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SILAY INSTITUTE

Silay City

Dear Students,

This Student Handbook for the College Department for Academic Years 2008– 2011 is designed to provide you with important information regarding our school, Silay Institute, its Vision, Mission Statement, Philosophy and Objectives, History, Policies, Administrative Sanctions and other information which you need to know and understand. 

This Handbook contains policies and procedures of our school and our expectations of you during these Academic Years. However, the School may find it necessary, during the course of any Academic Year, to amend the Handbook for clarity or for other important reasons. As a living document, it is subject to review and change by the School Administration. 
If amendments are necessary, the President and Chair of the Board of Directors will issue these amendments. You and your parents will be given copies of these amendments. 

Please read carefully the contents of this Student Handbook and if there are portions which you could not understand, please request your instructors to explain these to you.  You may also approach your Program Head if you need further clarification.

After you have read this Handbook, please keep it in a safe place. You will need to read it from time to time during these Academic Years.
The last page is a Statement Page which you and your parents/guardians need to read and sign. Please return the Statement Page to your Program Head within the first two weeks of June 2008. 

Good luck to you in your studies.

The School Administration 

Tel. Numbers:   
Director’s and Dean’s Offices - (034) 495-6390          
Business Office - (034) 495-1833
Registrar’s Office – (034) 714-9341
Email Address: ask@silayinstitute.edu.ph
Webpage:          www.silayinstitute.edu.ph

1.   VISION, MISSION, PHILOSOPHY AND HISTORY

1.1 Vision

Silay Institute is a lead learning institution providing high quality standards of education that prepares students to be morally upright, socially sensitive and globally competitive.

1.2  Mission Statement
Silay Institute is an institution committed to provide quality Christian education that is relevant and accessible to all.

     1.3  Philosophy and Objectives

            Silay  Institute  is  committed to  provide  quality  Christian education  aimed  at  developing Christian men  and  women  who  are competent  in  their chosen profession and dedicated to  the  social  transformation of their community and country.

            The academic programs are designed to facilitate the holistic formation and development of students and enable them to:

· acquire a deeper understanding of the Christian faith;                       

· achieve professional competence in their chosen fields of endeavor;

· develop the ability to think critically and communicate effectively;

· develop a sense of social responsibility and contribute towards the transformation of society; and

· grow in their commitment to the continuing pursuit of truth  and  knowledge  and the exercise  of  moral  and ethical  values  in  their  personal  and  professional lives.
     1.4  History

   In 1925, the growing number of elementary schoolchildren  who did  not have the opportunity of acquiring a high  school  education served  as a challenge to some concerned citizens of Silay City  to put up a high school that would serve these children's needs.

      In the spirit of service and civic duty, Dr. Luis Gamboa initiated plans of establishing a high school.   A survey was conducted and the results indicated that Silay City was ready for such a high school.  
      Mr. Ramon Legaspi was instrumental in securing the necessary government permits, designing the curriculum, and acquiring the instructional materials needed for the operation of the school.

The original incorporators were the following:

          

Mr. Placido Esteban           

 Dr. Jose C. Locsin    

          

Dr. Luis Gamboa                

 Mr. Carlos Ledesma    

          

Mr. Ramon Legaspi            

 Mr. Alfonso Severino   

          

Mr. Carlos L. Locsin           

 Mr. Estanislao Sanchez   

          

Mr. Aurelio Locsin   
            The first Board of Directors was composed of the following:

          

President   ………………..                Dr. Luis Gamboa

         

Vice President ……………               Atty. Roque Hofilena

          

Secretary  ………………..                 Mr. Estanislao Sanchez

        

Treasurer …………………                Mr. Jose Ledesma, Jr.

        
Members: …………………          
Mr. Carlos L. Locsin

                       





Mr. Placido Esteban

                     





Mr. Aurelio Locsin
2.  ORGANIZATIONAL STRUCTURE, BOARD OF DIRECTORS, AND  ADMINISTRATIVE STAFF

2.1    Organizational Structure
    This will be printed in one whole page
2.2     Board of Directors and Administrative Staff
         
       Board of Directors

       President.......................................
Engr. Manuel L. Legaspi

                   Vice – President...........................
Engr. Romeo J. Gamboa,  Jr.


       Secretary..................................

Atty. Rodolfo A. Gamboa


       Treasurer..................................

Mrs. Teofila A. Acot


       Board Members.......................

Miss Luz M. Legaspi


                      




Mr. Alfonso F. Gamboa








Mr. Jorge A. Gamboa

         Administrative Staff

School Director..................................
Dr. Rosario J. de Guzman

College Dean and High

     School Principal………………....
Dr. Angelina J. Guinanao   

Finance Officer……..........................
Mrs. Judy A. Cepeda


      School Registrar and NSTP

Coordinator..................................
Mrs. Eva Sacares


      Personnel Officer and SSC

Adviser………………………….
Mrs. Amelia A. Calfoforo, MA

      High School Academic Coordinator
                        & Campus Ministry Moderator... 
Mrs. Richie M. Dalpatan, MAEd
                  BSCS Program Head..............................
Mr. Vincent P. Llauderes, MIT

      BSCS Coordinator ………………….     Mr. Anthony Aguinaldo S. Gamboa

      BSC/BSBA Program Head and 

Community Outreach Coordinator…
Mrs. Mae C. Ferraro, MBA, CPA

     Discipline Officer
................................
Mr. Dionisio D. Oregano


     Guidance Officer..................................
Mr. Christopher Frias, MA
                 Librarían ……………………………..
Mrs. Pamela C. Abutal
                 Assistant Librarian................................
Miss Maria Teresa P. de la Cura  
                  SSG Adviser.........................................
Miss Marilyn G. Valladarez

                 Programs Coordinator………………..      Miss Richie Perales

                 Research Coordinator…………………     Mr. Marc Cuer                                                                            
                 Disbursing Officer.................................
Miss Helen H. Leuterio


     IT Support………….............................
Mr.  Mark Rheman Valladarez

     Payroll and Purchasing Clerk................
Mrs. Virginia A. Aloro


     Accounts Receivable Clerk...................
Miss Dolores M. Machado


     Accounting Clerk and Property 



Custodian…………………………
Miss Gina S. Gumban

 
     School Nurse........................................
Mrs. Corazon G. Guacena


     School Doctor.......................................
Dr. Ernesto G. Labra


     School Dentist......................................
Dr. Camila B. Paredes


    Asst. Discipline Officer (College)……
Mr. John Evangelista



    Secretary...............................................
Miss Piedad C. Gabriana

                Registrar’s Clerks..................................
Mrs. Sonia A. Ortega
Miss Grazel B. Delotavo
    Library Assistant...................................     Mrs. Eden Soron
    Maintenance Head................................
Mr. Roque D. Doloso


    AVR In-charge……………………….
Mrs. Sheryl B. Dahay

    Office Clerk…………………………..
Mrs. Chabellie Discutido 
3.   ACADEMIC PROGRAMS

      3.1
  Bachelor of Science in Commerce (BSC) 
   Major in:   Business Management


         Information Management


         Management Accounting

3.2   Bachelor of Science and Business Administration (BSBA)

   Major in:  Human Resource Management



        Financial Management 



        Operation Management



        Management Accounting

      3.3   Bachelor of Elementary Education

              General Curriculum 

      3.4   Bachelor of Science in Computer Science (BSCS)

       (Ladderized Education Program)


       1st Year  -   PC Applications


       2nd Year -   Computer Hardware Servicing



       3rd Year -    Computer Programming



       4th Year -    BSCS

4.   ADMISSION POLICIES

      4.1  General Admission Policy

Admission to Silay Institute is a privilege.   The school, therefore, reserves the right to deny admission to any applicant or to require the withdrawal of students who:

· submit false records or credentials; or
· show undesirable or questionable moral character; or
· have academic deficiency/poor academic performance or behavioral      performance; or
· violate school policies as stipulated in this Handbook and/or the Manual of  Regulations  for Private Schools.

      4.2  Requirements for Admission

             Entering Freshmen:


· Duly-accomplished Admission Application Form

· Fourth Year Report Card (Form 138)

· Accomplished Recommendation Form from the High School Principal of the School Last Attended (form to be secured from the S.I. Guidance Office)
· Copy of NSO Birth Certificate 

Transferees:



· Official Transcript of Records
· Transfer Certificate (Honorable Dismissal)

· Certificate of Good Moral Conduct (from the School Last Attended)

· Accomplished Admission Application Form

· Copy of NSO Birth Certificate 

· Evaluation of Courses by the Registrar
            Returnees/Shiftees:                
· Evaluation of subject/grade requirements (by the Registrar)
             

· Admission Slips from the Registrar for Presentation to the College Dean

· Application form for program transfer to be approved by the College Dean

            Married Students:      


· Photocopy of NSO Marriage Contract  (in addition to the other requirements)

5.    ENROLMENT POLICIES AND PROCEDURES
5.1   Pre-Enrolment:  Entrance Examination

       An entrance test will be given to all the new students and incoming freshmen before or during the Enrolment Period as announced by the school. All examinees are required to bring a Mongol pencil.

·    Pay the required examination fee to the Disbursing Officer;

·    Present the Official Receipt to the Guidance Officer and take the Entrance Examination as scheduled;

·    Students will be rated according to the following criteria/percentage:

Entrance Examination

 -
 55%

General Average in Fourth Year - 
 45% 

Interview


 -
   5%





              Total
 -        100%

The students will be informed of the results of the Entrance Examination at a
 later date.

5.2   Registration Policies

The enrolment for students will be done during the registration days indicated in the approved school calendar or in announcements in bulletin boards, in accordance with the proper procedures and subject to the following rules and regulations:

· When students register they are enrolling for the whole semester;
· Students should enroll personally;
· Students who will withdraw from enrolment and/or will transfer to another school, will be charged certain fees. (Please refer to TUITION CHARGES FOR STUDENTS WHO WITHDREW FROM  ENROLMENT OR TRANSFERRED TO ANOTHER SCHOOL;
· Students will only be officially enrolled if they have presented to the Registrar the required credentials; have made the initial payment of school fees to the Disbursing Officer; whose courses/subjects have been approved by the College Dean; and are duly validated by the Registrar;
· The documents which were submitted for registration will become part of the school records and will not be returned to the students after the registration; and
· Students who give false statement or data in the registration form may be refused admission and not accepted in the school
5.2.1 Enrolment Procedures 
             Steps:     
1. For Incoming Freshmen and Transferees:

see the Guidance Officer at the Guidance  Office.  Submit 1x1 ID picture, certificate of good moral character and get recommendation form. Fill out the information sheet.  Secure Admission Slip then proceed to the Discipline Officer.


                       (For BEEd Enrolees – proceed to the Dean’s Office)

2. Go to Window No. 1 at the Registrar’s Office.  Submit the following for evaluation together with the Admission Slip:

                             Incoming Freshmen:

· Report Card 
·    Photocopy of NSO Birth Certificate (Bring original for verification)

                             Transferees:

· Honorable Dismissal with Transcript of Records    
         

· Photocopy of NSO Birth Certificate (Bring original for verification)

                             Old Students: 

·    Report card
                             Married Female Students:  

· NSO Marriage Contract in addition to the aforementioned requirements

                       3.   Proceed to Window No. 2, (Room M-1)  for issuance of Enrolment   Form and fill out the form.

                       4.   Proceed to Room M-3 to copy the courses/subjects of your program.

                      5.   Go to Window No. 3 (Room M-1) for checking of courses/subjects copied and other data
 6.   Go to Room M-2 for encoding of names, courses and picture-taking.

                      7.   Proceed to Assessment Window at the Business Office for assessment of fees.

                      8.   Pay to the Disbursing Officer at the Business Office the initial amount required for enrolment.

                      9.  Proceed to the Dean’s Office for signature on the Enrolment Form.

                    10. Secure class cards at  Window No. 4 (Room M-1) and fill out the  class cards.

                    11. Submit the duly accomplished Enrolment Form and class cards to Window No. 1(Room M-1) for signature, and for issuance of student’s copy of the said form.
                    12. Claim Identification (I.D.) Card the following day at the Dean’s Office.


NOTE:  YOU ARE NOT CONSIDERED OFFICIALLY ENROLLED UNLESS YOUR ENROLMENT FORM IS DULY SIGNED BY THE DEAN AND THE REGISTRAR.

	COLLEGE ENROLMENT FLOW CHART
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5.2.2 Late Enrolees
Students may be allowed to register after the specified registration period provided it should not be more than one week after classes have started, and only after paying a penalty of Fifty Pesos (P50.00) to the Disbursing Officer. 
Students who registered late will already be marked absent on the days that they have not attended classes because of late enrolment. Absence from class due to late registration is counted against the allowed number of absences in class. 

       5.3   Course/Subject Load
The course/subject load and sequence of the courses/subjects to be enrolled in by the student shall be in accordance with the school’s curriculum for each degree program.

A student will not be allowed to enroll in any advanced course/subject unless he/she has passed the prerequisite course/subject, otherwise, such course/subject will not be given credit.

A student with a satisfactory Grade Point Average, at least 3.5 (75) is permitted to enroll in a maximum of 24 credit units in any semester or more, if graduating, (if the excess course/subject is Physical Education, RS, NSTP, which are non-academic courses/subjects).
A student who is graduating may be allowed to have an overload of not more than six (6) units, if approved by the College Dean, and in accordance with CHED guidelines.

5.4
Change of Course/s/Subject/s
Change of one course/subject for another is allowed by the College Dean during the first week of classes under the following conditions:

1.
if the course/subject is dissolved;

2.
if the student failed in a prerequisite course/subject;

3.
if the student has a conflict in schedule; and

4.
for other valid reasons.
5.5   Adding of Course/s/Subject/s
Adding of courses/subjects is allowed during the first week of classes upon the written approval of the College Dean.

Procedure:

1.  See the Registrar for advice and fill out the appropriate forms;
2.  Secure the approval of the Dean; 

3.
 Have the courses/subjects validated by the Registrar;
4.
 Pay the pertinent fees at the Business Office; and
5.
 Present the forms to the Registrar.

5.6
Withdrawal of Course/s/Subject/s
Withdrawal of courses/subjects may be allowed for valid reasons until one month after classes have started.

Procedure:

1.
See the Registrar for advice and cancellation from the course/subject list; 

2.   Fill out the appropriate forms;
3.   Secure the concerned instructor’s signature;
4.
Proceed to the Business Office for adjustment in fees; and
5.
Submit a copy of the duly signed forms to the Registrar.

5.7   Retention/Readmission

Silay Institute has the right to deny readmission of a student who does not meet the school’s academic standard and who has violated any school policy, rules and regulations.

Students who passed at least seventy-five percent (75%) of their enrolled courses/subjects in the previous semester is academically qualified for retention.
Students who passed at least fifty percent (50%) to seventy-four (74%) of the enrolled courses/subjects may be conditionally readmitted and placed on academic probation upon the recommendation of the Registrar and approval of the Dean.
SCHOLARSHIPS


6.1  General Policies
Silay Institute offers limited scholarship grants to eligible students. It is a privilege given by the school and the school has the right to withhold or withdraw the scholarship grants for reasons to be determined by the School Administration.  
Other scholarship grants are made available by the government, private and institutional funded programs.  

The application for scholarship grants and/or financial assistance to Silay Institute students is screened by the Guidance Office.
6.2   Application Procedures
On the scheduled dates for Scholarship application (dates and venue are announced every year), the applicants are required to apply at the Guidance Office in person and submit the following documents.

· Admission test score;
· Form 138 - Report Card;
· Copy of the latest Income Tax Return form of parents; and
· A sealed Letter of Recommendation from Principal or Guidance

                            Counselor of the school where the student graduated.

6.3   Inclusions/Exclusions
· The scholarship grant covers free tuition for a maximum of twenty-four (24) units only. Excess of twenty-four (24) units and the miscellaneous fees are to be paid by the student.

· A scholar should be a regular full-time student 
· The scholarship does not include summer studies.

· It is granted only for the normal time of completion of the degree/non-degree program.

· No dual scholarship is allowed.

· Scholars are not allowed to shift programs without the recommendation of the Registrar and approval of the College Dean.  
 6.4  Conditions for Maintaining the Scholarship Grant
·    On Grade Requirement - Scholars must maintain a minimum Grade Point Average of 88 with no grade below 80.
· On Co-curricular Involvement  -  Scholars are expected to be active in campus activities especially in the activities of the Supreme Student Council.

· On Personal Conduct - Scholars are expected to conduct themselves properly at all times and be models of good moral behavior.

Scholars are required to submit a copy of their grades to the Guidance Office and to their Sponsors within one week after receiving the Report Card.
 6.5  Term/Duration
The S.I. scholarship grants are for one academic year renewable until graduation depending on the grantee’s scholastic performance.

6.6    Renewal Conditions
   The grantee must maintain a minimum average of 88 with no grade below 80    in any subject.

   The grantee must personally bring his/her final grades to the Guidance Office for evaluation not later than 5 days after the scheduled card distribution by the Registrar's Office.
      6.7   Grounds for Revocation of Scholarship Grant
               The Scholarship Grant may be revoked on the following grounds:
· If the grantee is subjected to disciplinary action due to infraction of school rules.
· If the grantee has a final grade lower than 80 in any subject.

· If the grantee withdraws from a course/subject two (2) weeks after the semester without consulting the Dean.

6.8  Academic Scholarship for Valedictorians and Salutatorians (Incoming  Freshmen)
                  Academic scholarship grants for entering freshmen are available to students with outstanding records of scholastic achievement. Valedictorians and Salutatorians contribute to the quality of education and they are invited to enroll in the school. 


Criteria for Academic Scholarships:
· Must have graduated as Valedictorian or Salutatorian from a class of at least 40 students as certified by the Principal;
· Must have excelled in the S.I. entrance exams; and

· Must have leadership potential.
6.8.1   The Valedictorian or Rank No. 1 in a class with a minimum number of 40 High School graduates will be given 100% free tuition only. The student must submit a certification duly signed by the School Principal of the School where he/she graduated that he/she was the Valedictorian of the Fourth Year class with at least 40 students. 

6.8.2    The Salutatorian or Rank Number 2 in a class with a minimum number of 40 High School graduates will be given 50% discount in tuition fee only. The student must submit a certification duly signed by the School Principal of the School where he/she graduated that he/she was the Salutatorian of the Fourth Year class with at least 40 students.
   
For the retention of the scholarship, the grantee in subsequent semesters/school years, must maintain a general average of at least 88.

             6.9  Tuition Aid for Students     

  

Tuition fee discounts are given to students enrolled in Silay Institute who are not honor students nor TESDA-PESFA grantees:
15% discount on tuition fee only is given to a student with two brothers/sisters who are enrolled in S.I. 

25% discount on tuition fee only is given to a student with three brothers/sisters enrolled in S.I.

50% discount on tuition fee only is given to a student with four     brothers/sisters enrolled in S.I.

      6.10  Tuition Aid for S.I. Personnel/Faculty

The Silay Institute Personnel and Faculty, their legal spouse and children, have the privilege of free tuition fee for the whole academic year.  However, the matriculation and other fees are not included in the privilege package.  Moreover, the total number of years of the scholarship grant will only be equal to the number of years of the program enrolled in by the dependent, spouse or employee.

      6.11
Scholarships from the Government, Corporations and Private Individuals:

               Scholarships are also made available by the Government, private benefactors and sponsors who choose their own scholars.
7.   GENERAL REGULATIONS

7.1  Identification Card (ID) Policy

  7.1.1 General Identification Card (ID) Policy

Each student is issued an Identification Card (ID) at the start of each semester. This ID card must be worn at all times while inside the campus.
The school strictly adheres to the "NO ID, NO ENTRY" policy.

In the case of loss or misplacement of the ID card, the student concerned should secure a temporary permit from the Discipline Officer/Assistant Discipline Officer to allow him/her to enter the school without an ID card for a maximum of three (3) days.   

If the ID card could not be found after three (3) days, the student concerned should apply for a replacement of the ID card and pay the corresponding amount to the Business Office for immediate replacement of the ID card.

The student will proceed to the Discipline Officer/Assistant Discipline where he/she got the temporary permit to surrender it before he/she gives the Official Receipt to the IT Support Staff for issuance of another ID card.
7.1.2 Confiscation of ID Cards

School Authorities, Instructors and duly designated Officers of the Supreme Student Council (SSC), are authorized to confiscate the ID cards of a student who is not wearing the ID cards properly or is not wearing the ID cards inside the School Campus.  The ID card shall be turned over to the SSC Adviser who, in turn, will turn it over to the Discipline Officer. 
7.1.3 Fines/Penalty for Confiscated ID Cards

The student concerned shall pay a P10.00 fine to the SSC Adviser and shall retrieve the ID card from the Discipline Officer upon showing the receipt from the SSC Adviser. 
Fines collected will go to the Supreme Student Council (SSC) Funds. 
7.1.4    Validation of ID Cards

ID cards will be validated at the Registrar’s Office at the start of the second semester.
        7.2  Prescribed School Uniform

All students are required to wear the prescribed uniform in the campus from Monday to Thursday. Students may wear casual attire or “civilian clothes” on Friday, unless it is an examination day, in which case, the students should be in their prescribed school uniform. This should be strictly adhered to and any deviation will result in disciplinary action.

  7.2.1  Male Students



The male students are required to wear the prescribed school uniform:
· white polo barong (untucked)

· white undershirt/sando (without print and tucked in)

· black formal pants/slacks

· black leather shoes with socks

· ID card properly worn

· prescribed haircut (short length and does not exceed  the ear lobes and the collar of the polo)

Male students should not unbutton nor remove their polo shirts while inside the school campus.

Male students are not allowed to have dyed/colored hair, long hair, punk hair, beard and mustache. Male students are expected to follow the prescribed haircut. Male students who defy the prescribed haircut will not be allowed to enter the school premises.

                        Male students are not allowed to have colored nail polish, tattoos, body piercing, earrings, ear holes and “make-up.”
On Fridays and during official activities outside and within the school campus, male students are not allowed to wear shorts nor pants which are torn, vandalized or with patches.

Male students who will come to the school on Saturdays as required by their instructors should observe the aforementioned policy on appropriate attire which they will normally use on “civilian days.”
            Instructors will not allow the male students who violate the school uniform policy to enter their classrooms.
             7.2.2  Female Students   



The female students are required to wear the prescribed school uniform:
· white blouse 

· gray pants or gray skirts which are not above the knee
· black shoes (closed with 1.5 to 2 inches heels). Boys’ shoes are discouraged.

· ID card properly worn

Female students are not allowed to have colored or dyed hair, tattoos, body piercing, and double earrings/double ear holes.
On Fridays, casual attire or “civilian days” and during official activities outside and within the school campus, female students are not allowed to wear shorts and  blouses/shirts with plunging neckline, spaghetti straps, those which are sleeveless, bareback, halter-necked, tube, body-hugging or “hanging” which show their navel or back. Female students are not allowed to wear above-the-knee skirts, wear shorts, Capri pants/cut-off pants or pants which are torn, vandalized, and with patches nor sandals, slippers, step-ins, flip-flops or slip-ons. 

Female students who will come to the school on Saturdays as required by their Instructors should observe the aforementioned policy on appropriate attire which they will normally use on “civilian days.”
Instructors will not allow female students who violate the school uniform policy to enter their classrooms.

7.2.3 Exemption from Wearing the Prescribed School Uniform

Exemption from wearing the prescribed school uniform may be granted to students who are working and who have classes only after official hours, upon approval of the College Dean. They are required to submit a Certificate of Employment, duly signed by their employer.

Students who have swollen or bruised toes/feet are exempted from wearing closed shoes.

 7.2.4   Physical Education (P.E.) Uniform
            Male and female students are required to wear their P.E. t-shirt, jogging pants and rubber shoes during their P.E. classes. 

Those who are participating in ball games, volleyball, basketball, etc. are required to wear rubber shoes and are not allowed to wear slippers/ sandals/ slip-ons to avoid accidents.
Students are not allowed to attend classes in other subjects while wearing their P.E. uniform.
7.3 English Policy

All students are required to speak English while they are inside the school campus. This policy should be strictly observed.
Silay Institute strives to provide students with opportunities to grow as learners and as individuals. English is the most widespread language in the world. It is important that students learn how to speak English well as this is highly valued by prospective employers. English mastery leads to better job opportunities.
7.4   Prohibition on Smoking and Drinking
               Pursuant to Republic Act 8749 known as the Philippine Clean Air Act of 1999, Silay Institute prohibits smoking and the sale of cigarettes and other tobacco products inside the school campus, buildings, offices, etc. In line with this, the whole school campus of Silay Institute is declared as a "No Smoking Zone” and a “Zone of Health.” 

               Students are not allowed to smoke nor bring/ drink any alcoholic drink inside the school campus. 

               Students who are observed to be in a state of intoxication will not be allowed entry into the campus. In cases where the students who are intoxicated can enter the campus without the knowledge of the security guards, their respective instructors will not allow them to attend their classes. They will be marked absent and sent home. An incident report should be submitted by the instructor to the Discipline Officer/Assistant Discipline Officer, copy furnished the Dean. They will be subject to disciplinary sanctions.

      7.5   Bulletin Boards and Streamers

Bulletin boards are placed in different strategic places in the school campus.   These  are  meant  to  be  used  for  disseminating information  to  the students.  Students are expected to read the bulletin boards on a daily basis.

Notices or announcements which will be posted/written on the bulletin boards will first be presented to the Program Head concerned for approval. Erasing or changing the words written on the board is prohibited. Should there be a need to make changes on the bulletin board, prior approval should be secured from the Program Head concerned.

Putting up of streamers inside the school should have the approval of the Dean while putting up of streamers at the gate or in front of the school should have the approval of the School Director.

8.   POLICIES ON ATTENDANCE AND EXAMINATIONS

      8.1  Policies on Attendance 

             8.1.1   General Policies on Attendance

Attendance in classes is important for academic progress. Attendance should be treated as a matter of discipline and not as a factor affecting scholarship ratings. Students should attend classes regularly and punctually. 
Attendance is counted from the first regular class meeting regardless of the date/time of enrolment/registration.

A student is considered absent from class if he/she is not present after the first fifteen (15) minutes of the scheduled class time.
In the event that unavoidable circumstances and unforeseen events will cause the instructors to come late to class, students should not leave the classroom until after twenty (20) minutes of the scheduled class time.  If the instructor arrives within twenty (20) minutes and the students are no longer inside the classroom, these students will be marked absent.

A student who leaves the classroom during class hours with permission from the instructor but remains outside unnecessarily for a long period of time or will not return to the classroom will be marked absent.

            If  a  student, at the start of  class,  feels  sick, he/she  should  go  to the school clinic and  avail  of  the school's health services.            

In case there is a need for a student to go home because of sickness, a Gate Pass from the College Dean or the Discipline Officer/Assistant Discipline Officer in the Dean’s absence, as recommended by the School Nurse, is required for the student to be excused from his/her classes.

An absence of more than five days due to illness must be supported by a written letter of explanation from the parent/guardian together with a doctor's certificate.

Students are held responsible for all the assignments and the entire content of the subject regardless of the kind of absence incurred.

8.1.2 Limits on Absences




It is the student’s responsibility to record the number of absences that he/she has incurred during the semester.

Generally, a student who incurs absences of more than twenty percent (20%) of the prescribed number of lecture hours or laboratory periods during the semester will be dropped.

A student should not exceed the following limits on absences otherwise, they will not be eligible for a passing grade in the subject/course where they incurred such absences:

· for a 1-unit subject meeting one hour once weekly        -  3 absences

· for a 3-unit subject meeting 3 hrs. once weekly
           -  3 absences

· for a 3 unit subject meeting 1 ½  hrs. twice weekly      -  6 absences

· for a 3-unit subject meeting 1 hr. three times weekly   -  9 absences

· for a 6-unit subject meeting 3 hrs. two times weekly    -  6 absences

· for a 6-unit subject meeting 2 hrs. three times weekly  -10 absences

· for a 7-unit subject meeting 7 hours weekly                  -  3 absences

· for a 9-unit subject meeting 9 hours weekly                  -  3 absences

· for a 12-unit subject meeting 12 hours weekly              - 3  absences

· for  a 5 -unit subject meeting 1hour daily                      -10 absences

· for a 2-unit subject meeting 2 hrs. once weekly            -  3 absences

Once a student incurs absences in excess of the limits indicated above, he/she is dropped from the course and will be marked D (Dropped).

8.1.3  Tardiness
A student is marked late/tardy if he/she comes within the first fifteen (15) minutes of any class period.

Two tardy marks are considered one (1) absence from class in a subject.  
A student is considered absent if he/she comes fifteen (15) minutes after the scheduled start of the class.

8.1.4  Sick Notice
Sick notices do not minimize the count of absences allowed to a student during a school term.  Exception is made in extreme cases such as accidents or illness necessitating hospitalization of more than two (2) weeks, in which case the student is given extra assignments to make up for work missed.

           8.1.5  Approved Absence
A student who participates in any school-sponsored activity or represents the school in an official capacity is granted Approved Absence upon the recommendation of the College Dean and approval of the School Director.

An approved absence is noted on the student’s attendance record but is not counted against the allowed number of absences in the subject.  The privilege, however, does not relieve him/her of the responsibility of making up for work missed.

     8.2  Examinations 

A student will only be allowed to take the examinations after payment of their accounts at the Business Office.

An Examination Permit must be secured by the student from the Business Office and this must be presented to the instructor before the start of the examination. The “No Permit, No Exam” policy of the school is strictly observed. No instructor will allow any student who has no examination permit to take the examination.
In cases of lost permit, the student shall get another Examination Permit from the Business Office upon payment of a penalty of Twenty Pesos (P20.00).

Preliminary, midterm, and end term/final examinations are conducted only on the dates published on the Official School Calendar.  Should changes be made, these should be approved by the College Dean prior to the conduct of the Examination.
No credit will be given for any course/subject until all requirements have been satisfactorily completed.
8.2.1   Special Examinations

   Any student who, because of unavoidable absence, fails to take the scheduled final examinations must request for a special examination at the office of the College Dean upon the recommendation of the Instructor and Program Head.  No special examination will be administered without this approval.  Requests for a special examination should be filed not later than one (1) week after the last day of the final examination and shall be taken, if approved, within two weeks after the examination.

   Students who are delayed in paying their financial obligations shall be given their special examinations after the settlement of financial obligations.  Students are given one week after the scheduled examination to meet their obligations and take the special examinations scheduled by the instructor and as approved by the College Dean.  

   Students who fail to take the examination for reason of sickness will only be allowed to take the special examination after presenting a medical certificate.

   Students who have conflict in the schedule of examinations should notify their instructor and request for a special examination schedule with the approval of the College Dean.
   A special examination fee in the amount of Fifty Pesos (P50.00) will be charged to the student. This will be paid to the Disbursing Officer. The Official Receipt will be presented to the faculty concerned.

   No payment for the special examination fee should be made to any instructor nor to any other office.
             8.2.2  Grade for Missed Examination
Students who have examination permits but who fail to take a scheduled examination without valid reason will be given zero score for the said examination.

Failure to take the special examinations as scheduled will mean that the student shall be given zero score for the said examination.
8.2.3
 Exemption from Final Examination
At the discretion of the instructor, a student may be exempted from taking the final examination if he/she obtained a grade average of 90 (2.0) or better in the course/subject for all examinations in a semester, provided that such exemption is not contrary to the program’s policies.

           8.2.4
  Cheating in Examinations
A student caught cheating in any form during a test, examination or report, will be given a failing grade in the course/subject.

The act of cheating includes, but is not limited to, the following:

· attempting to use notes or textbooks, crib notes (codigo) of any  kind, whether the student actually uses them or not;
· copying or allowing another student to copy from his/her examination papers, in which case both are liable;
· glancing or looking at another student’s examination paper, or allowing another student to glance or look at his/her examination paper, in which case both are liable;
· giving to, or receiving answers from, another student through gestures or in writing during the test or examination, in which case both are liable;

· leaking/sharing examination questions to other students who have not yet taken the examination;
· having somebody else take the examination or test or prepare the report or assignment for oneself. If the other person is a student, both are liable; and
· using any electronic device, unless duly authorized by the instructor, such as calculator, cellular phone, Personal Digital Assistant (PDA), or the like, during the examination or test.

Assisting a classmate or any other student to cheat in any examination or quiz, and plagiarism in any academic work, are considered major offenses since these are forms of academic dishonesty.  

Plagiarism consists of offering as one's own work the words, ideas, or arguments of another. Plagiarism consists of, but is not limited to, copying portions of the writing of others with only minor changes in wording, with (a) inadequate footnotes, quotes, or other reference forms of citation or (b) only a list of references. Appropriate attribution by quotation, reference, or footnote is required when using another's work. Paraphrasing without appropriate citation is also plagiarism. 

Students guilty of cheating are assigned a failing grade in that particular examination or course requirement and shall be reported to the Discipline Office and the College Dean for disciplinary action. 
8.2.5
 Take-Home Examinations

Take-home examinations may be allowed in certain courses/subjects when these require long research work. Instructors, however, must secure the approval of the Program Head, a week before the scheduled examination.

      8.2.6   Examination Papers

Students are entitled to receive their duly-checked and graded examination papers no later than 10 days after the scheduled examination. They have the right to see their duly corrected examination papers and the computation of their final grades during the class card distribution.

If the students have not received their duly checked examination papers 10 days after the examination, they will request their respective instructors to release these to them, and if there is no positive response, they can write a letter of complaint to the Dean.
9.
ACADEMIC POLICIES
9.1
Grading System

The numerical grading system is used in Silay Institute. 

Only grades in academic course/subjects are included in the computation of the Grade Point Average (GPA). 
Instructors must inform their students of their term grades within two (2) weeks after each examination. Grades are determined from recitation, projects, quizzes, examination, projects and other course requirements.
Final grades are obtained from the Registrar's Office three (3) weeks after the submission of grades by the instructors. A permanent record of a grade for each course/subject is made only at the end of each term.  


You may refer to Appendix C which shows the grade, grade equivalence and description.
Grade

Grade 
Equivalence


Description
100                                    1.0                                              Excellent

95 -  99


1.5 - 1.1 




Superior

90 -  94


2.0 - 1.6 




Very Good

85 -  89



2.5 - 2.1 




Good

80 -  84


         3.0 - 2.6 



Average

75 - 79


   3.5 - 3.1 



Passing

below 75


 

      5.0
 
      
            Failure
Dropped -
 Dropped with a failure due to violation of attendance policies and prescribed procedures on withdrawal

9.2
Changes in Grades
Errors in the entry of grades may be corrected after the instructor concerned explains, in writing, to the College Dean his/her reasons for the change and secures the Dean’s approval.  Changes in grades must be done within one (1) month after the end term examinations (before the Registrar's submission of grades to the CHED or TESDA).

9.3
Scholastic Deficiencies
“Condition” or re-examination is not given.  To remove an incomplete grade the student must complete the required work under the supervision of his/her instructor.  Incomplete grades must be completed not later than one week after the date of the final examination; otherwise, these become failures. It is the responsibility of the students to arrange for the completion of incomplete credits.  A student whose final grade is a failure must repeat the course.

9.4 Academic Load and Academic Standing

9.4.1  Academic Load

The maximum academic load for non-graduating students is 24 units. However, a graduating student may be allowed an overload of 6 units, or a total of 30 units following the CHED/TESDA guidelines.
9.4.2
 Academic Standing

The academic standing of the student is determined by computing the Grade Point Average (GPA), as follows:

1.  Multiply the grade in each course/subject by the number of credits to find the grade points in each course (e.g., 1. 5 x 3 units).
2.   Find the sum of all the grade points (per credit).
3. Divide the sum of all the grade points, including the failing grade of 5.0, by the total number of credits earned. 
Hereunder is an example of how to compute your GPA:

	Courses
	Grade 
	Credit Units
	Grade Points

	NSci 101
	2.5
	3
	7.5

	Engl 103
	2.5
	3
	7.5

	Math 102
	2.3
	3
	6.9

	SSci 101
	2.3
	3
	6.9

	Fina 101
	2.4
	3
	7.2

	Mgnt 101
	2.4
	3
	7.2

	Comp 103
	1.9
	3
	5.7

	P E 103
	2.1
	2
	4.2

	Reli 103
	2.6
	3
	7.8

	Total
	
	26
	60.9


                                    




   60.9



        





  ------









   26 =  2.342   G.P.A.

To be in good academic standing the student must have a minimum Grade Point Average (GPA) of 3.0 and must satisfy the scholastic requirements for his/her major program of study.  Students' records are evaluated for academic standing at the end of each semester.

10.
HONORS LIST AND ACADEMIC STATUS

Once a year, the College recognizes the scholastic achievement of students whose Grade Point Average in a semester's load of at least 15 units is 1.9 or better.  Failure or withdrawal or dropping from any one subject including NSTP disqualifies the student from the recognition although the NSTP grade is not included in the computation of the GPA.  In addition, students must have complied with all the regulations of the school.

10.1  Honors Certificates

The first honors certificate is awarded to students with a GPA of 1.5 (95) or better  with no grade lower  than   2.3 (87) and second honors certificate is awarded to those with a GPA of 1.9 (91) or better with no grade lower than 2.5 (85).

An academic convocation is held every semester of each year to recognize students who are in the honors' list.

10.2
  Academic Probation

 1.     A student is placed on academic probation if he/she:

1.1   incurs 12 units of failure in one semester, or


1.2   accumulates 18 units of failure in different semesters.

         Note:
All subjects will be considered in evaluating the number of units of failure.

2.
A student on academic probation may be permitted to enroll on condition that he/she:

 2.1
    takes the regular load for the given semester;

 2.2
engages in only one-curricular activity and does not join any varsity team; and

 2.3     attends conferences as required.

3.
The probationary status is lifted if the student passes all his/her subjects during the semester of the probation.  However, the number of failures remains on record. The student may now engage in co-curricular activities or join varsity teams.

     4.  
A letter is sent to the parents of the student by the Dean once a student is placed on academic probation.


No student on academic or probation may hold office in any College organization or represent Silay Institute in any outside function or activity.  However, he/she may become a member of one campus organization.
     10.3  Dismissal from the School
  1.   A student is dismissed from the school if he/she incurs 18 units of failure in one semester.

2. A continuing student is dismissed from the school if he/she incurs an accumulated failure of 24 units.

11.
POLICIES/GUIDELINES ON GRADUATION 

       A student will only be recommended for graduation if he/she has met and complied with the following requirements:

· has complied with all the requirements of the program and have taken and passed at least eighty percent (80%) of the major subjects at Silay Institute or have a residency of at least two (2) semesters at Silay Institute; and
· has taken the last curriculum year of the program at Silay Institute to meet the residency requirement.

 11.1
  Academic Requirements
Students are responsible for regularly consulting with the Registrar on policies and requirements concerning graduation.  Although the course requirements for the degree program are all specified in the College Catalogue, any additional requirement prescribed by the Commission on Higher Education (CHED) or TESDA must be met by all applicants for graduation.

11.2
  Application for Graduation
Students are advised to have their course/subjects evaluated by the Registrar at least a semester before their senior year.

Candidates must file their application for graduation with the Registrar after their records have been evaluated by the Registrar. Application must be filed within the first month of the semester when they are due to graduate.
11.3
  Residence Requirements
Students must be in residence in Silay Institute for at least two consecutive semesters prior to graduation.

The maximum length of time students are allowed to work for a Bachelor's degree is seven years, counting from the first time they enrolled in the same degree program.

11.4
 Honors

The following honors are conferred on qualified students upon graduation from any Bachelor's degree program:

Summa Cum Laude – granted to students with a Grade Point Average of 1.4 (96) or better and with no grade lower than 2.2 (88) in any subject, excluding NSTP.  Residence in Silay Institute for at least six consecutive semesters prior to graduation is also required.

Magna Cum Laude – granted to students with a Grade Point Average between 1.7 to 1.5 (93 - 95) and with no grade lower than 2.2 (88) in any subject, excluding NSTP.  Residence in Silay Institute for at least six consecutive semesters  prior to graduation is also required.

Cum Laude – granted to students with a Grade Point Average between 1.9 -1.8 (91 - 92) and with no grade lower than 2.5 (85) in any subject, excluding NSTP  Residence in Silay Institute for at least six consecutive semesters prior graduation is also required.

In graphic presentation:

	Honor
	Award
	Average
	No Grade Lower Than
	Residency in
Silay Institute

	Summa Cum Laude
	Gold Medal
	1.4

96
	2.2

88
	Last three (3) years or six (6) semesters

	Magna Cum Laude
	Silver Medal
	1.7 to 1.5

 93 to 95
	2.2

88
	Last three (3) years or six (6) semesters

	Cum Laude
	Bronze Medal
	1.9 to 1.8

 91 to 92
	2.5

85
	Last three (3) years or six (6) semesters


Silay Institute reserves the right not to grant awards to students for causes like criminal offenses involving moral turpitude or for other causes as determined by the School Administration.

        Note: 1.  Although grades in NSTP are not included in the computation of the Grade Point Average, a student applying for honors should have a grade of 3.0 (80) or better in this subject.

2.    Grades earned in other schools are included in the computation for honors.

3.    A student has a minimum of at least eighteen (18) unit-load in each semester.

11.5
The Commencement Program
The list of candidates for graduation is posted on the Bulletin Board one (1) month prior to graduation day.  A graduating student is responsible for checking that his/her name is in the list to insure its inclusion in the Commencement Program.

The inclusion of a student's name in the List of the Candidates for Graduation/Commencement Program does not, however, guarantee his/her graduation unless he/she has met all the degree requirements of Silay Institute and CHED/TESDA and unless a Special Order (S.O.) has been issued by CHED.

Recognition may be given to deserving graduates. Awards which may be given are as follows:

· Most Outstanding in Leadership

· Most Outstanding Student Journalist/Scribbler Staffer

· Most Outstanding Athlete

· Best in Thesis Writing

· Loyalty Award (4 years residency in High School + 4 years College Degree program)

12.   STUDENT ORGANIZATIONS AND STUDENT ACTIVITIES

Silay Institute firmly believes that education is not limited to the classroom.   The co-curricular activities and support programs and services aim to supplement the formal learning process in developing to the fullest the talents and abilities of the students. However, co-curricular activities shall be subject to prior approval of the School Director.  Meetings, assemblies, convocations and activities shall be held with the knowledge of the College Dean and in the presence of the Adviser/Moderator.

        12.1  Supreme Student Council (SSC)

The Silay Institute Supreme Student Council (SSC) is a very important organization in the school.   

Every bona fide student of Silay Institute is  automatically  a member  of  the SSC, which represents the student  body  before  the  School Administration in the promotion of their  rights, privileges, responsibilities,  interests and the over-all improvement  of  their campus life.

The  organization aims to promote student welfare, uphold  high academic  excellence,  support  extra-curricular  and  co-curricular activities,  develop good moral values, work for  special  projects, promote  fellowship  and cooperation with  other  institutions,  and strengthen unity among students for the promotion of their interests and rights.

     12.2     Accreditation Procedures of Campus Organizations and Clubs

All campus organizations/clubs should be screened by the school through the Guidance Office. Application for accreditation of campus organizations/clubs is processed every June. If the application is found in order, this shall be endorsed to the College Dean who will recommend it to the School Director for approval.   

A campus organization can only be accredited and recognized if the organization/club has produced its own Constitution and By–Laws not contrary to the Philippine Constitution and the Laws of the Land and neither to the Rules and Regulations of the School.
Only bona fide students presently enrolled in the school may become officers and members of any student organization or club.

The organization/club can only be activated, and its officers and members inducted, when the organization/club receives official accreditation.

   The Dean regulates the establishment and supervises the management and operation of all student organizations in the different programs.
       12.3   Orientation and Induction Activities 

All orientation and induction activities must be submitted to the Guidance Office for approval before these are carried out.

Such activities must be held in the daytime and on campus, and should not in any way include actions and behaviors which:

· inflict physical harm;

· cause psychological anxiety;

· demean the integrity of any person;

· violate good values, proper decorum, and social mores; and

· require inappropriate expenditures of any kind.

Orientation and induction activities must be formative and informative, and require the physical presence of the club adviser or moderator.

   12.4   Club Advisers/Moderators

All campus organizations should have faculty advisers or moderators chosen from among the list submitted by the student officers, and recommended by the College Dean to the School Director for approval.

        12.5.  Solicitation and Fund-raising Activities

Project Proposals for fund-raising campaigns need to be prepared by the officers of the organization/club concerned with the assistance of the adviser. Fund-raising campaigns are allowed only with the written permission of the School Director as recommended by the College Dean.

Proper accounting and auditing of funds raised will be done by the officers of the organization concerned. A report will be submitted to the School Director, through the College Dean, in not more than 15 days after the activity is held.

12.6  Annual Reports

All campus organizations/clubs are required to submit an Annual Report, with an audited Financial Statement to the School Director, through the College Dean, not later than March 31 of each school year.

Failure to comply with these reports shall result in loss of accreditation for the following academic year.

   12.7  Student Activities

Student activities such as field trips, seminars, convocation and other enrichment activities are learning activities that promote desirable interaction among students within and outside the school, foster interpersonal relationship, develop leadership skills of the students, and enrich their knowledge.

Activities to be held outside the school may be allowed, preferably on Saturdays to prevent students from missing their classes, provided that the students and their parents/guardians sign a waiver freeing the school authorities and the school from responsibility for anything unfortunate/any untoward incident that may happen to the students that is beyond the control of the school authorities.  Provided, further, that the instructor/adviser concerned will accompany and supervise the students.

13.  STUDENT SERVICES

       13.1 Guidance Services

                The Guidance Office provides the following services:

                    Personal, Career and Academic Skills and Group Counseling


        Student Evaluation, Testing and Appraisal

                    Individual Inventory

                    Scholarship

                    Career Orientation 

                    Referral and Consultation


        Placement


        Special Programs such as Peer Facilitators Program and others


The Guidance Officer is available from Monday to Friday for the faculty and students of both the High School and College Departments from 9:00 o’clock in the morning to 6:00 o’clock in the evening.

     13.2   Health Services

The School Clinic has a staff composed of a full-time Nurse, a part-time Physician and a part-time Dentist who attend to the health needs of the students and the school personnel.

 
   Schedule of health services:  

               School Physician  -  every Tuesday and Friday    3:00 – 5:00 p.m.

               School Dentist      -  every Tuesday and Friday    3:00 – 5:00 p.m.

               School Nurse        -  Monday to Friday                 7:30 - 11:30 a.m.

                                                                                              2:00 -   6:00 p.m.

      13.3  Academic Support Services

·  Audio-Visual Room
         The Audio-Visual Room is made available for meetings, seminar-workshops, proposal defense, film showing and other official school activities.

The Digital Projection Lighting (DPL)/Liquid Crystal Display (LCD)/DPL, sound system, air conditioning units, tables and chairs are made available for the use of students and faculty. Students are expected to take good care of these facilities.
· Computer Laboratories
There are four (4) Computer Laboratories in the second floor of the College Main Building for the use of the students in the High School and College Departments in their respective classes.

The number of students assigned to the Computer Laboratories correspond to the number of computers to maintain as much as possible, a 1:1 student-computer ratio per class.

These computers are not intended for gaming purposes.

· Internet Services

         Internet Services are made available to college students at the designated time upon payment of the required fees at the Business Office. The receipt will be presented by the student to the IT Support Staff in-charge of internet services to access internet services in the designated computer laboratory. Students are required to observe all the policies which are posted in the computer laboratory. Students who violate these policies will no longer be allowed to avail of these services and will be given administrative sanctions.

· College Library
Apart from the reference books, dictionaries, vertical file, and other reading materials the school has made available two (2) computers for free use of college students for their research work only. Before using the computers, students are required to log in the Record Book by writing their names, program and year, time started and ended, and by signing the entries.

A section of the Library is intended for Graduate School Students enrolled in the Master of Arts in Education (MAEd) who may want to do research and other related work. Carrels are made available for this purpose.

· Learning Resource Center (LRC) 
A separate room in the College Library was converted into a Learning Resource Center. It contains several devices and learning materials which depict the culture of the Philippines and other countries. These are made available for instructors and their students who are interested to learn more about culture and the arts and other related fields. Instructors can bring their classes to the LRC provided the students are properly supervised by them. Students are welcome to visit the LRC at any time. They should, however, sign in the logbook which will be provided by the Librarian and her staff.
The LRC will be further developed to adopt to the needs and interests of the students and the instructors to support the curriculum.

·  Science Laboratory
The school believes that laboratory experience and hands-on laboratory activities are an integral part of science education and that a Science Laboratory is an effective tool in expanding and enhancing science instruction. 
Students are provided with laboratory equipment and apparatuses for their science classes. Students should take good care of these facilities and equipment. The cost of equipment and apparatus which will be lost or damaged will be charged to the student concerned.
· Photocopying Services

Students who would like to avail of the photocopying services of the school should pay to the Disbursing Officer at the Business Office the amount equivalent to the number of copies of documents to be photocopied and should bring the receipt to the staff-in-charge located at the back of the AVR. No other staff nor office is allowed to receive payment for photocopying services.

       13.4   Campus Ministry
                  The Campus Ministry Program is designed to promote the spiritual formation of the students, the faculty and staff.

The program consists of liturgical services and para-liturgical services such as spiritual retreats and recollections, monthly mass, and other religious activities.
        13.5   Student Publication

Republic Act No. 7079, Campus Journalism Act of 1992, defines Student Publication as the issue of any printed material that is independently published by, and which meets the needs and interests of, the studentry.” 

The official student publication of the College Department is “The Scribbler.”  

The Editorial Board shall be composed of student journalists who have qualified in placement examinations. The student journalist is any bona fide student enrolled for the current semester or term, who has passed or met the qualification and standards of the Editorial Board. He/She must likewise maintain a satisfactory academic standing. 

The publication adviser shall be selected by the School Director from a list of teachers submitted by the publication staff and recommended by the College Dean. 
14.   NORMS OF CONDUCT 


All the students of Silay Institute are expected to exhibit desirable behavior and proper decorum in the school campus and also outside the school campus during official school activities pursuant to the school policies. 

14.1 Inside the Classroom
Enrollment in the Silay Institute College Department carries obligations concerning conduct inside and outside the classroom. As a general rule of conduct, students are expected to conform to school policies so as not to disrupt the educational process. The following should be observed while inside the classroom:
· Order must be maintained at all times inside the classroom.

· Using the Physical Education (P.E.) uniform inside the classroom, unless it is a P.E. class, is not allowed.

· Wearing of caps and hats inside the classroom is likewise not allowed. Etiquette dictates that caps and hats should not be worn inside buildings and rooms.
· Mobile/cell phones may be brought to the school but students are strictly prohibited from using these by calling/receiving calls and texting/reading text messages during the class. Mobile/cell phones should be turned off or set to silent mode while inside the classroom so as not to disturb the class. 
· Charging of cellular phones inside the classroom and in any area within the campus is not allowed.

Outside the Classroom/In the School Campus

          Proper school behavior even outside the classroom during school days is  necessary in order to have an effective learning environment for all students.
To achieve this, the students:
· should observe silence along the corridors and in the library;
· should not litter/scatter rubbish within the school premises. They should throw rubbish in the waste receptacles provided outside the classrooms;
· are prohibited from engaging in unbecoming conduct, such as running, shouting, whistling, boisterous talking, cursing and swearing, is prohibited; and
· are forbidden to smoke, drink intoxicating liquors, gamble and possess pornographic materials.  

 14.3  In the Library    

The Library is open to serve teachers and students on the following days and time:

                              Day



Time

Monday, Wednesday and Friday 
    7:30 a.m. to   7:30 p.m.

Tuesday and Thursday

    7:30 a.m. to   7:00 p.m.

Saturday



    7:30 a.m. to 11:00 a.m.

                                                                          12:00   nn  to   4:00 p.m.

Hereunder are some of the policies to be observed by students while in the Library. All other rules and regulations which are posted in the Library must also be observed by all students.

· A student may avail of the library services upon presentation of his/her school ID Card and Library Borrower’s Card.
· Students are required to leave their bags in the counter provided for this purpose. However, they should bring with them their mobile/cell phones, wallet and other valuables. 
· A student is required to observe silence in the library. Group discussion is not allowed.
· Mobile/cell phones should be turned off or set on silent mode while inside the Library.
· A student may use the internet-ready computer for free upon approval of the Librarian and after writing his/her name, program enrolled in, date and time, provided the computer will be used for research work and not for Friendster and other purposes. They are not allowed to view nor to download obscene, pornographic and indecent materials. Any student who will be caught viewing or downloading these materials will no longer be allowed to use this computer and will be subject to disciplinary action.

· A student must handle all books, magazines, and other reading materials with care. Pages of the books and periodicals should not be torn nor written on.

· The cost of reading materials which will be lost or damaged will be charged to the student concerned.
14.4 In the Computer Laboratories
The four (4) Computer Laboratories are for the use of the students in the High School and College Departments who are enrolled in computer courses. 

All storage devices such as flash drives, MP3, floppy disks and the like, must be presented to the Instructor or the IT Support Staff for scanning for viruses before these can be used by the students. Storage devices which are not presented will be confiscated and turned over to the Discipline Officer.
· Any student caught viewing or downloading pornographic pictures and materials will no longer be allowed to use the computer and will be subjected to disciplinary action. This is a major offense.
· Students, under the supervision of their IT instructors, are required to turn off the computers properly before leaving the Computer Laboratories.

· Eating and drinking in the Computer Laboratories are not allowed. Students who want to apply powder are not allowed to do so near the computers to avoid having the powder drop on the keyboards.
· Computer Laboratory 2 will be made available to all the students for internet use, when there is no schedule for class, following the guidelines which are as follows: A student may use the computers for internet surfing upon payment of the required fee to the Disbursing Officer at the Business Center and presentation of the receipt to the IT Support Staff who will assign him/her to a computer.
· All other rules and regulations which are posted inside the Computer Laboratory must be strictly followed.

14.5 In the Chapel

· Students are encouraged to visit the chapel during their vacant periods.
· Students are expected to show respect for this holy place by taking off their hats/caps and by avoiding boisterous behavior and loud conversation.
· The Chapel is not a place of resting, sleeping nor chatting.
     14.7    In the Audio-Visual Room

· Students will be allowed to use the Audio-Visual Room with their respective instructors for viewing a movie, for attending convocations and seminar-workshops and other such similar supervised activities.

· The reservation and use of the AVR should have prior approval of the Personnel Officer.
14.8     Use and Care of Facilities
          Students are allowed to use the school facilities and in turn, they should take   care of these facilities. Students should:
· take proper care of the classroom, facilities and other equipment. Vandalism is prohibited and is punishable.

· always keep their classrooms and school campus clean.

· take proper care of the books in the library, computers, other library equipment and facilities.

· use the equipment and materials in the Science Laboratory and should return these to their proper places after use.

· use the rest rooms intended for them properly and to keep these clean at all times.
15.   STUDENT DISCIPLINE

        15.1  Discipline Board

The Discipline Board handles cases filed against any student, student organization, faculty or staff by any member of the Academic Community for alleged violation of existing rules and regulations.

The Discipline Board is chaired by the School Director and its members are the College Dean, Discipline Officer, Student Representative/SSC President/Faculty Representative/Staff Representative, as the case may be, and the Legal Counsel.

Subject to the requirements of due process, the Board shall have the power to give sanctions against the erring respondent.

In instances where the inhibition of a particular member of the Discipline Board is necessary, the School Director shall designate an appropriate replacement who is acceptable to all parties concerned.

15.2 Discipline Office

The Discipline Office is headed by the Discipline Officer who enforces the pertinent provisions on discipline within the campus.

The Discipline Officer mans the Discipline Office from 8:00 o’clock in the morning to 5:00 o’clock in the afternoon. He is assisted by the Assistant Discipline Officer of the College Department from 5:00 in the afternoon up to 7:30 in the evening on Monday, Wednesday and Friday and from 5:00 in the afternoon to 7:00 in the evening on Tuesday and Thursday.
15.3    Disciplinary Probation and Dismissal
A student may be placed on disciplinary probation or denied readmission for violation of the school norms of conduct prescribed in the Students' Handbook upon the recommendation of the Discipline Officer and the approval of the School Director.  Another infraction of any school policy during the disciplinary probation makes the student liable for dismissal from the school after due process.

No student on either academic or disciplinary probation may hold office in any College organization or represent Silay Institute in any outside function or activity.  However, he/she is allowed to be a member of one (1) campus organization.
       15.4    Offenses and Disciplinary Sanctions

Silay Institute maintains good school discipline inside the school campus as well as outside the school premises when students are engaged in activities authorized by the school
There are two types of offenses namely, major offenses and minor offenses, which may be committed by students. Disciplinary sanctions will be given to students who commit major and minor offenses depending on the seriousness of their offense.

                  15.4.1  Major Offenses and Disciplinary Sanctions
The following are considered major offenses:

· cheating during examination, test or report (refer to section on cheating -  section 8.2.4);
· bringing in or possessing prohibited drugs or harmful chemicals within the school campus; or outside the school campus during an official school activity;
· bringing in, carrying or possessing a deadly weapon or explosives inside the campus; or outside the campus during an official school activity;
· direct assault upon any member of the administration, faculty or staff or any other person vested with authority either causing no injury, minor injury or severe injury;
· inflicting physical injuries on another student/teachers/staff inside the school campus; or outside the school campus during an official school activity;
· fighting or participating in brawls within the school campus; or outside the school during an official school activity; or outside the school campus in uniform;
· bringing in, possessing or drinking liquor and alcoholic drinks inside the school campus; or outside the school campus during an official school activity; drinking liquor and alcoholic drinks outside the school while wearing the school uniform;
· entering the school campus or attending an official school activity outside the school campus in a state of intoxication/under the influence of liquor or alcoholic drinks;
· conviction of any crime before any court for any criminal offense involving moral turpitude against person or property; 

· engaging in any act of subversion or insurgency;
· committing any act of immorality;
· vandalism or destruction of property belonging to the school or to another person while in campus;
· possessing, selling, displaying or distributing pornographic materials, viewing or downloading pornographic materials from the internet while inside the school campus;
· (membership/participation/involvement in any fraternity/sorority /street gangs and in any unrecognized organization that participates in any violent acts or activities)
· participation in hazing or physical injuries for the purpose of initiation, admission or continuance of membership in any unrecognized  organization (or gang) that subscribes to or participates in any violent act
· making sexual advances in words or in action to another student or member of the academic community within the school campus
· preventing or threatening any student or school personnel from entering the school premises or attending classes or discharging their duties

· possessing or exploding firecrackers inside the school campus; or outside the school campus in an official school activity which resulted in physical injury or panic in the school

· stealing/tampering/destroying an item belonging to another, whether attempted, frustrated or consummated

· forging, falsifying or tampering with academic or official records or documents of any kind, or intentionally making a false statement, or practicing deception that pertains to the school

· securing or using forged school records, forms and documents

· putting the name of the school in dishonor/in shame by committing scandalous and unbecoming acts in public in school uniform/ committing acts which will cause dishonor, discredit to the name of the school 

· gross acts of disrespect in words or in action to the school administration, faculty and staff
· sending of poison letters, or spreading of malicious rumors, or uttering obscenities

· public display of affection (PDA) or public display of physical intimacy (PDPI) depending on the act 
· habitual disregard or willful violation of established policies, rules or regulations consisting of three (3) minor offenses of the same kind or nature, or five (5) minor offenses of different kinds or nature 

15.4.2 Minor Offenses and Disciplinary Sanctions

              The following are considered minor offenses:
· not wearing the uniform from Monday to Thursday

· wearing inappropriate or indecent attire on Fridays and on official school activity outside the school campus

· not wearing the ID inside the school campus 

· lending one’s ID to another or using another student’s ID while in the school campus

· violation of the school policies on haircut, hair, shoes, tattoos, earrings and the like

· use of classroom and any other school facility without proper authority and for questionable purpose

· smoking within the school campus; or outside the school campus during an official school activity

· gambling, in any form, inside the school campus

· texting or sending of slanderous message to another

· loitering along the corridors when classes are going on

· disturbing classes and academic-related activities or school functions

· littering and spitting in the school campus
· using any storage device, such as flash drive, MP3 and the like, without presenting this to the IT Support Staff for scanning for viruses 
· installing and uploading of games in the Computer Laboratories

         15.4.3   Categories of Disciplinary Sanctions/Administrative Penalties

Section 77 of the Manual of Regulations for Private Schools states that the three categories of disciplinary administrative sanctions for serious offenses or violation of school rules and regulations which may be applied upon an erring pupil or student are: Suspension, Exclusion and Expulsion.

Suspension is a penalty in which the school is allowed to deny or deprive an erring student of attendance in classes for a period not exceeding twenty percent (20%) of the prescribed class days for the semester or year.
Exclusion is a penalty in which the school is allowed to exclude or drop the name of the erring student from the school rolls for being undesirable, and transfer credentials immediately issued.  A summary investigation shall have been conducted, and no prior approval of Commission on Higher Education (CHED).is required in the imposition of exclusion.
Expulsion is an extreme penalty on an erring student consisting of his exclusion from admission to any private or public school in the Philippines which requires the prior approval of the CHED.
          15.4.4    Disciplinary Sanctions for Major Offenses


            First Offense     – Exclusion or Expulsion
          15.4.5    Disciplinary Sanctions for Minor Offenses

            First Offense  -  Warning and written reprimand from the Dean in the presence of parents/guardian with written apology addressed to the offended party, if the act is personal in nature and/or order the restitution or reparation of the damage of or injury sustained, if necessary

Second Offense    –  Suspension of minimum of one (1) to maximum of nine (9) class days 

Third Offense       – Exclusion/Dismissal

Fourth Offense     -  Expulsion

16.  TUITION CHARGES FOR STUDENTS WHO WITHDREW FROM  ENROLMENT OR TRANSFERRED TO ANOTHER SCHOOL
  Silay Institute adopts the policy as stated in the Manual of Regulations for Private Schools, Section 66, Tuition Charges, which states that:


“A student who transfers or otherwise withdraws, in writing, within two weeks after the beginning of classes and who has already paid the pertinent tuition and other school fees in full or for any length longer than one month may be charged ten percent of the total amount due for the term if he withdraws within the first week of classes, or twenty percent if within the second week of classes, regardless of whether or not he has actually attended classes.  The student may be charged all the school fees in full if he withdraws anytime after the second week of classes. However, if the transfer or withdrawal is due to a justifiable reason, the student shall be charged the pertinent fees only up to and including the last month of attendance.” (underscoring supplied) 
S.I. ALMA MATER SONG 
ALMA MATER, ALMA MATER

THE SILAY INSTITUTE

ALMA MATER A TRIBUTE OF PRAISE

TO THY GLORY AND FAME WE RAISE

TO THY GLORY, TO THY GLORY

TO THY GLORY AND FAME WE RAISE

IN ALL OUR LANDS OUR VOICES RAISE

TO HYMN THY NAME AND SING THY PRAISE

THY WONDER THE PEOPLE WILL KNOW

THY WORTH TO THE SCHOOL WE’LL SHOW

DEAR ALMA MATER OUR HEARTS WE LAY

DEAR ALMA MATER WE’RE LOYAL TO THEE

THY MOTHERLY LOVE IN US WILL BRING

IN LIFE TO THY STANDARD WILL CLING

(Romeo I. Perales)

S.I. LOYALTY MARCH

SILAY INSTITUTE, ALMA MATER DEAR

OH PRIDE OF NEGROS, HALL OF FAME

TO YOU WE RAISE OUR VOICES LOUD AND CLEAR

TO PRAISE YOUR HONORED NAME

IN TRUE ABIDING FAITH AND LOYALTY

WE STAND UNITED ALL

TO SPREAD YOUR GLORIOUS NAME THROUGHOUT THE LAND

S.I. OUR BELOVED SCHOOL

SO FAITHFULLY WE’LL TREASURE EVERMORE

THE TRUTH AND KNOWLEDGE YOU IMPART

AND ALL YOUR LOVING CHERISHED MEMORIES

WILL LIVE WITHIN OUR HEARTS

ALTHOUGH THE CHANGING YEARS MAY COME AND GO

WE MAY BE FAR OR NEAR

WE WILL REMEMBER YOU BELOVED SCHOOL

S.I. ALMA MATER DEAR.

(Pio Ga. Sedonio, Ph.D.)

APPENDICES

APPENDIX A:   RIGHTS AND RESPONSIBILITIES OF STUDENTS
                             (Excerpts from Education Act of 1982/ Batas Pambansa Blg. 232)

Section 9. Right of Students in School - In addition to other rights, and subject to the limitation prescribed by law and regulations, and student and pupils 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 person with human dignity.

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

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

4.  The right of access to his 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 channels and administrative bodies of the school or institution.

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, or to form, establish, join and maintain organizations and societies for purposes not contrary to law.

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

Section 15. Duties and Responsibilities of Students - In addition to those provided for under existing laws, every student shall:

1.  Exert his utmost 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 and discipline, and by exerting efforts to attain harmonious relationships with fellow students, the teaching and 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.

APPENDIX B:  SEXUAL HARASSMENT ACT

REPUBLIC ACT NO. 7877
AN ACT DECLARING SEXUAL HARASSMENT UNLAWFUL IN THE  EMPLOYMENT, EDUCATION OR TRAINING ENVIRONMENT,
AND FOR  OTHER PURPOSES.
Be it enacted by the Senate and House of Representatives of the Philippines in Congress assembled: 
  
SECTION 1. Title. - This Act shall be known as the "Anti-Sexual Harassment Act of 1995." 
  

SECTION 2. Declaration of Policy. - The State shall value the dignity of every individual, enhance the development of its human resources, guarantee full respect for human rights, and uphold the dignity of workers, employees, applicants for employment, students or those undergoing training, instruction or education. Towards this end, all forms of sexual harassment in the employment, education or training environment are hereby declared unlawful. 
  
SECTION 3. Work, Education or Training -Related, Sexual Harassment Defined. – 
Work, education or  training-related sexual harassment is committed by an employer, employee, manager, supervisor, agent of the employer, instructor, instructor, professor, coach, trainor, or any other  person who, having authority, influence or moral ascendancy  over another in a work or training or education environment, demands, requests or otherwise requires any sexual favor from the other, regardless of whether the demand, request or  requirement for submission is accepted by the object of said Act. 
(a) In a work-related or employment environment, sexual harassment is committed when: 

(1). The sexual favor is made as a condition in the hiring or  in the employment, re-employment or continued employment  of said individual, or in granting said individual favorable compensation, terms of conditions, promotions, or privileges;  or the refusal to grant the sexual favor results in limiting, segregating or classifying the employee which in any way  would discriminate, deprive or diminish employment opportunities or otherwise adversely affect said employee; 

(2) The above acts would impair the employee's rights or privileges under existing labor laws; or 

(3) The above acts would result in an intimidating, hostile, or offensive environment for the employee. 
  (b)  In an education or training environment, sexual harassment is committed:       

(1) Against one who is under the care, custody or supervision of the offender;   

(2) Against one whose education, training, apprenticeship or tutorship is entrusted to the offender; 
(3) When the sexual favor is made a condition to the giving  of a passing grade, or the granting of honors and scholarships,  or the payment of a stipend, allowance or other benefits,  privileges, or consideration; or 
  
(4) When the sexual advances result in an intimidating, hostile or offensive environment for the student, trainee or  apprentice.
Any person who directs or induces another to commit any act of sexual harassment as herein defined, or who cooperates  in the commission thereof by another without which it would  not have been committed, shall also be held liable under this  Act. 
  
SECTION 4. Duty of the Employer or Head of Office  in a Work-related, Education or Training Environment. - It shall be the duty of the employer or the head of the  work-related, educational or training environment or institution, to prevent or deter the commission of acts of sexual  harassment and to provide the procedures for the resolution,  settlement or prosecution of acts of sexual harassment. Towards this end, the employer or head of office shall: 
  
      (a) Promulgate appropriate rules and regulations in consultation with and joint1y approved by the employees or  students or trainees, through their duly designated representatives, prescribing the procedure for the investigation of  sexual harassment cases and the administrative sanctions  therefor. 
  
      Administrative sanctions shall not be a bar to prosecution  in the proper courts for unlawful acts of sexual harassment. 
  
       The said rules and regulations issued pursuant to this  subsection (a) shall include, among others, guidelines on  proper decorum in the workplace and educational or training institutions.   

      (b) Create a committee on decorum and investigation of  cases on sexual harassment. The committee shall conduct  meetings, as the case may be, with officers and employees,  instructors, instructors, professors, coaches, trainors, and students or trainees to increase understanding and prevent  incidents of sexual harassment. It shall also conduct the  investigation of alleged cases constituting sexual harassment. 
  
      In the case of a work-related environment, the committee  shall be composed of at least one (1) representative each from  the management, the union, if any, the employees from the  supervisory rank, and from the rank and file employees. 
     In the case of the educational or training institution, the  committee shall be composed of at least one (1) representative  from the administration, the trainors, instructors, professors  or coaches and students or trainees, as the case may be. 
  
      The employer or head of office, educational or training  institution shall disseminate or post a copy of this Act for the  information of all concerned. 
  
      SECTION 5. Liability of the Employer, Head of  Office, Educational or Training Institution. - The employer or head of office, educational or training institution  shall be solidarily liable for damages arising from the acts of   sexual harassment committed in the employment, education or training environment if the employer or head of office,  educational or training institution is informed of such acts by  the offended party and no immediate action is taken. 
  
     SECTION 6. Independent Action for Damages. -  Nothing in this Act shall preclude the victim of work, education or training-related sexual harassment from instituting a separate and independent action for damages and other affirmative relief. 
  
     SECTION 7. Penalties. - Any person who violates the   provisions of this Act shall, upon conviction, be penalized by   imprisonment of not less than one (1) month nor more than six (6) months, or a fine of not less than Ten thousand pesos  (P10,000) nor more than Twenty thousand pesos (P20,000), or  both such fine and imprisonment at the discretion of the court. 
  
      Any action arising from the violation of the provisions of  this Act shall prescribe in three (3) years. 
  
      SECTION 8. Separability Clause. - If any portion or  provision of this Act is declared void or unconstitutional, the  remaining portions or provisions hereof shall not be affected  by such declaration. 
  
      SECTION 9. Repealing Clause. - All laws, decrees, orders, rules and regulations, other issuances, or parts thereof  inconsistent with the provisions of this Act are hereby repealed or modified accordingly. 
  
      SECTION 10. Effectivity Clause.- This Act shall take  effect fifteen (15) days after its complete publication in at least  two (2) national newspapers of general circulation. 

  

     Approved: 

  

      (Sgd.) EDGARDO J. ANGARA 
      President of the Senate 

  
      (Sgd.) JOSE DE VENECIA, JR . 
      Speaker of the House of Representatives 

  

This Act is a consolidation of House Bill No. 9425 and  Senate Bill No. 1632 was finally passed by the House of  Representatives and the Senate on February 8, 1995.
  
     (Sgd.) EDGARDO E. TUMANGAN 
     Secretary of the Senate 

  

     (Sgd.) CAMILO L. SABIO 
     Secretary General 
     House of Representatives 

  

     Approved: February 14, 1995 

  

     (Sgd.) FIDEL V. RAMOS 
     President of the Philippines 

  

APPENDIX C – GRADE EQUIVALENT

            
  Grade


Grade Equivalent

Description



   100




  1.0


  Excellent



    99




  1.1


  Superior



    98




  1.2


  Superior



    97




  1.3


  Superior



    96




  1.4


  Superior



    95




  1.5


  Superior



    94




  1.6


  Very Good



    93




  1.7


  Very Good



    92




  1.8


  Very Good



    91




  1.9


  Very Good



    90




  2.0


  Very Good



    89




  2.1


  Good



    88




  2.2


  Good



    87




  2.3


  Good



    86




  2.4


  Good



    85




  2.5


  Good



    84




  2.6


  Average



    83




  2.7


  Average



    82




  2.8


  Average



    81




  2.9


  Average



    80




  3.0


  Average



    79




  3.1


  Passing



    78




  3.2


  Passing



    77




  3.3


  Passing



    76




  3.4


  Passing



    75




  3.5


  Passing

                            Below 75 is Failure
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SILAY INSTITUTE
Silay City

Dear Parents/Guardians,
This Student Handbook for the College Department for Academic Years 2008 to 2011 was prepared to help you and your son/daughter/ward become well-acquainted with the policies of Silay Institute.

Please read this Handbook and affix your signature in the Statement Page below the signature of your son/daughter/ward and request him/her to submit this to their Program Head.

Thank you.

The School Administration
Contact Nos: Director’s and Dean’s Offices - (034) 495-6390  
                      Business Office - (034) 495-1833       Registrar’s Office – (034) 714 9341

Email Address:      ask@silayinstitute.edu.ph

Website:                 silayinstitute.edu.ph

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Please cut and return. Thank you.

To the School Administration

Silay Institute, Silay City

This is to inform you that we have read the contents of this College Student Handbook for Academic Years 2008-2011.

We understand that this Handbook is meant to give information about the School’s Vision, Mission, Philosophy and Objectives, History, Policies, Major and Minor Offenses and the Corresponding Disciplinary Sanctions and other information which we need to know and understand. 
We agree to cooperate with the school in the implementation of these policies.

_______________________________


Printed Name and Signature of  Parent/Guardian

                                                                          ______________________________      ______________________            


         Name of Son/Daughter/Ward                   Program Enrolled In and Year                                      

        Date Signed ________________
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