition fee for the
dropped course subject. In cases where payment was not made full, a stu-
dent needs to pay 20% of the tuition fee for the dropped course subject.
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2.1.2. A student withdrawing from any course subject within four weeks after the
opening of classes will be refunded 50% of his tuition fee for the dropped
course subject. In cases where payment was not made full, a student is re-
quired to pay 50% of the tuition fee for the dropped course subject.

2.1.3. A student withdrawing from any course subject after thirty days from the
opening of classes is not allowed a refund if payment was made full. In cases
where payment was not made full, student must pay all his/her fees for the
whole semester.

2.1.4. In summer term, a student withdrawing from a course subject within one (1)
week after the opening of the classes is given 50% refund of the tuition fee
for the dropped subject if payment was made full. Conversely, if payment
was not made full, student shall pay 50% of the tuition fee for the said course
subject.

2.1.5. Student withdrawing from a course subject after one week from the start of
the summer classes is not entitled to a refund if he made payment in full; if
payment was not made full, the student is charged the full amount.

2.2. Forms for withdrawing, changing and dropping of subjects are available at the
Office of the Registrar and Director of Admissions.

2.3. Dropping of course subjects is not allowed when 30 days has elapsed since the
start of classes except for classes in the summer term.

Article XIV.WITHDRAWAL FROM THE COURSE PROGRAM

. Students who have paid their tuition fees and who are granted Honorable Dismissal or
Leave of Absence shall be entitled to a refund of their tuition fees, except entrance and
registration fees, in accordance with the following schedule:

1.1. within the first week of classes — 70%

1.2. within the second week of classes — 50%
1.3. within the third week of classes — 20%

1.4. after the third week of classes — No refund.

. In summer term, dropping all course subjects within one (1) week after the opening of
the classes is considered a withdrawal. A student is given 50% refund of the all fees if
payment was made full. Conversely, if payment was not made full, student shall pay
50% of all fees.

. However, if a student withdraws before the opening of classes or was registered after
the opening of classes and withdraws thereafter, the number of days shall be counted
from the date of registration.

. In the event of the student’s death during the semester, all fees shall be refunded to his
family.

. Laboratory fees shall not be refunded after one (1) week from the opening of classes
wherein voluntary change is made from one course to another.

Article XV. ACADEMIC LOAD

. ACADEMIC WEIGHT AND HOURS

1.1. One (1) College unit of credit shall be equivalent to at least ten (10) full hours of
instruction or any combination of a number of accepted forms of instruction in a
semester.

1.2. No undergraduate student shall be allowed to take more than the number of units
prescribed in the curriculum provided. However, a graduating student may be
allowed additional load of two (2) course subjects which are usually equivalent to
six (6) units regardless of the number of units in the last year of the course.
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1.4. Talking during examinations, possession of text books or notes of any kind unless
authorized, giving or receiving information, or any other attempts at communica-
tion shall be dealt with accordingly.

1.5. When the student has completed his exam, he shall submit his paper to the proctor
designated who will then sign the student’s permit.

1.6. Instructors are not obliged to give a special or late examination to any student who
fails to take a non-final examination at the regular time regardless of the reason,
except upon a written request approved by the Dean of the particular college con-
cerned.

1.7. A fee of P100.00 shall be paid at the Business Office for each special or validating
examination requested by student.

1.8. Open accounts warrant non-release of examination results.

. GRANTING OF REMOVAL EXAMINATIONS

2.1. Granting of removal examination is not a matter of right of the student who failed in
the examination. Removal examinations may be given to students only if they
obtained a grade average between “3.17or 74% to “3.5” or 70% from the results of
their examination.

2.2. Removal examinations are not granted to non-final examinations.

2.3. Students may take the removal examination only once.

. CONDITION FOR REMOVAL EXAMINATIONS

3.1. Removal examinations shall be taken with a fee of One Hundred Pesos (P 100.00)
per course subject. Removal examinations may be taken at the date and time
scheduled by the instructor concerned, where notices thereof are to be posted in
the bulletin boards around the campus.

Article XVIIl. SCHOLASTIC POLICIES AND PROVISIONS

. SCHOLASTIC DELINQUENCY

1.1. Each College or School shall formulate suitable provisions governing undergradu-
ate scholastic delinquency.

. PROBATION

2.1. Any student who obtains two (2) failing grades in the academic units for which he/
she is registered shall be placed on probation for the succeeding semester and his
load shall be reduced at the Dean’s discretion.

. DISMISSAL

3.1. Any student who, at the end of the semester, obtains a failing mark in more than
fifty percent (50%) but less than seventy five (75%) of the total number of aca-
demic units for which he/she is registered, shall be dropped from the roll of his/her
College or School.

3.2. Any student dropped from one College or School shall not be admitted to another
unless, with the evaluation of the Dean of the College concerned, it is evident that
his natural aptitude and interest qualify him to take another course, in which case
he/she shall be allowed to enroll in the appropriate College or School.

. PERMANENT DISQUALIFICATION

4.1. Any student who at the end of semester, obtains a failing mark in seventy five
percent (75%) of his/her total academic load, shall be permanently barred from re-
admission to the College.

. WITHDRAWAL

5.1. A student cannot withdraw after one-half of the total number of hours prescribed
for the course, has elapsed. The student’s instructors shall submit a grade of “5.0”
or Failure if his class standing up to the time of his/her withdrawal does not de-
serve a grade higher than “3.0” or seventy — five percent (75%).
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2.13. In cases where instructors are late for class, students should not leave the class-
room until the first third fraction of the scheduled class time has passed. Profes-
sors arriving late within the time schedule may mark students absent if they leave
their classes earlier than the prescribed time.

2.14. Instructors may opt to allow students to make up for missed quizzes, activities,
and projects provided that the reason for the absence is valid e.g. death in the
family, severe illness, etc. In such case, student shall present a valid proof e.g.
death certificate, medical certificate, etc. All work covered by the class during the
absence should be made up to the satisfaction of the instructor within a reasona-
ble period of time.

2.15. When the number of hours lost due to absences reaches twenty (20) percent of
the prescribed hours of the scheduled work in one subject, the student shall be
dropped from the class; However, a faculty member may prescribe a longer at-
tendance requirement to meet special needs.

2.16. Time lost by late enroliment shall be considered time lost by absence.

Article XVI. GRADING SYSTEM AND POLICIES

1. The work of undergraduate student shall be reported at the end of the Prelim, Mid-
term, and Semi-finals periods to the respective coordinator; the final grade shall be
submitted to the Office of the Registrar and Director of Admissions at the end of each
semester in accordance with the following system of grading:

GRADE QUALITY MARKS QUALITY POINTS
1.0 Excellent 95 and above
1.25 Superior 93 to 94

1.5 Very Good 90 to 92

1.75 Good 88 to 89

2.0 Above Average 85 to 87

2.25 Average 83 to 84

2.5 Fair 80 to 82

2.75 Below Average 77t079

3.0 Passing 75t0 76

5.0 Failure 74 and below
AW Authorized Withdrawal

Article XVII. EXAMINATION AND GRANTING SYSTEM

1. DIRECTIVES FOR EXAMINATION

1.1. Examination schedules are usually published or posted on the Administrative Bul-
letin Board two (2) weeks before the date of the examination. Students with exami-
nation schedule conflicts must notify the Dean or Department Head of this matter
immediately.

1.2. A student shall not be allowed to take the examination without presenting his/her
Examination Permit and Identification Card. Possession of an Examination Permit
indicates that the student has cleared his/her financial obligations as well as other
obligations with the following offices: Business Office, College Library, Athletic,
P.E., NSTP, Laboratories, Disciplinary Office, and Dean of his/her college. The
Examination Permit may be secured at the Business Office of the College.

1.3. During examinations, students may not leave their assigned places without the
permission of the proctor-in-charge. Examination booklets and other necessary
papers shall be distributed to the student only in the examination room.
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1.3. The Dean, however, has the discretion to limit the load of certain students based
on his/her evaluation of their capabilities and/or the relating circumstances. Highly
exceptional students may be allowed to carry three (3) more units beyond the
maximum load, provided that the case has been referred to and approved by the
Commission on Higher Education.

1.4. The Dean shall be empowered to limit the academic load of students who are

employed, whether full-time or part-time outside the College. A letter of approval
from his/her head of office is required before registration.

. ATTENDANCE

2.1. Regular attendance is required of all students. Attendance is counted upon the first
day of regular classes regardless of the date of the student’s enrollment.

2.2. The College makes no distinction between excused and unexcused absences.

2.3. A student who has incurred absences of more than twenty (20%) of the required
total number of class hours and laboratory periods in a given time shall be consid-
ered ‘FAILED’.

For example, for a 3-unit course subject that meets twice in a week, maximum num-
ber of allowable absences is 7. For a 3-unit course subject that meets three times in
a week, maximum number of allowable absences is 10.

2.4. Any student who exceeds the maximum allowed number of absences for the par-
ticular course subject is considered ‘Failed’; and will receive a corresponding
grade of “5.0” as his final grade for the semester, regardless, of his/her perfor-
mance in the class.

2.5. There is no “excused cut”. The class instructor records the objective facts of pres-
ence or absence of the student. Absence from class even if on school business or
at the request of a school official is still recorded as an absence.

2.6. Tardiness beyond twenty (20) minutes is considered an absence. Three late en-
trances shall be counted as an absence for the purpose of record keeping.

2.7. The number of allowed laboratory absences depends on the nature of the labora-
tory activity. At the start of the semester, this policy should be posted for each
laboratory course and announced in the appropriate classes.

2.8. Rules for attendance shall be strictly followed in all academic units of the College,
including the National Service Training Program (NSTP), and Physical Education,
Health and Music (PEHM).

2.9. Prompt and regular attendance in the class is required of all students from the first
meeting of every course.

2.10. A student is considered absent, from class if he/she is not present within the first
third fraction of the scheduled class time. Thus, a student is considered absent if
he/she arrives after:

2.10.1. the first 20 minutes for a 60-minute class;
2.10.2. the first 30-minutes for a 90-minute class;
2.10.3. the first 33 minutes for a 100-minute class; and
2.10.4. the first 40 minutes for a 120-minute class.

2.11. A half-absence may be added to another half-absence to make a full absence
recorded against a student.

2.12. Although members of the faculty are expected to begin their classes promptly,
various contingencies that are sometimes unavoidable may cause some faculty
members to be late for class. In such cases, the following guidelines are to be
observed:

2.12.1. for a sixty-minute (60) class, students should not leave until after twenty (20)
minutes;

2.12.2. for a ninety-minute (90) class, students should until thirty (30) minutes has
elapsed;

2.12.3. for one-hundred (100) minute classes, students should wait for thirty-three (33)
minutes; and

2.12.4. for one-hundred-and-twenty minute classes, students should wait for forty (40)
minutes.
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