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MPC HYMN 

(Music and Lyrics by Melody Castillo, MPC Batch 2009) 

 
Sa pagsikat ng araw, aking natatanaw 

Makinang na kinabukasan, aking makakamtan 

Hinding-hindi maninimdim sa  banta ng kahirapan 

Ako na inihanda ng mahal kong paaralan. 

 
Koro: 

 
Politeknikong Kolehiyo ng Marikina 

Ang teknikal na edukasyon, kinintal mo t’wina 

Politeknikong Kolehiyo ng Marikina 

Talino ko’y pinapanday, turo mo’y pag-asa. 

 
Sinisintang paaralan, ikaw ang katuwang 

Sa pagkamit ng mithiin, siya mong hahangarin 

Kahit saan man mapadpad ay hindi mababagabag 

Dunong ng iyong bigay ang magsisilbing gabay. 

 
(Ulit koro) 

 
Marikina Polytechnic College, Mabuhay ka!!! 



 ACKNOWLEDGEMENT 

 

  This is to acknowledge that I received the MPC Student   

 Manual. 

  Further, I pledge to abide by all the rules and             

 regulations stated strictly. 

  Finally, I pledge that if found guilty of violating any of 

 the prescribed rules and regulations, I shall be willing to    

 accept the sanction meted out for me by the college          

 authorities. 

 

 CONFORME: 

 

             ____________________________________ 
           Printed Name & Signature of the Student 

 
 

            ____________________________________ 
          Course / Year / Section / ID Number 

 
 

            ____________________________________ 
           Printed Name & Signature of Parent 

 
 

          ___________________________________ 
        Date 

 
 Note:  
 
  Please fill-out Acknowledgement Form and submit to 
 your Guidance Counselor. Thank you. 

 

 

COLLEGE PRESIDENT’S MESSAGE  

 

 

 The Revised MPC Student Manual contains updated guidelines for 

the students’ responsibilities and obligations as well as the students’ 

rights and privileges for ready reference. These rules and regulations are 

designed to promote positive student behavior, social responsibility and 

academic excellence which includes an updated list of academic  policies 

concerning proper behavior, discipline and activities within the college 

community. 

 

 The College has initiated several revisions of this undergraduate 

Student Manual which was first published in 2008.  The revision              

incorporates the issues and challenges of the present time which will 

mainly serve as guide of the students as they go along the completion of 

their chosen field in the college.  Moreover, this will preserve and protect 

the welfare of the entire MPC community specifically the students as its 

primary stakeholders. 

 

 Furthermore, the main aim of this manual is to strengthen the   

commitment of the College “to produce highly competent, ethical and 

serviced-oriented technopreneurs and educational leaders,” as reflected 

on  the  MPC vision and mission of which empowers the college          

stakeholders to respond to situations accordingly and fulfill its                   

developmental goals and mandate for the community and the country. 

 

 

 

                                               JOSELITO B. GUTIERREZ, Ed.D. 

                                      College President  
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HISTORY OF MARIKINA POLYTECHNIC COLLEGE 

The school was first established on July 18, 1947 as the Marikina Junior 
High School by virtue of Municipal Council Resolution No. 59, s. 1947. 

On July 18, 1949, the school was renamed Marikina High School since 
the full four-year secondary general course was offered. 

Then on July 18, 1952, the name of the school was again changed to 
Leodegario Victorino Memorial High School in honor of Leodegario         
Victorino, the first Marikenian to become Division Superintendent of 
Schools in the province of Rizal.  The school retained its name until its   
conversion into a National School of Arts and Trades on July 1, 1957 by 
virtue of Republic Act No. 1586 authored by Rep. Serafin Salvador,  Second 
District of Rizal. The school was then named as Marikina School of Arts and 
Trades (MSAT). 

During the school year 1957-1958, the first year of the Four-Year       
Secondary Trade Curriculum commenced and the first batch of graduates    
finished in March 1961. 

Beginning the school year 1960-1961, the Two-Year Trade Technical 
Education Curriculum was offered with specializations in Applied            
Electronics, Industrial Electricity and Woodworking. 

It was during the school year 1960-1961 when the Evening                 
Opportunity Classes were organized to offer vocational courses which 
were highly in demand in the industries.  The areas of specialization 
offered were:  Electronics, Electricity, Machine Shop Practice and        
Dressmaking.  

In 1962, the SEATO Textile Training Center was put up to provide a pool 
of textile technicians for the growing textile industry.  It offered a One-
Year Course in Mill Maintenance and One-Year Special Mechanical       
Technology. 

In 1965, the Philippines-France Pilot Training Center for Electrical 
Trades was established as an additional curricular offering by virtue of   
Republic Act No. 4815 sponsored by the then Congressman Frisco San 
Juan. It provided a pool of electrical technicians for the electrical  industry. 

In school year 1967-1968, the Four-Year Teacher Education Program 
leading to the degree of Bachelor of Science in Industrial  Education (BSIE) 
was offered.  This was organized to provide the various high schools in the 
service area with qualified vocational  teachers. 
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In Summer 1969, the Graduate Education Program was organized by 
the Bureau of Vocational Education.  The initial graduate education      
courses were the Master of Education for vocational school administrators 
and supervisors and the Master of Arts in Teaching for vocational        
teachers and instructors of Technology, Science and Mathematics. 

In 1975, the MSAT Graduate Education Program was included under 
the Ministry of Education (MEC) Integrated Scholarship Program upon the     
reorganization of the Department of Education and Culture. 

On May 8, 1978, the name of the school was again changed to       
Marikina Institute of Science and Technology (MIST) by virtue of a     
Malacañang approval. 

In November 1982, some key officials of MIST headed by Supt. Avelino 
Asuncion were involved in the conceptualization and implementation of 
the Technical Vocational Education Project (TVEP) of the Philippines. The 
school was chosen as the National Center for Technical Education and Staff        
Development (NCTESD) which was one of the components of the project.  

 In June 1983, the technical vocational education project formally   
started with the Diploma in Industrial Technician (DIT).  In July 1983, the 
Master of Technician Education (MTE) curriculum was offered with 78 
scholars from the 23 Technical Education Institutes (TEIs) of the Philippines 

In 1993, the Bachelor of Secondary Education (BSE) was offered by   
virtue of DECS Order No. 3, s. 1993 with fields of specialization in        
Chemistry,  Physics, Mathematics, English and the different technology 
areas. 

In 1996, DECS transferred the Institute’s supervision to the Commission 
on Higher Education (CHED) hence, MIST became a CHED-Supervised       
Institute (CSI).  However, in 2000 MIST’s supervision was transferred to the 
Technical Education and Skills Development Authority (TESDA) in              
accordance with Special Provision No. 8 of the General Appropriation Act 
(GAA), FY 2000.  The special provision included the phasing out of the       
baccalaureate degree programs namely: the Bachelor of Science in          
Industrial Education and the Bachelor of Secondary Education as well as 
the Laboratory High School and the Graduate Education Programs. The         
abolition of the degree programs caused clamor from the people of     
Marikina City and its neighboring town and cities for the re-opening of the 
degree courses. 
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Having realized the educational needs of his constituents, Hon.                 
Congressman Del R. De Guzman of Marikina City sponsored a bill           
converting the Institute into a State College which was supported by a 
counterpart bill in the Senate sponsored by Hon. Edgardo J. Angara. The 
bill was finally approved and became a law as Republic Act No. 9289 on 
April 14, 2004, thus the birth of Marikina Polytechnic College.  

In May 2004, Mrs. Yolanda E. Olano, being the Superintendent of the 
then MIST, was designated by the Board of Trustees as the Officer-In-
Charge of the College.  

In December 1, 2004, Dr. Manuel R. Pangilinan was appointed as the 
first President of the College. 

In January 2007, Dr. Henry L. Lañada was appointed OIC-President by   
virtue of BOT Resolution No. 4, s. 2007 then to Acting President on June 
18, 2007 through BOT Resolution No.65, s. 2007. 

Dr. Lañada assumed office as President of the College in November 
2008 by virtue of Board Resolution No. 25, s. 2008 after a national search 
for  President of MPC was conducted. 

In 2009, the Doctorate Program major in Educational Management and 
Industrial Education Management was offered by virtue of Board            
Resolution No. 11, s. 2009 with an initial enrolment of 25 students. 

Dr. Lañada was re-appointed for his second term on Dec. 1, 2012. 

To date, the undergraduate programs include the Bachelor of          
Technical Vocational Teacher Education (BTVTED), Level II AACCUP         
Accredited Bachelor of Technical Teacher Education (BTTE) and the     
Bachelor of Industrial Technology (BIT). 

The College offers a three-year non-degree program, which has TESDA 
UTPRAS  Recognition, and short-term non-credit courses.  The shoe and 
leathercraft center has also been continuously enhanced as one of the   
College mandate. 

In November 17, 2015, Dr. Virginia D. Bacay was designated as the  OIC-
President through CHED Special Order. 

Dr. Luna G. Madera took over as OIC-President from April 1, 2016 up to            
October 19, 2016 by virtue of a Special CHED Memorandum Order No. 19, 
s. 2016. 

Dr. Joselito B. Gutierrez came in on October 20, 2016 and took his oath 
as College President on December 1, 2016. 
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VISION 

 The Marikina Polytechnic College shall be the leading 

institution of higher professionals, teachers, technology      

education and research and the center for development on 

shoe and leathercraft industry in partnership with ASEAN  

Region by 2022.  

 

MISSION 
 

 The Marikina Polytechnic College is committed to     

produce highly-competent, ethical and service-oriented    

technopreneurs and educational leaders that contribute to 

national and global development. 

 

PHILOSOPHY 
 

MPC is committed to the TRAIN philosophy, to wit: 
 

T -  Teach higher education and technical teachers and 

             technopreneurs 

R -   Relevant knowledge and develop skills and  

                  appropriate 

A -   Attitude towards the development of 

I -   Internationally and locally competitive workforce for 

N -   National progress and sustainable development. 

     4 



 
 

CORE VALUES 
 
The College upholds the following core values: 

M  -   Maka Diyos  
  We adhere to Christian values and make our services 
God-centered characterized by sensitivity to students 
and stakeholders needs and interests. 

 
P   -   Productivity and Proficiency 

  We develop productive and proficient technopreneurs 
who can compete globally. 

 
 C   -   Commitment 

  We give utmost dedication to our duties and             
responsibilities towards the attainment of MPC’s      
vision. 

 
 I    -   Integrity 
            We are guided by ethical principles and professional 

standards in the delivery of our services. 
 
A   -    Accountability 
             We accept responsibility and full accountability       

consistent with the principles of good governance to     
ensure effective and efficient leadership towards a  
sustainable management of resources. 

 
N  -    Networking 
            We collaborate and establish linkages with various 

agencies, industries and higher educational institutions 
including research and extension to further strengthen 
services of the College. 

 
S    -    Service – Oriented 
             We prioritize our clientele’s needs and interests in    

order to provide fast and relevant service. 

5 

 
 

PROGRAM OFFERINGS 
 
 
    BACHELOR OF TECHNICAL VOCATIONAL TEACHER EDUCATION 
    Major in: 
 

  Automotive Technology 
  Beauty Care and Wellness 
  Civil Technology 
  Drafting Technology 
  Electrical Technology 
  Electronics Technology 
  Food and Service Management 
  Garments, Fashion and Design 

   Heating, Ventilating, Air-Conditioning and Refrigeration Tech . 
  Mechanical Technology 

Welding and Fabrication Technology 
 
 
    BACHELOR OF TECHNICAL TEACHER EDUCATION 
    Major in: 
 

 Chemistry for Technology 
English for Technology 
Mathematics for Technology 
Physics for Technology 
Automotive Technology  
Civil Technology  
Drafting Technology  
Electrical Technology  
Electronics Technology 
Food and Service Management 
Garments, Fashion and Design 
Heating, Ventilating, Air-Conditioning and Refrigeration Tech. 
Mechanical Technology 
Welding and Fabrication Technology 
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Information and Communication Technology 
     Computer Hardware Servicing (NC II) 
     Technical Drafting (NC II) 
Industrial Arts 
     Automotive Servicing (NC II) 
Consumer Electronics Servicing (NC II) 
    Electrical Installation and Maintenance (NC II) 
    Refrigeration and Air-Conditioning Servicing (NC II) 
    Shielded Metal Arc Welding (NC I)    

 
 

SHORT-TERM TRAINING PROGRAM  
        (EVOC-CTP 120 Training Hours) 
 

Automotive Electricity (Automotive Servicing NC II) 
Automotive Gas Engine Overhauling (Auto Engine Rebuilding NC II) 
Automotive Diesel Engine Overhauling (Auto.  Engine Rebuilding NC II) 
Baking 
Building Wiring Installation (Electrical Installation and Maintenance) 
Carpentry 
Computer Application 
Computer Encoding 
Computer Technician (Computer Repair Servicing) 
Cosmetology Course 
Dressmaking NC II 
Drafting with Basic Auto-CAD (Technical Drafting NC II) 
Domestic Refrigeration and Air-Conditioning 
Basic Electronics 
Food Processing  
International Cookery 
SMAW Basic (Shielded Metal Arc Welding NC I) 
SMAW Intermediate/Advance (Shielded Metal Arc Welding NC II) 
GMAW/ MIG (Basic, Intermediate, Advance) Gas  Metal Arc Welding 
GTAW/ TIG (Basic, Intermediate, Advance) Gas Tungsten Arc Welding     
Motorcycle/Small Engine Servicing NC II 
Automotive Body Painting/Finishing 
Gas Metal Arc Welding 
Gas Tungsten Arc Welding 
Oxy-Acetylene   

7 

 
BACHELOR OF INDUSTRIAL TECHNOLOGY (Ladderized) 
 
Major in: 

Automotive Technology  
Civil Technology 
Drafting Technology  

Electrical Technology   

Electronics Technology 
Food and Service Management 
Garments, Fashion and Design 
Heating, Ventilating, Air-Conditioning and Refrigeration Tech. 
Mechanical Technology 
Welding and Fabrication Technology 
 
 

CERTIFICATE OF TECHNOLOGY   
 
Major in: 

Automotive Technology  
Civil Technology  
Drafting Technology  
Electrical Technology  
Electronics Technology 
Food and Service Management 
Garments, Fashion and Design 
Heating, Ventilating, Air-Conditioning and Refrigeration Tech. 
Mechanical Technology 
Welding and Fabrication Technology 

 
 

SENIOR HIGH SCHOOL  
 
Academic Track 

Science, Technology, Engineering and Mathematics (STEM) 
Technical-Vocational Livelihood (TVL) Track 
Home Economics 
     Bread and Pastry Production (NC II) 
     Cookery (NC II) 
     Dressmaking (NC II) 
     Food and Beverage Services (NC II) 
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REGISTRAR’S OFFICE 
 

The Registrar’s Office (RO) supports the College in realizing 
its commitment for the total development of the students, by providing 
efficient and quality service in terms of registering, updating, evaluating 
and safekeeping of students’ records, and implementing the College, 
CHED and TESDA policies, rules and regulations.  

Office Hours:     Monday to Friday 
                              8:00 a.m. to 5:00 p.m. (NO Noon Break) 

   
POLICIES ON ADMISSION, REGISTRATION, and ALLIED SERVICES 

 
I.   ADMISSION 
A. Freshmen College 
1.  Student  applicant shall pass the entrance examination and interview 

and must meet the prescribed admission requirements of the College 
prior to enrolment. 

2.  Student   applicant   shall   be   admitted  regardless  of  age,   gender,        
nationality,   religious  beliefs,  socio—economic  status   or   political        
affiliation  including those who were previously enrolled in any public 
or private higher learning institution. 

3.  No student shall be admitted during the second semester. 
4.  Student  who  enrolled  in other  higher educational institutions prior    

to  their enrolment in  this College  shall  be  classified  as  transferee. 
5.  Student classified as transferee shall be admitted as freshman. 
6.  Transferee who shall be admitted has no more than two (2)             

semesters of enrolment from other College or University except those 
from private higher educational institution. 

7.  Student transferee shall undergo a probationary period of one year in 
non-degree program before shifting to Bachelor’s Degree. 

8.  Official Transcript of Records of student transferee must be submitted 
within the first semester of entry otherwise, succeeding enrolment 
will not be allowed. 

9.  Student  transferee  who  enrolled  in  vocation  course  or  non-credit    
program  shall be admitted  as  first  year student  and shall undergo a 
probationary  period  of  one  year  in  non—degree  program   before     
shifting  to  Bachelor’s  Degree. 

10. Alternative Learning System (ALS)/ Philippine Educational Placement 
Test (PEPT) passer shall be admitted in the non-degree program as 
probationary period of one year before shifting to Bachelor’s Degree. 
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CONTINUING PROFESSIONAL EDUCATION PROGRAM (CPE) 
    18 units of Education 
 

 
MASTER OF EDUCATION (M.Ed.) 
Major in:   

 Educational Management 
 
 
MASTER OF ARTS IN TEACHING (MAT) 
Major in: 
  Applied Arts and Crafts   
  Garments Technology  

  Foods Technology 
   Physics 
   Mathematics  
   Science 

  Technical English 
  Chemistry 

 
 
MASTER OF TECHNICIAN EDUCATION (MTE) 
Major in: 
                Automotive Technology  
                Civil Technology    
                Electronics Technology 
                Electrical Technology 
 Drafting Technology  
 Mechanical Technology 
 Welding and Fabrication Technology   
                 Heating, Ventilating, Air-Conditioning and Refrigeration Tech. 
 
 
DOCTOR OF EDUCATION (Ed.D.) 
Major in: 
     Educational Management 
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F. Continuing Professional Education (CPE) 
1. A CPE student applicant is a bachelor’s degree holder who intends to 

take Professional Education units. 
2. Applicant shall meet the prescribed requirements of the College. 
3. Students are allowed to take a maximum of nine (9) units in a           

semester.  
G. Graduate Program  
1. Applicant for admission to the master’s and doctorate degree         

programs shall meet the required educational background to     
qualify for admission.  The completion of the 18 academic units for 
non-education graduates for master’s degree and 9 major             
educational management units for MAT, MTE and other academic 
and technology major applicants to the doctorate degree program 
shall be complied. (Refer to the graduate school manual for         
details.) 

2. Applicant shall submit the admission requirements/documents. 
3. Applicant shall pass the qualifying examination in the master’s and 

doctorate degree programs administered by the Admission          
Committee headed by the Graduate Dean. 

 
2.  ENTRANCE EXAMINATION AND INTERVIEW APPLICATION               

REQUIREMENTS 
 

A.  Entrance Examination 
      The following documents shall be submitted to the           

Admission Officer along with the original copy for verification: 
 

1. For Freshmen College and Grade 11 applicants  
   a. Photo copy of Grades (Form 138)  
   b. Photo copy of Certificate of Good Moral Character 
   c. Three (3) pieces  2”X2” colored pictures with name tag 

2. For ALS/PEPT passer 
  a. Photo copy of Certificate of Rating (COR) 
  b. Three (3) pieces  2”X2” colored pictures with name tag 

3. For transferee 
         a. Photo copy of Transcript of Records / Certificate of Grades 

  b. Photo copy of Certificate of Good Moral Character 
    c. Photo copy of Honorable Dismissal Certificate or Transfer           

Credentials 
  d. Three (3) pieces  2”X2” colored pictures with name tag 
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11. Student must meet the following average requirement upon                
       admission: 
       a. An applicant in Bachelor of Technical Vocational Teacher Education 

should have obtained in Senior High School an   average of at least 
85% or its equivalent. 

b.  An applicant in Bachelor of Industrial Technology (BIT) should have 
obtained an average grade of at least 82% in Senior High School or 
its equivalent.   

      c.   An  applicant  of  Certificate  of  Technology  (COT) should  have   
obtained  an  average  grade  of  at  least   80%   in  Senior  High  
School  or  its  equivalent. 

d.  Student shall abide and comply with all the rules and regulations 
of the College. 

 
 

B. Senior High School 
       1. Student applicant shall pass the Admission Test and Interview for 

Senior High School. 
       2.  An average of at least 80% is required to a Grade 11 applicant.  
       3.  No transferee is accepted in Grade 12. 
 
 

C.  Cross-Enrollees 
1. Enrollees from other institutions shall present a cross-registration 

permit from mother institution. 
2. Admission of cross-enrollees is subject to availability of slot. 
3. Cross-enrolment shall be done within the period of registration. 
4. Cross-enrolment of subject outside the College must have the    

approval of the Dean and authorized by the Registrar for the      
subject/s to be given credit by the College. 

 
 

D. Shifters 
   1. Shifting of course shall be allowed based on the scholastic             

  performance of the student. 
   2. Shifter shall secure Shifting Form at the Registrar’s Office. 
   3. Shifter shall seek the approval / acceptance of the concerned          

  Department Head and Dean of the new course. 
 
 

E. Returnees 
       1.  Returning student whose studies in the College were discontinued    
            for a period of time. 
      2.   Student may be considered for re-admission based on his / her  
            previous academic performance. 
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C.  ALS/PEPT PASSER 
1.  Original copy of Certificate of Rating  
2.  Original copy of Birth Certificate (PSA / NSO copy) 
3.  One (1) piece   2”x 2” colored, studio copy picture with name tag 
4.  Passed the College Entrance Examination and Interview 
5.  Medical Certificate from private or government physician 
6.  No BODY TATOO for male and female students 
7.  No EARRING/S and or PIERCED EAR/S for male students 
8.  Proper haircut and no dye colored hair for male students 
  
D.  SENIOR HIGH SCHOOL (Grade 11) 
1.  Original Copy of Junior High School Card with General Average      
        of at least 80% 
2.  Original Copy of Certificate of Good Moral Character 
3.  Original copy of Birth Certificate (PSA / NSO copy) 
4.  One (1) piece   2”x 2” colored, studio copy picture with name tag 
5.  Passed the Admission Test and Interview for Senior High School 
6.  Medical Certificate from private or government physician 
7.  No BODY TATOO for male and female students 
8.  No EARRING/S and or PIERCED EAR/S for male students 
9.  Proper haircut and no dye colored hair for male students 
 
E.  GRADUATE PROGRAM 
1.  Original copy of Transcript of Records 
2.  Original Certificate of Transfer Credentials 
3.  One (1) piece  2”x2” ID picture with white background 
4.  Original Marriage Certificate (PSA/NSO) for female married student 
5.  Applicants must present a permit to study if they are working students 
 

F.  EVOC (short-term courses)  
1.  Photocopy of any valid school credential  
         (e g. High School Card, Diploma, Transcript of Records)  
2.   Recent original Barangay Clearance 
3.   Two (2) pieces  2" x 2" colored ID picture  
4.   Payment of training and other fees 
 
4. REGISTRATION 
a. Registration of students shall be done on the regular registration      
       period indicated in the academic calendar.   
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B. Interview 

a.  Present original copy of final grade to the interviewer. 
b.  Submit the completed interview slip for college applicant and 
     preference slip for Grade 11 applicant. 
c.  No body tattoo for male and female student applicants. 

 d.  No earring/s and pierced ear/s for male students.  
 

 
 
3. ADMISSION REQUIREMENTS OF QUALIFIED STUDENTS 

 
A.  FRESHMEN COLLEGE 

1.   Original Copy of Senior High School Card with General Average  
 of at least: 

         -  85% or its equivalent for BTVTED Program 
         -  82% or its equivalent for BIT Program 
         -  80% or its equivalent for COT Program 

2.   Original Copy of Certificate of Good Moral Character 
3.   Original copy of Birth Certificate (PSA / NSO copy) 
4.   One (1) piece  2”x 2” colored, studio copy picture with name tag 
5.   Passed the College Entrance Examination and Interview 
6.   Medical Certificate from private or government physician 
7.   No BODY TATOO for male and female students 
8    No EARRING/S and or PIERCED EAR/S for male students 
9.   Proper haircut and no dye colored hair for male students 

 
B. TRANSFEREE 

1.   Original copy of Transcript of Records / Certificate of Grades 
2.   Original copy of Certificate of Good Moral  Character 
3.   Original copy of Honorable Dismissal or Certificate of  
    Transfer Credentials  
4.   Original copy of Birth Certificate (PSA / NSO copy) 
5.   One (1)  piece   2”x 2” colored, studio copy picture with name tag 
6.   Passed the College Entrance Examination and Interview 
7.   Medical Certificate from private or government physician 
8.   No BODY TATOO for male and female students 
9.   No EARRING/S and or PIERCED EAR/S for male students 
10. Proper haircut and no dye colored hair for male students 
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b. Previous registration form and student ID are required as    
credentials for enrollment of old student.  

c. Registration of a returning student is dependent on his previous 
scholastic performance. 

d. Rules on prerequisites/eligibility requirements shall be observed and 
followed during enrolment.  

e. Only students who are officially  enrolled are allowed to attend    
classes. 

f. A student must be officially enrolled in order to receive credit for 
course work.  

g. A student is not allowed to enroll in more than one course during his 
stay in the College. 

h. A maximum of six (6) class hours grace period shall be given to late 
enrollees duly recommended by the Registrar and approved by 
the Vice-President for Academic Affairs.  

i. Replacement fee of Php 100.00 is charged to student for          
replacement/issuance of second copy of lost registration/forms 
issued by the Registrar’s Office.  

 
ENROLMENT PROCEDURE 
 

a. NEW STUDENTS 
 

1. Submit the original copy of the complete admission requirements 
(senior high school report card, certificate of good moral character, 
PSA/NSO Birth Certificate, and one (1) piece  2”x2” ID picture at the         
Registrar’s Office. 

2. Secure copy of the pre-registration form from the Registrar’s Office 
and write all required information completely and legibly. 

3. Return the filled-up pre-registration form for evaluation and secure 
the print-out stamped Registration Form at the Registrar’s Office.  

4. Secure payment slip for college, PE and technology uniforms and 
pay at the Cashier’s Office. 

5. Present the official receipt at the IGP Room to claim the uniforms. 
6. Proceed to the Library for the Library ID, Medical Clinic for the 

Medical Exam, and Guidance Office for the Student Inventory. 
7. Proceed to the designated area for ID picture-taking upon       

presentation of the registration form. 
 
b.  OLD STUDENTS, present the following: 

 Registration Form from previous semester and school year 
 School I.D. 
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2. New and old student shall undertake the following procedures:  
    a.  Secure copy of the pre-registration form from the Registrar’s Office 

and fill-out all required information completely and legibly. 
b. Return the filled-out pre-registration form for evaluation and      

secure the print-out stamped Registration Form at the Registrar’s 
Office.   

c. Proceed to the IGP office to claim your P.E./NSTP/Technology and 
College uniforms upon the presentation of official receipt. 

d. New student shall proceed to the Library to secure his/her Library 
Card; Medical Clinic for Physical Examination; and to the Guidance 
Office for the Student Inventory. Old student shall proceed to the 
Library for the Library Card validation and to the Guidance Office 
for school ID validation. 

 e. New student shall proceed to designated area for ID picture-taking 
after complying with the requirements of the following offices:  
Library, Medical Clinic and Guidance Office. 

 

II. ACADEMIC POLICIES  

1. ACADEMIC LOAD  
 

a. One (1) academic unit is equivalent to eighteen (18) lecture 
hours or fifty-four (54) full hours per semester.  Three (3)        
laboratory hours is equivalent to one (1) unit for technology   
major.   

b. A total number of units for which a student may register shall be in 
accordance with the curricular programs the student is  enrolled in 
except for the graduating students. 

c. A graduating student shall be allowed an overload of eight (8) 
units provided that his prerequisites are satisfied.   

d. A student who is employed whether on full time or part-time   
basis may limit his/her academic load and shall be allowed to 
enroll upon presentation of Certificate of Employment (COE). 

e. A student who needs special medical attention (such as       
    pregnancy, recovering from illness, chronic diseases and the 

like) may apply for leave of absence for a maximum of one (1) 
month or may limit his/her academic load upon presentation of 
Medical Certificate duly signed by the College Medical Officer 
and a copy of which is submitted to the Office of Student Affairs. 
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f. The transferee shall be allowed to take the subjects without     
prerequisite as prescribed in the curriculum during the semester.  

g. Teacher Education student taking up Practice Teaching shall not 
be allowed to have an overload of major subjects along with 
Practice Teaching. 

h. A student taking up Industry Immersion shall not be allowed to 
have an overload of subjects. 

i.   No student shall be enrolled in more than one college to earn 
more than one academic degree at the same time.  

 

2.  SCHOOL TERMS 
  The academic year is composed of three (3) terms: two (2)       

semesters with eighteen (18) weeks each and one (1) summer of 
six (6) weeks. 

 

3.  GRADING SYSTEM 
a.  Student shall be graded or marked in accordance with the following  

approved grading system: 
 

Grade % Equivalent 

1.0 98 – 100 

  1.25 95 – 97 

1.5 92 – 94 

  1.75 89 – 91 

2.0 86 – 88 

  2.25 83 – 85 

2.5 80 – 82 

  2.75 77 – 79 

3.0 74 – 76 

3.5 Conditional 

5.0 Failure 

INC Incomplete 

Drp Dropped 
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b.  A grade of  “5.0”  signifies failure and requires re-enrolment or             
repetition of the subject. 

c.  Incomplete grade is given to a student whose class standing      
throughout the semester is passing but fails to satisfy any of the      
prescribed requirements by the subject Instructor. 

d.    Completion   must   be   made   within   the   succeeding   semester;  
otherwise he/she will automatically be given a grade of  “5.0”.  

e.    A  failing  grade  of  5.0  is  to  a student who exceeded the maximum 
number  of   allowable  absences  and   failed  to   drop   the   subject 
officially within the prescribed dropping period.  

 
 

4.  ATTENDANCE 

 

a.    A student is required to attend classes punctually and regularly. 
b.    Time lost due to late enrolment based on the scheduled date shall be     
        considered as time lost by absence. 
c.     A student shall be dropped from the subject if he/she incurs absences    
       equivalent to 20% of the total number of hours required in a particular    
       subject. 
d.    A  student  shall  submit  a  medical  certificate  issued  by  the  College         
        Medical  Officer  or  any  other attending  physician for absence due to      
        illness and  presents the  certificate to the  instructor  concerned upon   
        his/her return. 
 

5. SCHOOL UNIFORMS AND ID 
 
 

A. School Uniform 
  Wearing  of  prescribed  school  uniforms  shall  be  strictly  
 enforced  to  students  at  all  times  within  the  campus;   
  Student  shall  wear  his / her  PE uniforms during his / her   
           PE classes; and Technology uniform during his/her shop works. 
 
 

B.    School ID 
   Student is required to wear his/her official school ID at all 

times while in the Campus.  A student who graduates or           
withdraws from the college must surrender his/her ID to the     
Registrar’s Office as a requirement for the signing of clearance.   
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Reason/s for Refund:  
a. The time has been changed and the new schedule conflicts with 

another subject/s.  
b. The class has been dissolved. 
c.  Lack of prerequisite  
d. Withdrawal of registration to the College  
 
9.    RE-ADMISSION/RETURNING POLICY 
a. A returning student may be re-admitted to the College provided that 

he/she has not enrolled in other school. 
b. A returning student’s readmission shall be based on the result of    

Registrar’s evaluation.  
c. A returning student shall secure a Returning and Clearance Form from 

the Registrar’s Office during enrolment. 
 
10.  CROSS-ENROLMENT  
a. Cross-enrolment shall be done within the period of enrolment.  
b. Maximum of six (6) units which are not major subjects are allowed 

for graduating student, provided these subjects are not offered in 
the College during the semester he/she desires to enroll. The    
subject he/she shall enroll must have the same course description 
and number of units.  

c.  A student is not allowed to cross-enroll in two (2) or more schools. 
d. Cross-enrolment of subjects to other accredited HEIs must be 

authorized by the College Dean and attested by the Registrar for 
the subject/s to be given credit by the College.  

e. A student coming from other institution may be allowed to     
cross-register with a permit to cross-enroll from the Registrar of the 
concerned institution, subject to availability of slot.  

 
11. SHIFTING OF COURSE OR MAJOR 
a. A student may be allowed to shift his/her major or course      

during the first semester of his/her second year of enrolment 
provided he/she met the academic qualification.  

b. A student shall fill-out the Shifting Form for the approval of the 
concerned Department Heads and Deans to be submitted to the 
College Registrar for attestation.  

c. A student with failing grade, incomplete or have dropped in any      
subject taken shall not be allowed to shift to a degree program. 

  

School ID Replacement Procedure 
 In case of loss, student shall immediately report to the Office of the      
Student Affairs then follow the ID Replacement Procedure.  
1.   A student must secure an Affidavit of Loss in case of loss. 
2.   A  student  shall  present  registration  form  and   request  form  from 

the  Registrar’s   Office. 
3.  A student is required to pay replacement fee of  Php 150.00 at the 

Cashier’s Office and proceed to IGP Office for ID picture-taking. 
 

6. ACADEMIC SCHOLARSHIP 
  Evaluation of student records for purposes of academic            

scholarships shall be based on the Policies and Criteria set by the        
Scholarship and Financial Assistance Office. 

 

7.  WITHDRAWAL OF REGISTRATION  
a. An undergraduate student shall inform the Registrar through a letter 

duly signed by the parent/guardian if he/she desires to withdraw his/
her registration due to valid reasons within three (3) weeks from 
the start of classes.  

b.  A   freshman  shall  be   entitled  to   withdraw  his / her  submitted           
credentials for enrolment upon approval of his/her request. 

c.  A   graduate  student   shall  apply  for refund  of   paid   tuition  fees      
following  the  policy  of  the  College.  

d.  No withdrawal of registration shall be made after the specified period    
      otherwise the rules for dropping shall be applied.  
 

 8.  POLICY ON REFUND OF FEES  
 A student who has already paid his / her school fees is entitled to      
refund his / her tuition fee within the opening of classes of each semester 
in accordance with the following schedule specified below:  

 

Before the opening of       
classes 

100% refund 

Within one week after     
opening of classes 

70% refund including return of  
unused uniform 

Within second week after     
opening of classes 

50% refund 

Within third week after         
opening of classes 

30% refund 

Within fourth week after      
opening of classes 

NO REFUND 
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15. COMPLETION OF BASIC COURSES IN NSTP 
 
a.  A student is required under the law (RA No. 9163) to enroll in NSTP and 

shall not be allowed to cross-enroll in any other institution.  
b. A student who is differently abled/or is under restriction for reason of 

religious beliefs is also required to officially enroll in NSTP.  However, 
he/she shall be given special task or assignment. 

c. No student shall be allowed to take NSTP 2 without having complied 
with NSTP1. 

 
16. ACCREDITATION/VALIDATION OF SUBJECTS 
 
a. Transfer credits and subjects leading to a degree program may be 

accredited provided they are prescribed in the curriculum and 
have the same course content and number of units, and subject to      
residency requirements. 

b. Subjects to be accredited must not exceed 50% of the total number of 
units prescribed in the curriculum. 

c. Validation/accreditation should be done within the period of two 
(2) semesters from the date of admission to the College.  

d. Subjects taken by a transferee which may be considered as equivalent 
of subjects in the College curriculum and shall be given credit are    
subject to validation and approval by the College Dean and the        
Registrar.  

e. If the number of units for the subject earned outside the College is 
less than the prescribed units for the course, the student should 
enroll the subject as offered in the College. 

 
17. INCOMPLETE (INC) GRADES AND COMPLETION GUIDE 
 
a.  Incomplete (INC) grade is given to a student whose class     

standing is passing but fails to take the final exam for valid reason/s as          
determined by the instructor/professor.  

b.  A student who failed to complete the subject requirements will     
receive an INC grade. Completion of grade shall be done within 
one semester only; otherwise a grade of 5.0 shall be reflected on the 
student’s academic record. Completion fee of Php 50.00 per subject 
will be charged. 
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12. FUSING OF CLASSES 
 
            The Registrar, in consultation with the Dean, shall determine    

classes to be fused if the number of enrolled students is less than the   
minimum class size. 

 
13. CLASS SIZE 
 

The recommended size per class shall be as follows: 
  
Academic Classes –   minimum of 35 and maximum of 50    

 students per class 
Laboratory/Shop work  –   minimum of 16 and maximum of 30   

 students per class 
Graduate Program  –   minimum of 23 and maximum of 45    

 students per class 
Professional Educ. (CPE) –   minimum of 23 and maximum of 45   

 students per class  
  
 Class shall not be divided into sections primarily to enable the   
faculty to claim overload pay. 

 
14. CHANGING/ADDING/DROPPING OF SUBJECT/S 
 
a. Changing/Adding/Dropping of subjects shall be made only for valid 

reasons and stated in writing to be approved by the College 
Dean and attested by the College Registrar and subject to payment of 
a corresponding fee of Php 50.00 per subject.  

 
b.  A  student  may  be  allowed  to  drop/change/add  a  subject  by         
     filling-out a prescribed form within the specified period. 
 
c.   Dropping of subject shall be allowed before the end of the mid-term. 



 

 
 
20. RESIDENCE REQUIREMENTS  
 

      An undergraduate student of the College who for valid reasons, fails 
to complete his/her course within the duration provided in his/her    
curriculum is given one more school year to graduate, otherwise, the 
student shall no longer be eligible for the Free Education Program.  
 

21.  RETENTION POLICY 
 

       Evaluation of student records for purposes of retention is guided by 
the following standards:  

 
 

Year  
Level 

Number of units earned 

Freshmen 
Has not finished the prescribed subjects of first year or 
has completed 25% of total  number of units required in 
his/her course. 

Sophomore 
Completed the first year or has finished 25% but not 
more than the 50% of the total   number of units         
required in his/her course. 

Junior 
Completed the first 2 years of his course, or has finished 
50% but not more than 75% of the total number of units 
required in his/her course. 

Senior 
Completed the first 3 years of his curriculum or has      
finished 85% of the total number of units required in  
his/her course. 

Academic 
Loads 

(No. of Units 
Enrolled) 

% Failure Status 

Allowable 
Load for the       

following 
Semester 

6 units or 
more 

25 - 49% WARNING 
Less 3 units from 

normal load 

9 units or 
more 

50 – 75% PROBATION 15 units only 

  
 12 units or 

more 

  
76 –100% 

PERMANENT 
DISQUALIFICATION     

(Dismissal from 
the College) 

  
Not allowed 

 to enroll 
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c.  A faculty who is no longer in the institution and who had given the 
student an incomplete grade, the College Dean shall provide an     
official communication to assign another faculty to handle the              
removal of “INC” grades of the student for as long as the period has 
not yet lapsed.   

d. A copy of the accomplished Completion Form signed by the subject 
instructor/professor, Department Head / College Dean with attached 
official receipt covering the payment must be submitted to the Office 
of the Registrar by the concerned student for proper recording. 

e. A graduating student must complete his/her Incomplete (INC) grade/s 
on or before the given/specified period or schedule.  Otherwise, he/
she shall re-enroll the subject where he incurred the INC grade.   

 
 

 
 

18.    CHANGE OF GRADES 
 

 This shall apply to any request for the correction of entries such as 
grades, inadvertent non-inclusion of name of student in the grading 
sheet and other matters concerning erroneous entries in the scholastic 
record of student. 

a. A change of grade is allowed only if the faculty has erroneously       
entered a grade in the grading sheet or made an error in the       
computation. 

b. The request should be officially done by the concerned faculty and 
noted by the Dean before it is forwarded to the Registrar.  

c. Attach the request with supporting documents such as photo-
copy of student’s class record, photocopy of issued class card and 
other counterpart.   

d. Rectification of an identified erroneous grade shall be done within a 
period of one year from the date of submission of grading sheet to 
the Registrar’s Office.  

e. In case the student’s name is not indicated in the submitted grading 
sheet despite being officially enrolled, the student has to clarify his / 
her record with the concerned faculty for rectification otherwise, “No 
Name, No Record” shall prevail.  

f. Change of grade shall not be allowed for the purpose of obtaining a 
higher grade to qualify for honor, scholarship,  employment, grade 
requirement as basis for admission to other college, and the like. 

 
 

19. RESIDENT CREDITS 
 Resident credits refer to all academic subjects and units earned in 
the College including those earned in other institutions which are  
validated / accredited for a particular program. 



 
b. A student shall follow the same curriculum that he/she has started on 

within the maximum length of time allowed for residence.  
c. If a student fails to finish the course within the prescribed maximum 

number of years of residence, he/she shall be required to take-up the 
new curriculum. 

 

25. TRANSFER CREDENTIALS 
 

a. Any student who voluntary withdraws from the College for          
purpose of transferring to other College shall be issued transfer 
credentials.  

b. A student who discontinues his/her schooling shall surrender his 
school I.D. to and secure a clearance form from the Registrar’s 
Office. 

c. A transfer credential is issued only after the student has cleared 
himself/herself of all accountabilities in the College.  Transfer      
credentials are issued only once. 

d. A student shall not be issued transfer credentials for reasons of      
expulsion, dismissal, dropping due to disciplinary action or               
suspension.  

e. The necessary documents for transfer could be secured from the 
Office of the Registrar. 

f.  A student who has been issued Certificate of Honorable Dismissal/ 
Transfer Credentials cannot be readmitted to the College. 

g. A student who has been issued a transfer credential but has not      
actually used it for enrolment in other school and desires to return to 
the College shall return his/her transfer credential for readmission.  

 
26.  APPLICATION FOR CLEARANCE 
 

a.  A student who has completed all the academic requirements     
without pending case in the College or has already graduated must     
submit a duly accomplished Clearance Form before applying for any 
academic document. 

b.  A student who wishes to transfer to other school must fill-out a      
Clearance Form to be signed by the respective offices indicated     
therein. 

c.  A student is required to surrender his/her College ID to the            
Registrar’s Office before releasing the requested document/s. 
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a. Any student shall be placed on probation when he/she received two 

(2) successive warnings. 
b. The probation status of a student may be lifted upon passing all the 

subjects. 
c. A student under probation status shall be dismissed from the College 

when he / she fails 50% or more of the total number of units          
enrolled.   

 
22. PREREQUISITE/S OF SUBJECTS 
 

 

a. The rules on prerequisite shall be followed otherwise; there shall be 
no academic credit for the subject/s taken. 

b. Graduating student shall be allowed to take prerequisite subject and 
advance subject simultaneously however, if the student failed the       
prerequisite subject, the advance subject shall not be given credit.  

 

23.  SUBSTITUTION OF SUBJECTS AND CHANGING OF CLASSES 
 

a. Substitution of subject is allowed when a student is pursuing a        
curriculum that has been superseded by a new one and the            
substitution tends to bring the old curriculum in line with the new.   

b. Request for substitution shall only be allowed for subjects which are 
related / allied with the same number or greater than the units         
prescribed for the subject. 

 c. Substitution shall be allowed for a subject prescribed in a curriculum 
where the student has failed when the subject is no longer offered. 

d. Request for substitution duly approved by the Vice-President for    
Academic Affairs shall be forwarded to the Registrar’s Office during 
enrolment period or before the opening of classes. 

e. Transfer to another class may be allowed on the prescribed period 
with the consent of the instructor/professor concerned provided that 
the Registrar’s Office was informed for proper recording, otherwise, 
the subject shall not be given credit. 

 
24. ENFORCING A NEW CURRICULUM 
 

a. Adoption of the new curriculum shall only be enforced to new or    
incoming freshmen students. 

 



2. Rounding off the final rating of the computed grades shall not be     
allowed. 

3. Only resident credits shall be considered in the computation of the 
final rating of the students who are candidates for graduation with 
honors. 

4. A student with grade not lower than 2.25 and no incomplete (INC) 
grade/s and has not DROPPED in any subject prescribed by the       
curriculum shall be entitled to graduate with honors. 

5. A student who is candidate for graduation with honors must have   
taken normal/required load prescribed in the curriculum for each  
semester. 

6.  A student who is a candidate for graduation with honors in courses of 
less than four years, the English equivalent shall be used: 

 

7. Loyalty award is given to a student who has completed his/her   
schooling at the College, from the first grade of their secondary    
studies to doctorate degree. 

8. Special award/s may be given to graduating student as determined by 
the Honors and Awards Committee.   

9. A candidate for graduation with honors must not have been charged 
and found guilty of any violation of existing College rules. 

 

C. SELECTION OF AWARDEES 
 
1. MOST PROFICIENT AWARDEES   
 
  For Degree and Non-degree Programs, the highest average grade 

should be at least 1.75 with no grade lower than 2.5 and no INC or 
DROPPED grades in all major subjects. 
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1.000 – 1.259    With Highest Honors 

1.260 – 1.509 With High Honors 

1.510 – 1.759 With Honors 

1.760 – 1.800 Dean’s Lister 

27.  GRADUATION 
 

A. GRADUATION REQUIREMENTS 
 

1. Candidates for graduation must have satisfied all academic and other 
requirements prior to graduation. 

2. All candidates for graduation must have their deficiencies resolved 
and their records cleared not later than two weeks before the end of 
his/her last semester in the College. 

 3. All candidates for graduation are required to secure and file an      
Application for Graduation from the Office of the Registrar as     
scheduled. 

4. The Office of the Registrar shall conduct a deliberation among the  
subject instructors / professors to assess / evaluate candidates for 
graduation by program one week after mid-term examination of his/
her last semester in the College.  

5. A student shall not be allowed to graduate from the College unless 
his/her name has been approved as a candidate for graduation by the 
Academic Council and confirmed by the Board of Trustees. 

6. A graduating student shall attend the commencement exercises as 
scheduled. 

7. A student shall not be issued any academic documents unless he/she 
has been cleared of all property and financial responsibilities from the 
College.  

8. The date of graduation in the Diploma/Certificate and Transcript of 
Records shall bear the original date of graduation. 

 

B. GRADUATION OF CANDIDATES WITH HONORS 
 
1.  A graduating student who completed his/her course with any of the 

following general average shall be awarded with the corresponding 
honors: 
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1.00 – 1.25 Summa Cum Laude 

   1.251 – 1.50 Magna Cum Laude 

1.51 – 1.75 Cum Laude 

   1.751 – 1.80 Dean’s Lister 



5. A  student / graduate  who  requests  a  copy of his / her Transcript of    
     Records / Form 137A / Certifications  may  secure  the said document    
     upon  application  at the  Registrar’s  Office  and  upon  payment  of a       
     corresponding  fee  at  the  Cashier’s  Office. 
6.  A notice of at least two (2) working days shall be given to the student   
     who requests a certification and at least three (3) working days for   
     the TOR and Form 137A.  
7.  Unclaimed requested documents within a period of three (3) months     
      will be discarded.      
8. The student concerned should personally request for his / her         

academic records.  In the event that he/she cannot do it personally, 
he/she may authorize a representative to do the said request. The 
representative shall submit an authorization letter and a photocopy 
of valid identification card of the concerned student together with 
his/her valid identification card for verification. 

  
 
 
IV.  AUTHENTICATION OF DOCUMENT 
 
1. A student may have his/her document authenticated by the Office of 

the Registrar. 
2. Academic document/s shall be authenticated by the Registrar after 

the personnel-in-charge has counterchecked the authenticity of the 
said document/s.  

3. The remark, AUTHENTICATED COPY, shall be indicated in the machine 
copy of document/s that is/are impressed with the College seal and 
signed by the Registrar.  

4.  A student is required to pay Authentication Fee of Php 50.00 per   
document. 

5. A Certificate of Authentication and Verification (CAV) can also be    
requested which is issued together with the machine copies of       
documents that are impressed with the College seal and signed by 
the Registrar. 

6.  Only Transcript of Records issued dated for the last two (2) years and 
within the period of one (1) year upon issuance for the Certification/s 
shall be authenticated. 
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2. Non-graduating students who excel in the academic and technology 
courses shall be awarded the following honors provided they have no 
grades lower than 2.25 and no INC or DROPPED grades in any of the 
subjects taken during the   academic year: 

 

 
 
III. ISSUANCE OF ACADEMIC DOCUMENT 
 
A. DIPLOMA/CERTIFICATE OF COMPLETION 
 
1.   A   diploma  and  certificate  of  completion  is  awarded  to  a  degree             
       program and non-degree program respectively. 
2.  A student is required to submit a fully accomplished clearance form 

and surrender his / her school I.D. at the Registrar’s Office before a 
diploma/certificate of completion/any academic document is issued. 

3.  A diploma and certificate is issued once and never duplicated for   
whatever purpose or reason.  

 
B.  TRANSCRIPT OF RECORDS (TOR), F-137A AND CERTIFICATION/S 
 
1. For the purpose of transferring a student or graduate credits to    

another school, the official Transcript of Records (TOR) and Form 
137A to be issued must be sealed and be sent directly by the Office 
of the Registrar of the school where he/she desires to transfer. 

2. Academic records are sent directly to the requesting school.  The 
said document can be entrusted to the concerned student provided 
he/she has been given authority by the requesting school to hand 
carry the said document. 

3. Transcript of Records/Form 137A is issued only once to the            
requesting school for purposes of admission. 

4. A clearance is required for a graduate applying for the first copy of 
his / her Transcript of Records. 
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 1.75 - Above With Honors 

1.76 -   1.80 Dean’s Lister 



32 

 
OFFICE OF STUDENT AFFAIRS AND SERVICES 

(CHED Memo Order No. 9, S. of 2013) 
 

    A.  STUDENT WELFARE SERVICES 
 

GUIDANCE AND COUNSELING SERVICES 
 

 The Guidance and Counseling Services is the core of the Office of 
Student Affairs.  It takes care of these activities and services which 
are individualized attempts to aid the student in the maximum      
development of his / her potentials in accordance with his / her 
unique background and resources.  These activities and services are 
designed to make the students’ stay in the College more gainful,    
meaningful and wholesome. 
  

     OBJECTIVES 
1. To  assist the  students  in  achieving  their maximum  potential by    

developing self-awareness and realization; 
2.   To make available channels in optimizing their achievement;   and 
3.  To assist the students in making satisfactory adjustment in  the 

College and in academic, personal, emotional,  social and  spiritual   
      areas of their lives. 
 

SERVICES OFFERED: 
A.  Individual Inventory E.   Psychological Testing and Evaluation 
B.  Counseling Service  F.    Referral              
C.  Information Service  G.   Placement Services 
D.  Follow-up Service  
  

 INDIVIDUAL INVENTORY 

 This service is one of the gathering, recording and making        
available information about a student which will be useful to those 
teaching or counseling him. Hence, the collection of information 
about the students include records of student’s home and family 
background, health, school  attendance,  grades,  extracurricular      
activities   and results of standardized / psychological tests.  

OFFICE OF STUDENT AFFAIRS AND SERVICES 
 
 

VISION 
 

 The Office of Student Affairs and Services (OSAS) of the Marikina 
Polytechnic College envisions skilled and globally competitive graduates 
whose competencies enable them to realize their full potential and       
contribute meaningfully to nation-building. 
 

MISSION 
 
 To protect and promote the rights of every MPCian to equality,    
equitable, culture-based and complete professional teacher and technical 
education where: 
1. students learn in friendly, gender-sensitive, safe and motivating          
 environment; 
2. student affairs practitioners facilitate and encourage the holistic       
  development of every learner; 
3.  administrators and staff, as stewards of the institution, ensure and   
 enable supportive environment for effective learning, and 
4. family, community and other stakeholders actively engage and 
 share responsibility for developing life-long learners. 
 

OBJECTIVES OF THE STUDENTS AFFAIRS SERVICES PROGRAM  
 
1.   Implement an aggressive recruitment process  and selection of student      
       applicants. 
2. Provide services to students in achieving their maximum potential by 

developing self-awareness and realization. 
3. Establish linkages for On - the - Job Training and employment               
       opportunities. 
4.   Extend and expand student scholarships and financial assistance       
      package for academically qualified students. 
5.   Upgrade and modernize library resources and facilities. 
6.   Deliver primary health care and services. 
7.   Develop students’ leadership skills and fellowship through co-  
       curricular  activities. 
8.   Promote responsible campus journalism. 
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PLACEMENT SERVICES 

 The placement services are composed of those activities outside 
the general classroom instruction that aid the students in achieving their 
career goals. More specifically, it helps the students with their need     
relating to career fulfilment. It helps the students satisfy these needs by 
assisting them in finding fulltime and/or summer employment,            
selecting and obtaining admission to curricular offering of the Institute 
or select the course that would fit most to their abilities and interest and 
would meet their needs. The placement service also provides referrals 
to resources that would provide assistance for special problems in areas 
such as economic welfare i.e. scholarship or grants-in-aid; marital and 
family problems; and vocational rehabilitation; and on-the-job training 
and others. 
 Moreover, one of its major concerns is the establishing and      
maintaining of linkages in the industrial sectors and other agencies.  

 
PLACEMENT AND FOLLOW-UP SERVICES 

 

 This office is the “marketing arm” of the College. It assists the   
students prepare for and find employment in their chosen careers to 
become more disciplined, productive and responsible future leaders and 
members of the work / labor force. This is done by helping students     
develop positive attitudes towards self and towards various careers and 
develop skills and competencies to qualify for entry level jobs in their 
chosen careers. 
 
OBJECTIVES 
 

1. To establish linkages and networking with industries/companies 
where students and graduates can have experiential learning and 
apply their skills in the world of work;  

2. To    ensure    that    the    Industry    Immersion     (IM)      program    is         
      adequately   and   effectively   implemented   per   requirement; 
3. To provide students/trainees with actual workplace experience and 

exposure to various management styles, industrial procedures of   
various occupations in relation to their respective fields of learning; 

4. To determine the success rates of graduates on the occupational 
setting and decide on the modification or strengthening of our     
technological-vocational/educational program and curriculum. 
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 The  Student’s Guidance Envelope also contains  counseling          
interviews, reports of any incident involving the students and other    
relevant matters which may contribute to a better understanding of the 
individual. 
 
COUNSELING SERVICES 
 The counseling services provide assistance to students in making 
decision about their problems. Individual or group counseling sessions 
are made available for all students with academic, personal,                   
interpersonal, career concerns and other problems affecting them. 
 
INFORMATION SERVICES 
 These services consist of the provision of up-to-date, accurate and 
a wide range of materials of an informational nature in such areas as     
vocational, educational, personal, socio-cultural, spiritual and moral. 
These also provide adequate materials concerning the world of work. 
Group guidance activities and other activities dealing with orientation to 
a new school/work place, career symposium, articulation between 
school levels are included in this service. 
 
FOLLOW-UP SERVICES 
 The follow-up services are concerned with the problems of how 
well the students of the College get along when they leave school. This 
include their conduct and progress in the work place. 
 
PSYCHOLOGICAL TESTING AND EVALUATION 
 This service is given to students who may be in need of such and 
whose evaluation may be an aide of a tool in the helping process, which 
include mental ability test, aptitude, personality, interest, work values 
and emotional quotient appraisal. 
 
REFERRAL 
 Those cases which are considered beyond the scope of expertise 
of the office are referred to more experienced and competent              
professionals as part of the helping process.  



 
 
B. STUDENT DEVELOPMENT SERVICES 
 

        OFFICE OF THE STUDENT ORGANIZATIONS 
 
This office plans, implements, supervises and evaluates the     

programs and policies relative to student organization. 
 
A. SUPREME STUDENT COUNCIL 
 

The Supreme Student Council (SSC) is the central representative 
of the College student body, the officers of which are elected by the 
general student population set forth in the Constitution and By-Laws, 
to serve as a linkage between the students and the administration 
toward  mutual cooperation for development. 

 
1. SSC Funds 
 

A. The Accredited Student Clubs and Organizations (ASCO) shall 
submit a proposed budget of their respective programs/
projects to the Supreme Student Council (SSC) who shall in turn 
evaluate the activities and consequently submit the budget 
proposal to the OSA for the approval of the College President. 

B. The audited financial report of the SSC shall be submitted to the 
Office of the College President through the Student                 
Organizations Head, OSA Director, and VPAA every end of the 
semester and until end of their term of office. 

 

B. CONSTITUTION AND BY-LAWS 
 

1. The clubs/organizations shall have a Constitution and By-Laws 
drafted  and  ratified  by   the  members and approved  by the      
College President.  

2. Constitution  and  By-Laws  shall  be  reviewed,  amended and      
ratified  periodically if  necessary, consistent  with  the  vision,     
mission,  goals,  and  objectives  of  the  College.  
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SERVICES OFFERED: 
A.   Employment Placement 
B.   Industry Immersion Training Program 
C.   Monitoring and Follow-Up 
 
EMPLOYMENT PLACEMENT 
 This service helps the graduates and early school leavers  find an 
appropriate job/work for which they are best suited and where their 
interests lie. 
 
INDUSTRY IMMERSION TRAINING PROGRAM 

 The program aims to develop industrial competencies among       
students to meet current and emerging needs. The training components 
include two-phases namely: 

 
1. Industry Immersion I  -  includes development of positive attitudes 

toward work as well as knowledge, skills and behavior pattern          
required for job as applied to each area of specialization. 

2. Industry Immersion II  - consists of practical work experience through 
actual participation in productive activities in  industries as applied to 
each area of specialization.  

 
MONITORING AND FOLLOW-UP 

This service is done through industrial visits and efficient            
communication with the industry sectors to ensure that activities and 
progress on occupational behavior of trainees and graduates match 
their skills requirements. 

 

STUDENT HANDBOOK DEVELOPMENT 
 

              A Committee on Student Handbook Revision composed of heads 
of the different services under the Office of Student Affairs shall            
regularly review and update the student handbook for information and 
guidance of the students. 



 
 
C. Master list of official members shall be submitted  to the Office 

of Student Organizations for validation, and shall be posted by 
the respective organizations.  

 
3. Recruitment Week 

      The Office of Student Organizations shall announce the          
recruitment week for various student clubs and organizations that 
have successfully met the requirements set forth in the                 
pre-accreditation process.   
 

4. Application for Accreditation 
A. Accreditation of organizations shall pass through the          

Screening Committee based on criteria formulated. 
B. Any group of 50 students may apply for accreditation through 

the Head of Student Organizations to form an organization, 
subject to the following requirements: 
B.1 Letter of Application  
B.2 List of ad hoc officers, their positions, and signatures 
B.3 Constitution and By-Laws 
B.4 Proposed activities and projects for one (1) school year 
B.5 List of members with contact numbers and signatures 
B.6 Names of three (3) potential advisers 

C. The Certificate of Accreditation shall be endorsed and            
recommended by the Head of Student Organizations for      
approval of the OSA Director, the Vice-President for Academic 
Affairs and the College President. 

D. In case the existing organization decreases in number of     
members, it is given a year to comply with its requirements of 
50 members. 

 
5. Certification of Recognition 

A. The Certificate of Recognition shall be issued to the concerned 
student organization which has met  the  requirements set by 
the Office of Student Affairs upon the endorsement of the 
Head of Student Organizations and approval of the OSA       
Director, Vice President for Academic Affairs and the College      
President. 

 

38 

 
 
C. ACCREDITED STUDENT CLUBS AND ORGANIZATIONS 

 
Accredited Student Clubs and Organizations (ASCO) are student 

organizations of the College which had complied with the             
requirements for accreditation, passed the Screening Committee, 
approved by the College and are independent from the Supreme 
Student Council. 

 
1. Classification of Student Clubs and Organizations 

     
      A. Co-Curricular Clubs and Organizations  

These are the organizations composed of bonafide 
students who will be professionals in the particular  major 
fields or academic disciplines: 

A.1    College-Based Student Organizations; 
A.2  Academic-Based Student Organizations; and 
A.3  Technology-Based Student Organizations.  

 
B. Interest Clubs and Organizations 

     These are socio-cultural, spiritual ministry, athletic 
and other similar organizations composed of students 
who share special and common interest. 

 
2. Membership 
 

A. Membership to Co-Curricular student organizations is      
required to all bonafide students of the college. 

B. Membership to Interest Clubs shall be the students’         
prerogative, subject to the following conditions: 
B.1 He/She  must be a full-time student with at  least   15 

units; 
B.2  Graduating student who carries less than  15  units is a 

special case; and 
B.3  He/She may join two or more interest clubs as long as 

he/she can  maintain his/her academic  and  social 
standing. 
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B.  Any   student    organization      or     club     which     has     been                    
recommended for probationary status will be placed on       
probation for one semester. The overall performance of the 
student club /organization for one semester will be the         
determining factor in the lifting of the probationary status. 

8. Student Organizations’ Appraisal 
A.  The  Office   of   Student   Organizations   shall   provide,       

Implement and monitor a mechanism in evaluating the         
performances  of  the  recognized  organizations.  

B. Student   Organizations   shall   be   required  to  submit        
accomplishment   reports  and / or  documentations  of every  
activity  which  shall serve as one of the basis for determining   
awards. 

C. Year-end   Evaluation / Appraisal  shall   be   conducted before  
the  school  year  ends. 

9. Disqualification of Organization  
A. Violation of any provision of the rules and regulations of the 

college shall be a ground for disqualification of the                
organization. 

D. ADVISER OF A STUDENT ORGANIZATION  
1.  Selection of the Adviser of a Student Organization 

A. Three (3) potential advisers from among the College Faculty  
shall be nominated by the officers and members of every     
organization. Nominees will be submitted by the Student     
Organizations Head to the Director of Student Affairs and shall 
recommend one of the nominees to the President for           
approval based on the: 
A.1   character and integrity;  
A.2   leadership potential; and  
A.3   work load of the nominee. 

B. An Adviser shall have one advisory organization and shall have 
a term of one (1) year only.  

2. Duties and Responsibilities of the Adviser 
        The Organization Adviser shall:         

A.  Make himself/herself available for consultation especially with          
     the officers of the club. 
B.  Attend  meetings  of the organization.  In case he / she fails  to  
     attend a  meeting  due to  unavoidable circumstances, he / she 
     shall  secure  a  copy  of  the  minutes. 
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B. The recognition shall be effective for one (1) school year and 

may be renewed yearly, as long as the organization is existing 
and in good standing. 

C. Any student organization or club which does not  apply for 
recognition shall be considered illegal and unauthorized.     
Further, if the student  organizations do not renew recognition 
certificate, they shall automatically be deemed to have ceased 
operation.  Likewise, all their activities shall be considered    
illegal and unauthorized and subject to disciplinary action. 

 
6. Renewal of Recognition Requirements 

A Student Organization which desires to renew its        
recognition shall comply and submit the following requirements: 
        

A.  Letter of request for renewal of recognition 
B.  Photocopy of the previous Certificate of  Recognition 
C.  Year-End Report 
D.  List of officers and their respective positions 
E.   List of members and their specimen signatures 
F.  Name of three (3) potential advisers 
G.  Accomplishment Report  
H.  Financial Report 
I.   Inventory of Office Equipment and Materials 
J. Evaluation of the Organization Activities 
K. Proposed Programs and Activities  
L. Constitution and By-Laws  
 

7. Probationary Status  
A. The Office of Student Organizations may recommend the      

probationary status of operation of a certain student             
organization which has applied for renewal for accreditation 
based on the following grounds: 

A.1. Non-submission   and / or   Non-completion of          
the required document 

A.2. Non-adherence to its Constitution and By-Laws 
A.3. Non-accomplishment of at least 50% of its plans,     
        activities,  projects  during  the  previous  school   
        year  of  its  operation / accreditation. 
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C. Be  well-versed  and  adhere  to  the  constitution and by-laws   
of   the   organization. 

D. Assist  in  the   planning   of   activities   and   ensure  the       
attainment   of   the   organization’s   objectives. 

E. Be  present  or be with the  students  in  all the activities of   
the   organization. 

F. Make  sure  that  the  parent’s  permit  of the concerned           
students  have  been  submitted  prior  to the scheduled      
activity. 

G. Check   and   recommend   to   the    Head    of    Student           
Organizations and/or OSA Director the posters / notices /       
announcement   of  the   organization   before  they   are 
posted  in   and   outside   of   the   College   premises. 

H. Ensure  that  the  year-end   report  is  submitted  to the 
Office   of   Student   Organizations. 

I. Act as liaison between the  organization and the  college          
administration for smooth operation of the organization. 

J. Sign in all organization’s communications relative to its       
activities   and   operations. 

 
 
E. STUDENT ACTIVITIES 
 

The Office of Student Organizations shall serve as the                
coordinator of all student activities and the liaison among student 
organizations, including the Supreme Student Council. 

 
1. On- and Off-Campus Activities  

Any student organization activity shall comply with the following 
requirements: 

 
A. Secure a Permit Form from the Office of Student Organizations 

which shall be signed by the Organization President and Adviser. 
The form shall be submitted at least ten (10) working days      
before the scheduled activity. 

 
B. Submit the fully accomplished form to the Office of Student   

Organizations for recommendation by the OSA Director and 
VPAA for the approval of the College President. 
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C. Students who will participate in any on- or off-campus activity or 
training shall secure a Parent or Guardian’s permit. 

 
D. Adherence to the CHED Memorandum Order No. 63 Series of   

2017 shall be strictly observed in conducting off-campus           
activities. 

 
 
2. Use of the Bulletin Boards for Posters and Announcements 
 

 

A. All posters or written announcements on campus relative to    
student organizations and publication activities should bear the 
stamp of approval of the Office of Student Affairs.     Posters 
without the approval will be removed by the said office. 

 
B. Posting of advertisement of companies and outside institution 

shall be approved by the OSA, if they have a direct bearing on 
the welfare of the student populace and are not contrary to the 
college  policies. 

 
C. Organization or club postings are allowed only on designated 

bulletin boards. No postings shall be placed on pillars, posts or 
walls of the corridors unless permitted by the Office of Student 
Organizations.  Anyone found guilty of this shall be liable to    
disciplinary action. 

 
D. Standard duration of posting is one week. The concerned        

organization shall be responsible to remove its own postings. 
Extreme care shall be taken so that bulletin boards shall not be 
defaced when posters are removed. 

 
E.  Anybody caught removing or defacing posters within their valid   
     period shall be liable to disciplinary action. 
 
F. The maintenance unit and security guards have the power to        

remove summarily any posters or  announcements improperly 
stamped and not posted in the designated  places. 
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3. Fund-Raising Activities 
 

 Fund-raising projects may be allowed subject to the           
following rules:  

 
A. Any accredited student organization and the Supreme Student 

Council may be allowed to sponsor one major fund-raising       
activity and shall be scheduled two weeks before the final        
examination of each semester. 

 

B. Application to hold a fund-raising activity duly signed by the   
Organization President and Adviser shall be submitted to the 
OSA, for endorsement to the College Dean and approval of the 
Vice-President for Academic Affairs and College President. 

 

C. The application for fund-raising activity shall include the          
following: 

 
C.1  Objective of the fund-raising activity 
C.2  Nature of the proposed activity,  

(i.e. Cultural Show, musical show, whether or not it involves  
sale of tickets, etc.) 

C.3  Schedule of the fund-raising activity 
C.4  Beneficiary of the fund-raising activity (if any) 
C.5  Proposed Budget 
C.6  List of Working Committees 
C.7 Copy of solicitation forms and other materials 

 

D. Fund-raising activities to be conducted in cooperation with      
government or non-government organization shall be coursed 
through the Office of Student Organizations and the Office of 
Student Affairs. Tickets for voluntary contribution or raffles from 
outside agencies or organization shall likewise pass through the 
same offices. 

 

E. Any organization conducting a fund-raising activity shall  submit a 
financial report a month after the activity duly  noted by the   
adviser, a copy of which shall be furnished to the Office of the 
President. Failure to comply with the said requirement shall be a 
ground for disqualification of recognition of the organization. 
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POLICIES AND GUIDELINES ON LOCAL OFF-CAMPUS ACTIVITIES 
(CHED Memorandum Order No. 63, Series of 2017) 

 

COVERAGE 
  

 The CMO shall cover all the conduct of off-campus activities of 
HEIs within the Philippines, which were approved by the  concerned HEIs 
authorities.  The activities shall include but not be limited to the          
following: 
1.  Curricular 
     a.  Educational Tours / Field Trips 

 Visits to reputable firms or government sites and other areas 
identified by the concerned local government units (LGUs) safe 
for students; 

 Culture and arts related activities such as visits to museums,     
cultural sites, landmarks and other related venues; or 

 Plant industry visit, host training establishment visit, and other 
related visits. 

2.  Non-curricular 
a.  mission-based activities (e.g. retreat, recollection, etc.); 
b. conventions, seminars, conferences, symposiums, trainings and              

teambuilding; 
c.  volunteer work including peer helper programs, relief  
     operations, community outreach and immersion; 
d.  advocacy projects and campaigns; 
e.  participation in sports activities; 
f.   activities initiated by recognized various student groups; 
g.  interschool competitions /tournaments; or 
h.  culture and arts performances and competition. 

 

 
DEFINITIONS OF TERMS 

 
 For the purposes of this CMO, the following terms are defined as  
follows: 

 

1.   Approved curriculum refers to the curriculum duly approved by the     
HEI and duly noted by the CHED Regional Offices (CHEDROs).  

2. Curricular activities are required off-campus activities and are an       
integral part of the instructional program.  All students are expected 
to attend the scheduled off-campus activity since it is part of the          
regularly scheduled class time. 



45 

A. Educational Tours refer to off-campus learning activities involving 
mobility of students with the supervision of authorized personnel 
outside the premises of the institution which lasts for more than 
one (1) day, and involves relatively more places of destination than 
a field trip in accordance with specific degree program                  
requirements. 

B. Field Trips refer to off-campus learning activities involving mobility 
of students with the supervision of authorized  personnel outside 
the premises of the institution but is of relatively shorter duration 
usually lasting for only one (1) day and with fewer places of          
destination. 

C. Field Study / Experiential Learning / Related Learning Experience 
refer to off-campus activities which are congruent to the learning 
outcomes of the course in terms of time and context.  These          
activities require substantial off-campus learning as curriculum      
delivery. 

3. Institution refers to the HEI where the student is enrolled or where the 
personnel is employed.  

4. Non-curricular activities refer to off-campus activities that are          
considered as non-curricular or non-program-based activities, among 
others, and are left to the discretion of the concerned HEI for the 
strategies of implementation as long as the safety and security of the 
students are duly ensured. 

5. Off-campus activities refer to activities which include all authorized HEI 
curricular and non-curricular activities undertaken outside the premis-
es of the institution.  

EXCLUSIONS 

 The following off-campus activities shall be excluded from this 
CMO.  However, HEIs shall properly undertake  mechanisms to assure due 
diligence in the conduct of all off-campus activities for the safety and    
security of the academic community. 
 

1. International Educational Tours or Field Trips shall be governed by  
CHED Memorandum Order No. 26, s. 2015. 

2.  Internship / OJT / Practicum 
Students undergoing local and international internship, practicum or 
on-the-job training, shipboard training programs, etc. shall be           
governed by separate guidelines for student internship programs. 
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Checklist of requirements: 
 

1.  Before the off-campus activity 
    
  The President must require the submission of the following  from its 
personnel concerned: 

REQUIREMENTS PROOFS 

1.1     Curriculum   

The curriculum should include the 
off-campus activity with                  
corresponding unit credits and time 
allotment    whether lecture or    
laboratory hours, specifying course 
title and unit credits. 

Course Syllabus which reflects 
the relevance of requiring an   
educational tour and field trip. 

1.2     Destination  

As much as practicable, destination 
of off-campus activities should be 
near the concerned HEI in order to 
minimize cost. CMO No. 11, s 1997 
entitled, Enjoining All Higher         
Education Institutions (HEIs) in the 
Country to Make, Insofar as         
Practicable, All Registered Museums 
and Cultural Sites and Landmarks as 
Venues for Educational Tours and 
Field Trips and Subjects for   Studies 
and Researches may serve as guide 
for the places that may be   visited 
among others, registered              
museums, cultural sites and         
landmarks that should be in line 
with the objectives of the                  
off-campus activity. 
 The destination and schedule 
should be relevant to the subject 
matter. 

Appropriate report 
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1.3     Handbook or Manual   

The requirements and guidelines of 
the conduct of local off-campus               
activities should be updated and be 
included in the students’ handbook 
or manual. 

Handbook or Manual 

1.4     Consent of the Parents or               
           Student’s Guardian 

Duly    notarized   /    subscribed 
consent 

1.5     Medical Clearance of the  
           Students 

Medical clearance of the students, 
if appropriate duly signed by the 
HEI or government physician 

1.6     Personnel-In-Charge   

     The designated personnel-in-
charge must be an employee of the 
institution and must have the      
appropriate qualifications and     
experiences related to off-campus 
activities.  When necessary,       
identify overall leader from among 
the personnel-in-charge. 
     With appropriate first-aid and      
medical emergency training. 

     Designation or order from       
the Administration indicating            
personnel-in-charge’s role and              
responsibilities before, during and 
after the off-campus activities. 
       
 
 
       Relevant certificate on first-aid 
training. 

1.7     First Aid Kit   

The HEI should provide a complete   
first-aid kit. 

First-aid kit 

1.8     Fees / Fund Source   

The fees to be collected from the       
students must be duly approved 
and disseminated to concerned            
stakeholders. 

Duly approved schedule of fees 

There should be a breakdown of 
fund sources and other resources 
properly secured and accounted 
for. 

Appropriate report 
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1.9     Insurance   

The HEI should provide insurance 
(individual or group) provision for     
students, faculty and other           
concerned stakeholders, for the    
purpose of the activity. 

Proof of insurance provision 

1.10 Mobility of Students  

1.10.1 Owned by the HEI Updated / valid documents             
pertaining to registration,          
insurance coverage,  driver’s      
license assurance of road-
worthiness, among others. 

1.10.2  Third party or                       

sub-contracting 

  

1.10.2.1 Franchisee        Certification from LTFRB for     
the     validity     of   the    franchise 
of the proposed operator (i.e.    
legitimate, current and up - to -
date, if applicable. 
 

        Special permit from LTFRB if 
transportation is out-of-line. 
 

        Updated / valid documents       
pertaining to registration,             
insurance coverage, driver’s        
license, assurance of                    
roadworthiness, etc . 

1.10.2.2 Travel and Tour Operator 

    In cases where the service of    
Travel and Tour Operator is used, it 
should be duly accredited by the 
DOT. 
      If applicable, the HEI must       
engage an accredited tourist 
transport vehicle and/or tourist 
guide with the  appropriate        
permits. 

       

      Copy of Travel and                
Tour Operator Accreditation               
Certificate    by    the    DOT 

 

      Duly approved Plan/Itinerary 
of travel by the HEI 
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2. During the off-campus activity 
 

 

REQUIREMENTS PROOFS 

2.1 Personnel-in-charge, identify 
overall leader (when necessary) 
with the following tasks: 

List of personnel or attendance 

2.1.1 Accompany the students 
from the time they assemble for 
the off-campus activity up to 
debriefing. 

List of students and / or        
attendance 

2.1.2 Ensure the provision of the 
allowable seating capacity of the 
vehicle/s used. 

Contract of service with the third 
party 

2.1.3 Ensure that program of 
activities is properly followed as 
planned or activities can be     
adjusted as the need arises. 

  

1.12.3 Announcement to         
students, faculty and  parents of 
the activity one (1) or two (2) 
months before the scheduled 
date of the conduct of off-
campus activities 

Letters to parents, students and 
adult companion preferable       
faculty 
 
Appointment with conforme of 
Personnel-in-charge 

1.12.4 Briefing to concerned  
faculty and students and provide 
the needed info materials before 
the trip 

Itenerary Handy information     
materials for students 

1.12.5 Learning journals for     
students 

Standard format of learning       
journals given to students 

1.12.6 Emergency Preparedness 
Plan to be given to   students and 
stakeholders 

Appropriate report 
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    Certification from LTFRB for    
the validity     of     the franchise 
of the proposed operator  (i.e. 
legitimate, current and up-to-
date, If applicable. 
     Vehicles’ updated / valid            
documents pertaining to              
registration, insurance  coverage, 
driver’s license,   assurance of 
roadworthiness, etc . 

1.11    LGUs / NGOs   

The HEI should duly coordinate with 
appropriate LGUs / NGOs. 
  
Whenever necessary for the   safety 
and convenience of the touring      
party, advance and proper            
coordination with the local           
government units with          
acknowledged letter from the      
concerned government agency shall 
be secured before the scheduled 
dates of the activity. 

      Copy of the letter sent to the 
LGUs 
  
      Copy of acknowledgement 
letter from the LGUs 

1.12     Activities 
  

1.12.1 General orientation to       
students 

Minutes and attendance of the 
briefing and consultation          
conducted to concerned             
students, faculty and stake-
holders 

1.12.2 Consultation to concerned 
students, faculty and stakeholders 
with attached minutes of              
consultation and attendee’s         
signature 
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3. After the off-campus activity 
 

 
 
 
Submission of Reports 

 

 The HEIs shall submit the following comprehensive reports in    
compliance with this CMO: 

 

1. Certificate of Compliance.  A certificate of compliance, duly notarized, 
certified correct by the PIC, recommending approval by the VPAA and 
duly approved by the President or Head of the HEI or his/her            
authorized representative stating that all the requirements have been 
prepared and duly complied with using the prescribed template shall 
be submitted to the CHEDRO fifteen (15) days before the activity. 

 

2. Report of Compliance. A report of compliance must be certified      cor-
rect by the PIC, reviewed by the Dean or Program Head,               rec-
ommending approval by the VPAA and duly approved by the      Presi-
dent or Head of the HEI or his/her authorized representative listing all 
the activities and corresponding compliance using the        prescribed 
template shall be submitted to the CHEDRO fifteen (15) days before 
the activity. 

 
 

REQUIREMENTS PROOFS 

3.1    Learning journals of  
students 

Appropriate report / grades 

3.2    Assessment report /             
Evaluation Report 

Assessment report by      
faculty including the   
breakdown of expenses 

3.3    Expenditure report Breakdown of expenses 

3.4    Debriefing  of  concerned      
faculty to students to be able to 
assess acquisition of  learning 

Report on debriefing       
program conducted 
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3.  Comprehensive  Semestral / Term  Report.   A   semester /  term    
comprehensive report shall be submitted to the concerned CHEDRO at the 
end of the semester/term of the conduct of the education tour and field 
trip using the prescribed template. 
 

Exemption from submission of report to CHED 
 
1. HEIs awarded as Autonomous, Deregulated, Centers of Excellence/
Centers of Development, or Level II accredited programs, and SUCs with at 
least Level III shall be exempted from submitting Report of Compliance, 
but are required to submit the Certificate of Compliance. 
 
2. Submission of reports shall not be required for non-curricular off-
campus activities and field study/experiential learning/related learning 
experience activities.  However, for the purposes of transparency, the   
activities should be posted in conspicuous places and the website of the 
HEI, if available. 
 
Students 
 
1.  Responsibilities and Obligations:   
     Students shall: 

a. Be officially enrolled; 
b. Adhere to the rules and regulations of student manual; and 
c. Submit a learning journal/paper reflecting his/her observations 

learnings, findings and noteworthy experiences 
 

2.  Imposition of sanctions for non-performance/violation of above-
mentioned actions should be in accordance with the HEIs’ policies.   

 
Fees 
 
 Students should only be charged for actual costs of transportation, 
entrance fees and related expenses, subject to consultation.  General   
information on fees related to the conduct of off-campus activities should 
be included in the student handbook or manual. 
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THE STUDENT PUBLICATION  
 

 The MPC Journal is the Official Student Publication of the College. 
The student publication shall adhere to the following provisions on     
selection process, membership requirements, and other related policies 
and laws specifically R.A.7079. 
 

1. The Editorial Board, Staff/Correspondents and Apprentice 
 

A. The selection of Editor-in-Chief and Editorial Board and staff       
correspondents of the student publication shall be through a   
qualifying placement examination prepared by the Committee on 
Student Publication. 

 

B. The committee shall be composed of a representative from the 
school’s senior staff, one faculty or language critic, two former  
editors to be chosen by the outgoing editorial board and the      
Student Publication Technical Adviser, who shall act as the      
chairperson. 

 

C.  Selection shall be done before the end of the school year. 
 

D. Qualifying examinations for Apprentice or new member of the  
student publication shall be determined and  scheduled by the  
Editorial Board. 

 

E. A member of the Student Publication staff must satisfy the         
following to retain membership in the staff: 

 

E.1 maintains  his / her  satisfactory  academic  standing, 
E.2 shows his / her  dedication  and  commitment  to the           
       student  publication,   and  
E.3 promotes  harmonious  relationships  between  and    
      among  the  members  of  the  student  publication. 
 

F. The Editorial Board, Staff, or Correspondents shall not  accept any 
position, except as member, in any accredited student clubs and 
organizations, student council, committee on election, or any 
group or body, both on- and off-campus which would directly or 
indirectly lead to partisan and conflict of interest, however, if the        
organization is a non-partisan, he/she has to secure consent and 
approval of the publication. 
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G.  If any of the members of the student publication is planning to 

run or advance political career aside from being a journalist of the 
college, he/she shall resign in the publication at least 3 months 
before the date of election of Student Council and  student       
organizations, and shall not use the name of the publication to 
promote himself/herself until his/her graduation in college.   

 
2. Technical Adviser and Language Advisers/Critics (English and         

Filipino) 
 

A.  There shall be one Technical Adviser and two Language Advisers /
Critics (English and Filipino). 

 
B.  Selection shall be based on the recommendation of the Editorial 

Board and shall have a 2-year term of office which may be        
renewed depending on the performance and endorsement of the 
succeeding Editorial Board  subject to the approval of the College 
President. 

 
3. Student Publication Scholarship and/or Incentive 
 

  Editorial Board, Staff and Correspondents of the Student           
Publication shall be entitled to the following incentives: 

 
A. The Editor-in-Chief and the members of the Editorial Board shall 

receive incentives to be proposed by the publication adviser and 
endorsed to the college administration for approval after the    
release of  regular issue of the publication. 

B. Staff and Correspondents shall be recognized based on his/her 
published articles, illustrations, layouts, and/or pictures as stated 
in the Summary of Journalist’s Accomplishment Report (OSP Form 
6, s.2018), endorsed by the Editor-in-Chief and certified by the 
Technical  Adviser. 

C. Incentives shall be taken from the Student Publication Fund      
subject to the usual accounting and auditing. 
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C.  INSTITUTIONAL STUDENT PROGRAMS AND SERVICES 
 
 

SCHOLARSHIP PROGRAMS 
 
 The Scholarship and Financial Assistance Office shall commit itself 
to coordinate, systematize and professionalize the administration of the 
College scholarship and financial assistance programs for the               
economically disadvantaged but talented and deserving students. 
 

 OBJECTIVES 
 
1. To  democratize access to meaningful education in the form of grants-  
     in- aid that would benefit students; 
2. To provide opportunities for part-time work for students who can 

hardly shell out their everyday expenses; 
3. To accept re-application of scholarship grant as long as the student 

meets the specific criteria and requirements; 
4. To provide guidance to academic scholars through the MPC Roster of 

Scholars. 
     
Sponsors of Scholarship Grants/Assistance: 

 
  Public / Private Institutions      
 Industrial Firms 
 Individuals 
 Foundations / Non-Government Organizations 

 
INSTITUTIONAL ACADEMIC SCHOLARSHIPS 

Merit Scholarship 

 Merit Scholarship is at least one semester of learning in the       
College with either full or partial scholarship allowance. 

 I. CLASSIFICATIONS 
 

A. President’s Listers. These are also called College Scholars 
who  maintain a weighted average of at least 1.5. They qualify 
for scholarship in the monetary form equivalent to 100% of 
their tuition fee. 

 

B. Dean’s Listers. These are also called Academic Scholars who 
maintain a weighted average of at least 1.75. They qualify for 
scholarship in the monetary form equivalent to 75% of their 
tuition fee.  

 

 II. QUALIFICATIONS 
 

Merit scholarship is given to a student who: 
A. maintains  high  weighted  average with no grade lower than    
         2.5 in any subject; 
B. has  established a residence of at  least  one  semester in the    
         College; 
C. carries  a  normal   load   prescribed   by  his / her  respective            
         curriculum with no incomplete grade and dropped subject;   
 D. is of good moral character;  and 
 E. has  not  been  subjected  to  any  disciplinary  action  by  the         
          College. 

 

 Merit Scholarship is renewable every succeeding semester 
whenever the recipient meets the conditions set forth for the 
scholarship. 

 

In-House Service Grants 

The College awards financial assistance to a qualified student. 
This assistance is classified as: 

A. Service Grants which is a financial assistance granted to a          
student for rendering his/her special talent to the service of the 
college. 

 

1.   RECIPIENTS  
  The following students are qualified recipients of financial  
assistance in the monetary form based on the In-House Service 
Grants. 

     a. Supreme Student Council 
 b. College Athletes 
 c. Literary and Cultural Winners 
 d. Skills Competition Awardees 

 e. Editorial Board   
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2. QUALIFICATIONS 

A. Supreme Student Council Officers Scholarship Grant  
     To qualify for this financial assistance, the applicant shall: 

  1.    be a duly certified officer of the SSC; 
 2.    have at least two semesters of residence in the College;  
 3.    currently enrolled in any course, carrying a minimum load   
         required  in  his / her  curriculum. 

B. * College Athletes 
     To qualify for this assistance program, the applicant must be  
     a full-time student and shall: 

1. have  participated  in  regional,  national or international                  
      athletic competition; 
 2.   pass the requirements set by the coach of the particular event. 

C.  * Literary and Cultural Winners 
     1.   The applicant shall be a full-time student and shall have  
            participated  in regional, national or international competition.  
D.  * Skills Competition Awardees 
      For this program, the applicant shall be: 

1.    a full-time student; 
2.    a participant in any regional, national or international  
        skills competition. 

E. Editorial Board Scholarship 
 Please refer to Student Publication Scholarship/Incentive.  
 
*For the winners additional Cash Incentives and Certificates: 
         Gold       or   1st Place         -      Php 5,000.00 
         Silver      or   2nd Place       -      Php 3,000.00 
         Bronze   or   3rd Place        -      Php 2,000.00 
 

 
GOVERNMENT AGENCIES SCHOLARSHIP 

 

A. National Household Targeting System for Poverty Reduction        
(NHTS-PR) or Listahan 2.0 refers to the information management   sys-
tem of DSWD that identifies who and where the poor are in the coun-
try. The system makes available to  national government agencies and   
other social protection stakeholders a database of poor families as ref-
erence in identifying potential beneficiaries of social protection pro-
grams;  
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B. Pantawid Pamilyang Pilipino Program (4Ps) beneficiary refers to 
households receiving assistance from the 4Ps, whether through the   
regular or modified versions of the program. The 4Ps is a human               
development measure of the national  government that provides        
conditional cash grants to the poorest of the poor, to improve the 
health, nutrition, and the education of children aged 0-18; 

 

C. Student Financial Assistance Program (StuFAP) refers to a system of 
scholarships grants-in-aid, student loans, subsidies, and other incentives 
for eligible students: 

 
1. TULONG DUNONG (TD). This is intended for graduating high school 

students whose GWA is at least 80% in the third year and at least 
80% in the first three grading periods of the fourth year. This       
program can be availed by students belonging to the following:   
persons with disabilities (PWDs), solo parents and their dependents, 
members of cultural minorities, members of the hill tribes and      
senior citizens, if qualified. (Php 12, 000.00) 

 
2. DND-CHED-PASUC STUDY GRANT (DCP). This is intended for         

qualified dependents of military personnel of the Armed Forces of 
the Philippines who were killed in action, discharged due to          
complete disability combat related and those who are in active      
service subject to admission requirements of accepting State         
Universities and Colleges (SUCs). The specific guidelines pertaining 
thereto are  contained in the Implementing Rules and Regulations of 
the Department of  National Defense (DND) – CHED –  Philippine 
Association of State Universities and Colleges (PASUC).               
(Php5, 000.00)  

 
3. OPAPP—CHED Study Grant Program. This is intended for                

authenticated or amnestied former rebel and individual  members 
of groups with existing peace agreements with the government or 
their next of kin who cannot afford to study in college due to         
financial constraints. Only one slot can be availed by the qualified 
former rebel or his/her designated qualified next of kin beneficiary. 
The specific guidelines pertaining thereto are contained in the Joint 
Memorandum Circular of CHED and The Office of Presidential       
Adviser on Peace Process (OPAPP).  (Php 10, 000.00) 
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4. CHED SPECIAL STUDY GRANT PROGRAM FOR CONGRESSIONAL        
DISTRICTS (CSSGP). This is intended for poor and deserving students 
from the different Congressional Districts and those recommended by 
Party Lists. They are to enroll in degree programs at any curriculum 
year level, preferably in public HEIs. (Php 5,000.00) 

 

5. CHED SENATE STUDY GRANT PROGRAM (CSSGP). This is intended for 
poor and deserving students selected by the Office of the Senators. 
They are to enroll in degree programs at any curriculum year level, 
preferably in public HEIs. (Php 5,000.00) 

 

D. Unified Student Financial Assistance System for Tertiary Education 
(UniFAST) refers to the harmonized and state-run system of higher 
education and technical-vocational scholarships, grants-in-aid, student 
loans, and other modalities of StuFAP under the UniFAST Act  
(Republic Act No. 10687).   

 
 
 

 NON-GOVERNMENT /PRIVATE ORGANIZATIONS/INDIVIDUAL  
SCHOLARSHIPS  

 

       This refers to scholarship grants given by benevolent benefactors   
belonging    to   private   entities   and   non-government  organizations   to 
economically-disadvantaged but  deserving students in  the  form   of  free 
tuition,  school fess  and  allowances. 
 
 

GENERAL REQUIREMENTS, POLICIES AND GUIDELINES OF 
SCHOLARSHIPS AND GRANTS 

 
 As a general rule, scholarships are awarded to a student who meets 
the minimum criteria set by the College in coordination with the         
Scholarship Committee. 
 

GENERAL GUIDELINES 
 

1. A student who wishes to apply for a scholarship grant shall comply 
with the minimum requirements set forth in the MPC Student    
Manual on the specified deadline. 
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2. A continuing scholar needs to re-apply  during  the period as             
prescribed by the benefactor.  In case of non-compliance, the       
applicant shall be automatically dropped from the Roster of       
Scholars. 

3. A late applicant shall no longer be considered once the list is         
finalized and approved. 

4. A successful candidate is required to sign the Scholarship            
Agreement Form indicating his/her acceptance of the conditions 
relative to scholarship. 

5. With the exception of the incoming freshmen, applications for a 
scholarship shall be considered if and only when the  applicant has 
been officially enrolled at MPC for at least one semester. 

6. An Incomplete Grade (INC) shall be completed on or before the    
succeeding semester. 

7. A selected scholar shall maintain a General Weighted Average 
(GWA) of 2.0 or higher in every semester, without any failed, 
dropped or withdrawn mark unless otherwise stipulated in the 
Memorandum of Agreement. 

8. The Grantee shall carry a full semestral load as prescribed in the 
course curriculum within the normal duration of the course. 

9. The Grantee shall not be a recipient of any other scholarships   
granted by any other government or private institutions. 

 
APPLICATION REQUIREMENTS 
 

1. Accomplished application form accompanied by letter of  intent. 
2. Certified grades slip from the Registrar’s Office. 
3. Latest Income Tax Return of parents or Certification of Indigency  

from  Barangay  from  where  he / she  belongs. 
4. Certificate of Good Moral Character issued by the Registrar’s 

Office / Guidance Counselor / Barangay Captain. 
5. Latest Registration Form/Certificate of Enrollment. 
 

ADMINISTRATION 
 
 The final selection and confirmation on the award of the Scholarship 
Program to the qualified student shall be done by the College through the 
Scholarship Office.   



LIBRARY SERVICES 
 

 Marikina Polytechnic College Library endeavors to provide the 
needs of the students and faculty through efficient management of its 
resources and systematic library services.  Teaching and non-teaching    
personnel and students within and outside this college can utilize all     
available resources as they abide by library policies. 
 
1. Library Collections 
 

A. Books 
A.1 Circulation Books and Filipiniana books can be borrowed for 

overnight use provided that there are multiple copies and there 
is no great demand on its use.  

A.2 Reference books, Reserved books, and Supplementary Reading 
Materials are for room use only but may be photocopied. 

A.3 Fiction books may be borrowed for five (5) days and renewable 
provided there is no prior reservation request that was made by 
another library user.  

B. Periodicals 
Newspapers, magazines, journals, and other leisure reading            
collections are for room use only.  Photocopy of maximum of two (2) 
titles at a time is allowed. 

C. Theses and Dissertations 
Theses and dissertations are for room use only.  A separate           
compilation of the title pages and their abstracts are allowed for    
photocopy.    

D. Audio Visual Materials 
CD Roms may be borrowed for classroom use by presenting a letter 
of request at least one day before its date of use. 
 

2. Services  
 

 A. Current Awareness Services 
  Students, faculty, and other followers of the Marikina          
Polytechnic College Library Facebook page are being updated on   
every related and significant event about the MPC Library and the 
community.  Memos, announcements, reminders, and updates are 
posted on Bulletin Boards. 
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B. Reader's Advisory Services 
  This is extended to the faculty and students doing research or 
independent studies. It is primarily intended to assist library          
clienteles in gathering needed library materials and references easily.  
Researchers may freely approach the librarian anytime for help,    
advice, and assistance.  
 

C. One-to-one Instruction 
  Librarians and staff, as well as the student assistants, are 
trained to explain the library procedures especially for those who are 
unfamiliar with the library procedures and other reference tools.  
 

D. Orientation 
  Librarians conduct the library orientation for each section of 
the freshmen college and senior high school  students every first  
semester of the academic year. 
 

E. Database Searching 
  Online Public Access Catalog (OPAC), Serials, and Vertical Files 
are available through the MyRDA+ software. 
 

F. E-services 
  Students may browse the internet for free at the Internet  
Resource Section. Initial length of computer use is 30 minutes and 
can be extended depending on the number of students waiting     
reflected in the IRS logbook. 
  E-resources section provides links to various sources of            
e-books, e-journals, e-newspaper, e-references, Online Public Access 
Catalog (OPAC) of other colleges and universities, and Philippine         
e-library. MPC Library e-resources can be accessed in any computer 
with internet access through       
 https://mpclearningresourcecenter.wordpress.com/  
 STARBOOKS (Science and Technology Academic and Research-Based 
Openly Operated Kiosks) which contains thousands of digitized      
science and technology resources in various formats (text and video/
audio) can also be accessed for free, one user at a time.  
 

G. Referrals and Linkages 
  Referral letters to other libraries are issued upon request 
which is generally signed by the Head Librarian. 

https://mpclearningresourcecenter.wordpress.com/


HEALTH SERVICES 

 

 The MPC Medical-Dental Office provides health related services and 
wellness program to all the students and members of the academic and 
non-academic community. The Clinic is headed by a registered physician, 
with the support of the dentist, nurse and trained staff. 
 

The Clinic renders the following health services: 

1. Routine Medical and Dental assessment, consultation and basic 
treatment of sudden/minor medical/dental ailment. 

2. Annual Physical Medical and Dental Examination to all the enrolled 
Grade 11 (Senior High), college freshmen, transferees and shifters. 

3. Health promotion and disease prevention awareness through      
lectures and other related health education activities in cooperation 
with local health officials and other units or organizations of the 
school. 

4. Provides first aid treatment to trauma and emergency cases;        
facilitates referral of patient to specialized institution. 

5. Issues medical clearance to students for Industry Immersion (IM), 
Pre-employment Certificates upon the request of faculty members 
and other concerned patients examined and  treated by the school 
physician. 

6. Issues dental certificates to student who has been examined and 
treated by the dentist to certify absences from class, as well as    
readmission to or exclusion from class. 

7. Provides students and other patients the necessary oral medicines 
needed to treat simple medical/dental problems and diseases. 

8. Keeps health records of students, faculty and non-academic         
personnel. 

 
 

ADMISSION SERVICES 
 

 These are services that take care of the provisions of student’s    
entrance and requirements. This Office is responsible for the screening of 
qualified applicants for admission and enrolment in programs which match 
their academic performance and potential. 
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FOOD SERVICES 

          The canteen and food nooks are operated by private concessionaires 
and their operations are closely supervised by the College to ensure clean, 
nutritious and affordable services to the students, faculty and personnel.  
 An Inspection Committee regularly monitors the cleanliness and 
safety of foods served. 
 

MULTI-FAITH SERVICES 
          These refer to the provision of an environment conducive to free 
expression of one’s religious orientation in accordance with institutional 
principles or policies.   
 

SAFETY AND SECURITY SERVICES 
            The College has availed the services of licensed and competent 
security personnel who shall ensure the safety and security inside the   
campus.  
 There are programs to address disaster risk reduction management 
concerns, regular earthquake and fire drills and a prepared contingency 
plan in compliance with R.A 10121.  
 

STUDENT INSURANCE 
               All enrolled College and SHS students are insured 7 days a week, 
24 hours a day anywhere they may be. Students may avail of Sickness,   
Accident or Death Benefits covered by the insurance policy. They may 
claim reimbursements or benefits coverage upon notice has been issued 
to the OSA and endorsed to the Insurance Company together with all the 
required documents for processing of claims. 
  

CULTURE AND ARTS AFFAIRS 
 This office serves as an avenue for talented students to hone their 
special talents and harness their skills in the field of music, dance, acting 
and other cultural and literary arts expression. They are given rigid        
trainings and workshops to develop their potentials to the fullest under 
the supervision and training of competent  trainers. 
 

SPORTS DEVELOPMENT PROGRAM 
 This office provides mechanisms in the recruitment of physically fit 
students who excel in different sports. The coaches conduct try-outs to 
select potential players who will undergo proper training programs to    
prepare them compete in various sports competitions. 
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CODE OF CONDUCT AND DISCIPLINE 
 
 

All bonafide students of the College should strictly follow the policies on 
student discipline.  However, no student shall be penalized, suspended 
from classes or expelled from the College  except for cause as provided by 
pertinent policies and after due  process.  The following are the policies on 
student discipline: 
 

1. Attendance 
a. Every student is expected to attend his/her classes punctually and 

regularly. 
b. A student may be dropped from a subject if he/she has been absent 

with no valid reason for more than seven (7) consecutive class 
meetings.  In addition, a student may be dropped if he has an        
accumulated absence of at least twenty percent (20 %)  of  the total   
number of class hours in a semester. 

c. A student who has incurred more than the allowed number of hours 
per subject per semester shall be automatically dropped from the 
roll if the absences were incurred before the mid-term and a grade 
of 5.0 if it is after the mid-term. 

 

2. School Uniforms, ID Cards and Dress Code 
a. Student is required to wear his/her school uniform and identification 

card everyday while inside the school premises.  Female student 
shall wear knee-length skirts. Male student is required to wear white 
inner shirt. He/she may wear batch shirt during washday. 

b. The prescribed PE uniform (T-shirt and jogging pants), Technology 
uniform or NSTP uniform, if any shall be worn only during the      
scheduled classes. 

c. Student is required to wear dark, closed shoes during school days. 
d. Student is expected to wear appropriate attire on non-uniform     

activity days.  Inappropriate attires for female student are blouses 
with bare back, midrib, low or plunging neckline, spaghetti straps, 
haltered sleeveless, hanging blouse, see-through garments,             
mini-skirts, shorts, ripped jeans, leggings, beach and Japanese      
sandals and slippers. 

e. Male student is prohibited to wear earrings, costume jewelries and 
sport body tattoos. 
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3. Haircut 
a. Male student is required to have a clean and decent haircut. 
b. Female student is expected to observe proper hair grooming. 
c. Male/female student is not allowed to wear theatrical/sporting      

colored or highlighted hair.    
 

4. Schedule of Playing Ball Games 
a. Students are advised to refrain from playing ball games from 8:00 

a.m.   up   to   4:00 p.m.   unless  supervised   by    their respective    
PE instructors or professors.  Violation will be dealt with accordingly. 

 

5. School Activities 
a. Student is expected to participate only in  authorized activities of the 

College such as assemblies, symposia, cultural programs, recognition 
programs, and the like. 

b.  Student is also  expected  to  observe  proper decorum on any school    
      activity. 
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DISCIPLINARY ACTION AND SANCTIONS DISCIPLINARY ACTION AND SANCTIONS 

GRAVE OFFENSES 

SANCTION 

1st 

Offense 

2nd   

Offense 

3rd 

Offense 

1. Possessing, processing, selling 

and using any prohibited drugs. 

Expulsion/ 

Dismissal 

    

2. Initiating or participating in 
any form   of hazing, physical 
initiation or any activity,   which   
inflicts harm or physical injury  
upon  the  person  or fellow    
students or other university    
students  inside or outside the 
campus. 

Dismissal     

3.    Carrying     deadly     and            

dangerous    weapons    and          

explosives  inside  the  campus. 

Dismissal    

4.    Committing arson/    

attempted arson. 

Dismissal   

5.  Engaging in any immoral,    

indecent acts and acts of        

lasciviousness inside the       

campus and in school related 

activities outside the campus. 

Dismissal   

6. Acting as initiator or           

accomplice in any form of crime 

against persons and / or       

property, willful destruction of 

any school property or                     

negligence arising from         

damaged to person or property. 

Dismissal   

7.     Committing grave              

misconduct 

Dismissal   

8.  Soliciting money, donation, 

and contributions in cash or in 

kind without the prior             

approval of the school. 

Dismissal     

9. Stealing school property and 

those of the school personnel 

and students 

Dismissal     

10. Assaulting   or  challenging   

any school personnel or student 

which results to bodily harm. 

Dismissal     

11. Conniving in any form with 

bad elements in deliberately 

attempting to sabotage, steal or 

place the school in danger or in 

great embarrassment. 

Dismissal     

12.Committing acts inside and 

outside the campus that would 

malign the name of the school. 

Dismissal     

13.Threatening, coercing or    

intimidating any student to 

attend any activity or to be   

absent from class, preventing 

other students   or   members 

of the staff from discharging 

their duties. 

Dismissal     

14.   Malversation    of    school      

organization funds. 

Dismissal     

15. Forging teachers’ signature. Suspension 

for the rest 

of the        

semester 
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16. Forging,   falsifying or      

tampering   school  records,   

documents   or   credentials or   

knowingly furnishing the school 

with false or fraudulent          

information in connection with 

an official document. 

Suspension 

for the rest 

of the        

semester 

    

17. Cheating   in   examinations   

or   taking  examination  by   

proxy. 

Suspension 

for the rest 

of the        

semester 

    

18. Extorting  or  forcibly  asking  

money  from anybody. 

Suspension 

for the rest 

of the       

semester 

    

LESS GRAVE OFFENSES 

SANCTION 

1st 
Offense 

2nd 
Offense 

3rd 
Offense 

1.  Posting and circulating 

leaflets and other printed      

materials which lead to          

subversion, disorder and chaos 

to the College or to the         

government. 

15 days     

suspension 

Suspension 

for the rest 

of the     

semester 

Dismissal 

2.  Joining, instigating or leading 

rallies, demonstrations and   

other forms of unapproved 

group action which create     

disorder. 

15 days 

suspension 

Suspension 

for the rest 

of the      

semester 

Dismissal 

3.  Organizing and joining any           

unauthorized fraternity, sorority 

or other student organizations 

which create disorder and     

disciplinary problems to the 

College. 

15 days 

suspension 

Dismissal  
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4. Bringing and drinking liquor 

inside the school premises. 

15 days 

suspension 

30 days 

suspension 

Suspension 

for the rest 

of the    

semester 

5. Committing misbehavior or           

misconduct which may          

endanger or threaten the 

health or safety of an            

individual in the campus or 

which may adversely affect 

the students’ welfare as 

member of the academic 

community. 

15 days 

suspension 

Dismissal  

6.  Lending and borrowing of 

school ID and uniform for    

entry inside the school       

campus. 

15 days 

suspension 

Suspension 

for the rest 

of the    

semester 

 

7.  Entering the campus in a 

drunken state. 

7 days   

suspension 

15 days 

suspension 

Suspension 

for the rest 

of the     

semester 

8. Uttering defamatory,       

slanderous and libelous            

statements/remarks against 

any student, faculty member 

and school official and          

employee. 

7 days    

suspension 

15 days 

suspension 

30 days    

suspension 

9. Disrespecting or molesting 

faculty members, school      

officials, employees, students 

and visitors by ridiculing, 

mocking or instigating a    

quarrel. 

7 days    

suspension 

15 days 

suspension 

Dismissal 
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10. Committing acts of           

vandalism such as writing, 

drawing on walls and pieces 

of furniture; breaking of glass         

windows, showcases,         

cabinets, electrical devices; 

improper use of tables and 

chairs,   tools   and   machines 

in the shop or in any of the 

school properties. 

7 days          

suspension 

with              

replacement    

of vandalized     

materials 

30 days   

suspension 

Dismissal 

11. Gossiping or rumor-

mongering with the malicious 

intention of destroying the 

reputation of another person. 

7 days         

suspension 

15 days    

suspension 

Suspension 

for the rest 

of the      

semester 

12. Jumping over the fence as 

entry to/exit from the school 

campus. 

3 days 

suspension 

7 days    

suspension 

30 days    

suspension 

13. Using school facilities and 

equipment without             

permission or authority. 

2 days       

suspension 

7 days   

suspension 

30 days 

suspension 

14. Smoking within the 

school premises. 

Reprimand 7 days    

suspension 

30 days 

suspension 

15. Gambling in any form. Reprimand 7 days    

suspension 

30 days 

suspension 

16. Posting of manifesto,  

petition, poster of similar  

nature without the approval 

of OSA, otherwise posted on 

the   freedom wall. 

Reprimand 3 days   

suspension 

15 days 

suspension 

17. Viewing, reading, and 
possessing objects, pictures 
or literature that are          
pornographic   in   nature. 

Reprimand 7 days   
suspension 

Suspension 
for the rest 

of the   
semester 

18. Failing to wear prescribed 

uniform or appropriate attire 

and proper ID inside the   

campus. 

Reprimand 7 days     

suspension 

Suspension 

for the rest 

of the    

semester 

NOTE:     Offenses not stated herein shall be determined by the college 
authorities for appropriate action.   

  
 GRAVE and LESS GRAVE OFFENSES may be referred to the         
Committee on Student Discipline / VPAA / College Dean / Prefect of         
Discipline for   appropriate action and deliberation. 
 MINOR  OFFENSES   may  be   resolved   by  the  Instructor           
concerned. 
 Habitual offenders may be referred to the Prefect of Discipline/
Dean/Principal. 
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MINOR OFFENSES 

SANCTION 

1st  
Offense 

2nd 
 Offense 

3rd  
Offense 

1. Loitering during class 

hours, making unnecessary 

noise such as singing or     

boisterous conversation 

causing     annoyance. 

Reprimand Community 

Service 

3 days     

suspension 

2.   Using        cellphones,        

headsets,   disc  and  other 

gadgets during class hours. 

Reprimand Community 

Service 

3 days      

suspension 

3. Littering within the 

school premises. 

Reprimand Community 

Service 

3 days     

suspension 

4   Using indecent language Reprimand Community 

Service 

3 days     

suspension 

5. Showing publicly acts of 

intimacy. 

Reprimand Community 

Service 

3 days     

suspension 

6. Picking of fruits, flowers 

and any other produce 

which are within the school     

premises. 

Reprimand Community 

Service 

3 days     

suspension 

7. Committing a minor 

offense for the 4th time. 

Suspension 

for the rest 

of the     

semester 

  



 

COMMITTEE ON STUDENT DISCIPLINE 

1. Composition 
Members of the investigating committee shall come from the College 

where the complainant or respondent belongs. 
a. Chairman - Vice-President for Academic Affairs 
b. Members - Director of Student Affairs 

  - Dean of College concerned 
 - Department Head to which                     
                complainant / respondent belongs 
 -          Prefect of Discipline 

  - SSC President or its representative 
 

2. Functions 
The Committee shall perform the following: 
a. To receive and act on the complaints filed against any student or 

group of students for committing any act that is a ground for        
disciplinary action; 

b. To conduct formal investigation and hearing on all complaints filed 
against any student or group of students; 

c. To submit the result of formal hearing and recommendations for 
action to the College President for review and confirmation. 

 
3. Formal Hearing Procedure 

The following  rules  and  procedures  shall  govern a formal hearing: 
a. The complainant shall submit to the Committee on Student         

Discipline a written sworn statement indicating the violation of 
existing rules and regulations committed. The sworn statements of 
the witnesses if there are any may also be included. 

b. The Committee on Student Discipline shall determine whether the 
case is sufficient to warrant a formal investigation. 

c. The Committee on Student Discipline, if it warrants an                 
Investigation, shall notify the respondent in writing of the charges 
against him. 

d. The respondent must answer the charges in writing under oath 
within five (5) working days upon receipt of the  complaint. 

e. The hearing shall be held within five (5) working days after          
submission of the respondent’s answer. 
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f. The hearing of the case shall proceed even if the respondent 

does not submit an answer provided he is duly notified of the 
complaint against him. 

g. The parties concerned shall be notified in writing of the date set 
for the hearing at least two (2) days before the hearing. 

h. The Committee on Student Discipline members, the complainant, 
respondent, witnesses, counsels and parents of parties            
concerned must be present during the hearing. The security    
personnel may be requested to attend the hearing when 
deemed necessary. 

i. A request for postponement of the hearing from either parties 
concerned may be granted for valid reasons like: sickness, death 
of a family member, typhoon victim. 

j. The Committee on Student Discipline may accept additional   
relevant evidences which were not available at the time of filing 
of the complaint during the hearing. 

k. The hearing shall be conducted only for purposes of attaining the 
truth, for witnesses to be heard and not for judicial purpose. 

l. The failure of the respondent to appear at the hearing shall not 
be taken as an admission of guilt provided there is a valid and 
justifiable reason. 

m. The Committee on Student Discipline may proceed in the        
absence of any party who has received due notice. 

n. The Committee on Student Discipline members shall decide on 
the case within ten (10) working days after it has finished       
conducting the hearing and has gathered sufficient evidences to 
decide on the merits of the complaint. 

o. The decision shall be in writing and signed by majority of its 
members. It shall include the statement of the findings and the 
specific regulations on which the decision is based. 

p. The decision of the Committee on Student Discipline for Less 
Grave Offenses shall be final and executory.  

q. The Committee on Student Discipline through the Vice-President 
for Academic Affairs as the Chairman shall   submit the report for 
review within three (3) working days to the    College President if 
the decision rendered for Grave Offenses is expulsion or          
dismissal or suspension for the rest of the semester. 
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r. The College President reviews the decision of the Committee on 

Student Discipline within ten (10) working days. 
s. The College President renders his decision on the case brought    

before his office and may be coursed through the Board of Trustees 
for approval. 

t. The respondent upon receipt of the decision from the College   
President may file a motion for reconsideration to his office within 
five (5) working days. 

u. The College President upon receipt of the motion for                     
reconsideration will review his decision for appeal or denial. His 
decision may be coursed through the Board of Trustees for final 
approval. 

 
4. Rights of Respondents 
 

a. Not to be subjected to any disciplinary penalty except  upon due 
process of law. 

b. To be convicted only on the basis of substantial evidence, the     
burden of proof being with the person bringing the  charge. 

c. To be convicted only on the evidence introduced at the                 
proceedings of which the respondent has been properly apprised 
and given the opportunity to rebut the same. 

d. To defend himself personally, by counsel or  representative of his 
own choice.  If the respondent so desires, but is unable to secure 
the services of counsel, he should manifest that fact two (2) days 
before the date of hearing and request the committee to designate  
counsel for investigation from among the members of the College 
constituency. 
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APPENDIX  A 

RIGHTS OF STUDENTS 
(Education Act of 1982) 

  
 In addition to other rights and subject to the limitations prescribed by law and   
regulations, students in all schools shall enjoy the following rights: 
  
1. The right to receive, primarily through competent instruction, relevant quality education 

in line with national goals and conducive to their full development as persons with     
human dignity. 

2. The right to freely choose their field of study subject to existing curricula and to continue 
their course therein up to graduation, except in cases of academic deficiency, or to    
violation of disciplinary regulations. 

3. The right to school guidance and counseling services for making decisions and selecting 
the alternatives in fields of work suited to his potentialities. 

4. The right to access to his/her own school records, the confidentiality of which the school 
shall maintain and preserve. 

5. The right to the issuance of official certificates, diplomas, transcript of records, grades, 
transfer credentials and other similar documents within thirty days from request. 

6. The right to publish a student newspaper and similar publications, as well as the right to 
invite resource persons during assemblies, symposia and other activities of similar    
nature. 

7. The right to free expression of opinions and suggestions, and to effective channels of 
communication with appropriate academic and administrative bodies of the school. 

8. The right to form, establish, join and participate in organizations and   societies          
recognized by the school to foster their intellectual, cultural, spiritual and physical 
growth and development and for purposes not contrary to law.  

9. The right to be free from involuntary contributions, except those  approved by their own 
organizations or societies.  

 
DUTIES AND RESPONSIBILITIES OF STUDENTS 

  
 In addition to those provided for under existing laws,  every student shall: 
1. Exert his utmost effort to develop his potentialities for service, particularly by undergoing 

an education suited to his abilities, in order that he may become an asset to his family 
and to society. 

2. Uphold the academic integrity of the school, endeavor to achieve academic excellence 
and abide by the rules and regulations governing his academic responsibilities and moral 
integrity. 

3. Promote and maintain the peace and tranquility of the school by observing the rules of 
discipline, and by exerting efforts to attain harmonious relationship with fellow students, 
the teaching and the academic staff and other school personnel. 

4. Participate actively in civic affairs and in the promotion of the general welfare,            
particularly in the social, economic, and cultural development of his community and in 
the attainment of a just, compassionate and orderly society. 

5. Exercise his rights responsibly in the knowledge that he is answerable for any              
infringement or violation of the public welfare and of the rights of others. 
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START 

Submit the Enrolment          

Requirements 
Present the MPC ID and       

Previous Registration Form 

Check if the Requirements 

are complete 

Get and Fill-Out Pre-

Registration Form legibly 

Return the Pre-Registration 

Form for assessment 

Evaluate Student’s Record and 

assess the subjects                     

to be enrolled 

Print the Registration Form and 

stamped Enrolled 

Claim the Registration Form 

Proceed to the Library and 

Guidance for Library and ID 

Validation 

END 

Student is asked to          

complete the requirements 

APPENDIX B 

PROCEDURES FLOWCHARTS 

 

Enrolment Procedure 

Student 

Student 

Student 

Student 

Student 

Registrar’s Staff 

Registrar’s Staff 

Person/s Responsible 

Complete? 
Yes 

No 

Yes No 

New Student? 
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START 

Present School ID and                          

Recent Registration Form 

Secure and fill-out                               

Cross-Enrolment Form 

Secure Approval from the                   

Dean and the Registrar 

Reproduce the fully signed                

Cross-Enrolment Form in 3 copies 

Submit one copy at the Registrar’s 

Office and one copy to the School 

where one intends to Cross-Enroll 

Submit the Photocopy of the Registrar 

Form of the Cross-Enrolled Subject 

END 

Cross-Enrolment of Student to Other School 

Person/s Responsible 

Student 

Student 
Registrar’s Staff 

Student 
Dean 
Registrar’s Staff 

Student 

Student 

Student 
Registrar’s Staff 
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START 

Present Approved Cross-

Enrolment Form for Verification 

Submit Approved                   

Cross-Enrolment Form and      

secure Pre-Registration Form 

Fill-Out the Pre-Registration 

Form legibly and submit            

for assessment 

Secure Assessment Slip and pay 

the Assessed Fees at the         

Cashier’s Office 

Print the Registration Form and 

stamped Enrolled 

Claim the Registration Form 

END 

Present the Official Receipt and 

Assessment Slip 

Cross-Enrolment of Student from Other School 

Registrar’s Staff 
Student 

Person/s Responsible 

Student 

Registrar’s Staff 
Student 

Cashier 
Student 

Student 

Registrar’s Staff 

Student 
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START 

Submit Credentials for Evaluation 

Complete? 

Advise to    
complete the 
requirements 

Secure and fill-out Pre-Registration Form 

 
Submit the Accomplished Form for  

assessment of subjects 

Print the Registration Form and      

stamped Enrolled 

Claim the Print-Out Registration Form and     

secure Payment Slip for other Fees 

Pay other Fees (College, PE,                   

Technology Uniforms) 

Proceed to the Guidance, Library and     

Medical Clinic (in any order) 

Claim uniforms and proceed                       

to ID picture-taking 

Person/s Responsible 

Student 

Registrar’s Staff 

Student 

Student 

Registrar’s Staff 

Student 

Registrar’s Staff 

Registrar’s Staff 

Student 

Cashier 

Librarian             

Guidance Counselor 

Medical Officer 

Student 

Transferees:  How to Transfer 

Yes No 

END 
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Person/s Responsible 

START 

Present School ID and  

recent Registration Form 

Get and fill-out             

Dropping Form 

Go to the concerned        

Subject Instructor              

for Signature 

Present the fully-signed 

Dropping Form and fill-out 

Payment Slip 

Pay the Dropping Fee at the 

Cashier’s Office 

Submit the Dropping Form 

and present the Official 

Receipt for proper          

recording 

END 

Dropping of Subject 

Student 

Student 

Student 
Instructor 

Student 

Student 
Cashier 

Student 

START 

Request Evaluation of Grades 

Meet the Grade 

Requirements? 

Not Allowed to Shift Secure Shifting Form and                      
fill-out legibly 

Secure the approval of the               
Department Head and College Dean 

Submit the fully-signed Shifting Form 
and secure Pre-Registration Form 

Fill-Out Pre-Registration Form and 
submit for assessment of subjects 

Print-out the Registration Form and 
stamped Enrolled 

Claim Print-out Registration Form 

Proceed to the Library and Guidance            
(in any order) 

END 

Shifters 

Student 

Registrar’s Staff 

Student 

Registrar’s Staff 

Student 

Student 

Department Head 

Dean 

Registrar’s Staff 

Student 

Registrar’s Staff 

Student 

Person/s Responsible 

Student 

Registrar’s Staff 

Student 

Student 

Yes No 

Present School ID and                            

Registration Forms 

81 



START 

Present School/Valid ID 

Get and fill-out Clearance Form 

Submit the fully-signed Clearance Form 

Get and fill-out Payment Slip 

Present the Official Receipt                    

and get Claim Stub 

Claim the Requested Documents (TOR, 

Certificate of Transfer Credentials and 

Good Moral Certificate at the              

given due date 

END 

Pay the Assessed Fee at the               

Cashier’s Office 

 
Request for an Honorable Dismissal 

Person/s Responsible 

Student 

Registrar’s Staff 
Student 

Student 

Registrar’s Staff 
Student 

Student 
Cashier 

Registrar’s Staff 
Student 

Registrar’s Staff 
Student 
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Completion of Incomplete Grades 

START 

Present School ID 

Validate the Incomplete Grades 

Secure and fill-out Payment Slip 

Pay the Completion Fee at the  

Cashier’s Office 

Report to the concerned Instructor 

for the Completion of Grade 

Submit the fully-signed                

Completion Form 

END 

Present the Official Receipt and  

secure Completion Form 

Person/s Responsible 

Student 

Registrar’s Staff 

Registrar’s Staff 
Student 

Student 
Cashier 

Registrar’s Staff 
Student 

Student 
Concerned Instructor 

Registrar’s Staff 
Student 



START 

Present Valid ID 

Secure and fill-out                        

Clearance Form 

Seek the signature of the              

respective offices 

Submit the fully-signed Clearance 

Form and secure Payment Slip 

Present the Payment Slip and      

Official Receipt 

Claim the Diploma / Certificate 

END 

Pay the Assessed Fee at the        

Cashier’s Office 

 
Request for Diploma / Certificate 

Registrar’s Staff 
Student 

Person/s Responsible 

Student 

Office Head 
Student 

Registrar’s Staff 
Student 

Student 
Cashier 

Registrar’s Staff 
Student 

Registrar’s Staff 
Student 
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START 

Present School ID and recent    

Registration Form 

Secure and fill-out Application     

for Graduation 

Seek the Signature of the          

respective Instructors,               

Department Head and Dean 

Submit the fully-signed              

Application for Graduation 

END 

 
Application for Graduation 

Person/s Responsible 

Registrar’s Staff 
Student 

Student 

Subject Instructors 
Student 
Department Head 
Dean 

Registrar’s Staff 
Student 
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START 

Present Valid ID 

Secure and fill-out Clearance Form 

Seek the signature of the              

respective offices 

Submit the fully-signed Clearance 

Form and secure Payment Slip 

Present the Payment Slip and      

Official Receipt  

Claim the Requested Documents 

(TOR / Certificate) 

END 

Pay the Assessed Fee at the        

Cashier’s Office 

 
Request for Transcript of Records and Certifications 

Registrar’s Staff 
Student 

Person/s Responsible 

Student 

Office Head 
Student 

Registrar’s Staff 
Student 

Student 
Cashier 

Registrar’s Staff 
Student 

Registrar’s Staff 
Student 

 
APPENDIX  C 

 
  The policies of the College shall be based on the provisions of the 

following Republic Acts: 
 

 Republic Act No. 7079  Campus Journalism Act 
 
 Republic Act No. 9262  Anti-Violence Against Women and  
      Children Act 
 
 Republic Act No. 10627 Anti-Bullying Act 
 
 Republic Act No. 8049 Anti-Hazing Law 
 
 Republic Act No. 7877 Anti-Sexual Harassment Act 
 
 Republic Act No. 7277 Magna Carta For Disable Persons 
 
 Republic Act No.  9165 Comprehensive Dangerous Drugs Act  
 
 

 

APPENDIX D 

C E R T I F I C A T I O N 

  This is to certify that the revision of the  MPC Student Manual 

has been presented to the Academic Council for approval last           

November 19, 2018. 

  Likewise, it has been approved by the Board of Trustees 

headed by Hon. Lilian A. De Las Llagas last January 28, 2019 through 

Referendum No. 1 Series of 2019. 
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APPENDIX  E 

ACKNOWLEDGEMENT 

 

 This  is  to  acknowledge  that  I  received  the MPC Student Manual. 

 Further, I pledge to abide by all the rules and regulations stated 

strictly. 

 Finally, I pledge that if found guilty of violating any of the prescribed 

rules and regulations, I shall be willing to accept the sanction meted out 

for me by the college authorities. 

 

 

CONFORME: 

 

      ____________________________________ 
       Printed Name & Signature of the Student 

 
 

      ____________________________________ 
       Course / Year / Section / ID Number 

 
 

       ____________________________________ 
       Printed Name & Signature of Parent 

 
 

      ____________________________________ 
     Date 
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