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IMPLEMENTING GUIDELINES

SECTION 1. STATEMENT OF POLICY.

The University strongly condemns any form of sexual harassment,
exploitation and intimidation. In keeping with this declaration, any
act or conduct constituting work-, education- or training-related
sexual harassment or Gender-based sexual harassment (‘GBSH’)
shall render the perpetrator liable for administrative sanctions to be
enforced in a manner as herein provided.

These updated Guidelines are based on Republic Act No. 7877 or
the Anti-Sexual Harassment Act of 1995, Republic Act No. 9262 or
the Anti- Violence Against Women and Their Children Act of 2004,
Republic Act No. 11313 or the Safe Spaces Act of 2019 and most
recently, CHED Memorandum Order No. 3, Series of 2022 or the
Guidelines on Gender-based Sexual Harassment in Higher Education
Institutions and other relevant laws and guidelines.

Pursuant to the above policy, the process for reporting and
responding to complaints of sexual harassment shall be posted in
conspicuous bulletin boards in the University. In the same manner,
the Committee on Decorum and Investigation (CODI), the Human
Resource Development Office (HRDO), the Office of the Dean of
Student Affairs and Services (DSAS), and Prefects of Discipline (POD)
shall undertake regular and continuing awareness campaign
program in order to effectively prevent, to promptly correct, and if
necessary, to impartially deal on violation of this policy by any
member of the University community.

SECTION 2. PERSONS LIABLE FOR GENDER-BASED SEXUAL
HARASSMENT

Gender-based sexual harassment may be committed by the
following:

a. Persons of the same or opposite sex who have authority,
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influence or moral ascendancy over the offended party in
any aspect of academic or administrative work, such as an
officer, faculty member, employee, coach or trainer (e.g.,
faculty to students, administrator to
faculty/employees, administrator  to students, and
coach/trainer to students);

b. Persons in a peer relationship with the offended party (e.g.,
faculty to faculty, students to students, administrator to
administrator, coach/trainer to coach/trainer);

c. C. Students/student interns, faculty, administrators or
employees of SMU committing acts that constitute sexual
harassment against faculty members, administrators,
employees, third-party service providers or visitors of its
institution;

d. Third-party service providers engaged by SMU such as
sanitation, janitorial, canteen, security and maintenance
personnel;

e. Personnel of other partner institutions which SMU has
contracted to undertake school-related activities; or

f. Visitors or third- parties who are within the premises, or
around the vicinity of the University.

SECTION 3. PLACES WHERE GBSH IS COMMITTED

Gender-based sexual harassment may be committed in the following:

a. Within the territory of SMU where SMU has direct
administration or jurisdiction;

b. Within or outside the host training institutions, local or
foreign, during or beyond the conduct of school-related
activities so long as the complainant or the respondent in
the GBSH case is under their supervision, instruction or
custody;

C. In public spaces and/or online platforms which are used
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by stakeholders ofthe education and training institutions
for their school-related activities; and/or

d. Within any of the above areas where the gender-based
sexual harassment is committed by a faculty, employee,
personnel or student of SMU even if the activity is not
school-related and/or sanctioned by the institution.

SECTION 4. HOW GENDER-BASED SEXUAL HARASSMENT IS
COMMITTED

Gender-based sexual harassment in SMU, other education and
training institutions and partner host establishments and/or
organizations may be committed as follows:

a. In a higher education institution, other education and
training institutions and partner host establishments
and/or organizations, as a place of work and as a place of
learning, when any unwelcome act or series of acts of a
sexual nature is employed in the following:

1. As basis for any employment decision (including,
but not limited to, hiring, promotion, raise in
salary, job security, benefits and any other
personnel action) affecting the complainant;

2. As requirement for a grade rating, the granting of
honors or a scholarship, the payment of a stipend
or allowance, or the giving of any benefit, privilege
or consideration to the complainant;

3. As interference with the complainant’s
performance, which creates an intimidating,
hostile or offensive work or academic
environment; or

4. As instrument that might reasonably be expected
to cause discrimination, insecurity, discomfort,
offense or humiliation to the complainant.
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b. In a higher education institution, as a public space, when
any unwelcome act or series of acts of a sexual nature
constitutive of street-level and public-spaces sexual
harassment arecommitted.

The different forms of Street-Level and Public-Space GBSH
include but are not limited to:

1. catcalling and/or wolf-whistling;

2. unwanted invitations;

3. misogynistic, trans-phobic, homophobic and sexist
slurs;

4. persistent uninvited comments or gestures on a
person’s appearance;

5. statements, comments and suggestions with sexual
innuendoes;

6. persistent telling of sexual jokes; use of sexual
names;

7. public masturbation or dashing of private parts;

8. groping, or any advances, whether verbal or
physical, that are unwanted and threaten one’s
sense of personal space and physical safety, and
committed in public spaces; or

9. stalking.

c. In the digital world, online gender-based sexual harassment
includes:
1. acts of a sexual nature that use information and

communications technology in terrorizing and
intimidating victims through physical,
psychological, and/or emotional threats;

unwanted sexual misogynistic, trans-phobic,
homophobic and sexist remarks and/or comments
online, whether publicly or through direct and
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private messages;

3. invasion of victim’s privacy through cyber-stalking
and/or incessant messaging;

4. uploading and/or sharing without the consent of
the victim any form of media that contains photos,
audio, or video with sexual content;

5. any unauthorized recording and/or sharing of any
of the victim’s photos, videos, or any information
online;

6. impersonating identities of victims online or
posting lies about victims to harm their reputation;
or

7. filing false abuse reports to online platforms to
silence victims.

SECTION 5 TYPES OF OFFENSES AND CORRESPONDING
AMINISTRATIVE PENALTIES

Thefollowing isthematrix ofoffenses and the corresponding penalties.

GRAVE OFFENSES

1. unwanted touchingofprivate parts ofthebody (genitalia,
buttocks and breast)

2. rape or sexual assault

3. malicious touching

4. requests for sexual favor in exchange for employment,
promotion, local or foreign travels, favorable working
conditions or assignments, a_passing or higher grade, the
granting of honorsorscholarship, or the grant of benefits or
payment of a stipend or allowance

5. public masturbation or flashing of private parts

6. groping, or any advances, whether verbal or physical, that are
unwanted and threaten one’s sense of personal space and
physical safety, and committed in public spaces
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7. uploading and/or sharing without the consent of the
victim, any form of media thatcontains photos,audio, orvideo
with sexual content

8. any unauthorized recording and/or sharing of any of the
victim’s photos, videos, orany information online

9. impersonating identities of victims online or posting lies of a
sexual natureaboutthevictims toharmtheirreputation

10. filing false abuse reports to online platforms to silence victims of
sexual harassment

11. stalking

12. other analogous cases

A. Person in a peer relationship with the offended party, e.g,
student vs. student, employee vs. employee.

B. Students/student interns harassing (with sexual undertone)
faculty members, administrators, personnel, or employees

C. Students/student interns harassing (with sexual

undertone)faculty members, administrators, personnel, or
employees

OFFENDER PENALTY FOR REMARKS
FIRST GRAVE
OFFENSE
Employee Dismissal fromservice Follow DOLE
requirements
Students Expulsion Subject to confirmation
by CHED
Penalty when a Grave Offense is committed under conditions
D,E,F.
OFFENDER PENALTY FOR REMARKS
FIRST GRAVE
OFFENSE
D. Third-party Permanent ban in
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service SMU;
providers such Termination of
as  sanitation contract
and
maintenance
personnel
E. Personnel of Permanent ban in Reportto CHED Regional
Partner SMU; Office
Institutions Termination of
where school- contract
related
activities are | *For international
conducted partners,
permanent ban
from entering into
contract with any
PHEI
F. Guest/Visitors Permanent ban in
SMU
LESS GRAVE OFFENSES
1. unwanted touchingorbrushing against a victim’s body
2. pinchingnotfalling under major offenses
3. derogatory ordegradingremarks or innuendoes directed toward
the members of one sex, or one’s sexual orientation or used to
describe a person
4. verbal abuse with sexual overtones
5. unwanted invitations with sexual undertone
6. misogynistic, trans-phobic, homophobic and sexist slurs
7. persistent uninvited comments or gestures on a person’s
appearance
8. relentless requests for personal details
9. incessant messaging
10. making statements, comments and suggestions with sexual
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innuendoes

11. the use of information and communications technology in
terrorizing and intimidating victims through physical,
psychological,and/oremotional threatswith sexual overtones

12. other analogous cases

Penalty for less grave offense committed by:

A. persons who have authority, influence or moral ascendancy
over the offended party in any aspect of academic or
administrative work

OFFENDER PENALTY FOR PENALTY FOR SECOND
FIRST OFFENSE OFFENSE
Employee Suspension of one | Dismissal from service

month and one
dayto six months

Students Suspension of one | exclusion or dismissal
month and one
dayto six months

Penalty for less grave offense committed by:

B. Person in a peer relationship with the offended party, e.g.,
student vs. student, employee vs. Employee

C. Students/student interns harassing (with sexual undertone)
faculty members, administrators or employees

OFFENDER PENALTY FOR PENALTY FOR SECOND
FIRST OFFENSE OFFENSE
Employee Suspension of one | Dismissal from service

month and one
day to three

months
Students Probation for the | For students, exclusion or
entire semester dismissal
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Penalty for less grave offenses committed by:

D. Third-party service providers such as concessionaires,
sanitation and maintenance personnel, etc.

E. Personnel of Partner Institutions where school-related
activities are conducted

OFFENDER PENALTY FOR PENALTY FOR SECOND
FIRST OFFENSE
OFFENSE
Third-party service | Serious Permanent ban in SMU

providers

Personnel of
Partner Institutions

reprimand by
SMU

*For international
partners, permanentban
fromentering intoa
contractwithanyPHEI

LIGHT OFFENSES

surreptitiously looking or staring at a person’s private part
or worn undergarments

making sexist statements and smutty jokes or sending
these through text, electronic mail or other similar
means, causing embarrassment or offense and carried
out after the respondent has been advised that they are
offensive or embarrassing or even without such advice, when
they are by their nature clearly embarrassing, offensive or
vulgar

malicious leering or ogling

thedisplay ofsexually offensive pictures, materials or graffiti
unwelcome inquiries or comments aboutaperson’ssexlifeor
sexual orientation connoting one’s sex life (ex. LGBTQ’s
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sexualrelations).

unwelcome sexualflirtation, advances, propositions

makingoffensive hand orbody gestures at the person

persistent unwanted attention with sexual overtones

unwelcome phone calls with sexual overtones causing

discomfort, embarrassment, offense  or insult to the

receiver

10. catcalling and/or wolf-whistling

11. unwanted sexual misogynistic, transphobic and
homophobic remarks and comments online, whether
publicly or throughdirect and privatemessages

12. invasion of the victim’s privacy through cyberstalking
and incessant messaging with sexual overtones

13. other analogous cases

© N

Penalty when committed by:

A. Persons who have authority, influence or moral ascendancy
over the offended party in any aspect of academic or
administrative work

OFFENDER 15T OFFENSE 2ND QFFENSE 3RD OFFENSE

Employee Reprimand Suspension of Dismissal
one day to from service;
thirty days

Student Reprimand Suspension of | exclusion or
one day to dismissal
thirty days

Penalty when committed by:

B. Person in a peer relationship with the offended party, e.g.,
student vs. student, employee vs. employee

C. Students/student interns harassing (with sexual undertone)
faculty members, administrators or employees

RESPONDENT 15T OFFENSE 2ND OFFENSE | 3RD QOFFENSE
Employee Written Written
warning reprimand Suspension

326




SMU ANTI-SEXUAL HARASSMENT POLICY AND IMPLEMENTING GUIDELINES

and
community

Student

Written
warning

Written
reprimand
and
community

Suspension

Penalty when committed by:
D. Third-party service providers such as concessionaires,
sanitation and maintenance personnel
E. Personnel of Partner Institutions where school-related
activities are conducted

OFFENDER 15T OFFENSE 2ND OFFENSE | 3Rdb OFFENSE
Third Party
. . permanent
Service reprimand by | severe ban in SMU
Providers and SMU reprimand by
SMU "For
Personnel of international
partner partners,
institutions permanent
ban from
entering into
contract with
any PHEI

Penalty when committed by:
F. Guests/ Visitors

1st Offense 2nd offense 3rd offense
Guests/Visitors | Reprimand by Severe Permanent
SMU reprimand by ban in SMU
SMU
Note:

1. If the perpetrator committed the offense twice against the
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same victim, the corresponding gravest penalty shall apply.
2. SMU may provide gender sensitivity training and counseling to
offenders.

SECTION 6. IMPOSITION OF PENALTIES

a. Minor students who, at the time of the commission of the act of
GBSH, are found guilty under these Guidelines by the
disciplining authority, shall likewise wundergo gender-
sensitivity training and psychosocial counseling sanctioned by
the Guidance and Testing Office.

b. If the penalty of expulsion or exclusion is imposed upon a
student, the same shall be subject to the confirmatory
authority of CHED pursuant to Section 21 of the Implementing
Rules and Regulations of the Safe Spaces Act and Section 106
of the MORPHE.

c. Ifthe penalty of dismissal is imposed upon an employee of the
HEI, the same shall be in accordance with the Department of
Labor and Employment (DOLE) issuances.

d. Ifthe penalty imposed is other than those provided above, e.g.,
termination of contract or permanent ban from SMU, the same
shall be final and immediately executory, and notice shall be
furnished the Respondent or notice shall be posted around the
premises of the institution as the case may be.

e. For termination of contract with a partner training
organization, the institution shall report the same with the
CHED Regional Office having jurisdiction over it.
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SECTION 7. ACCESSORY PENALTY

b.

A student shall not be allowed to graduate if he or she has a
pending case of GBSH. The University reserves the right to
revoke astudent’s diploma if it was inadvertently issued while
a case for GBSH is pending against the student at the time of
its conferment.

Any fees to be charged in the course of a victim’s availment of
psychosocial counseling and similar services shall be borne by
the respondent proven guilty of the offense/s charges.

SECTION 8. COMPOSITION OF THE CODI

a.

The University President, in consultation with the
Advisory Board, shall appoint the chairperson and
members of the Committee on Decorum and Investigation
(CODI) for a term of two (2) years which may be renewed
thereafter. This committee shall serve as an independent
internal grievance mechanism and shall act as the main
body in the investigation and resolution of cases involving
Sexual Harassment in the University.

The members of the CODI shall be appointed by the
University President from the following sectors, provided
that women representation shall not be less than 50%:

Regular members Alternate members

1. ADSAS Women as POD for Women in Basic
Chair Education level

2. Department Head Coordinator in  Basic
Education

3. Non-supervisory Non-supervisory teacher
faculty member in basic education
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4. Non Academic Non Academic personnel
personnel in Basic Education
5. SCC Officer in Student Officer in Senior
tertiary level High School
6. GAD Focal Person Employee  with  GAD
Training

c. Alternate members shall act on behalf of the regular
members in their absence, temporary incapacity or
voluntary or involuntary inhibition. The alternates shall
have the authority to render decisions so as not to delay
the proceedings being undertaken and to ensure
continuity of deliberation.

d. Impartiality. Members of the CODI should have no prior
record of involvement as a respondent, accused, or
defendant in any case of whatever nature of sexual
harassment, including those which are still pending.

e. When the complainant or the person complained of is a
member of the Committee, he/she shall be disqualified
from being amember thereof.

f. The complainant or the person complained of may request
amember of the CODI to inhibit, or the CODI member may,
on his/her initiative, cause the inhibition based on conflict
of interest, manifest impartiality, relation with the
respondent within the fourth degree of consanguinity or
affinity, and other reasonable grounds. Upon such a grant
of inhibition, the member shall immediately be replaced
so as not to cause delay in the proceedings.
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g. The Terms of Office of CODI members shall be two
academic years which may be renewed at the option of
the University President. Upon expiration of the term, the
members may function on hold-over capacity until such
time the University President has designated the new
members of the CODI.

SECTION 9. RESPONSIBILITIES AND FUNCTIONS OF THE CODI

The CODI shall have and perform the following functions:

a. Receive complaints for offenses covered by these
Guidelines;

b. Investigate complaints for offenses covered by these
Guidelines including preliminary investigation in
accordance with the prescribed procedure;

C. Observe, at all times, due process in the conduct of
investigation;

d. Within ten (10) days from the receipt of the written
complaint, investigate and decide on the case and,
submit a report of its findings with the
corresponding recommendation to the disciplining
authority for decision;

e. Ensure the protection of a complainant from
retaliation = without  causing her/him  any
disadvantage,  diminution = of  benefits or
displacement, and without compromising his/her
security of tenure;

f. Guarantee gender-sensitive handling of cases, and
confidentiality of the identity of the parties and the
proceedings to the greatest extent possible;

g. Undergo continuing training on gender sensitivity,
gender-based violence, sexual orientation, gender
identity and expression, and other GAD topics as
needed;
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h.

Lead in the conduct of discussions about sexual
harassment and other related sexual offenses within
the institution to increase the community’s
understanding of, and prevent incidents of, sexual
harassment and other related forms of sexual
offenses; and

Conduct such other activities that would engender a
safe environment for all genders, especially women,
in school campuses and training-related programs in
HEIs.

In case of non-performance or inadequate
performance of functions, the members of the CODI
shall be replaced by the University President upon
receipt of documentation that will substantiate such
allegations.

SECTION 10. PRE-FILING STAGE

SMU shall provide assistance to an alleged victim of acts
punishable by these guidelines which may include
counseling, referral to an agency offering professional help,
and advice on options available before the filing of the
complaint.

SECTION 11. COMPLAINT

d.

The complaint may be filed at any time with the
University President, Vice Presidents, Academic
Deans, Principals, the Office of the Immediate
Supervisor of the Complainant or the alleged
perpetrator, the Guidance and Testing Office, Office
of the ADSAS Men or Women, Prefect of Discipline,
Security Office, the CODI. Upon receipt of the
complaint by any of the above offices, the same shall
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be transmitted to the CODI without delay.

b. The complaint shall be in any form, provided that
the following are indicated in the complaint:

1.

FULL NAME and CONTACT DETAILS of the
Complainant. However, the filing of an
anonymous complaint is not prohibited.

FULL NAME, CONTACT DETAILS and/or
POSITION of the Respondent, if known to
the Complainant.

STATEMENT OF RELEVANT FACTS.

EVIDENCE TO SUPPORT THE
ALLEGATION, provided that non-
submission of evidence will not cause the
dismissal of the complaint; and

VERIFICATION and CERTIFICATION
STATEMENT OF NON-FORUM SHOPPING.

If the complaint is not under oath, the
Complainant shall be summoned by the CODI
to swear to the truth of the allegations in the
complaint or require the Complainant to
submit a sworn Complaint within 24 hours
from receipt of notice of compliance.

C. The withdrawal of the complaint at any stage of the
proceedings shall be without prejudice for the CODI
to continue its investigation and make a report of

OR
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its findings and recommendation to the disciplining
authority when the evidence warrants.

SECTION 12. ACTION ON THECOMPLAINT

After evaluating the complaint, the CODIshall:

a. For complaints against an employee, faculty or
student of SMU: Proceed with the investigation if the
complaint is sufficient in form and substance. A
complaint is sufficient in form and substance if all
the elements provided in the immediately
preceding provision are present.

b. For complaints against personnel of third-party
service providers or partner institutions or guests or
visitors of SMU: Recommend the referral of the
complaint to the service provider, partner institution
or to the proper government authorities for proper
investigation and action.

c. The CODI shall likewise recommend to the
University President to provisionally disallow the
personnel of third-party service provider or of
partner institutions complained of, or guests or
visitors from entering the premises of SMU or from
transacting with SMU while investigation is pending
before the service provider, partner institution or
to the proper government authorities.

SECTION 13. INVESTIGATION OF CASES BEFORE THE CODI

The CODI shall, at all times, observe due process and
investigate and decide on said complaint within ten (10)
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working days or less upon receipt thereof, following the
procedures, towit:

a. Within 24 hours of receipt of the written complaint,
the CODI shall commence the investigation by
notifying the Respondent of the Complaint filed
against him / her with a directive to submit his /
her Counter-Affidavit/Comment under oath and
submit evidence in his/her defense within 72 hours
from receipt of the notice and furnish a copy
thereof to the Complainant. Motion to Dismiss is
not allowed. Otherwise, the Counter-
Affidavit/Comment shall be considered as not filed
or that the Respondent shall be declared in default.

b. Upon receipt of the Counter-Affidavit/Comment
under oath and evidence submitted by the
Respondent, the CODI shall conduct an ex-parte
examination of the documents submitted by the
parties, including available records of the case.

c. With the agreement of both parties, the possibility
of amicable settlement, mediation, conciliation or
submission to alternative modes of dispute
resolution is explored. In such case, a written
agreement signed by both parties shall specify the
conditions and penalty, which should be compliant
with the penalties stated in Section 4.

d. The factual issues to be resolved by the Committee
shall only be limited to those which were alleged in
the Complaint. For this reason, the complainant
cannot present evidence on issues that are not
tackled in the Complaint. In the same manner, the
respondent can present evidence to support the
allegations in the Answer but not on matters which
are not mentioned therein. The Committee may
stop the presentation of evidence which were not
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tackled in the Complaint and in the Answer. For
this purpose, either party has the right to demand
for a copy of the Complaint and/or Answer;

The complainant has the burden of proving the
veracity of his/her allegations. His/Her failure to
establish the liability or culpability of the
respondent, through substantial evidence, will
result to the dismissal of the case. On the other
hand, the respondent has the right to rebut the
allegations of the complainant by presenting
his/her own evidence;

Since the proceedings being undertaken is
administrative in nature, no direct confrontation or
cross-examination of witnesses will be allowed.
The parties, however, may be allowed to submit
suggested written clarificatory questions that the
Committee may propound to the party/witnesses;
The failure or refusal of either or both parties to
appear before the Committee to present their
respective evidence constitutes a waiver, unless
there is justifiable cause in writing;

The parties should refrain from communicating
with any of the witnesses before, during and
immediately after they have deposed their
testimony before the Committee. The parties and
the witnesses are bound to keep the confidentiality
of the proceedings;

It is the duty of the parties to submit the list of
witnesses to the Committee. Thereafter, it becomes
the duty of the Committee to notify the witnesses
on the date of the reception/deposition of their
statement. However, because it is important that
every effort be made to keep the incident
confidential, the Committee shall exercise its sound
discretion in determining which witnesses are
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indeed necessary to the investigation;

j. The Committee, on its own, may call on other
resource persons for additional information or
verify information from files available in different
offices of the University;

k. The parties shall bind themselves to respect the
decision/s of the Committee pertaining to the
conduct of the investigation. Any objection on the
manner by which the Committee is handling the
investigation must be reduced into writing and
submitted to the Office of the University President
for its consideration;

l. The parties understand that members of the
Committee are bound by the rules on
confidentiality and are expected to be impartial.
The parties, therefore, should refrain from
communicating with any of its members on matters
related to the case during the pendency of the
investigation; and

m. At any stage of the proceedings, the respondent
may seek the assistance or advise of a counsel. His
/Her counsel, however, is not allowed to directly
participate in the proceedings.

SECTION 14. PREVENTIVE SUSPENSION

a. Upon petition of the Complainant or motu proprio upon the
recommendation of the CODI, the disciplining authority may
order the preventive suspension of the Respondent during the
conduct of investigation before the CODI and the period of
deliberation of the recommendation of the CODI pursuant to
Section 20 hereof, if there are reasons to believe that he / she is
probably guilty of the charges which would warrant his / her
removal from SMU.
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b. An order of preventive suspension may be issued to
temporarily remove the individual being accused of
wrongdoing from their current position or environment. This
measure aims to prevent the person from potentially
exercising undue influence or applying pressure on witnesses
who may testify against them. Additionally, it serves to
safeguard the integrity of the evidence by ensuring that there
is no tampering or interference with any relevant information
or proof that could be crucial to the investigation or
administrative proceedings.

C. During the period of preventive suspension, the salary and
other benefits of the respondent-employee shall be withheld
and shall be barred from performing his duties and
responsibilities. The period of preventive suspension may be
extended beyond 30 days but in which case, the respondent
shall be paid his salary and other benefits.

d. If the respondent is a student, he shall be barred from entering
the campus during the period of preventive suspension.

e. If, after investigation, it is established that the respondent-
employee is not guilty of the charge/s, he/she shall forthwith be
paid his/her salaries and other benefits withheld during the
time he/she was placed under preventive suspension. He/she
shall also be allowed to perform his/her duties and
responsibilities.

f. In the case of students, if he/she is absolved of the charge/s,
he/she shall be allowed admittance to the University campus,
and shall be given sufficient opportunity to make up for quizzes,
tests and other requirements missed during his/her preventive
suspension.
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SECTION 15. DISCIPLINING AUTHORITY

The disciplining authority consisting of the Committee on
Arbitration (COA) composed of the Vice Presidents and the Legal
Counsel shall decide the case within thirty (30) days of receipt of
the CODI Investigation Report and Recommendation.

SECTION 16. FINALITY OF DECISIONS

a. A decision rendered by the disciplining authority where the

C.

penalty of reprimand, serious reprimand, suspension for not
more than thirty (30) days, or a fine in the amount not
exceeding thirty (30) days’ salary is imposed, shall be final and
executory and not appealable, unless a motion for
reconsideration is seasonably filed. However, the Respondent
may file an appeal within fifteen (15) days before the
disciplining authority when the issue raised is a violation of
due process.

If the penalty imposed is exclusion, dismissal, suspension
exceeding thirty (30) days, or a fine in an amount exceeding
thirty (30) days’ salary, the same shall be final and executory
after the lapse of the reglementary period for filing a motion
for reconsideration or an appeal, and no such pleading has
been filed.

A motion for reconsideration may be filed before the
disciplining authority by the Respondent within fifteen (15)
days of receipt of the decision of the disciplining authority. The
disciplining authority shall act or decide on the motion for
reconsideration within thirty (30) days of receipt thereof.
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SECTION 17. MOTION FOR RECONSIDERATION OR APPEAL,
AND SUBSEQUENT PROCEEDINGS, AND OTHER MATTERS NOT
COVERED BY THESE GUIDELINES

The filing of a motion for reconsideration and appeal, and
subsequent proceedings and other matters not covered by these
Guidelines shall be governed by:

a. the Manual of Regulations of Private Higher Education
(‘MORPHE"), forstudentsof the institution;

b. Laborlawsandregulations forthose employed bythe HEL. He
or she may file an original action before the National Labor
Relations Commission questioning the decision of the
disciplining authority.

SECTION 18. PARALLEL AND COMPLEMENTARY ACTIONS

Nothinginthese Guidelines shall be construed tolimitthe rights ofthe
victims of GBSH from pursuing civil, criminal and other legal actions
asmay be provided by law.

SECTION 19. MOTU PROPIO INVESTIGATION.

Even if an individual does not want to file a complaint or does not
request that the school take any action on behalf of a student, staff,
or faculty member and school authorities have knowledge or
reasonably know about a possible or impending act of Gender Based
Sexual Harassment (GBSH) or sexual violence, the school should
promptly investigate to determine the veracity of such information
or knowledge and the circumstances under which such act of GBSH
or sexual violence were committed and take appropriate steps to
resolve the situation. If a school knows or reasonably should know
about acts of GBSH or sexual violence could have been committed
that creates a hostile environment, the school must take immediate
action to eliminate the same acts, prevent their recurrence, and
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address their effects. This shall include the conduct of an
investigation, on its own initiative, and referral of the offended party
for appropriate psychosocial or medical services. (IRR-RA11313-
Rule VIL.2)

SECTION 20. ROMANTIC RELATIONSHIPS.

Romantic relationships between employees and students who are
both single, especially when the former directly supervises the
education or training of the latter, are strongly discouraged. On the
other hand, romantic relationships involving married personnel with
another personnel or student, married or not, shall be dealt with in
accordance with the Code of Proper Conduct for SMU Employees or
the SMU Student Handbook.

SECTION 21. PUBLIC DISPLAY OF AFFECTION

Public display of affection (PDA) within the campus, or during school
activities done outside the campus, is prohibited. SMU recognizes
that genuine feelings of affection may exist between two students or
between two employees. However, students or employees shall
refrain from all Public Displays of Affection (PDA) while on campus
or while attending and/or participating in a school-related activity
outside of the campus.

Being overly affectionate at school can be offensive and is generally
in poor taste. The expression of feelings toward one another is a
personal concern between the two individuals and thus should not
be shared with others in the general vicinity. PDA includes any
physical contact that may make others in close proximity
uncomfortable or serves as a distraction for themselves as well as
innocent onlookers. Some specific examples of PDA include but are
not limited to kissing, embracing, hugging, holding hands, close body
contact, and analogous cases.

341



Annex C

If the PDI is committed outside of the campus by individuals who
are in University uniform, they shall be dealt with in accordance with
the Code of Proper Conduct for SMU Employees or the SMU Student
Handbook.

SECTION 22. REPEALING CLAUSE.

This Implementing Rules supersedes all policies, circulars and
memoranda earlier issued and which are inconsistent with the above
provisions.

In the event that a provision/s of this Implementing Rules is/are
amended or revised by subsequent policies, circulars or memoranda,
or repealed by provisions of law, the remaining provisions shall not
be affected and remain valid and enforceable.

SECTION 23. RESERVATION CLAUSE.

The University, in the exercise of its sole and exclusive prerogative,
reserves the right to amend, revise or altogether set aside this policy.
Subsequent amendments or revision, however, shall not take effect
until after reasonable dissemination in campus by posting in the
bulletin boards or university website.

SECTION 24. EFFECTIVITY CLAUSE.

This updated Guidelines shall take effect on the first day of July 2023.
To ensure its dissemination to the University community, a copy of
this Implementing Guidelines shall be posted in the SMU website,
Employee FB Group, HRDO Bulletin Board, and if practicable, must
be annexed in the Student’s Handbook and Manuals for Academic
and Non-Academic Personnel.
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VPA Circular No. 29
AY 2022-2023

TO: ALL SMU EMPLOYEES, STUDENTS, CONTRACT OF SERVICE PERSONNEL,
PROJECT STAFF, CONCESSIONAIRES, SECURITY /JANITORIAL STAFF,
PERSONNEL OF PARTNER INSTITUTIONS AND VISITORS

RE: SMU ANTISEXUAL HARASSMENT POLICY AND GUIDELINES

DATE: 17 JULY 2023

Everyone is hereby notified and directed to strictly abide with the updated SMU Anti-
Sexual Harassment Policy and Implementing Guidelines a set forth herein.

SMU ANTI-SEXUAL HARASSMENT POLICY AND
IMPLEMENTING GUIDELINES

SECTION 1. STATEMENT OF POLICY.

The University strongly condemns any form of sexual harassment, exploitation and
intimidation. In keeping with this declaration, any act or conduct constituting work-,
education- or training-related sexual harassment or Gender-based sexual harassment
(‘GBSH’) shall render the perpetrator liable for administrative sanctions to be enforced in a
manner as herein provided.

These updated Guidelines are based on Republic Act No. 7877 or the Anti-Sexual
Harassment Act of 1995, Republic Act No. 9262 or the Anti- Violence Against Women and
Their Children Act of 2004, Republic Act No. 11313 or the Safe Spaces Act of 2019 and more
recently, CHED Memorandum Order No. 3, Series of 2022 or the Guidelines on Gender-
based Sexual Harassment in Higher Education Institutions and other relevant laws and
guidelines.

Pursuant to the above policy, the process for reporting and responding to complaints of
sexual harassment shall be posted in conspicuous bulletin boards in the University. In the
same manner, the Committee on Decorum and Investigation (CODI), the Human Resource
Development Office (HRDO), the Office of the Dean of Student Affairs and Services (DSAS),
and Prefects of Discipline (POD) shall undertake regular and continuing awareness
campaign program in order to effectively prevent, to promptly correct, and if necessary, to
impartially deal on violation of this policy by any member of the University community.

SECTION 2. PERSONS LIABLE FOR GENDER-BASED SEXUAL HARASSMENT
Gender-based sexual harassment may be committed by the following:
U\ , Page| 1
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a.  Persons of the same or opposite sex who have authority, influence or moral
ascendancy over the offended party in any aspect of academic or administrative
work, such as an officer, faculty member, employee, coach or trainer (e.g., faculty
to students,administratorto faculty/employees, administrator to students,
and coach/trainer to students});

Persons in a peer relationship with the offended party (e.g, faculty to faculty,
students to students, administrator to administrator, coach/ftrainer to
coach/trainer);

C. Students/student interns, faculty, administrators or employees of SMU committing acts
that constitute sexual harassment against faculty members, administrators, employees,
third-party service providers or visitors of its institution;

d.

Third-party service providers engaged by SMU such as sanitation, janitorial,
canteen, security and maintenance personnel;

Personnel of other partner institutions which SMU has contracted to underiake
school-related activities; or

Visitors or third- parties who are within the premises, or around the vicinity of
the University.

SECTION 3. PLACES WHERE GBSH 1S COMMITTED

Gender-based sexual harassment may be committed in the following:

a.

b.

Within the territory of SMU where SMU has direct administration or jurisdiction;

Within or outside the host training institutions, local or foreign, during or beyond
the conduct of school-related activities so long as the complainant or the
respondent in the GBSH case is under their supervision, instruction or custody;

In public spaces and/or online platforms which are used by stakeholders ofthe
education and training institutions for their school-related activities; and/or

Within any of the above areas where the gender-based sexual harassment is
cemmitted by a faculty, employee, personnel or student of SMU even if the activity
isnot school-related and/or sanctioned by the institution.

SECTION 4. HOW GENDER-BASED SEXUAL HARASSMENT IS COMMITTED

Gender-based sexual harassment in SMU, other education and training institutions and
partner host establishments and/or organizations may be committed as follows:

a.

In a higher education institution, other education and training institutions and
partner host establishments and/or organizations, as a place of work and as a
place of learning, when any unwelcome act or series of acts of a sexual nature is
employed in the following:

Page|2
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. As basis‘for any employment decision (including, but not limited to, hiring,

promotion, raise in salary, job security, benefits and any other personnel
action) affecting the complainant;

As requirement for a grade rating, the granting of honors or a scholarship,
the payment of a stipend or allowance, or the giving of any benefit,
privilege or consideration to the complainant;

As interference with the complainant’s performance, which creates an
intimidating, hostile or offensive work or academic environment; or

As instrument that might reasonably be expected to cause discrimination,
insecurity, discomfort, offense or humiliation to the complainant.

b. In a higher education institution, as a public space, when any unwelcome act or
series of acts of a sexual nature constitutive of street-level and public-spaces sexual
harassment arecommitted.

The different forms of Street-Level and Public-Space GBSH include but are not limited to:

1.

PN ON

catcalling and/or wolf-whistling;

unwanted invitations;

misogynistic, trans-phobic, homophobic and sexist slurs;

persistent uninvited comments or gestures on a person’s appearance;
statements, comments and suggestions with sexualinnuendoes;

persistent telling of sexual jokes; use of sexual names;

public masturbation or dashing of private parts;

groping, or any advances, whether verbal or physical, that are unwanted
and threaten one’s sense of personal space and physical safety, and
committed in public spaces; or

stalking.

¢. In the digital world, online gender-based sexual harassment includes:

1.

acts of a sexual nature that use information and communications
technology in terrorizing and intimidating victims through physical,
psychological, and/or emotional threats;

unwanted sexual misogynistic, trans-phobic, homophobic and sexist
remarks and/or comments online, whether publicly or through direct and
private messages;

invasion of victim’s privacy through cyber-stalking and/or incessant
messaging;

‘uploading and/or sharing without the consent of the victim any form of

media that contains photos, audio, or video with sexual content;
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5. any unauthorized recording and/or sharing of any of the victim’s photos,
videos, or any information online;

6. impersonating identities of victims online or posting lies about victims to
harm their reputation; or

7. filing false abuse reports to online platforms to silence victims.

SECTIONS. TYPES OF OFFENSESANDCORRESPONDING AMINISTRATIVE
PENALTIES

Thefollowingisthematrixofoffensesandthe corresponding pénalties.

GRAVE OFFENSES
1. unwanted touchingofprivate parts ofthebody(genitalia, buttocks and breast)
2. rape or sexual assault
3. malicious touching
4,

requests for sexual favor in exchange for employment, promotion, local or foreign travels,

favorable working conditionsor assignments,apassing ahigher grade,the grantingof

honorsorschelarship,orthegrantofbenefits or payment of a stipend or allowance

public masturbation or flashing of privateparts

groping, oranyadvances, whether verbal or physical, thatare unwanted and threaten one’s sense

of personal space and physical safety, and committed in public spaces

7. uploadingand/or sharing without the consentof thevictim, anyformofmediathat
containsphotos,audio,orvideowith sexual content

8. anyumauthorized recordingand/or sharingofany of the victim’s photos, videos,orany
information online

9. impersonatingidentities of victims online or postinglies ofa sexual nature about thevictims to
harmtheirreputation

10. filingfalse abusereports to online platforms tosilence victims of sexual harassment

11. stalking

12. other analogous cases

o o

Penaity when a Grave offense is committed by persons in conditions A, B, and C,

A. Persons who have authority, influence or moral ascendancy over the offended party in any
aspect of academic or administrative work.

B. Person in a peer relationship with the offended party, e.g, student vs. student, employee vs.

employee.
C. Students/student interns harassing (with sexnal undertone} faculty members, administrators,
personnel, or employees
OFFENDER PENALTY FOR FIRST GRAVE REMARKS
OFFENSE
Employee Dismissal from service FollowDOLErequirements
Students Expulsion Subect to confirmation by CHED
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-

Penalty when a Grave 'bffense is committed under conditions D, E, F.

OFFENDER

PENALTY FOR FIRST GRAVE
OFFENSE

D. Third-party service
providers such as sanitation
and maintenance personnel

Permanent ban in SMU;
Termination of contract

E. Personnel of Partner
Institutions where school-

Permanent ban in SMU;

Repart to CHED Regional Office

Termination of contract
related activities are

conducted *For international partners,

permanentbanfromentering
intocontract withanyPHEI

F. Guest/ Visitors Permanent ban in SMU

LESS GRAVE OFFENSES

unwanted touchingorbrushing against a victim's body
pinchingnotfallingunder major offenses

derogatoryordegradingremarks or innuendoes directed toward themembers of onesex, orone’s

sexual orientation or used to describe a person

verbal abuse with sexual overtones

unwanted invitations withsexual undertone

misogynistic, trans-phobic, homophobic and sexist slurs

persistentuninvited comments or gestures on a person’s appearance

relentless requests for personal details

. incessantmessaging

10. makingddanais comments and suggestions with sexual innuendoes

11. the use of information and communications technology in terrorizing and intimidating victims
through physical, psychological,and/oremotional threatswithsexualovertones

12. other analogous cases

= W

©ENo !

Penalty for less grave offense committed by:
A. personswhe have authority, influence or moral asondaxyover the offended party in
any aspect of academic or administrative work

OFFENDER PENALTY FOR FIRST PENALTY FOR SECGND
OFFENSE OFFENSE
Employee Suspension of onemmhand Dismissal from service
onedayto sixmonths
Students Suspension of onemathand exclusion or dismissal
onedayto sixmonths

Penalty for less grave offense committed by:

B. Person in a peer relationship with the offended party, e.g., student vs. student, employee vs.
Employee
C. Students/student interns harassing {with sexual undertone}

faculty members,
administrators or employees
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OFFENDER PENALTY FOR FIRST - PENALTY FOR SECOND
OFFENSE OFFENSE
Employee Suspension of onemonthand Dismissal from service
onedayto three months
Students Probation for the entire For students, exclusion or
semester dismissal

Penalty for less grave offenses committed by:

D. Third-party service providers such as concessionaires, sanitation and maintenance
personnel, etc.
E. Personnel of Partner Institutions where scheol-related activities are conducted

OFFENDER PENALTY FOR FIRST PENALTY FOR SECOND
OFFENSE OFFENSE
Third-party service providers Serious reprimand by SMU Permanent ban in SMU
Personnel of Partner *For international partners,
Institutions permanentbanfromentering
intoacontractwithanyPHEI
LIGHT OFFENSES

1. surreptitiouslylooking or staringat a person’s private part or worn undergarments
2. making sexist statements and smutty jokes or sending these through text, electronic
mail or other similar means, causing embarrassment or offense and carried out after the
respondent has been advised that they are offensive or embarrassing or even withoutsuch
advice,whentheyare by their natureclearly embarrassing, offensive or vulgar
3. malicious leering or ogling
4. thedisplay ofsexually offensive pictures, materials or graffiii

5. unwelcomeinquiries or comments aboutaperson'ssexlifeor sexual orientation copnoting one’s sex
life (ex.L.GBTQ’ssexualrelations).

6. unwelcome sexualflirtation, advances, propositions

7. makingoffensive handorbody gestures at the person

8. persistent unwanted attention with sexual overtones

9. unwelcomephonecallswithsexual overtones causing discomfort, embarrassment,offense or
insult to thereceiver

10. catcalling and/or wolf-whistling

11. unwanted sexual misogynistic, transphobic and homophobic remarks and comments enline,
whether publicly or throughdirect and privatemessages

12. invasion of thevictim'’s privacy through cyberstalking and incessant messaging withsexual
overtones

13. other analogous cases

Penalty when committed by:
A. Persons who have authority, influence or moral ascendancy over the offended party
in any aspect of academic or administrative work

OFFENDER 15T OFFENSE 2N0 OFFENSE 3RD OFFENSE

Employee Reprimand Suspension of one day Dismissal from
tothirty days service;

Student Reprimand Suspension of oneday | exclusion or dismissal
to thirty days
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Penalty when commitied by:
B. Personinapeerrelationship withiheoffendedparty, e.g,studentvs.student, employeevs.
Employee

C. Students/student interns harassing (with sexual undertone) faculty members, adminisirators
or employees

RESPONDENT 15T OFFENSE 28D OFFENSE 38D QFFENSE
Employee Writtenreprimand and
Written warning community Suspension
service
Student Writtenreprimand and
Written warning community Suspension
service
Penalty when committed by:

D. Third-party service providers such as concessionaires, sanitation and maintepance
personnel
E. Personnel of Partner Institutions where school-related activities are conducted

OFFENDER 1T OFFENSE 28D OFFENSE 3RD OFFENSE
Third Party Service ]
Providergnd reprimand by the HEI | severe reprimand by permanent ban in SMU
SMU "For international
Personnel of partner partners,
institutions permanent ban from
enteringinto contract
with any PHEI
Penalty when committed by:
F. Guests/ Visitors
1st Offense 2dd offense 3 offense
Guests/ Visitors Reprimand by SMU Severe reprimand Permanent ban in SMU
by SMU
Note:
1. Ifthe perpetrator committed the offense twice against the same victim, the corresponding
gravest penalty shall apply.

2. SMU may provide gender sensitivity training and counseling to offenders.

SECTION 6. IMPOSITION OF PENALTIES

a. Minor students who, at the time of the commission of the act of GBSH, are found guilty
under these Guidelines by the disciplining authority, shall likewise undergo gender-
sensitivity training and psychosocial counseling sanctioned by the Guidance and
Testing Office.

b. If the penalty of expulsion or exclusion is imposed upon a student, the same shall be
subject to the confirmatory authority of CHED pursuant to Section 21 of the
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Implementing Rules and Regulations of the Safe Spaces Act and Section 106 of the
MORPHE.

c. Ifthe penalty of dismissal is imposed upon an employee of SMU, the same shall be in
accordance with the Departmment of Labor and Employment (DOLE) issuances.

d. Ifthe penalty imposed is other than those provided above, e.g, termination of contract
or permanent ban from SMU, the same shall be final and immediately executory, and
notice shall be furnished the Respondent or notice shall be posted around the
premises of the institution as the case may be.

e. For termination of contract with a pariner training organization, the institution shall
report the same with the CHED Regional Office having jurisdiction over it.

SECTION 7. ACCESSORY PENALTY

a. A student shall not be allowed to graduate if he or she has a pending case of GBSH.
The University reserves the right to revoke astudent’s diploma if it was inadvertently
issued while a case for GBSH is pending against the student at the time of its
conferment.

b. Any fees to be charged in the course of a victim’s availment of psychosocial counseling
and similar services shall be borne by the respondent proven guilty of the offense/s
charges.

SECTION 8. COMPOSITION OF THE COD!

a. The University President, in consultation with the Advisory Board, shall appoint
the chairperson and members of the Committee on Decorum and Investigation
{CODD for a term of two (2) years which may be renewed thereafter. This
committee shall serve as an independent internal grievance mechanism and shall
act as the main body in the investigation and resolution of cases involving Sexual
Harassment in the University.

b. The members of the CODI shall be appointed by the University President from the
following sectors, provided that women representation shall not be less than
50%:

Regular members Alternate members
1.ADSAS Women as Chair POD for Women in Basic
Education level
2. Depariment Head Coordinator in Basic
Education
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" S.Noﬁ-supérvfs“qu faculty = . | Non-supervisory teacher in
member . . | basic education
4.Non Academic personnel Non Academic personnel in
Basic Education
5.SCC Officer in tertiary level Student Officer in Senior High
School
6. GAD Focal Person Employee with GAD Training

¢. Alternate members shall act on behalf of the regular members in their
absence, temporary incapacity or voluntary or involuntary inhibition. The
alternates shall have the authority to render decisions so as not to delay the
proceedings being undertaken and to ensure continuity of deliberation.

d. Impartiality. Members of the CODI should have no prior record of
involvement as a respondent, accused, or defendant in any case of whatever
nature of sexual harassment, including those which are still pending.

€. When the complainant or the person complained of is a member of the
Committee, he/she shall be disqualified from being amember thereof.

f. The complainant or the person complained of may request a member of the
CODI to inhibit, or the CODI member may, on his/her initiative, cause the
inhibition based on conflict of interest, manifest impartiality, relation with the
respondent within the fourth degree of consanguinity or affinity, and other
reasonable grounds. Upon such a grant of inhibition, the member shail
immediately be replaced so as not to cause delay in the proceedings.

g. The Terms of Office of CODI members shall be two academic years
which may be renewed at the option of the University President. Upon
expiration of the term, the members may function on hold-over capacity until
such time the University President has designated the new members of the
CODL

SECTION 9. RESPONSIBILITIES AND FUNCTIONS OF THE CODI

The CODI shall have and perform the following functions:

a. Receive complaints for offenses covered by these Guidelines;

b. Investigate complaints for offenses covered by these Guidelines including
preliminary investigation in accordance with the prescribed procedure;

C. Observe, at all times, due process in the conduct of investigation;
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d. Within ten (10) days from the receipt of the written complaint, investigate
and decide on the case and, submit a report of its findings with the
corresponding recommendation to the disciplining authority for decision;

e. Ensure the protection of a complainant from retaliation without causing
her/him any disadvantage, diminution of benefits or displacement, and
without compromising his/her security of tenure;

f. Guarantee gender-sensitive handling of cases, and confidentiality of the
identity of the parties and the proceedings to the greatest extent possible;

g. Undergo continuing training on gender sensitivity, gender-based violence,
sexual orientation, gender identity and expression, and other GAD topics as
needed;

h. Lead in the conduct of discussions about sexual harassment and other
related sexual offenses within the institution to increase the community’s
understanding of, and prevent incidents of, sexual harassment and other
related forms of sexual offenses; and

i. Conduct such other activities that would engender a safe environment for all
genders, especially women, in school campuses and training-related programs
in HEIs.

j- In case of non-performance or inadequate performance of functions, the
members of the CODI shall be replaced by the University President upon
receipt of documentation that will substantiate such allegations.

SECTION 10. PRE-FILING STAGE

SMU shall provide assistance to an alleged victim of acts punishable by these
guidelines which may include counseling, referral to an agency offering professional
help, and advice on options available before the filing of the complaint.

SECTION 11. COMPLAINT

a. The complaint may be filed at any time with the University President, Vice
Presidents, Academic Deans, Principals, the Office of the Immediate
Supervisor of the Complainant or the alleged perpetrator, the Guidance and
Testing Office, Office of the ADSAS Men or Women, Prefect of Discipline ,
Security Office, the CODI Upon receipt of the complaint by any of the above
offices, the same shall be transmitted to the CODI without delay.

b. The complaint shall be in any form, provided that the following are
indicated in the complaint:
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1. FULL NAME and CONTACT DETAILS of the Complainant. However, the
filing of an anonymous complaint is not prohibited.

2. FULL NAME, CONTACT DETAILS and/or POSITION of the Respondent, if
known to the Complainant.

3. STATEMENT OF RELEVANT FACTS.

4. EVIDENCE TO SUPPORT THE ALLEGATION, provided that
non- submission of evidence will not cause the dismissal of the
complaint; and

5. VERIFICATION and CERTIFICATION OR STATEMENT OF NON-FORUM
SHOPPING.

If the complaint is not under oath, the Complainant shall be summoned by the CODI
to swear to the truth of the allegations in the complaint or require the Complainant
to submit a sworn Complaint within 24 hours from receipt of notice of compliance.

€. The withdrawal of the complaint at any stage of the proceedings shall be
without prejudice for the CODI to continue its investigation and make a
report of its findings and recommendation to the disciplining authority
when the evidence warrants.

SECTION 12. ACTION ON THECOMPLAINT

After evaluating the complaint, the CODIshall:

a. For complaints against an employee, faculty or student of SMU: Proceed with
the investigation if the complaint is sufficient in form and substance. A
complaint is sufficient in form and substance if all the elements provided in
the immediately preceding provision are present.

b. For complaints against personnel of third-party service providers or partner
institutions or guests or visitors of SMU: Recommend the referral of the
complaint to the service provider, partner institution or to the proper
government authorities for proper investigation and action.

~
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c. The CODI shall likewise recommend to the University President to
provisionally disallow the personnel of third-party service provider or of
partiner institutions complained of, or guests or visitors from entering the
premises of SMU or from transacting with SMU while investigation is
pending before the service provider, pariner institution or to the proper
government authorities.

SECTION 13. INVESTIGATION OF CASES BEFORE THE CODI

The CODI shall, at all times, observe due process and investigate and decide on said
complaint within ten (10} working days or less upon receipt thereof, following the
procedures, towit:

a. Within 24 hours of receipt of the written complaint, the CODI shall
commence the investigation by notifying the Respondent of the Complaint
filed against him / her with a directive to submit his / her Counter-
Affidavit/Comment under oath and submit evidence in his/her defense
within 72 hours from receipt of the notice and furnish a copy thereof to the
Complainant. Motion to Dismiss is not allowed. Otherwise, the Counter-
Affidavit/Comment shall be considered as not filed or that the Respondent
shall be declared in default.

b. Upon receipt of the Counter-Affidavit/Comment under oath and evidence
submitted by the Respondent, the CODI shall conduct an ex-parte
examination of the documents submitted by the parties, including available
records of the case.

¢. With the agreement of both parties, the possibility of amicable settlement,
mediation, conciliation or submission to alternative modes of dispute
resolution is explored. In such case, a written agreement signed by both
parties shall specify the conditions and penalty, which should be compliant
with the penalties stated in Section 4.

d. The factual issues to be resolved by the Committee shall only be limited to
those which were alleged in the Complaint. For this reason, the
complainant cannot present evidence on issues that are not tackled in the
Complaint. In the same manner, the respondent can present evidence to
support the allegations in the Answer but not on matters which are not
mentioned therein. The Committee may stop the presentation of evidence
which were not tackled in the Complaint and in the Answer. For this
purpose, either party has the right to demand for a copy of the Complaint
and/or Answer; ’

€. The complainant has the burden of proving the veracity of his/her
allegations. His/Her failure to establish the liability or culpability of the
respondent, through substantial evidence, will result to the dismissal of the
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case. On the other hand, the ':fespondent has the right to rebut the
allegations of the complainant by presenting his/her own evidence;

f. Since the proceedings being undertaken is administrative in nature, no
direct confrontation or cross-examination of witnesses will be allowed.
The parties, however, may be allowed to submit suggested written
clarificatory questions that the Committee may propound to the

party/witnesses;

g. The failure or refusal of either or both parties to appear before the
Committee to present their respective evidence constitutes a waiver, unless
there is justifiable cause in writing;

h. The parties should refrain from communicating with any of the witnesses
before, during and immediately after they have deposed their testimony
before the Committee. The parties and the witnesses are bound to keep the
confidentiality of the proceedings;

i. Itis the duty of the parties to submit the list of witnesses to the Committee.
Thereafter, it becomes the duty of the Committee to notify the witnesses on
the date of the reception/deposition of their statement. However, because
it is important that every effort be made to keep the incident confidential,
the Committee shall exercise its sound discretion in determining which
witnesses are indeed necessary to the investigation;

j. The Committee, on its own, may call on other resource persons for
additional information or verify information from files available in different
offices of the University;

k. The parties shall bind themselves to respect the decision/s of the
Committee pertaining to the conduct of the investigation. Any objection on
the manner by which the Committee is handling the investigation must be
reduced into writing and submitted to the Office of the University President
for its consideration;

I. The parties understand that members of the Committee are bound by the
rules on confidentiality and are expected to be impartial. The parties,
therefore, should refrain from communicating with any of its members on
matters related te the case during the pendency of the investigation; and

m. At any stage of the proceedings, the respondent may seek the assistance or
advise of a counsel. His /Her counsel, however, is not allowed to directly
participate in the proceedings.

SECTION 14. PREVENTIVE SUSPENSION

a. Upon petition of the Complainant or motu proprio upon the recommendation of the
CODI, the disciplining authority may order the preventive suspension of the
Respondent during the conduct of investigation before the CODI and the period of
deliberation of the recommendation of the CODI pursuant to Section 20 hereof, if there
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are reasons to believe that he / she lS probably guilty of the charges which would
warrant his / her removal from SMU.

. An order of preventive suspension may be issued to temporarily remove the
individual being accused of wrongdeing from their current position or environment.
This measure aims to prevent the person from potentially exercising undue influence
or applying pressure on wiinesses who may testify against them. Additionally, it
serves to safeguard the integrity of the evidence by ensuring that there is no
tampering or interference with any relevant information or proof that could be
crucial to the investigation or administrative proceedings.

During the period of preventive suspension, the salary and other benefits of the
respondent-employee shall be withheld and shall be barred from performing his
duties and responsibilities. The period of preventive suspension may be extended
beyond 30 days but in which case, the respondent shall be paid his salary and other
benefits.

. Ifthe respondent is a student, he shall be barred from entering the campus during the
period of preventive suspension.

. If, after investigation, it is established that the respondent-employee is not guilty of

the charge/s, he/she shall forthwith be paid his/her salaries and other benefits
withheld during the time he/she was placed under preventive suspension. He/she
shall also be allowed to perform his/her duties and responsibilities.

In the case of students, if he/she is absolved of the charge/s, he/she shall be aliowed
admittance to the University campus, and shall be given sufficient opportunity to make
up for quizzes, tests and other requirements missed during his/her preventive
suspension.

SECTION 15. DISCIPLINING AUTHORITY

The disciplining authority consisting of the Committee on Arbitration {COA) composed of
the Vice Presidents and the Legal Counsel shall decide the case within thirty (30) days of
receipt of the CODI Investigation Report and Recommendation.

SECTION 16. FINALITY OF DECISIONS

a. A decision rendered by the disciplining authority where the penalty of reprimand,

serious reprimand, suspension for not more than thirty (30) days, or a fine in the
amount not exceeding thirty {30) days’ salary is imposed, shall be final and executory
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and not appealable, unless a motion for reconsideration is seasonably filed. However,
the Respondent may file an appeal within fifteen (15) days before the disciplining
authority when the issue raised is a violation of due process.

b. If the penalty imposed is exclusion, dismissal, suspension exceeding thirty (30} days,
or a fine in an amount exceeding thirty (30} days’ salary, the same shall be final and
executory after the lapse of the reglementary period for filing a meotion for
reconsideration or an appeal, and no such pleading has been filed.

¢. A motion for reconsideration may be filed before the disciplining authority by the
Respondent within fifteen (15) days of receipt of the decision of the disciplining
authority. The disciplining authority shall act or decide on the motion for
reconsideration within thirty (30} days of receipt thereof.

SECTION 17. MOTION FOR RECONSIDERATION OR APPEAL, AND
SUBSEQUENT PROCEEDINGS, AND OTHER MATTERS NOT COVERED BY
THESE GUIDELINES

The filing of a motion for reconsideration and appeal, and subsequent proceedings and
other matters not covered by these Guidelines shall be governed by:

a. the Manual of Regulations of Private Higher Education (‘MORPHE"), for students
of the institution;

b. Laborlawsand regulations forthose employed by the HEL He or she may file an
original action before the National Labor Relations Commission questioning
the decision of the disciplining authority.

SECTION 18. PARALLEL AND COMPLEMENTARY ACTIONS

Nothing in these Guidelines shall be construed to limit the rights of the victims of GBSH from
pursuing civil, criminal and other legal actions as may be provided by law.

SECTION 19. MOTU PROPIO INVESTIGATION.

Even if an individual does not want to file a complaint or does not request that the school
take any action on behalf of a student, staff, or faculty member and school authorities have
knowledge or reasonably know about a possible or impending act of Gender Based Sexual
Harassment {GBSH) or sexual violence, the school should prompdy investigate to
determine the veracity of such information or knowledge and the circumstances under
which such act of GBSH or sexual violence were committed and take appropriate steps to
resolve the situation. If a school knows or reasonably should know about acts of GBSH or
sexual violence could have been committed that creates a hostile environment, the school
must take immediate action to eliminate the same acts, prevent their recurrence, and
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address their effects. This shall l'flclude the conduct of ah investigation, on its own initiative,
and referral of the offended party for appropnate psychosocial or medical services. (IRR-
RA11313-Rule VIL2)

SECTION 20. ROMANTIC RELATIONSHIPS,

Romantic relationships between employees and students who are both single, especially
when the former directly supervises the education or training of the latter, are strongly
discouraged. On the other hand, romantic relationships involving married personnel with
another personnel or student, married or not, shall be dealt with in accordance with the
Code of Proper Conduct for SMU Employees or the SMU Student Handbook.

SECTION 21. PUBLIC DISPLAY OF AFFECTION

Public display of affection {PDA) within the campus, or during school activities done
outside the campus, is prohibited. SMU recognizes that genuine feelings of affection may
exist between two students or between two employees. However, students or employees
shall refrain from all Public Displays of Affection (PDA) while on campus or while attending
and/or participating in a school-related activity outside of the campus.

Being overly affectionate at school can be offensive and is generally in poor taste. The
expression of feelings toward one another is a personal concern between the two
individuals and thus should not be shared with others in the general vicinity. PDA includes
any physical contact that may make others in close proximity uncomfortable or serves as a
distraction for themselves as well as innocent onlookers. Some specific examples of PDA
include but are not limited to kissing, embracing, hugging, holding hands, close body
contact, and analogous cases.

If the PDI is committed outside of the campus by individuals who are in University
uniform, they shall be dealt with in accordance with the Code of Proper Conduct for SMU
Employees or the SMU Student Handbook.

SECTION 22. REPEALING CLAUSE.

This Implementing Rules supersedes all policies, circulars and memoranda earlier issued
and which are inconsistent with the above provisions.

In the event that a provision/s of this Implementing Rules is/are amended or revised by
subsequent policies, circulars or memoranda, or repealed by provisions of law, the
remaining provisions shall not be affected and remain valid and enforceable.

SECTION 23. RESERVATION CLAUSE,

The University, in the exercise of its sole and exclusive prerogative, reserves the right to
amend, revise or altogether set aside this policy. Subsequent amendments or revision,
however, shall not take effect until after reasonable dissemination in campus by posting in
the bulletin boards or university website.
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SECTION 24. EFFECTIVITY CLAUSE.

This updated Guidelines shall take effect on the first day of July 2023. To ensure its
dissemination to the University community, a copy of this Implementing Guidelines shall be
posted in the SMU website, Employee FB Group, HRDO Bulletin Board, and if practicable,
must be annexed in the Student’s Handbook and Manuals for Academic and Non-Academic
Personnel.

Consolidated'll_yi

JOHN G.4AYABAN, PhD

Vice President for Administration

Approved:

e
-

JOHN OCTAVIOUS S. PALINA, Ph.D.
University President
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Chapter Two

I. COMMITTEE ON DECORUM AND INVESTIGATION (CODI)
Composition:
The Vice President for Administration recommends to the
University President the appointment of the chair and
members of the Committee on Decorum and Investigation
(CODI) based on the SMU Anti-sexual Harassment Policy and
Implementing Guidelines.

Functions:

1. Receive and investigate complaints on sexual
harassment following the prescribed procedure ;

2. submit a report of its findings and recommendations
to the Committee on Arbitration;

3. lead in the discussions on sexual harassment in the
university in order to prevent occurrence of sexual
harassment; and

4. Other functions as specified in the SMU Anti-sexual
Harassment Policy and Implementing Guidelines.

J. CAMPUS SAFETY AND DISASTER PREPAREDNESS
COMMITTEE (CSDPC)
Composition:
Chairman: Vice President for Administration
Vice Chairman: Head, Safety and Pollution
Control Officer
Members:
Dean of Student Affairs and Services
Academic Deans
Basic Education Principals
Director, HRDO
Director, PPPDMO
ADSAS for Men/Women
Department Head, Criminology
University Medical Teams
NSTP Coordinator
DRRM & Safety Coordinators
Head, Security Agency

88
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PRk Mr. LEOPOLDO N. VALDES JR,, the 1st Speaker for the Executive
Management Training
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Atty. EPIFANIO DELBERT G. GALIMA I1I, the 2rd Speaker for the
Executive Management Training, during his discussion and
awarding of certificates on July 12, 2023.




SAINT MARY’S UNIVERSITY

BAYOMBONG, NUEVA VIZCAYA, PHILIPPINES

HUMAN RESOURCE DEVELOPMENT OFFICE

Group Picture of the Speakers and Participants




SAINT MARY’S UNIVERSITY

BAYOMBONG, NUEVA VIZCAYA, PHILIPPINES

HUMAN RESOURCE DEVELOPMENT OFFICE

GABAY: Executive Management Training
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Ma’am Ma. Criseta M. Aduca, Ph.D --- SMU Grade School Principal, the Speaker for the
GABAY:Executive Management Training, during her discussion on October 14,
2023.
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GABAY:Executive Management Training, during her discussion on
November
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SAINT MARY'S GOLL“GE: A Historical Sketeh -
metamorphosed into one of the 1mportant
educational institutions in the Philippines, particulsarly in the Ca-
cayan Vrliley. In 1927, the late lgpr. Constance Jurge.g, C.l.C.M,, %
then parish priest of Dayombong, with the assistance of the Frapciscan
Sisters, paved the way for the openzng of thc Saint Hary s S"Lool.

In June of 1929, the 'pnentary sshaul onnned for the first time
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. éﬂhﬁ, u--..c..'r:4; G.p":'ﬁ.pd

was felt beczuse of the

Saint Mary's College has

neering, The nced of
~the opening ©of the

Crg cu=te acbaal wlt Ml tnr
and Gounselmg, in

In 1967, lnﬁ
Congregation toock ove
Collcge, A-new campu_
Mogat River was acqﬁl
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gram of Saint Maryls: CQIIeEG _ the needs of a censtantly in-
crezsing student population, a new ﬁcmﬁemlc building named "Godfrey
Tembrecht HallY in memory of the Yste Rev. Fe. Godfrey lLambrecht, was
constructed.  The follovwing ‘year, the College was transferred teo the
new campus cite. Consistent with the expansion program, in the same

year, a hew coursa war nlao offered = Mﬂsver of Arts in Tinglish.

3 The yeurs that folloWed saw the construction of two more build=
ings - 1970, the wmulti-purpose building, and 1971, the Science buila-
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in 1971¢ Master of Arts in Lducation, major in Glementary Lducatiom -
and major in Secondary Jducation; in the College of Lommerce, two
major Ticlds wore also offered ~ Marketing and Sceretarial Adminis-
tration. It was dlso in 1971, when the Journal of Northern Luzon, .«
‘a semi-snnuzl rescerch journal published by the Uraduate School ;as
launcheﬁ with itsmaiden issuc containing the work of the late R;v
Fr. Godfrey Lambrecht cntitled, "Survivals of the Ancient Gaddan o
&ﬁ1m1$tl¢ Ré&;glnn." In’ the same ycar, Saint Ma“y s Cﬂll&géfﬂé”im
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Chapter II
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as a Gollege) and, as a Catholic college the comman ‘good cafinot be
established -=- not cven the 1nd1v1&ua1 good ef the constmtuents can - he
realized.! ) & 2 :

Tre three essen*zal oomponents of Saint Hary‘s Cﬁllege ~= the idministra-
iy %fig&d ‘on waich rests the

ite own immedizie emd to

ﬂﬂjﬂﬂctzon with the

i1y co-exists; neither

§uxtapositian. The

able canﬁztlﬂns fa' = 5 _ﬁ'lts human and
finzncizi resourﬁe__ ST

Within the Samt Ma faculty members and
the a&mznistrat;on*'.” ‘ D tion i3
regard to the educati 3 ' re o) < Students are not mere
objects but, rgth" the subjec ] . ' nol merely subordinates
$e: A 3 Ly at the receiving ead
but also cﬂntlﬁnﬂﬁﬁ ruaess, not -merely be-

neficiaries ofy. haf

to fuifill, Each haa 1% W
which connote reﬂyonalbfm;:

¥ mu.ndlng rBSPQnSIbllltlBE
; %he cther components.>

Because it is a trlpod, one Pﬂﬁt_ ot 1ndlv1dually or collectively,
pursue its own end and ‘good at the ekpense of or to the detriment ﬁf
the other two. -Zach yursult shmu& .aqntr;buta to the common good.

1Conrado Aquino, “"International Relations in the Academic Commu~ !
nity: The Administration-Student Relations." Paper read during the -
First Live-~in Seminar of Students, Faculty and Administrators under th

-



“students and the cnmmunlty where 1t stands, in;
Whﬁlu wqud of humaﬂifj, in general. oy

oy weakenznp‘ cf the 1ndiv1 dual pgood is a weakenlng of the common
<in the College; and the weakening of the common gooé. in the Gollege
.;brlngs with it the wcakenlng of the 1nd1v1dnal good.5

:ﬁ@hen thescomman good is fot realized in the ﬂa&iﬁﬁea the. 1Hﬂiviﬂ”“i o0
. sSuffers.®  There can h&'na-cnmmnnity, mot | e?au 213 ademic community -
unless the aaff@wagﬁ DO R R RS O g,

5 - the Snlnt hary s Qﬁlleg_
R educqt¢og and obaettl

_ ;_t Hary's College
s Makes its curriculam,
T%lvltmes and manages

aint Hary 8 ColLege
'al. me adopt other

It is the adminiﬂtrat o o determlne the uollege s
student adaission and retention policies in the pursuit of its philo-
sophy, objectives ané &cademmg'standards. *The administration has the
right to determine its regulatiﬁuﬁ governing academie performance and
student activities in order tc insure order auﬁ stability in the acade—
mic communlty. L R :

& Y i e

: It is”huwever,”tﬁ Adninistrqtlon B reawnnslblllty fo communlcate
iglearly its. philosophy, its objectives, its requlrements and its, reguls-
”;taoﬂs_to the students before their admlsslon 7 _




10

13195 It §s the wtudent‘t right to be represented on.ali gollcgadaiﬁnmwﬂzng
= ...  bodies of the cducational institution, through the duly aﬂthﬂ?igea :
student government repraescntative, whenever policies relating to curri=
- culum, student discipline and .lhe use or collection.ef student fees,
. funds angd contrivutions are considered for adoption or amendments.
Thls right shall be excrcised by participakiom in the discussx@u-andr
<t voting subject to the provision of law.

'“fE 10. It is the student's rosponéibility to accept and abide by the Ph11°5°Ph 3
the roquirements and the regulations of the school where he has freely
sought enrollment on a contractual baals. -

2«11, From time to time the College can introduce new ralea whick will af:ect
old as well as new students. However, the student has the right to be
informed, through proper channels, of any changes, and such changes shall
not be effectlve until after such notlflcatlons 850 bhat there will be no
facto restrictions or dlsﬂlpll :

enn&s uf'law, gooﬁ morals and
t-controlled pubiications
antrailing editorial po-
Y uiﬂed, that the publication

school regulhtlnns and ebjea'
free from censorship, . n"“agy
liey or—stnff appn;ntmsnta

It is the—reapo”

Jg&eék dlscuss, and pro-
mu.gate the truth 1n line &

‘principles and morals
P ¥ of the College.

nt.or when answers don't
& respounsibility.to usas
5 of comrunication. It is
mature way-—decently and
hannels, without employing
re he has exhausted all

2el3. Yhen reg-ulat:.ons are n
secHm Eatlsfactorlly convine
all recognized, legltim&te,
his resnonslblllty tu establ

drastic measures, forceygﬁﬁ b
peaceful neanse

2.1, &tucents, faculty, and aﬁminast,a”pr ;not equal because they play
different roles in the educational andsacademlc community; hence, the
necessity of delincating the rights and responsibilities of each Eroup.
The roles of the students, faculty and aﬂmlnlstratxon are distinect but
not scparate in as much as they all serve the same academic community
within the framework of commen objectives.

BExccutive Order No. 200, Section 16y pa'le

9Aquino, lnc. cit.

lo“xeeutlve Order No. 200, Section lc, p. 1. ,' 3 i’.

| llﬁaldn Perfacto, Speech delivered durimg the Flrst Ll?e—zn 3 iﬂﬂg-:5
‘of sﬁuﬁenta#;éhsul¢x and Administrators held under the joint auﬁp“'as"

" CEAP, AC3Cy Gﬂcﬂﬁﬁﬁ, PACU and the Bureau of Prlvate Schools Téachéfs*
Gamy, Baguin'cﬂtya on. “ebruary 28-March 2, 1969 -




2415,

ZaEa

Cad Py .

2.28,

2419,

220,

'r"he adm1nistrat19n recopgnizes the right of the studaﬁts to ﬂrganlﬂﬂ a’

TT“L student government that can administer, legislate and adauﬂmeate
Zihin 1ts approved constitutional ]urlsdxctlon.lz P PR Y P

The admirnistration recopnizes the rlwht of the students %o ?artlcipate
through their student government, in sotting up student activity: fees

fnd in the disbursemeni thereof according to the rulea enclased-iﬂ the ‘:5
Student Handbook, il

o '_

H?wuvar, it is the res;nn31b111ty of the student to recognlze and compiy-h
with ?h? policies and regulations concerning his schuol dut:esi caﬂPW5=ﬂ?
activities and discipline within the aehonla :

it 48 the rybpunblblllty of the student to. uphald the academic zntegrity

- of Saint Mary's College which is compbsed 6f all its students, faculty .

members and admlnlstrators.

It is also the respcmsibﬂ.l:.ty of. Phi studan;:'ta fuli’a.ll $he. auties
imposed upon him by his 1egal13 cnn" sd student government wﬂlch is
the recognlzed Studant'c” A i R ft~Hary 8 Cullege.

Hence, it::
faculty—mem%ors to
maintain an autono

1 o
objectives of ﬁalﬁt 1 ¢ ng ° the Student Eanabmdn

ministration and 21l
nts organize and

The Stuaeut-centrs - neil ds the - : ggsﬁudent'organlzatlnn
recognized by the € a8 ' king body, for student
erganizations and ‘¢ .ot itq consiitution.
The resolutions and :

by thac Colliecge, provide
established policies of t
Cducation or the Gﬁﬂﬂt'

advlaory board to. : nt Mary's College and, as
such the pres;den%fﬂﬁﬁﬁhdﬁica , etiber of the Administrative
Boord with the right to vote in matters of currlculum, discipline, and
the collection and uee of student fées.l5

The Constltution nnd the by«laws of the Student Central Council will
be published scparatsly.- Inasmuch as the officers of the Student Central
Council arc elected accarﬁlng to democratic processes with every student

. entitled to one vote, the Student Central Council is the only body which

can rightfully and legitimately claim recognition to represent all
students of all colleges, No other group of students in the College
can claim this right. . e

_lexechtive'Order No, 200, Section la, p. 1.




1z

& same way, the ﬁdm1n1strat1qn recagnlzes the Facult

Association as the only legitimate reprosentative body of th
and emplyees of which its president automatically becames a._
 the Admlnlstratlve Board of Salnt Mary's Gcllcge. '

In student-to-student relatlonshlps, students have the responszbllztyj
to recognize that groups, othér than the utu&ﬁ'i;Central Vouncil can~ '
-not be the legitimate representative body of the students. The undue

- Tecognition of such other groups as. representing the ghale studentry
- Would discriminate the interests of bheh ol nt
iy, %hese nf the entzre>ﬂol i

t

¢ administration
o follow the
:EEPDRS&blllty of
11ty members to
Bne and not to des-
ﬁﬁnts in order to

are- é;s%ine
ethical qhgnﬁ

ﬁudents agalns the
sﬁoul& advice students
The Ffailure to use
the individual wel=-
EQO& Qf S.I‘I.C—-

to follow theulgwltam b ha; :
lezitimate chﬁnﬁela of commnicatio
fare of some $t?d§3

2.2k, It ie also the:
which beleng'ezc
the administration so 't
College.
adm1n15+rat19n takas'

to irterfere in matters
r_yEGs'ﬁssociatian or to
Fill its own role in the
the admln*auratlon, if the
aculty, or if the faculty
crﬁer cannot be maintained in

2+254 If the admlnlstratlcn, fhculty; anﬁ tha stnﬁents of Saint Mary's College
work harmoniously and fully, mot under each other, hut, with each other,

then it cannot be said that to be. Ppro-student means to be anti-adminig= '

- tration or anti-faculty for' tHE truth stands that administration and e
faculty stand 1n£,ﬂ¢ﬁ£uan'for and. in service to the students,

CEEE gl TV 0 T S ST

g : % ;
.,} v;cente &e Hera, Recommendatlon read during ‘the’ fzrsﬁ

Students, Paculty and Administrators heid. under the o
o € Jjo n-
TJ‘P_ AVSC : QQCOPh.ﬂ PACU and” the Bﬁl‘ﬂc‘.’ﬂg'of P".;‘ ity




he Saint Mawy's College is a Catholic College founded as a pub:
'y the C.I4C,My Missionaries, Incu., but-shoﬁlﬂ“¥§$yhé”iaggtﬁiﬁgé
ﬁhﬂggﬁﬁﬂbiiﬁhﬁeﬁt of the govermment, the Church, or the business

with
worlds.

iy
'{

25 & public trust under cducatiogal, mon-profit owncrship, the Saint -
Mary's College belicves that ownership is stewardship and wise manage=-

ment of capital so that it may render more servicas to the public — “-

:  n°t'?nl¥ for the present but also for the future. . It is in e - iR
e spirit, therefore, that the Saint Mary's College unceasingly endeavors
e to improve its resources and facilities in order to assure greater

humng development and community progresse -




Zele

_3.1.1.

3'102-

3'1330

_3- i l-ll-‘.-.

5e1.5,

3elebs

5’1.?.

3'1D-‘3.

GeI.C.M. Board

Chapter IIT - Organization of SMC

- : - ; L] +
Saint Mary's College, owncd by the CalsCols, is subject
to the supervision of the C,I1.C.M, provincial superior
and his beard. Their powers arc as follous:

To act as a major policy-determining body that reviews

and approves major administrative and organizatingel
changes within the college, such asz the npening 0;_neﬁ -
celleges, the adding of new courses, whenmever permit from
the Bureau of Private Schools to operate such courses is
Tequired; the appointment of the President, Treasu?e; and
Chaplain(s); to consider long range plamns for the improve-
ment of the academic program, teaching and research acti-
vitiss, facultﬁ_devalhﬁﬁcﬁf=@$"

is5, plans for expansion,
the development of the 13783 plant and facilities of
the College, g SO0,

iégé;'an& to incar

+I.C.M, procuration

: :ﬁﬁalréstate and per-
ds pesos (250,000.00)

To provide, t ‘ocuration Office, an
exterpal audi : total operation of the
College, :? : Phduit |

‘the community by seeing to it
eﬁ@é*thg;public with its basie

To relate the College i
that the College does s
ohjectives, - A

Te approve affiliations, sister-corporations, and consortia,

tdminietrative Board

Jelals

';3?9@?3!

Composition

The Aédministrative Board is conposed of the President
ae Chairman, the Academic Deane, the Dean of Men, the
Dean of Women, the Deoan of Student Affairs, the Treasurer,

the Registrar, the Principals of SHC - High School, Ele=

reicry und Training, the Legal Counsel, the President of ,
the Faculty Club, and the Presicent of the Student Council . i
(only on matters relating to curriculum, student discipline,

the use or collection of student fees, fund and ecntribu~




.15

dure, Sccrct votlng can be requosted by any member. i
The resolutions are decisives. . The Administrative Board
acts &8 a body, consequently no member thereof can make
any statement in ite behalf. ;

. 3+2.3. Duties and Funetions

2. The. Aﬂmznlstratlve Baard 1ssmsﬁs’the Freszdent in the
general aﬁmlnlstratlnn and'ape“ tion of the whole
Callege, e i

b. It confzrms\the agpo'ﬁuh
tratlve &e ns x

iy 2

wal of contract,
[ts expiration, of
ﬁ personnel.

ing: gradzng, schelarships,
'sarvxcas, laboratarzes,

T% creates ‘new acﬁaeﬁlc dc artment$, administrative
officas ﬂnﬁ studcnt aervzces.

j¢ 1t approves the 8MC Faculty IHn ndbook Student Handbook
{Gollege), Yanual ‘of rules and resmlations (High School)
and reviews thesc yearly,

“ k. ‘It assumes responsibility for substantial revisions , Ll
v .and changes of Collcge statutes and organization, 'ﬂhlch'”
At ishall undertake at the end of every Qhoolyemr, “ﬂﬂ: :

'mmen&s these to the Ecard of Trustees,




M_3‘ The President‘ fﬁxﬂ'_ : fi; -

; exam~nﬂt1on periods, communcengnt exnrclses, Sﬁuﬁt
speaker, holidays., It determines standards of. academ1¢
. performance, educational angd adwministrative relations
- of the different colleges, policies for. awar&lng_of
‘“schalarSM;ﬂ, leadership, special awards, distrzbuticn
_~of grant money,
It approves lzbrary policien as prﬁpased by tﬁe xlnrary
staff and o*her similar mmtsars.

35_J.1 Thn 9395135 t nf uhe college 13”the executlve a&mlnle—
- tzator ofgthe ualnt Ma

“-3-3i2
3-3¢3
3-5»11' ;

: L the .edy : 3 standard of the

3,3.5 He devel 1) "ﬁcademic 1mproverent
new courses and curr ned to the evolving demands

ts, meintenarce of grounds and
,Admlnlstratlv; Ccunc1l

I,H.H. Pr.

3.3.6 He exercises geneial 3uperv150ry powers over the finangial
cperations. of the College. He seces that the annual budget
is prepared for. the approval of the I. H.M. Council and
that it ia adm1ni&uereﬁ nraper‘y by the Treasurer,

3. 5.7 Ho worke With' the bacilty. in ‘ereating an atmosphere that
; encouragaa leﬁrnlng for . both faculty and students.

:3;“3,3 8 He pays special attention to maintain and recruit a hlgh
; quality of faculty. Thesfaeculty development program must
preferentlal attention,

A1



3.4

3.3.11

Je3el2

The Academic Dsap -

3ehtal
3.5.2

3eke3

Dol

3B.4.5

Pho: Prosident has to devote some time to stude

The activities of the Dean of Student'ﬁif???§#7113:¥
Men, and Dean of Yomen, are the responsibility of the
President. Ho has to be personally involved in st?dﬁﬂta
non-acadenic affnirs, &iacipling, gtudent leadershiPe.-

He appoints all officdrs of the College, subject to the
confirmation of the Administrative Board.

3 nds = 3 ¥
fle approves the initigl rack of Iapnlty-mcmbch.ana noni
nates officers and faculty members to the Administrative A
Board for promotion, non-renewal of contract, or Gismissal.

He presides over gomeral faeulty meetings af least once
a serester, meetings of the Academic Council, mectings
of the ldministrative Boarde 5

HﬁiBS as he may deem

Ee createscommittees and boards of st he :
: ' : g-of admipistration

nec¢essary in order to promote ‘the !
in addition to the standing commi
¢eals, to appoint the i

define the duties

i

Tke acagemiéﬂd
firmed by the-

bers affecting general
‘and of his college in

He exercisés ‘educational deddership among his faculty.
This he cbtains by conducting academic meetings of his
college faculty (at lemst twice a semester), of his Depart-
ment Heads (monthly) in which he discusses professional
acadenic matters. He helps formulate educational policies
in his college and issues necessary rules and regulations
for their effeective” implementation. He institutes progroms
of in~scrvice training in cooperation with the department
heads,. .

He formulates ancd institutes a definite program of super=
vision to raise the efficieney of instruction, Supervision

- is ordinarily excreised through the departasnt heads, X
- cept when a particular gubjeet is dutached from the regulap

-cessary,

department, The Dean may personally observe the ¢lasses of .
.new facully members and even of old faculty members, if ne-'

@f?qr duly notifying them,




Lﬁs;and rucomnunds to:the Pr*bzdﬁnt the ourric

and ‘eourses of study to be adopted for qpnrnvgl by *ﬁﬂ_'
Bﬁ"eau”of Private Schools. Ho studics, with hig Leparie
ent Heads, akl syllabi, kceps them on file anéd hes them' ;
IEgularly improved and reviseds lle pupervises examinhtlons
Iagnﬂ grading practices as adepted by the Fn1loge. .

vafr
J

FL

3'ﬁ 7 He recommends, aftcr consultation with the Department Hea@s ~ ., %
concerned, the appointment, dnitisl’ rank, promotion, non=-
renewal or termination brfnre ¢xpiration of the c¢ontrast
of faculty members and personnel in‘hia colleges

3.%¢8 He furnishes the Repistrarts 'Officé Wwith the neccssary
" infermation on the %ime schedule v ¢1Aseee. Tec .recon-
nonds subject assignme nt ot facultf”membens in hlﬂ collere
to the Prusldant.l '

—

2.4.9 TIn cpordina+ian wiF”

3,L4,10 He receiv B 4 T - recormends
canﬂlﬂate 7 w0f each sem=
fithe candi-
ezistrar, who

fe presents the
q_-; -':.‘éﬂrin? the

dancey ‘espaeially in 1+s

) quln Cnun011 thc Administrative
n uaﬂnlnrshlps.

oﬁré, the Commiﬁt@e

34413 Fe recomwends Cﬂﬁdﬂ&ateﬁ for graduuv¢nn who qualify to
graduate with honors according to the policy of the Col-
legea

4.4 He assigns a college faculty adviser to assist the Dean
e Student Affairs in, extroecurricular affairs.

oposes .:_(jthree months before the end of the SClhlpgl-.;-_-_;

enaﬁce of the

L

aborhtorles Qf_ﬁla 5




Enei?@s thel grades af ?he stnd&mﬁa_
and—flnal examinations. He fervards &ﬁ_
”he Regls*rnr 8 Office for poating. ) *g; *q

Ha preparos an anuunl scxngmzc repart toﬂ -  _
S0 Department Hends and submits it to the Presldent. Lﬂé__“
D ©poport covers: (a) general administration of his coliege
LR (b) studenis' attendance and.nuas*pline, drop=-outs (e}
b S library, laboratory snd other facilities. (d} class ins-
A RS truction: {e) atadenic even ts aﬁdfa&tlfl
we dationss

_3.4.18 He reprasents hlﬁ ncllege in thé o ngs.
organigations to which Saint Mat $~EB11&EE/15 1nv~t¢d
or of whish it' 1s_a mamhexm o s S e

3419
34
Selte2l 1

3.5

3.5

heT

3.5.5  Ald flnnnclal trpﬂ&actions.are uaursed tiirough his QOffice,.
He ie the head of 'the accounting office, through which of-
fice the Tollowing matters are réferred - (a) payrell ad-
vances and deductiong; (b) mimeographing icbsy {c) sale of
putlines and textbooks; (3) social scourity matiers;

_ (e) Workmen's Compensation; (f) requests for oirchase of

e ~ equipment, books, supplice; (g) students!' accounts and

el VR examinetion permits; (h) meintenance of building, furnitire’

“'and equipment; (i) retirement benefit pay; (j) requests for

Ggaiarj loans; (k) requisitions of mau»rlhls/s ppﬁiesffarVQ‘

ice or, claas;acm USGe




tatements and reports are pruvlddd for the - G;I,J.
tanaarﬂmzlng agencies, governmental bodies, and vthﬂrﬁ
that are entitled to receive them, _5_ 4 2

Under the general supervision of ‘the President of the Go&-
lege, he acts as Comptroller of budget expencituress

He pfepares the annual budged and submits it, through the
Presluent Qf the Cnllege, to the C.I.C. M_ Boarﬂ.- ;

B 5 Dean of Stuﬁent u!f&lrs .yj] : 1:-'ﬁ,f“

3- e j & hﬁ* ﬁministr&tlve offic

' Eﬂd ée?@lﬂ?ﬂﬂﬂu
"‘He+is nominated
'jﬁtratlve Board.

ent Handbook as chair-
- rtlec de) brde, and submits its
reaommendatzomaf‘; inistrative Board.

Z.6.7 He communicates wlth-ﬁhe

Shae oA ulty, stUdcnt vody, and general
ern :

ﬁ: ith student 1life,

v bt

ﬁ_._?.'b

'Ef  3.6.8 He 35518n5 fﬁgﬁléﬁ"meéerﬂtﬂrﬁ and advisers for the different
i 'extra-ﬁurrlcular,0rganlzat10ns.

3.6.9 He anproves ail pﬂsteﬁe and notices about extra~curricular
aatiVLtlos to~ be posted on the CalLegu bulletin boards.

3
i

subm;ts at the'ﬂnﬁ of the schoolyear to the Pre51éeqt

- with recommendations for the next sch&gl.ﬁ?




3 '_?Hé-'zzec'qmnrenda activities which college or?anlzatlons may .
“desire to undertake outside its campus, unloss they are 5
‘field trips or cducational tours which are part of the A S
regular curricula, in which case the acarnmic deans shall e

approve or disapprove then.

3.6.14 He is in charge of the recreational facilities in cooperation
with the Physical Bducation instructorse

3«7 Dean of Men/Momen

3.7.1  The Decmeat Mes sad ke Dask: o:e"f'”q_;,_:,; :
the President and aonfirmeéhbﬂ'#hﬁ i

3e7+2 Their tem of offif
renewecs L

3e7e% It is their taak O

the nr9v1anp'

3.7¢5 They ha?e %o Q%.;-i :
stuﬁcnts 1n aﬁﬁa tha

3.746

avtsld%rs.

2,.7.7 They haﬂdla vaalatiqgﬁ 0 -Pegulatluns anu rafer matters
to the Zrbitrantion Bﬁ%rﬂ acaovding to provisions of the
Student Handboak. e

2,7.8 They issue xeaﬂmittance silpr to students,

3¢7+9 They confer H1th the goidance office, chaplain, deans and
’ faculty members reparﬂlug problems of students,.

wasn oz o9 10 They - sibmit at theé end of the schoolyear an annual report
; i and make recommcndations for the future to the President,

_4? 11 The Dean of Men is the officer-in-charge of the admlsslon S e
. .__f Of students (2ll transfer students, at-&d”mlcally deflclent L
gtudents, and all students with other defi ciesncies must
be referrcu to him),




 €-§555‘

348.1 The Registrar shall be appointed by the Prosident of

'Rﬁgié_t,r‘-eu; " ! . _ . i

&1 13 i ‘ R T

%

3 7}12 Tha Doan of Wonmen supervises the boardlng hnuses cf stu- - W
dents anad suggesls good boarding ploces to E?uﬂcﬂtS- A L

Saint Mary's College. The appointment shall be confirmed
by the Aeministrative Board.

A

348.2 The term of office of the - Re»mstrar is five {5) ye*rs,

and this may be rencwed.
3.8.3 Ee keeps 21l studunts' racorda unwto-date.

3e8ek He 1s:uqs %ransfer cfadant;alai* sprlpt cf reccr&s, and

2o beS HB-ExamigggJEf; et ' : "egiéttaﬁiO@, and

3.8.6

! cxﬁals on students‘
of.stucents from

pcrioﬁ,

etc. g

3,8,7 epa _'f-'”. tL fheTprescrlbed form)
A tenda promotion and
o time to time,

3.8.8 ""7" n chnst xgn with the ¢ifferent

3.8.9 ¥ B fflng"thgireazstrdtlon in dtturmlnatlon
of the amcunt af sub ect-laad and suject sequence,

o-

3.8410 He consolldates scheéuleﬁ of clusses for each term,
a3 J'-. )
3.8.11 He_enfprges.ﬁégﬁl&tiqns-regarding enrnlment, students' load,
transfer, promotion, subject sequence, suspension, dismissal
of students, andé other disciplinary measures in cooperation
with the colleges concerned,

3.8.12 He is responeible for-all correspondence regarding schocl
-'.rucords.

-

flﬁ He prapares mﬂterlals for statistical use.

“7&§aps the deans smd principals informed on memoranda. alrm
J:bulletlns, denartment orders which conceru thelr



'farms and stationery.

“3 3 16 He prevares school calendar, schedule of o3 uminatxan$1'3nd_fz-;
“ - progrims of the comicneeoment exerciscss I s

3 8417 Ee mokes recomnendations to the /dministrative Board iﬂgﬁrdiﬂsf
S the promotion, retention or te: ninntion of services of the
LT e ks mombors of his staff, g

39 : C.’naplain

-3s941 The Chaplnir is appeinted by the ﬁ,IﬁQEE‘}Prqvincial
Superior. L *jl;, .

ot 4ny‘aﬂaz
ﬂnile*‘@*

éﬁﬁg@fure-i3-the

3410 Guic=ance coﬁnéeiéég

3410,2
3.10,3 1k

3,10,4 H

3.10.5 He prepares the out‘ine fbr *he week+y group guidance which
iz offcred to all freshmen in their BEnglish 1 classecs.
This includes oricntation in College, s*udy habits, student

handbook, ¢tce.

Bedl Depﬂrtment Heads

"3s.:. 3 11,1 The President appoints the diffcerent Department Heads upon’
echei B R . the recomuendation of the lealemic Dean, subject to the
conflrmat101 by the Administrative Bon ards

term of office of a Depariment Head is two (2) yﬁ?mﬁg;h
4 -zlncluﬁea; a_nd thls Hﬂ}' b!..- rencwﬂc.




G diaa ks
v o

«> He ‘preparés the genda or ardipwepz_ & I
o meetings once each momth. He forwards the mi
: "departmenpa& meetings to the Pres:u.ueﬂt an;d;:._m

_5The Depnrtment Head under only one cnl&ege iB6 reaﬂﬂﬂééﬁlﬁ
“tothe Dean of that college and often’ confers with him for

the benefit of the department. Vhere a bepartment. Head is
in charge of a department with status in more than one col-
lege, he confers with each Dean conccrned to ascertain the
college's special requirements as o the emphasis, scope
and content of the courses, and other related buginess per= -
taining to the Collepe. e

3+11.5 The Department Head insures effécfivéﬁiﬁéﬁrﬁéfioﬁ'within
the depariment by: =-analyzing course outlines - reviewing
possible teXxtbooks and required readings - requesting for.

adequate library resources = grﬁ “effective teaching
aids - updat*ng'anﬁ** o :

ﬁE eutllnes, stca

3+11.6 Ee studles, with the

the“davélqpaent
of new cquﬂﬁes- '

rses in terms of
uisites, -methods

erd. i‘ﬁhe schook vear,
K ‘of the depart-
/ P&?tlQui&r,
- submits a copy

,Heprepares an annual repo:

Del1X?

- faculty. ‘He super-—
ster, instructors
thems The classes
ther rank (assistant and
nly upon being invited
: ¥ upon ‘the request of the
Presidentes r. éuec conforence with the
faculty mamber ‘observed, he sﬁﬁmlus ‘a report of his acadenmic
supervisicn to the Dean”and the President.

vises aﬁﬁiﬂ*&%

..... i

oRCE 3, semeﬁt i

3,11.9 He supewzses with the mid of the faculty, ithe prouram of
students majoring in the department,

3.11,10He encouragce and-initiates studies and research withian the
cpartmanu, and stuﬂles for a higher cdegreec,

3.;1 1)de receives and checks syllabi of the courses unéer his
department.

‘Special Departrents

'ief L:brarlan. fcaﬂevlc Deans caﬁ preaeﬁt-



3.12.3

3‘12 .“'.'

3.13 Advisory Boards

Jellel

3¢13.2

3133

3.14.1

h e

uticns to the &ﬂm*nlstratlve Bgaré +0 Imprnfﬁf-

illbr&ry policies, ; e el e v

‘Research Department

The research department is inm charge of any research re-—:
quested or proposed, and of the publfshgng of the Jourmal

of Northern Luzon.

Planning Office

The planning office is in charge of the planring for the ;
physical development of the College, the furniture and maine
tenance,

Testing Center

This office is in charge of the:tEEtlng prograns conducted in
the College, Bqﬁ;School, and Grade ¢chool

1 4cacdemic Deans and

The icademie Council _
o idenat on all acaderic

DepartWEnu He ﬁs

.udﬁ?igfah-adviscry
igh standards of

g8 an 3&?1sory bedy to the
;el'af communication of the
tudents, Through this commu-
tes in policy-making decisions,

nicationy ‘the SG@fpamﬁ

'particularly in matters directiy affecting stulent welfare,

Z.14 Committees

Committee on Schnlarship'

a. This committee is composed of the President,
the Academic Deans, the Treasurer, the Dean of
Student (ffairs, the Dean of Men, the Dean of
wbﬁﬂ'ﬂ.- <

b. The committee mocte two vweeks after the opening
of classcB,

T;Jﬁ, The eommittee receives the applications submitted

= %o the Tressurer upon registration, approves the
’merltarlous cases, publishes the approved ¢lst

of schelars. and provides the Treasurer with: : =
'thls lmst. : :



-f-g.lﬂtb*cnn$1deratloﬂ ana <3
Bidtyy 1eadersh1p, general comdﬁat:

B

.Ths committee acts on the $erv1¢e gr&nts hs pr;,f
in the Student Handbook (IT.G.6.). ;

The coumittee or“anlgns hc acadcm;c 56551Gn for ﬁhe
recognition of the scholars and selects the gbest
SPEuhEr. ;

R e 3 i
s W 4 +

3,182, Arbltratlcn Bnard

3.14.3.

:Tﬂ;twg pepresenta~

Z.1lbab,

f_,- 2. This committee’ 1sraa,pascé of the hLecademice Deans,
the Admission M@;cw aa ehairian and the President
or hlS representat1ve. '

b,.The &dmi&siem foicer may accept transfer students ;
eitherion ptrmanqpt or probationary basis as 5t¢P-:pf";-"
ﬁiute& 1n the Studant Handbook, {F analC e e

T%e eDmm1ttee can be convoked to heﬁr appeals Gr o
dlsciss doubtful cases, '




!

Thﬂa commmttee assists the Dean cf'stuﬁant
d#fairs in his work to organize anﬁ ¢oord1nate
'Faxtraucurriﬂular aebtivities, -~

It iB compoaed of the Dean of S-bu&ent fffa:u'ﬂ g i

as chairman, as members one faculty member s
from every college, the P.I. instructors, the :
Dean of Men, the Dean of ﬁmmﬁn¢ 1 ' W
representatnvea of tha SGG.

By iy



3'15t2.

&

3'15 .3.
3.15.4.
5.15.5"

3e15.6.

3e1574

3.15.8. &

315498

3“'1'6.10- 5

Zel0.11e

3215.12.
3.15.13«

3.15.14,

3.15.15»

bifPrlnelpal :
'ﬁs executive administrator of the Saint'ﬂary!s—ﬁﬁilﬁggjf

'“”27? a.-

High School, the principal carries out the obgectiveaJ
of the school and the policies of the Administrative

Board and

High School Council. Hé is asgsisted by “the

Supervising Instructor, who is in charge of the academze
and teaching aspect of the school.

He exercises educational 1eadership.aﬁd inspiration

among the

faculty members and cooperates in activities

for the uplift of the commanit3 and the attainment of na=-
tional goals.

He proposes to the Hzgh‘Schnml Council and carries out a
definite program of progressive &evelcyment in 211 signi-
ficant aspects of 'schoo 'apératlonae_

-Ee—grasent& to

ﬁe ?Wﬂ?ﬂﬂﬁﬁ{ﬁ

Count:ll .

He is reﬁponsible far

uneil all matters com-
1 3 &15?155&l of teachers,

relatzons with other
eceive all official

Strative supervision,
services.

Rrrxlular activities and
_to the High School

mgcipline v entia for
ible and refers the
‘Arbitration Board.

:correspondence.
ssion in the High Scheol

the hnrolment and has to determine the

genu"neness of the aﬂmissxan e“edentlals of students seeking

enrolment

or transfer.

He is respnnaihle for: the current and past student recordsa

He proposes plans for spec;al.cvents as the graduation,
recollection, retreats,

He is responsible for the spiritual welfare of students
and requests for penitential celebrations, class masses,
school masses on special occasions and First Fridaysa.

He presides over general faculty meetings and dlstrlbutes
the agenda three days ahead of time.

I‘ﬁlﬂéﬂs &

6. He is responsible for the physical plant and refers—zn Write
iﬂg matte*s for repair to the Treasurer and Plannxng Gificem

is respcn51b1e for credentials for graﬁuat1cn, attenﬁﬂnee

ﬂe ‘admits students to clas& aftar~absnnaes aﬁ&




S EabE s Lh eape et ok ﬁitﬁ'th&:
_(an anmual report to the President o
of the High Schoole.

HSHEEREIExua INST?UGTQR

341641,  The Supervising Inﬂtruutur Eﬂ:inaﬁ'

wien teaching program. As suchy s
¥ : mattera with the Prinnipal» _
3.16.2, - The Supe rvising x;ntrugtarf" e
: B s demia supgrwi#iungrshr wiI?,

fhemes:and_honk rﬁpﬂrta aﬁe p;gparly_parfarmed.
: She wi 'Tiuibma heraqlf about

3.17. HIGH SCHOCL eoﬂﬁaIL.

3.1?¢1. B Ty

o the Supervising Instruetor,
Ated by the President, one of
The President of the P.
nally pertin;nt_maetinasg

nect usually once a '1n1reu=»k“;r
1 be agrecd upom im the- g
‘mﬁtteru have ta be diﬁcuﬁﬁé&.




the *}s&mmenb »oi mmwwatam

4

.c'mmcurrlculqr ﬁctlvltles azxd_-

t’he pl A ine; of 1n--aer'v1tm e&ueat;a.an, :
:on'mcs-tmns in ewparatzm uiﬁn the~8011eae-

e




iapter IV - Instructional .-951;{.;'1'?;_5_.-_A_ g

he Claes DPeriod. L ﬁ'f"“uﬁw;

55 e O, T period consists of one lecture hour, or two or more
" laboratory hours, unless otherwise préscribed by the Bureau o

Private Schools. B8hould a perisd last more than ome hour, th
students are given a recess betwéen the first and second helh
“fter the performance of am experiment, cldss instruction is
resumed for the rest of the periéd. :

4.1.2. The Class period begins and enﬂs_with a prayer 1ed by the
- faculty member blmself,

pfdmﬁtlx, and teaches
rs -Proper and full use

4.1:§. ff&éulty'aémbér
ther hand, except
4.1.5. rences with co=instruc

As not done during a
on of the class,

h.2.

L,2,1e an be prescribed. Faculty members

Fes

2 ﬁ.lastlnﬂ educational results
he&ﬁ 1ntcraction, participation

shoulu uge methods whlchf:
and values' by creating the
and class ;magphgyg,_'“

be2.2. Mastery of subject:ﬁaﬁtEFViéianiahsolute necessity.

4.,2.3. Personal snd profeSSIOnal growth is a lifelong growth.
Feculty mcmbers shceuld expose themselves to recent pro-
fessional bouks, jaﬁrnals and periodicals,

bo2,4, Ldaptation to the level of the majority of stLdents is &
; T o educational policy. 71l students should master the
_essentlals of the course in order to pass. lore advanced
”agslgnmﬁnta cpn be given to the fast lcarners.

St T

melps stuaents to develop their potentlal;tlea..
ragement may brlng abaut better learnlng

s




" fiverapge or below average ci&ééegtéﬁn«g??&éhﬁﬁ
- work, daily quizzes, regular assignmentsy

textbooks and checking of notebookes =~ - -

Field trips and seminars prescribed in a;caﬁfﬁé'ar§ §ﬁ§§ﬂ;?$5“
during vacation time or free cays to prevent Btﬂﬁeﬂtﬁ r??.-. 
abgenting themselves from their other academic clasagg;-

4.2.8. TFaculty members should refer to their Academic D@aniany'
oversized classes. They should check at the beginning aof =
the semestor whether their students have taken th? prerequislt
subjects to the course. Problems in connection with prere-
quisite subjects are referred to the Academic Dean of the

College concerned,

4.2.9. it the beginping of the semester, faculty members give the
f \pprice students of their class polie

¢=1=HU

necessary information to app
cies, the requirements of th

ic6 program on the provisions
policy, . causes of failures,
res,;. the use of the

re A part of the course

%4.2.10. A general orientation awd
of the Student Handbook, @
correct study h

“library, rules

quihis'ﬁeekly program
oncerned a general and
guidance.

. Bis stuodents on the course

Every faculty memb
' te5- of the higher years on

requirements b
the provisicns

i, 2.3%0 Ecomplished and authenticated

‘number may be admitied to a

ba2.124 £ permaneﬁt'seaﬁ-p1a§ ;§:é¢§1ggB1e for effective classroom
disciplines. e J e

L.2.13. Faculty members should abstain from smoking, eating and other
distracting activities inside the classroom. They shoulad
refrain from asking any student to do errands for them during
the class periqd especially if this would mean missing even
a part of the lesson by the student.

4.2,14, Please erage blagkboard after each class.

4,2.15. Refer to the Secretary of the Prosident all needed repairs
e and furnishing of a classroom, G

'@EAﬁEQQirements-should include some take-hpme,aséignﬁeﬁﬁg,
: 'cyﬁmamhegs-should make students work hard but 1 fpé’* !

Te
]




'student is 6-7 subjecte.

essignments with moderation sware that the”#sﬁéiu}??f L

Faculty members should know the available books_anﬁ pﬁ?}ﬂﬁiﬂ
cals and reforences in the library in order not-ﬁo g% i 2l
impossible assipnments to students, Projects or aﬁsxgﬂmeéﬁ
which involvo expensea on the part of the ﬁtuéeptsushouléﬁfr:
be rcferred to the Academic Dean tarough the Department Head
kegping in mind the ancio-economic status of studentss -

Term paper assignment in the underpraduate courses should
strees quality rather than guantity especizally.

Junior and Senior students should be given opportunitics for
independent work and research. They should be motivated %o

master theli chosen major field.

Policy and Procedure on Examination and-Grgdoa

Lob.1,

b.4.2,

holie3,

=

Bxarinaticn

b, Permits are humberec

i g

Exemption :
a. No student may sxenption from any examina-
tione e Ty e buim.

gﬁg@%ﬁgaa:geﬁﬁral rule, unles

b, Oral examinaf o
Sk the College concerned.

approved : T

iticated by the lceounting

2. 41 exaﬁin €
ach student before he is

ffidb-éhf_
allowed to,

and initialed with pen or

rubber stamps by thi surer.
c. Tn no case miy a ent without an examination permit be

allowed to take an examination. ~Allewinz a student to
teke an examination, ‘even on the strength of a condition
that his examination paper will be corrected only when he
presents his test permit cotinteracts all efforts of the
Liccounting Office on this matter,

d, Faculty members should sign the test permit and check if
the permit nuwnber is written on the examination booklet,

EEhedule of Exaplnations
L
aes Adherence to the schedule of examinations as preparzd by
the Registrar's Office, will prevent inconveniences: on the
part of the students and faculty members, It will also
spur the settlement of the studentaﬁ_finangiaiwﬁﬁligétiﬁﬁi
on time. g ST T L R

uaf}fﬁtyﬁnyfchangelih;@he general time ﬁchggﬁi‘;gpﬂﬂ(: a t@dﬁﬁf
.o 8hould get The prior approval of the Presidente i . .



4.L,5,

.
L]

L,6.

L, 4,7,

-a.'ﬁ Epec:al examination will be pivcn anly wlth,
permission of the President/Dean. :

be Special examinations are granted for circumstanceaf oue
the control of the sindent. In case of flimsy re&sons=ﬁ§g %
highest possible grade for a special examination will he s

75

Qubmigglon of Grades ..-» '_': e

a., Examination questions and carreutad boaklets are submltted
to the respective Academic! Doang.. He turns the booklets
over to the Rbﬂihtrar for keeping..ﬂﬂ-

tekthraugﬁ ﬁﬁe respective
amé w&ek after the Mid=-
"amfnatiJns.,

1ﬁ£56fithe_stu§ents'

from ihﬁ college,
_gr-Deaﬂ ‘a1l class
_ﬂrence purauses.

2« Every faﬁulty - ;ak;ﬁfﬁcﬁ:rect the

test papers.

“examination papers
ealousy. It is

b. ﬁsﬂlgﬁlﬂg yau:
may lezd to. fﬁ
frawﬂed.upon b,

Snp&rviSia&fDﬁﬂu

a. To tecach students ﬁhe virtuea of honasty and integrity,
even during exaﬂlnatlona and quizzes, is a part of the
educational chardcter’ ifraining. Faculty members may aveid
‘temptations of dlshenesty and unfairness by personally

Cadministering and aupervlsing the examinations, Conseée-
quently, faculty members may not request others to subse
titute for them to administer examinations unless approved

by the President. College employees, students or nutslders:i

- omay not be asked to administer examinations,

. student who ch»ats gets a mark of 65 dnrlng the—ﬁmﬁdTenm
and a mark of 60 during the Flnal Ldelnation.' 1ﬂstruct@r3[
ontd. iﬁﬂiﬁﬂte “ﬂﬁﬁ&TEB" on the gra&xng sﬁeet TSR e




= Anform yaur Bhudents dbed% the erading system beifore the

faculty members Frﬂde'uﬂﬁ lzberally,:
striﬁtly. 'uv01d axtremos and abzde by th

%

Ganault with the fcndemie Dean shﬂuld yuu intend'to A&i}
more than 31% of the class. Do the same whem ygn 1n+enul_
to pass all students. ' : - :

it T R 1nt; R it
-

be It would be good for instructors te announce to theﬁr

_students not to request them to pive passing marks when

thev eserve in nruor to aa#e'“‘“&hclarbhi?. “To entertain
' ' ethics,and teaches

ation Grade

. .Exam, Ratin

guizzes,-

iap are allowed when-
ts, after discussion

¥er lessons from the begin-
ﬂ”ﬂl examina*inns should be

entire: tamm.

H;d-”nrm.- o i

£ Faculty mewbers can 1ssua M:r-Term grades either publacly

n

ur grivﬁtely.- s o
» Consult with other faculty members on the academic statos <
of your ‘common . studunts. Deliberations on the grades cf

he students among faculty members are highly commendable,

ée of 7h% for the finals, It should




bewglven a SheClﬂl make-up asslgnment-_r ,‘“_
abgence was reagonaoble and excused; - otherwiéé'&e-
.Zero for these quizzes.

"--ﬁmdigg Sheet

oa. Grading sheets are to be filled up in triplicate e S
Registrar=-Dean~President. (Better keep one for your lee;? 235

b, List the students alphabetieelly - men first, then the
.ladies. Leave one: space frnetin-be*ween»

¢. Date of submission (DEADLINE} *”_'“

One week aftar tﬂﬂtu MlﬂJTEIM”

b ;
vﬁhﬁ attendni your class.
. ema:ks) 1f apfllcable.

e. For removai“éf,
“ licate and hav

:sheet shc&ld ba

»  Grades must bear

or graduation is

ce submitted are
typographieal orrors

ge £ stu_ent»ﬂh o ﬁbaect for va

i X
13 marked “ﬂ_ o't on the prading eet.
stuﬂentTﬁﬁﬁ ' s 5 .
markeﬂ "Droppe: Jed"

efter the Mid-Ter

4.5.10, Inccmplete Grhde

a. Students who fail’ to takﬁ the~f1nal eramination or meet the
requirements of the course shall be marked "Incomplete™,
- Reosone for the incomplete marks are considcred part of the
records of the students.

bs The office of the Academic Dean should notify the students
with incomplcte pracdes to complete the requirements W1th1n
one year from the date of the final examinatien. :

C & stundent who fails to remove his '"Incomplete'" mark is given
oo oo e g failing mark, in accordance with the rules of the Bureau
'fjj.g-g'=~‘{@f Private Schools. , &) i

'“f;fIn.Qrﬂgr td‘rameve the."lncomplvte" mark, rnfer'tafthé”l
: icy stated unﬁer no. 4 on special examlnations.

e e b C e e $ ’e



Stud-.mts' complaints about acadenie grades are
to the leademic Dean of the College concemed.




tq,befessional.Respdnéibliﬁié;;:3;

S5al.2e

Fele3.

" Professioncl compete

nad Competence
- o hich-inéluﬁeaimasterj'iﬁLhisf_ g
riois g and methgdﬁlcgig‘_. : 5 L
1 staff of Baint Mary's.
the latest_aevelapmeg?5 
gemeral. -*

specialigstion, cxperience in 1mpa?tin
aim and aspiration of the instructional
Coclleges He keeps himself informed on _
in his field of specialization and in the ficld of
etucation. i I

In order to help facully members achicve academic excellence _
and professional growth, SNC offers a 50% discount on tuitional
fees to faculty menmbers in its Gradunte School. The faculty
development program is enother help to deserving or promising
faculty members to: obtain masteral ‘or doctoral degreecs . :

Every fad@iﬁjfﬁéﬁb _ ggagﬁsffhe idgal guali=
ties cf an inpstru i ek

B¢ works at his joby
youthful mind; |
‘he is Human;  he is a
signment to the con-
itest he serves,

. entYatnn
venisnce

Ly, sociable, and is
£ elass hours. He is
s intellectually konest,

& tg adnit his o¥ mings and errors; he is _
enthusiastig and vital. osgesses.a right sense of humor,
He is peat ip appearance 3ud orderly in habits.

Eaet

de Tho pood teacher handles his c¢lass systematically and care-
fully. He organizes his courses, uses syllabi, summarizes
and eutlines his subjectsys Be is always prepared for class
work. He uges various methods of teaching; adapts them to
the subject matter; has definite standawrds of work and
holda gtudents responsible for meeting them. He gives clear
and voried assignmeats which are reascnable in length and in
difficulty, He usesmmy illustrations, shows the relation=
#hip of clase work to daily life, gives faoir tests, and
grades papers accurately. He keceps students well-informed
. of their academic standing, returns papers promptly, dis~
cusses them with the class, and gives adequate time for
review. ' He permits the stucdents to particinate in class o
ork and Lo express their opinicns freely, amd mives thew =

3 gigk;E




jork adjusted to learning qap&#iﬁﬁéayﬁﬂ sie
‘of his students. MHe constantly analyzes:'er

‘remedial teaching, and individuéligesjhig? : _
He speaks clearly and has no annoying mggﬁ¢?§§$ﬁ

o - *

i -Prdfeséidnal Leoadersghin

Upon entering the teaching profession in Saint Mary's Collegey:

fﬂf; _"' a faculty member acquires institutional leacership, which §5zconf¢ih
SRl tained in the social patiera of everx”eduﬂﬂtéqﬂal_155?it“?1“n'_HQ?T“j
S ever, this professional leadership must traséend instituticmal'.”

leadership, which is carried not mercly by a social pattern, but as _
an exemplification of the faculty member's: whcle personality.

v

5.3. Professional Christisnity . .

5.3.1. The Christisn

aberghip in the Church,

1ife worthy of cmu-

J?{alwéjs bears in mind

or largzely determine
zion;-end that his

their private, social

cionsly, baot un=-

7 to the life of

Loy confide, for

and values which the

esin preoportion to
eacheér uses all possi-
al prounding in his
entiongly the Church's

5.3.2.

ening contact with Christ,
e¥efore,-lives a Christianity
ramental life, personal nrayer,

5.3.3. Christian lif on
The Christian professiona
which is fed by a profoun
and active apostolate

The Coligge encoyrages each of its members to hezecome a member ef
at least ome¢ professional, civie, and religious society or organization.
Such membership enhances professional zrowth and provides =2n opportunity

- for greater dialogue with the community,

. Professional Felations

"5;5.;,.WThg social rvlations of the faculty member with the aéminis-
+e  tration, the Faculty, the students, the alumni, the paremts
and guardians, the comounity in general, beeome professional

‘_?ar:wsafpﬁﬁq are made functional and alive in the practice.
i 35@3—_0.; 7 4 i : ; Y




5.6,

5¢7¢

minated oy.either part

he fmulty member, therofcrv tries his Lest +to ?u
liVing practice the provisions fer interaction aﬂf
"in his relation te each of the various entities o
lege and the community in which he finds himsclfs

Toamwork and cocperatinn mmonsg the cnnstitutiva elements of £
th:nCoiieg: a:e fnﬁlrpenﬂﬂbl- to the success of the COIIegets e
colleetive oducational undertaking regarding the improvemen ﬂ%
instruction and administration, In the prosecution of the en—-
tire eduoational prosram of the Collcgey no faculty member can_i¢_
remain an island; each must become a vital part af the whole o

College community.
Se5.%e Upan the objectives and policlas af Saint Mary's College, the

faculty momber locks with a professional, rather than a PGTGOB&l

attitude, )y - AT 4

Resenrch
_—-—“

the r&nk of assceiate

Every faculty lumher,
‘ﬁmhclarly rﬁsearvhes for

professor or prcfasscr*_
publlcatlon iz the’ Jenf

Sculty membor sizns a

Phig contract is tor—

the Presidont's Office the
eture, the official

Y as ?eqnlred by the

teachlng-cantract Wlﬁh.nk

receord of hiz Eerseﬂ .
transcript of His acaden:
Bureau af Private ‘School

~time) are expccted ta
xtwentaT ‘meetings, eoduca-
seminars and other functions

3l g ¥¢ oprortunities for profese
sianal grorth'anﬁ are @ﬁgmﬁ fgohriged %0 be orgonizeé by Deans
and Depariment Hea ds.h  7 i

o Al Bl ia faﬁﬁl

54842, The Dean of utudent “fféiré'ﬁith the moderators andfor advisers
of student organizations should see to it that no other student
activities are scheduled on the days op which these functionms

oCCuUrls

i

8.2. The entire College fuculty is expected to attend all Cnl1eoe
fuﬂ tlfJIlE_. hum’ql}'.

2+ Faculty Becollection Day - at the begin-inz of each semester,
.ugenda- Meditetion, Eucharistic CﬂxuarﬁtLCQ and 2 general

faeulty meetlns in which Elans and "uCGﬂmenhaflcns fﬂl‘ thé

'ﬁmmeater-are_prasenttd. : i
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e e T Rt d Ehip,
Intramyral Surics - to promote qﬁortsmanshlp aﬂgﬁiga eza;
3 T - T i 3 A 3
+Ehe Collogn bolas comupetitive games auiong the: s: nts

3 a -._-.
th'—}ﬂll “or ‘1; 'J‘ l‘. ‘\.3. Ju}]_t» C-]'JLI‘IZLI}S Df “'*he Eerlf‘-‘ﬁ A o
'Gollege functione.

'Gb]1t"ﬁ Day «~ & culs

byation of Lhe whole Gaiicgéfﬂﬁiﬁqgﬁﬁﬁﬁﬁ?;-
‘FTirst semestor, g 5 e

Foundation Pay - to conmemorate the founding of the s¢hon1<
s and to pledge cedication for sustained Pducational 5ervices
o7 S 25 It is celebrated ourlnp the @econd u“meﬂtﬂrs /

¢. Faculty and Fmployeces ‘scociation Meotings 7 to provote
the common mood and mutual ;nterast of facuﬁty memhers and

'_employaas;_ \ o

=

5.9,

(Manuai,
ant &EVE¢cp

5-'9“0 J—_. 3

e érrlﬁﬁ stLﬂ‘nta ratnﬂr
el Jen chcose sanctions
ﬁut grateful for the Rhelp

thd:would ﬂ0# make Bhud:,
exqued’.s | _'-’-_' -___n. P fo

he Manual par, 1L 'buction

fdes for the 1"‘:i.td.:i.::n. on
the nature of" pmnmhwem- t:

"ne? @f imposing i

bk no'cruel or physlcally\harmful tunlshnenf
shall be imposed mor ahalk carpcral punishment
be Coartbnaﬂcf-d LI T

» '« » Do penalty shall be imposed on any studont,
except for caunse as defined an this Mapual and/or
in the srhﬂol'ﬂ rilcs ﬁ*ﬁ rcgnlat*nﬁs duly pro=-
mulgated s 4 & \

5,942+ The udintenance of dibeipline in the classroom is the faculty
i T ey ﬂcnbcra pole ‘responsibility; an aet of mishehavieor in the
elesgroom is dealt with by the faculty member hinsolf, according
fto the dictates of prudence and as warranted by time, place and
circumstance. If necessary, the faculty member may c¢all upon
thﬂ_securzty gudard to bring cut of thoe clasqrorm nﬁw1¢112?, or

= Qatyé stuﬁents. B




5 'al - duty of aevery faculty m o xe
o »fmajﬁr brench of school ﬁlscﬁpline as»dﬂf:hﬁ%:zﬁ
"Handhséok (VI. F. 7 and 8) er in school policies b
“MenMomon. Failure on the part of a faculty memhertt
‘immediately the commission of any of these serio s breach
discipline constitutes an act af nerllrence and irresponsib
prejudicial to tha interest of students, faculty anc *he GT

5+9.4. " School attendance on the part of students should be hanéled as-
: a matter of discipline and nct as a matter directly affﬂCtln&

scholarship ratings.

If, hewever, a.student, because of irrcgular attendance, is
unable to deo the reculreﬂ work, tests, guizzes a ¢ classroom
recltatlcns, th15 absence wlll produce 1ts ef;ect upo* h1s
arades. : 7 :

.ate® attendance. They
duly ‘Aceonplished absences report
ot ?fGSE’t {excused or

54945, iculty neﬁbera check_ Goura
subtnit to the secﬁﬁlty .
form, in whldh they ist
unexcused). :

ilﬁs 1saued by the
“:_&+tenLaHCE records
L”ﬁl ations Ifor

5.9.5

rs may recomnghf to th
Jnltten tn the “ollcge
qscrlb >3 by the

56574

a0

« Ins faculty members can mutg _ QlEdl”l‘Hﬁri measures to
erring students since they ex@re1se in rclation fe students
authority loco paraat&a. (Hanual, pa 148)

c
-

O

a. They may demanﬂfgpﬁlﬁgleﬁ,gwrrtten-promises, or issue
reprimands and warnings but used with scund judgment.

b, They may send out students from class for serious roesons,
but have to inform the Dean of Men/lomen inmmediately.

- ¢ Suspensgion from classes or expulsion from classcs nced to
. be referred to the Dean of Men/Yomen in order to give due
‘process of lew, if nceded,

Facu¢ty menbers should requost the suidance counselor orﬂlly
“or. in ﬁrlting to observe, study and offer puidonce ta- Problem
T g _The student's problems and Llfflcultles in schaol,
or in the community may be solved when he- 15 helne&
“}aasxstance.
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. ?-iif£:b§?iG;i@i Fqﬁuliy Use of the Libraries

8.30,2,

i ﬁ%lif{aculty membersy

bar and the Librery A _;:g;ktlf ;?r s

1. Faculty mombors are given the privilege L e@ter'tha'% i

Room of the Collepn Library. The use of the Staeck Room: .7 .

b Lop -
requires the observance of rules poverning the open sh%;j”J

system, g

(a) Upon entering the room, ragister‘and deposit perscyalr.jsf_
belongings, excopt writing materials, at the charging
deska

(b) Replace books and pericdicals proncrly after comsulting
them. '

2, VWhen books ere borrowed from the Stack Room or trom the
Cireulation Counter, the bock card is filled in 1331?13_ :
and properly, ard is then submitted to the Cnief or lssistant
Chief Libraviamy |l

rom the main and branch
Elémentary Central lidbrary,
' porrowed for an inde-
rgently necded, it may
gf faculty member concerned,
books ‘are returned befcre
¢id. . This loan privilege
. gnd. periodicals.

3, 4 reasomahle number of i
librarics (High
Training De
finite peridd
be recalled

a library ciea
does not apply

jlﬂéﬂin the Gracduate School

L, Faculty tiémbe® , ,
gaop ite School  Library if such

may borrow books i

bookﬁfazé-n§h'ﬁ eé&' ?aﬁd”ﬂtudents of the Graduate
5, Books dw. iﬁj’ﬁpmhér arc entirely under

his responsib:

6. fo that financially handicapped students may not be deprived
f the use of the library books ussd as toxtbooks, faculty
members borrow textbooks from the Property Custodian and not
from the Library Stack Reonm,

7. Maps and globes for classroocm use may be borrowed from the

Main Library and returned there after the class period.
Leguisition ef New Bocks

1, Should thore arise a need for new books or additional copies
of a book in the library, the faculty member concerned sube
mits for approvel of the .Department Head the list of books.
recommcnded for purchase, Pook orders approved by the Dew
partment Head and the Demn are forwardzd to the Direcctor of
Libraries for proper action, : ' eIl

rery month a list of newly nccessioned boaksvis isgued tﬁ

E Y




ﬁhdenta arc encouraged by fz culty memberﬂ : :
frequent and proper use of the library. At the
of each scmester, a part of the teaching time canm
wisely spent in apprisins the studemts on (a) the!:
recistraticn of Library ID Cards, (b) the proper nee of :tﬁ;lﬁ

different libraries, the card catalogs, and phrlﬂdlﬂﬂl S
indexes, (o) the rules to be observed in the different
libraries, especially those on silence, on the responsi-
bility of students in kecping books and reference materials
in the best physical condition possible, by not mutilating
them, unﬁerllnlng erds, or cuttlng pagea.ﬂ

4 faculty member may'make.arramﬁcments wlth tne lerary

Staff for hms:atn&' et couidéd 1ibrary tour, at the begine
ch 4 3&nfpr9va'an.inva1nable'

on.the use and worth

tnester or sumﬁér term,

den 'i“_n n&y
quests fgr sucﬁ

_ P e personael in tha:libnam
* : ¥ are not allow d to accept from
; _mTi?gridelty'mbmbe__reﬁﬂarch WUrk to be conducted in Eha
'V

5, So that they are properly informed abeut the library and
{1ta regnlations, faculty membors read library policies
issued at the bLginnlnh cf cach scmester, & i




:Ollege Staﬁdﬁxusi”'r

'Jﬁé 1. l.. The lelcpe observes the standards nf instruct&on‘prag
- by the Bureau of Private Schonls and adophs the generay
~accepted standards of Catholie higher cducation as aﬁvo"‘ﬁf&a

by the Phllipplne School nssociations af hzghcr qdqc&ﬁloﬁ“@f‘
Whlch SMC is a memher, namely, e A

~ the thllpvane Assocx&t%nn of Graduate Educa%lon EPL’ET

'_— %he C?thﬂllﬂ Educat;onﬁl ﬂssaciatien cf the Philipylﬂeﬁ
CEAP

- the. Ph:lnnp;ne‘ndeclaﬁi”
_5ﬂ31HESB\QPﬂCSE}

_ughiy.with_the
ly-ﬁa the ful-

Cesy. eXperiences, and tech ﬁl{ﬂ@b of sLllled
i S ﬁﬁﬁﬁrﬁw Snpcrvnainn, *horefcre is not an end
in’ 1tﬁ¢1f, but a msans ta efJICIEnt teachinge. :

-~

6,2,2. Bupervision, to be constructive and creative, and not merely
- eritical, should be based not on the authority of cne porson
or on the efforta of the supervising foculty member aloqct but
on the collcctive sqgurces of the whele teachinz forée in éach
dapartment.' It sheould be flexible and easily adjustable %o
ssroom sitaations. It should be hased on a prwf3351cna1.
ther on & personal rclation among the Jenartment Hoad, the =
nd the supervised faculty member. This way, sup&rvmaaan”ﬁﬁ
poperatzve study of teachlng technxques'rather than :
£ cne 1nc1v1ﬂna1 by another persnn.;_ 5




6.2 5

602.7.

he Dmpartment H\ad is superv1saﬁ

B értmcnt Head's ﬂVﬂln&thﬂ rewnrt tﬂkns PYODE

(=) s B of food points obs erved andy” 1R tnne of nnds
ang - friendly hélp, notes dnwn Poixn ts that nce 6.improvemeﬁ
In it, there is no place for better rémarks and ne@atz‘e‘
arlticzsms. Thls report is snhmlttcﬁ to the nnﬂn *nty'aft

a G_qutm'cé -‘Ewi:ween thel'

_LSlnr Head :
“ratie practice’ .
'ng-learnin"—lm%

ha ﬁrwctlcu'cf
-33mgmb¢r with

_yhe Beparfment Hcﬂf
- the' expericnees of
thPﬂTht and opigion.

oﬁhers; He

acﬁlevbs thes

_ “c* supreriors a d Anfmrlors,
but’ of €0 #pf%ﬁ#@ with M“__ru$t in the porsuit of the :

Loals of ¢ﬂﬁ9&ﬂ1ﬁﬂ

"

Theiﬁnpartm"
acchﬁiug To .h Eo

miﬂ a aubﬂect nut rall unﬂ=r any specifis'dépﬁrt-
'-thc ‘supernvision devolves on the Dean un"r'WHGSe"

-ClllU&e"thb Zubject falls. 1he Dean may, however, .call uapon

Hen in arothtr Collepe for he 1p,or-ass;stance.j




ﬁwa Narkuting, Managerent,
. Finance, liconomics L

of Rpthema+1cs -

_—'nepaftﬁént af hilitary Scance
- Department af atzral Sr;uncos
- Bcwartment cf E;l;glonlll\

not exceed
"aaalpnment

_,B'Qi educat-
ting, d
{ibid. par. 79).

. ; L gt Jcntb “ctthin priority
over thc conven1¢nce of aquity members, The time schodule
of teachers, if possible, :should be continuous or reasonably
stagpered. -His-lnad asaighment'shculﬁ be concentrated on
his major: suﬁaoct or-TiuYds of" SpuClﬂllZﬂtl M« Rcauests for
chaages 1ﬂ sahbﬁule éhaulﬂ be mafe thropgh the Dean's office.

i

=
s

,Ee sﬁateﬂ in thu comtract, a faculty nmewmber is
for h13 agsisnment Monday through Saturday of the

i :ncaur?,bﬁ It needs a spaclal parm;s—'
of the President, since it is a general
G tg nlve flll load asszmnment to its




6.6,

6e7s

'*th Colle e asks of each faculty maember a prcfes.
attitude oi responsibility with repard to absences frsm
class, for an attitude of quid pro gquo, an hour of salary
for less than an hour of class, does mut serve the best .
intcerest of the students. If a conflict arises between hlﬂ
professional responsibility ontside the school and Bilen it
teaching oblipgation in the Cellege, the faculty member _should
think in terms of the stufents' welfare and of the disadvan= -
tagc to the students in such -a conflict, The faculty mcmber:

should bear in mind that a make-up class often causes 1nconvenrl5

ience on the part of the students who are sometimes required
to attend classes cn Sunday or on inconvenient hours during a -
reular doye.

6.5.2, When a faculty momber gets azckq ‘he notifies the President's
)1¢a.  Bhe Desn will assign substitutes
_ifu leave {sec 9.6).
meaber nf the faculty
5 ._' o mot L se_er ch;ld is rcason-
able. Inform the offi 67 & ,5ances, th& faculty
member shoul - : -
instruct the
6.543

Studerts lLbeences

The fzculty memhars ﬁh '"z.; yrat ad attendance, The
security-clerks will colle ever, ' he abse If
all are precsent, indicate it on. #he,w P Iﬂ case of absences,
a student mzy not be admitted to class unleﬁs ‘he preseants a duly
pproved re-admission slip lBEqu by the ufflc of the Dean of

ﬁan/#omun.
Textbooks

6e7.le The Departuent of Education raquires to use textbooks of
fairly rccent vintage, modera in methods and presentation
in content and not contrary to the Textbook Law, (MRPS,

par. 46).

”;gﬁ{?az,__Stuécnts should have the necesvary textbooks, Some text=

books are available for rent, some for o mere handllng Iee, :
outlines and other teaching materials can be prepared by ;
f'cn;ty_membcrs. The library should have a " .
ﬁgﬁﬁer of textbaoks for the use of. the stu\ents.




ol aﬂprﬁved outllnes made be pr1n ad- o useﬁ_iﬁv&ﬁ
fifaculty member who wishes to prepare an cutline su
uappllcatlon to the President. [ enrreaprndlng hon
w111 be given, if the outline is approved :

Z?Scheﬂule ef aventa

: 6.841la College evunts, such ac vasketball games, tramatics, flelén
trips and the like should not interfere with class perioddy
except in extreme and justifiable cases approved by the
Presidents -

?:d e:\J"r ARy .
6.8.2. ﬁngﬂi;asaﬂa of classes is made at the diseretica of the
Presicdoente. i

CHAPTYR VII - SOCTAL PSLATIONS

7+1. Constitufive elements .

The constitutive elemen
the Faculty, the &éwﬁé

gﬁnﬁ:&l “The intensity
,,lenents ﬁeterﬂlne

tention to the
directly charzed with
€tly, by virtue of his

7elele i faculty membem dmﬁ_\

by'virtue
teach;ng.&bn :

zint Mary's College is mot exclusive and umnecessarily rijid
ip its selection-of stu&ants afa_-ﬁhiﬁh reason, & wide range of
individoal &ifferences w11l-exlat gmoncs ‘its student Lody. Focul-
ty members should consider ‘the differences in the socio-eunltural
backsround, ablliuleﬂg aptit udes and intercsts of the students
in order to help develep thd studﬁnts to the maximum of their

avacitice.

He rives this cnnslderatidn in line with the aim of helping each
individual student dcvelnﬂ his God-piven uniqueness, {or pro=
fabricated teaching that coes not take the actval sct-up of the'
previous leerning experi¢nces of studonts has no place in maodern
processes of education. G

o facilitate the learming activity, the faculty: mefbei'cfeatesk‘
a. cﬁnﬂuc;?e educat;nnal eqvlrnnncvt, where 1nsp1rat10n, r&thar



; '1&?

frulffdl dia=
Sf 7 5ctbdt !

BT Env*tonment cf trust an& eon?zdence
botwecH the faculty mémber and the stuFEﬂt is
he - ‘establishment of this cordial rclatinpshiy nurtyres
the students resnect ftu, interesty and cqnfleﬁnce lﬂ
:fﬁculty member. ;

the

'@b-use the stimulatiug tcacher-student dialogve tﬂ fullﬁr ﬁh
advantase, the faculty menber integrates in his relations Wi

. his students the folicwing considerationi

7e2e3.1s Students respond better tn Uowd humor than to aggres-
ive opposition, and appreciate a tolerant, patient, and
sympathotic understanding by the tescher of their prob-
lems, difficulties, and errars, ,

7e2e3e2e The suppqrt of nﬁturallyuﬁlfted stuﬂant leacders can
preve of valuable help in getting the stucents® active
cooperaticn, when seasone "-""ith crnsideration 2nd cour=
L tesy, fairncés ‘and’ gess‘zh A pcrm1551ve atmosphere

éiﬁiSSEGhifrum“thc'

vor. be zsgla:red by the

c¢lass reaction.

Lotlizca: ui o
infrrmal can
'studéntshf:f

'atluns whlch help the
wfﬂl lives,

7.2¢3.7+ Fruculty mumhers ﬁ;&_ ”"féa5td'accapt the foilures,
“ betrayals,” reaeat; ts, Ingratitude, and vhbr un-
happy prcrlLﬁCLE that auconpdny thu teaching profes-
Blﬁﬂq

p

74263484 To better the operaticnal efficicney of the Colle-c,
VR L e faculty members should know the contents ~f the
rarlioed e Student Handbook and ecoperate in implemcnting thc
s G - rules and regulations contained therein.

.2 3.9, Ideal disclpllnu is based on the personality. of the
1 faculty membér., It is a structure tesmpercd with a _
rﬂnrlgzwa;'qf coalln with stuaents, a tralt of charac-

3 has ~Tt-is base an au*hnrlty FREE 15 aot
4 beﬂause the fﬂcnlty member magters his



7.2.3.11.

Pe2a3.120 W

7e2 o:’?c}’-‘?" ;

.and prégress of the s*uéants-';'

Each faculty menber is respr-na'lble for *
clagsroom discipline. “he faculty members eﬁerf;&‘ﬁ&“
in rclation to ;turtn Lo anthority in locco narent :
They shall hava the zht, in cases of minor offéﬁﬁ%5=%
commitbted in thelr presunce, to impose aPPI‘OPl’-‘J-atE MR
diseiplinary measnures in the interest of [ood orde® -
and diseipline (MRPS, par. 148). It is thoir duty
to roport majnr disciplinary cases tc the Dean of
Men/\ounn and to folleow the rulgs set in the Student
Hundhock. They should toke the iamitiative to settle
minor misunderstandings and conflicta amonn students
and rofor major cnes to the Guidance Caunse*or;

Chaplain or Dean of Men/iomens

Because t&e ilrst,twa yéars in college are p“rlods of
: .-and sophomores geserve « o ¢
“ééaalderatlon, and sustameﬁ

reated him. DNo

e Wi, thougbh e pay %Be
tested and analgaeﬁ- The Rﬁowledsﬁ which the most
nerseceptive tescher can have abont him is but a frace
fonal part of the fullneaa of the studont's beinz.
Thervfore, the t&acﬁar ‘may naver absolutize and forma=-
lize the llttl that he knows about the student. A

v‘fasulty'manber ‘shows his reverencs & r God by kis

7e2e3.15.

reppeet £or the indivicdunl student's perscnality and
his cxznectant attitude toward the student's hitherto
unrovealed possililitie¢s and capacities. :
Faculty member should avelid sending a stwdoent to run
eyrands for him or for others during or JLt 9 s
clagses because of the liability of the faculty member
ir éa%i the student suffers injuries or d mﬂgeg-hy S
roason thercof The faculty member ghould abstain fram :
_angaginp—the services cz his student in any work to&d
foreign to his status as a studant aad_tt_-'? :
@ach r-utuaunt relat1ﬁ5531n. :




7a3s2e

?-3-36

7.4, Organization “5713,

Falels

7.4%.2.

is afforded invaluable situations which sharpen his sense O

‘ettbor ana Student Activities .

vmﬂhool arpanlzatinqs and their activities provade.

opportunity for ermtinving the formation of the stﬂﬁ&nﬁfﬁy__
pur¢onalxty outside the clascrooms. Throush them, the stu

regpousibility and leadership. The rclipioue orsanizationsy
especially, provide opportrnities for active mopifestation ok
religious belief, his apostclic concern for funetionmel living - -
aof religions

Through his encourorement =md active participation in the
organigation's r*ﬂ“ltln?, the, faculty member 5f the College
contributes in we o the »xtna-currlcuxar and coecurricular
urganizations ag effo 4

b
quctive\meana:af education.
In the organizations® actlvitlgs, the ‘teacher gets the unique
occasicn of attaining the Contitutional wendate »f inspiring
the duties of Clulﬁ&hﬁhlpjaﬂdﬂcf a peaee—lonng citizon of the
Repubdlices By mecting: th -jpersen - Lo person basis,
the tcadher\gets't he reaily is, and mot

: -~ “Buch a mesting vivie '
';facux+y member raiscs
ting proper advice

basel cn the aservance
tel and ‘the Commandments

e £ ; s&tion is appointed by the
J&dn, whlle fhe Lgvis T lan : _rrluﬁl orzanizaticn is

: fAiTE, fcceptance of a2dvis-
ding that cducation is not
tho classroom.

rextrascurricular orgenizae
" Faculty ’‘dvisecrs and all

s W
gfore give due attentien to the

>

fﬁllaw1ﬁﬂ rcgu”&ﬁlona’

?;4.2.'1. The Pres@?lbed rulaB and Z’E”ulatlﬂns governin., stacent
g activities, as provided in the SHC student Han“boh“,
should be observoed,

7elte2ele dctivities of co-curricular or extra-curricular orga

o mEations chould be held preferably during free hgurs :
of the day or On freo days so that olass hcours can bg #
kept in taet, Exccptiins may be fiven in cases duly 5
approved by the President, ; %

__?.ﬁ.E.E. Facully members are strictly cujoined from'cgllggtln»
TR money or thce like from the studonts unless a“thDTl?ﬂﬁ '

) tc do so by the Cellepgc. Yor all concerncd, &
visicn of Ra L206, as amended by R 55467 s T

Sede 1 ;
-saIL of tickots andfor the C”lluctlou ”f,ﬁTnt;lbutiii"




v 'ﬁﬁqe, whother volartary : .
-schaml children, students, and teachors o
. e

”;r;the schoels, colleges and univ Crﬁlb

nrohibited. (Circular No. 23-5-1969, ? _ﬁl_
1669). e

The College doas nect rec}gnize any fraternity 4n
or outside of Saint Mary's College, for the pasi years
have proven thet Lasing and ln;tlat;og_rztes do- not .
reflect well on 4 Catholic acﬁaol.,' :

" 3

-, ¥ WAL ARTE e

'ané ﬁaﬁiﬂistféﬁidﬁff et ”L'aif{q!f;*ﬂij S iy

e

>

1 oblization

n it offers to
schnalarship
'tﬁched.hereto.

‘é'tﬁ be 1n*ormvd

mblic affairs.. This
articipation in .
a.of the sdministration
 ndm1nlﬁtrﬂt19& believes
teamwark and mutuality
af the Colleg e =- the

that affia_gﬂ

fhé”raiﬂtiqn"h” : itration and the Fiuﬂltys
therefore, is no etition, Yot of corporate interest.
and cdrreﬁponszkzlity,' Eha:Phculty works with rother than
_11_11_53_(:_3_?_ th(‘? &mznza»r“tian,l _Ifajr, the Administraticn holds in hlgh
rospeot the faculty member's right to freedom. The freulty
ghould consider itself as an ext;nszon of the administration in’

dts., educatiannl ask.

,anﬁ ﬁuthoriiy

!fnr individual liberty and pers: nalluy, howé?ér‘.
_laad to arbltvurlnuss. Freedom is always” 11m*£e& by
e ‘Freedom consists in doing not. what “one: i hﬂs
_ one must doy, ;mﬁwlng why this is Su.' J!rceef'.;m
T ry or ﬁlcenﬁlous is an impeggihle and mety




7-6.2.

“Eer)l heredity, of eultnrs and rxv11;z?t1,n, the defermrﬁisﬁ“

e se c=L,,._1u’f‘,¢ ¢réuﬂﬂm is u+nplan.
tﬁa-ed-fr9¢cnm, a frecdon in determinism. -Han g
€4 by various determinism: dutcrminism of physical’

‘created by the inner situation of sne's emstisnal temperamen
the dvTorminiﬁm of the external and social situation in whiah_
man lives. All tlw e are not pnecessarily obstacle to man's o
freedom but are rather means to develep and incresse freedom.
Human freelom advencos by using to advantage the many deter-
minisms by which it is bound. :

Te B free thoen, means to live vp to the fun/amental "G“ ht“
wh1ca is embodiced in man's very existence. Therefore, it is
evi'cat that human freedom canot do without laws, and society
can wr; exist without authority. Without laws and authority
courted with the respect and submission due thew, human frsedom
canuot exist. '

In = college, therefcre, frecdom is impodsible without obedience
te and cooperatiom with “uthorlty‘.;ﬁnafthe-ﬂuty to ccaform to
laws and authnr¢uy'¢annﬂ 4y an-appesl to the percomal
conscience of cach~- L PR :

Tan *wssasses two means
which relies on the

0% protlclent in all d,malns.
ng ‘-~ obedience, which
¢ ‘of an mu+hur1ty.

In the anhievéﬁﬁp
to hely hime
intellcet's Wnrk‘_
he necds to be he
implies placing «

.tiefﬂénlnls tration,

on the pilicics to be fol-
The -Zdministration's
and.it would be unwise
©alling one's "Mwn perscnal
ane hand, the Administration
t@;of cach faculty member in
afféiFs, on the other hand, all faculty

omont of Cﬂl‘“ge objoctives.

ﬂart4c1ﬂ 1ting in collofk '
mﬂwbcrs ghould cﬁopara+ “in-a hie.

7.7 lecademic Frcedonm

7a7ele

e ?'7"*2'

,:pgpﬁlarization in the minds cf the students of acts f“rbzﬁaénﬁ .
by the Laws cf the nation. /cademic frecdom does not mean ,pT

PDefinition. It is the freadom” of th teacher or resc:rch worker
in hirher institutions of learning to investisate and Jiscuss
the problems of his epecialty uﬂd to express his co nLLusLons,
whether through publications ar in the instruction of scudents,
withcu® interferepce from political or ecclesiastical ﬁ"+H1r1tyl
or from the ‘cministrative officials of the institution in which
he ig euploeyc’y unless hig methods are found by qualificd bodies .
of his own profession to he cl.nr’y incorpetent or contrary. to e
professional ethicss (A.0. Lovejoy = Encyclopedia of Sﬂclal
Sciences 4 pp. 84-3385),

L ¥, b

ﬁﬁaﬁemlc freedom cannot be used as a cloak to promote thg

 $¢§5e¢ic-1icense. It is frecdom to tvach what: is cgpd &nﬁ n@t




cﬁ'th_t murﬂér or tr@ason ig roaﬁ br anﬁ3& _$he r"'
w;y thc Dunpl Ccnc. (Hatter of’Ka .

- On the matters of academic frocdom nf a faculty menber,
provisions of Hec. 5, Art. XTIV, 'of the Philippine Conatitution
‘are clear, tn wit: ™niversities es tahliﬂhed a.:d supp orteﬁ by_
the state shall enjoy academie freedom™. ./ faculiy member is.
free to oxpound his own ideas and oplnicn or special knowladre
i . on matters of his competence within the four walls of the class—
room limited only by restraints embodied in the Costitution, and
laws or statutes and Gbgedtivas of &MC. and of the Burcau of
Private Schools. It is incumbent upon the faculty to ‘cxprund
ana Euf@nd ubjectives, goals ard; yolleiea of Baint Mary's
.Céllﬁr Whlth thﬂ uculty membcr freelx sub3crlhe¢ to upon

@re;rnm.' Teo rela
“where it is said.
auther's ac»ual or
or (2) it may be in

nt rraﬂle:s may ariss
room {or scientific

7e7uhs

;ﬁ;el s of the

4, In n pnblxélfbrum.

1., In the. flrst rﬁa, ;n his'bwn claasrocm, the profezsor is
- academically frac to present his ‘speeial knowledre, There
can hardly arise here any problem if he is compotent,

normal, =nd ﬂbccnt,

2. AB B citizen Ehe prefessor is froe to sav what he knq$a'
LAl _ or beliesves as an individual speaking for himsclf perso 13
ot e % in the puhlic forum. It is desirable that he speak in the
i : "'_publlc farum, about the th?ﬁvq of which ho is Lspeclallg

cgmpetent. ;

tlve and what he says w111 he- TREde nﬁt as ta hls
5 s but as tc +ha quallty of h1 aarvice t@
e bk SRR,
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“The

.Subsldlﬂrlty'anﬁ uﬂm1nistrﬂt1nn- Taculty ‘Dialopue
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e fourth apea, he 16 as free anﬂ as-resg
‘other cit1zen,- vy

p- 432-*433.

_The faculty member is freo to dlsapree wlﬁhTPQImczes af ‘the -
College andfor with the Bureau of Pr;v&te_s hools, Eut such
- disagreement should not bhe discussed in the'claqsre m since

it is not the proper forum to do so ané since the- affscted

-pnrty or purtzes are not therein oresanb. Hence, s Gh action

is against the elementary rules of justice- and fairness. - The
faculty mﬁmher,ﬂwhlle e has! thu rzpht te-taik in. Has GlaEBrOOP;

?.?;5.
' : MC is in con=-
_?ar he does

_falrness-demr : 3 11ty met & mﬁignfwhgther
to continue % myloym :
imperative ficict 5f iseri ingness. aﬂd cooperation
- Go met ema rom : ¥y men or Has no more

died in a three

ﬁn rellﬂlnus,

atters, of the
it de of the Collcre,

AR

& % pallcles cf the

then nlth h the

polltﬂcal,
faculty member
becnme aﬁyw a

Association

The Collepe rgcﬂgn gesfmﬁe FEn ‘as now. eonstituted, existing and
operating under its duly approved Constitution and by-lays=- as the sole
representative of the Faculty and’ Emvlcyecs with ‘respuet to smlarics, hours
of work, other tertis anﬂ Ebnﬁltl Me. nf ew9103MLnt ‘and all other ma ttbrs '

_affecting the Fﬁn,'

Hﬁfl.fThe admlnlﬁtrat1ﬁn strongly supports as open-door p\llcy whnruby
Pacul cnbeTs freely communicate and participate with the
i Am] “tacn 1n the formulaticop and implementation cf sound

hicr institution of learninz. This practice of
tion is’in ‘keeping with the primciples of subsi-

ces and proorams 6931pnua to enhance the Cflleds‘s
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7«92,
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@larity which has been stronply advocated by the emeyelical .
MATER BT MAGISTRA, Tho College wants this prineiple to be -

carried into practice, sc that every faculty member, cam
contribute his share in the attainment of the College's common
objectivess This it docs while being guided by the principles
of Christian nnad Geigeratic processes, for the resoluticn of
the problom must be m-de conalccring all aspects of College

life == the academic, the Administrative, the human, the social :
and the financinl, :

In the gpirit of cooperation, faculty members speak well of the
Administratinn, and suppert and defend its expressed porlicies.
The Administration acts in the same way towards faculty members,
?ﬂ this spirit, a loyaity which is two=eided is feveloped:s from
Administration to faculty, and from Faculty to ..dministration.

A habdbit of scecing the other rarty's situation, his problems,
his limitation, his inherent good faith, will go a long way to
further enhance the quality eof Christian charity which should
be animating spirit of the College,

'“Ygﬁgﬁéb-has_to share in the
-'matter of recorcing class
‘curricnlum develapment

To attain success, the facul

total schoel program:

il

attendance to the |

Faculty paftiﬁiﬁaﬁiqm 'iqn's pﬁlicics manie
feste itselfﬂin;tﬁe:{b :

¢f the pclicies and

?.9.3.1.-Ccnséientfﬁﬁ$ _
‘ g¢d for -the purpose of

regulations dul
cperational ef

7.9.3.2. Coordination, whenever needed, with the ¢ifforont
offices in the Crllege, as stipulated in the Faculty
Handbookj - S St TR '

789423, Bépresenting Sﬁiﬁtﬁﬂarj's College in éiffercnt
learncd societics and organizationss

749+3s%4s Yhelchearted participation in meetings sct up to

analyze existing policies ©F formulate new ones,
to discusse rules and ro¢r latisns or probloms;

7+9.3,5, Serving in different committccs and participating
in faculty mcetings by sharing one's opinions on
College educational methods, policies, or procecurcssy

7+9«3.6., Taking 7n enthusiatic intcrest in and riving unselfish
_ suppcrt to all officially s..nctioned activities; s

?;9,3,?..Personal handling routine digeiplinary problems met
_ .+ within the classroom, unless othcrwise stated: %

Rendering voluntary service when necded;




‘Relations among Faculty Members

?blorl.

7¢10.2,

o tﬁxxbhaks, supplies, o eqnip&eni thaﬁ'b
_the interest of the students-

v3110 Malntalning a cordial, fri@ndly, ﬂnd Whalesomg

7.10.2.8. If he is new faculty member, first inguires”

rolatioens with those whn exercise authority.

The Faculty, in order $o beenme a truly effective and
cynami¢ educational force, must establish a friemdly but
dignified relatinn among its members, The high profes=
sional respect and congenial spirit ehould be displagyed

at all occasionss Through amiable and fratermal attitude,
which is manifested in all dealings among faculty members, a
a feeling of unxty and- teamwork is penerated, This way,
cocperation, and Hot onmpet tlan, become the norm of
faculty relatlonshlpf

the setting in which
nrinciples. are nourished, they
g@@\”#e, and capable of
ractice, this means that the
"Ethics for Teachers::

If faculty memhe,a'ar
Chrlstlan and:ﬁgmng@&

‘teachers at all times;
-8 taach rs' xnterests

?;10;2;3{?_?*5 0 th{éfﬁer_members and reine=

ﬁﬁﬁ'ctasa SuUPDOrt to activie

?;Iaﬁaﬁﬁiaifﬂ“ _
o '.his ‘fellow teachers are duly

engared,

7. 10.2:5. cgntributes in oroating an esprit de corps
‘ which makes nc distinction amon;; the collcges

to which other faculty mcmbers belﬁnp;

7.10.2.6, Holds inviolate all the confi’ential informatien
given to him in the exercise of his professional
functions; S

2.10,2.7. If he is one with ceniority in eervice,'exténﬂéfe
; a helping hand to new faculty members so that .
they may pet more easily adjusted to their wcrk
and tc the Cullhge envir-nment. B

artout why things are run as they are before "
digregarding them or adversely commenting on them,



?;11* The iculty Member mnd the Parents

7e11.1,

7+11:2,

Talle The F‘.‘xclll‘hjf.__&._t‘,;:i?::_. 3 h’e

7.12.1.
7el2.24

7-12-5‘:
7.12.4,

7.2.5,

troubles w3+h othrr 4ﬂcu1ty mcmers
dzes his fellow facnlty members ian” the
for -this is arﬂlnst fair plhy and f&iTnE$S~

Bucause faculty members, as véucators, hove to t: ..1!151512.1; 8- oA
cultural and induatrial heritage $o the studemnt, it will. ‘be.
helpful to thom to have sone barie knowlodpe of the stu'unt B
cultural and gncic=ccononie bnckgreund, the persemsl rela- =
tionship he has with hia parents, and the relisicus atmssf
Phere and attitudes ir his homes  Knewing the student's

home envir-nment can #Aid quntly'in gndiretanine the stu-
vent -~ an understanding uhich ig inﬂispcnsabl& in education.

L}
Faculty members stand ‘in 1ses soréfitis. .8 such, thuy are

.Plven the pr1V1lege of caﬁerJtlnp with the parcnts in mold-
24 fdrmﬁl taﬂchxnz, tnhy cap coopo-

éatinnnl detivities of

1. Guiding" th§_ .
' _,nts.zn Airesetins the studonts

spﬂn. nce with parcnts
teptss  and

eptional cases, mirht
etweeh the College and

vs 'a link with the community.

UL '&hd fvll ;ious matherinss a
faculty membor._ ; gctive means to infora the publie
abrut the college . I'1ts OhjccthLE, functions, pro-rams,
plans, ana pblmczes e

aculty-mambvrs .’eﬁlrul'“l ho genuinely lﬂtu“bstnﬁ in the
conditicns of the conﬁLnity. Eembership in civie, cultural
and r¢1i?1gn5 associati‘ns and particination in cuanunity
projects are encouraged,

Prudence dictateg that a faculty mesher should net use
his classroom and teachins hour as a forvm and time to.
exercise his freedswm of speuech and c¢ampaim for . o a*alnst j;

'particular candicdates or partics. s

4 faculty mumber cannot attend dlllghntl) and effﬁ tl?ély
-ulat the same time toa two mntters of vital %uu ﬁﬁ?ferent
dinterests to him (nl. teaching scrvices and political

ﬁamﬁalqnsl without impairin: or nepltctlﬁp eather uf fhEst



,15 “the . po
hat a f culty membcr who . plans to run for
- ghould present his plans o the’ ﬁﬂministr&b-
'e-mre-the ‘beginning of the first somester. The adn
Baard may request him to be on leave for, the first smnew W@ :
to reduce his load substantially to let him devote his ¥im i
o his political campaign; this is an act of justice and. fa;r-

ness to himself and to his abuﬁenta.-_ 5 A e g b




Ihﬁtrucfional Staff Members

Instructional staff members are the f&culty menhers,
Academic and Administrative. Deansy Department Heads,
el persons engaged in research work, . It includes too,
: the Registrar, the Chief Li:brarian, the Chaplain, the
Gumdanee Coqa@lar vand- oth may be aP?OIR*Ed to

8 01‘0 l?-t

Special”ﬁﬁmi
ﬂfflbﬁ?ﬂ:&ﬁ%

15pe

. R S

j6r ‘shall be made
and by the Pres-
aala“y, length of
of‘agreemant.

8.12.',1 .

. B P2 *Prcnedure=7
B 2005 Thg Academ; Dﬁan aubm1ta hlq written recom-
m3ndatlon te the Presldent attaching there-
with the letter of application, official
transcript of records, special order, and
other pertinent bio-data of the recomsendes,

aﬁu;ty members'

B.2.2,24. If the Prcsident proposes the recommendee,
i he appoints the recommendee and submits the

_ appointment to the Administrative Board for
S s e L e confirmation,

If the appointee is confirmed by the Admln-.= 
istrative Board, the Dean receives the ertten'
notice of such ccnflrma ion,




;Ealnﬁ”ﬁary s College* duly reﬁreaegzg LB
‘ten (10) months or two (2) acadsmic semesters. el
"contract can be terminated by—ezthgr.Pangﬂas gtipﬁlansu,.

twd in  the same. The appointee submits to the . 533?3”',:;

% try's Office his pictures (2"X2" - 2 copies ) and’ BuUc
other information as may be prescribed for 1nstructﬁfﬂ
84+2.3. Conditions of omployment B -
8u2.3.1. It is presumed that a teacher enters into the service
in SMC with clean hands and good faith primarily mot-
ivated with the good intention to serve the best
interest of the students and the College in pursuance
of its teaching objectives, purposé and policles prov-
ided in its Articles of Incorporation, By-Laws, Charter,
and Statutes. g
81213"2. A tea@hlng Guntra(:t i bj,lat azg:g valﬂntﬂily entered
into by the ins : md In¢. Instructors shall
serve for the eti ulated in their contracts.
: e written notice at the
d/ar summer term to fac-
1 not- be renewed for
will always request in
semester for the
to - renew his teaching
ge elects by virtue
ntract not to remew
& the service without
pars 73 (a) MRPS). No
gparated from the service
¢t or appointment
rocess, An appeal may
be.taken y to ‘the Bureau of Frivate
Schoolg wWithin avs after receipt of the
declBZGn of the ?éTBbard'(ﬁar."?B, MRPS).
8.2.3.3... The Da artment rGQuaras 4 wrltt»n contract of at least

one (1) school year's duration for elementary and

- secondary. teachers and one semester for college teachers,

duly signed by the teacher and by the Chairman of the
Board of Directors of the School or his authorized
representative, BSuch contract should state the full
terms of the agreement. A copy of the contract should
be képt on Tile by the school and another furuished
the teacher concerncd (par. 74, MRPS).

8.2.4. Faculty Tenure

8.2’1‘.1.

s . 5o N i SR
A e s Gl _.rendﬂred less than three (3) consecutive years of

.- satisfactory service in SMC are considered on tempe—
5 ary statuse HNon= permanent teachers ahail serwe '

The status of the faculty shall be of two kinds =
temporary status or tenure (torm apvointment) or
permanent status or tenure (continous appointment),

Temporary status. All full time teachers who have




: h ATy
?ur tho first. three ycurs of his emplﬁ
During each year of said perhcd His e -
gaaﬂ *cr a poricd of two aemesters and'the cd

Durlﬂﬁ thUDrﬁr; gtatus 1t is Jncumbent upon tne
_teagher to vrove satlaf&ctory serv1ce to mer¢t per
manent status. & ] e P

8‘2.4;3."Pnrmanenf statns. F:
“.rendered three Jeh cﬂns'
service ard bnﬁamered

'tiVa'years af satzsfactory

”LH‘ f ﬁne'whase tatal

rnf three years
*1&3&1 Staff
en purt

8. 2.5,1,“][;

Py

phrmanent, mmy be
,_ﬁtloﬁ for just causes
an& as.?el_ows.

o Ba2i5i1. My

b

Aa},The:emasfng-an'¢es§atiou of the school or
course; ﬂonsidcrable decrease in enrolmenty

"~ b) Serious miscnnduct or willful-disobediencél ;
by the -employee of the orders of his cmployer !
or represertative in connuction with his work

e c) Gross habitual neclect of duty or groEE. :
- inefficiency and 1ncomphtence OF the emgloyae*
d) Fraud or willfull breach by the empl ayeéﬂé |
- *trnst reposed on him bw hxs Employéﬁ“ér e
répIGSEﬂtaxﬁve— T S ey

permagent status. (Par. 75,




:VﬂlJIEE m&ra; turp;tude—

committed by the emplﬁye, :
ty,.  dishonesty, ﬁrunkcﬂnees,:as
ful3ow “ﬂacﬂerfbr nhy athar schaol

or parilclnating in aChDDi Qtrlfes uaclafe

without due observance of the provision: of“'

the law, rules, regulations appertaining - :

therete; forcing or tampering with the off;___,*
> o Bbﬂﬁcl records anﬁ forma*

fl_Cumto uuaklghmﬂ diitnrggpre 57 the nar of W s
*th : u;lf' £ Hé;gudg:men, of the

;ﬁ?.&r Elb Ie=
erscn ef +h*

requ rlnm imme-

83205;50.

8.2:5.4; Tcnminatlon of &ﬁﬂGIHtMtnt for causes given in -

o o B.248.7(a) shall be considered by the Administrative -
L .=~ Board. If requested by the member, the case can bhe  :°
7% brought boefore a specinlly appointed faculiy appeal = -

2L board, bufore final action is taken by the President

it al PR 11nal deeision in all cases shall rest Wlth'th”

R Buard of Fontrol.

'mlnat» at the close of the scnoolyear durlg
'_ has hlu sixtieth bzrthﬂay. :




g e et

- may be mutually agrzed upon.

conv-enlonce of the uolleﬂ:e and'ilﬁﬂ

Instructional ctaff member or special servzcea-gﬁf
may be required by rompotent sehool authority to.
within scveaty two (/2) hours why no disciplinary

taken againut hin for acte, comntissions an_'—,;pr

is to be

omissiong, constituting grounds for discipliinary action _ﬂ
as providod in the coutract and pertinent rulesy ‘regula- "
tiong and ~.licies of the s¢hool, Bursau or ﬁepartmen%

of hduva?h\..

8.2.6. Full-time or Fart-time

8e246.1.

8-2-6.2.

~subjects to be taught and the number of hours per.:

,_"weak he ies to teach. The head of the school or. col
- loge concerned must farther certify that no o*hﬁr
fqualmficd teacher who is not in the goverament servic

Fuli-time

“znstructxoaal staff teachis
eYemdniary or at lsast six (6)
n collcge at least 18
ble thc maximum load
1y =Ilowed by the B, Pr,
rlvata School par, ?8

A fh*l—time mhmber uf“t"

_r taaahzng. The
Big’ht (8) hcu"ﬂ a dey,

Part-time znstruntﬂ_ are” those who tesch a maximum
of 12 hours or less a week. Faculty members who
are full timgfemp¢ayee6 outsida feachirng shall not
excecd 12 hours a week (MRES - -par. 78). They are
canﬁzdcrad non-purmaahnt ar on tcmperwry status

Schools end colleges dua1r1np to employ of ficial

and other employces of the government to teach

must securc the necessary pernission from the Head

of the Department concerned and must submit to the
Burcau such plrmlsnlon or coples thercof together
with the Teacher's Record fore ¢lly ‘accomplishad, tha

is available, For samplé of Eertzflcatlgn
Eppendm Fo. 3 (KRPS par, 80). j__.Pl*-‘»'wwa see



culty ﬁgﬁﬁi%ﬁarPfombﬁion

Faculty Ranking

The instructional staff of Saint Mary's College is a351gn9d~
academic ranks in accordance with their academic quallfl“&tlﬂn‘
their educational and active professional experlenee, practice
and efficiency, their efforts in departmental and committee
work, their creative resemch and scholarship, their ability to
uphold the ideals of the College, to promotée its objectives and
to cooperate with others to that end. :

8,.3.2. Academic Ranks

-, 55- N I Ae&latnnt Inﬂtruntcr.;.

He is a. aunmar mﬂmh'r_of the faculty. His rank remains
the same from £ thrée years, If he is not promo-
ted to a higher. ra: er a8 term of three years, e

is automatlc;li separa d.fram the Collegs,

8.3.2.2-“
red is a Master's
1d be manifest for
- pursulng graduate studies
use of the library,

_Jn-servlce training
g he*géined as Instructor I

' rally be 2 years vhieh can be
B } for lack of proven efficiency

T aa'arsth.
i 3 8;3,2.2;2;'LInsﬁructar'II.

Experience to be gained as Instyrueter IT
will generally be 3 years,

'5.3;2.2.3; Senior Instructor,

Promotion to Senior Instructor will come
generally after at least 6 to 8 years of
experience. A Senior Instructor will
generally have 3 years of efficient ex= =
perience before promotion. g

Thie is the highest rank a fa aculty mthcr
can presently obtain having only a Eache-
lor's degree without board or bar.




e e

ﬁssms%ant Professar.

teachzng abzllty for at laaat nzné+ﬁaﬁei”ﬁ
years, proven schclarshlp. ; e

8.3, 248414 Aaaiataﬁ Prufessor 1.

% : e
EIpETleﬁGB to. be,gained as Assistant
Professar 1 will generally be 3 yaars.

t&gt Profegaor ik,

fkbe gazned as As-istant
wiii'gﬂnerally be 3

wfgﬁin experience
rj hélno promoted

a&tﬁraﬁe*is preferred.
‘required of one with

-{ﬁésbbiafa Professor Ele

"% yenrs experience

B.3.2.4,3, Assoﬁiate Professor III.

This is the highest rank a faculty.
member with Bar/Board presently at-
tain without a Master's degree or .its
equivalent, unless he has outstandlug
academic and professional WOrk.

Professor, i g

. A doctorate or equivalent academic or prcfea-3
. -sional work is reguired for this rank.
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'_current schoolyear‘ uach reeomm.
elude a written evaluation of ‘the
wwork together with' resgons favoring. pr
be precented to. t‘ho Dean. The Dean sdde

and presents his fhformation to the Aamxnzstratife _
Baard. ! 2

8.3.4.3. 'Promotlcn in rank takas at fhé”beg*nnlng of the
”kf arhoolycar. '”'fg :g;ﬁ“?; e

;3,5.5. Criteria for prumotlon and. ranklngi

8.3.5. i. - The: raux:ng and;tha'aorr.
depenﬂ on s&rlorztg bu¢
taaas *he foll

a@andiag salary do noct merely-
f@n & merzt sys cm whlch

8.3.5.4: Exp veand eul ‘hlshments. occupztional
' ' 1 x i.elsewhere which are

onplishment for which

j.oan official commenda-

; personality traits
physxba TLGE itTes, mental Iitness, cut=
look on 111@, ﬁtii_ ¢#, Walues, and pe rsonxllty
tnamtﬁ.#hlch'hﬂﬁnﬁam._1H$$g§mure Of the pesit an held.

8.3, 5 5-

_8.3;5;6;, Pmtan%ialmwy&. fér%chst;df faculty menbar's capacity

. and gbility to’ ‘perfomm in time the highest responsibi=

1 ;_3 11ty in the Gﬂllege.- Potentiality for administration,
ac&demib, reaearch or othcr worL.

84F+Es. Part-timé instruct0r$¥
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PN N Part-time 1nstructurq are thosc who teach 12 or Iess.'
A A % : hours a week,
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>«3. ' Preference for Summer assignments w*lL be?glv#'”
to full-time instructors. i

ary Scales

:,aigll. Instructional Stafs Mbmbara'l??Zlg 73 af(geg;ﬁ?peﬁﬁixf”{

'5.#.2. Special Services Personnel (see Appendix) s ‘ ":_¥;.
| 8.4.3. Janitor - Security Services - (see Appendix)
- 8.5. Additional Information

8.5.1a If the teaching load is less (or in some e?ceptlonal cases
higher) than 24 lecture. hours or the equivalent, the salary
is prorated.‘_:_- iR e i

B8.5.2. “For teachmng"ln"hewf
of P1.00 per hou

raduate School, an additional amount

8.5.5. a;:éde&{- D

1rr e is given a load
of 18 Lectu

__*g umits are given
"caéum1c work. For

;urs or its equ1valen*
! ts are. given for his

3.5.44 ﬁiﬁﬁs; the College

pirsliny smale sud
'3_5_5_ T AN e ; f‘ 3 ;;1ve equal monihly

'1ed by 50 for every
1}, twc (2), four (4),

three un;t, g?-“'“
five {53 hnff*

8.5.6., A labo;ator3 h¢ur'1s'equlvaleﬂt'to 2/3 of a 1ecture hour,

8.5.7. In case.a facﬁlﬁy memb' Jw1th>a Bachelor s degree finishes -
. an M.A., M.5,, or Pa.D, degree or passes the Board, Bar or
CPA cxampination, adjustment of ‘the salary scale will be made
only at the beginning of the new scmester or term upon pre=
sentation. of the S. 0. or. cert1flcat10n.

-'ﬁ;B’Eig.;.cantra¢t3 for one yecar are terminated at the end of the :
. schoolw-year in ordcr to give priority of load during Summer
._ta—membera of the Instructional Staff who renew their cantragt;ﬁf

vErlaad'daes never con+t1tute a rlgh& ﬂr a preu

3,_iny transntery.




A semestarts ‘'salary, ér}ate per'h@ur} !
ay(nﬂ- of lecture hours or equlvalent per; edgi
" by (30/33/'sha11 be distributed in ten ¢qual pay
on the 16th and lst of cach month regarﬂleﬁs“ﬁf
length of the scmester, There will be four, (three)
payrolls of equal amount during summer, tizice on . the
16th and lst of dach month partazﬁlnguts ﬁum”sr.

-:8}51 Haternlty Lcav

e 3.5.1. Two mat ernity . lea?e plans aro affered by the Golﬁrge. :
fombsrs of the Instructlonai Staff and the Spec1al Serv-

;1cea pﬁrsonnel

L“he Calleg

8'6'2;-_' . Tan

S_Lff mwg a?all

_ aay semester.: To
“of classes, which
tudents affocted, any
iﬁy leave during any
01, ‘Tesumes sessieon
her maternity leave. In
on concerned will not 3
onal compensation after the
* maternity leave with pay

8.6;3;2;75L member of the Inqtruct1anal Stafs wha chaanes
: L P a2 ccntlnues to receive her salary 14 full
exaept as prcv;ded under 8...3.3.'

>

l'ﬁJIn both plans. of maternity laﬂve, if the
I"prected date of dolivery falls durlng summer“
?aess1on, th» st?ff membur concerne&'la_not



-é@?&lcatlon fur maternlty 1eave élght wee_
expected date of delivery aid indicate in. tﬁﬂir'RP§11*
cation the plan they chooge, Their application shoul

be supported by a medical certificate stati ng‘the ex:
pected date of delivery. i

8.6.4, Miscarriages. The provisions of the Department of Lahﬂr ik
Order no., 9, £. 1963 will be applied. #4ccording to the -
law, eight weeks after the miscarriapge, 60% of the salary
shall be paid. (Plan 1.), while 100% of the salary shall
be paid during the 14 days after mxsc&rriaﬁe (Plan 2.).

8.7. Retircment Flan

T

Saeds 'Salﬂt-ﬂars s Gﬂll&ﬁfilvf

&eath, diaahf_J\
of serviege prio

8a7e2e”

8.7.2.

8.?.40

8.7.5. 0id emplﬂybes who are mamhers @f tne Retlrument Flan
during the scheol yﬁar 1970-71 ana are to retlre, will
bs entitlcd to redéive P100 for every year of service
rendered in our member schaols, and whatever the school

. hag paid for the teachér in the retirement plan.

8.7.6. Starting school year 1971-72, nc new member will be

accepted who has-reachedfthe'age of fifty (50) years..

8,7.7+ #An employee who has been at lcast ten (10) years a

. member of the Nétirement Plan and who is separated
from employment prior to his rctiremont for any reason
other than for disrissal for cause shall be entitled R
3% of the total salaries earned during the memberghip;}q;j“

< .In the transition period, a membsr who is separated . :

'ﬁfrom the member schools after having PC“dGrnd at Ieast

ten (10) years of continuous service, but who is’ not

et ten (10) years a member of the Retlrement Plan -

13 IEBEI?E whatcver he has on his ret;remﬁnt acceunt.




.. mepber schools will not ‘be entltledit;w
-henefxt umder the Retirement Plan.

~-Short periods of abg.nces not exreoﬁing one =
_by'sicknoss, maternity ‘or. study leavy are, n@t_ qnﬂigﬂ,_h
'qs disruptions of the continuity of years of servicgs . 2,
O 1%S“ng ﬁ%?e@ﬁﬁﬁ%rs of the. rEtlrement may eytend,thls
8.7.10." 1smxssaf from employment for cause will not entl*le

the member to any part of the Fund.

8.7.12. In case of doath or Eeparatlon from meloyment by reason
of total incapacity or ﬁlsabillty, the member or his

-hgn@fl¢larlcsu ik the o «may-hegshall be cutitled to
rned 5&”1ng his membnrshlp

L BRI

The membgr ot o) 2 aes

ciaries at an %iﬁ@ihx;ﬁﬂﬁmittlng another num1nat1cu
in the form pro crihed in”accordanqe with tha atove
prbiei’ﬁncﬁﬁg P

8.7.13. No l&mber shall bL al?owud tn withdraw his shape from
the. Fund prior to his e¢ntitloment thercto and n»lfhﬁr
cap he sell, transfer, aszign or pledge the same,

Tﬁv?;lh;-lu cage of conflict as to the intu p“etatianﬂof *hhr
: " visiomns of this plan, the matter shall be dﬁCléedThg
Retireucnt Board. Their decisions shall be finels

?hese policies are cnly tempnrary an& &r.,ﬁnhject
£ reV131an._ _ T S




Momhors of he Tnatructional Staff enrolled fnm ¥
"'Sehosl enjoy S50% discount on tuitioﬂ-fmes. :

Mombors 0f the Faculty and Fmployees Associntion a%osef:_ 5
children are enrelled in Saint Mary's Collcge are granted
25% discount on the tuitionm for eVUry child, duriag the

schoolyear and summer coursc.

8.8.3. The facilities of the Medical ard Dental Clinics are open
to members of the Instruat16na1 utaff and Special Tervices
personnel.

8.8.4., In casmes nf‘emerpency Biﬂ#ﬁuﬂﬁ, d&ath of imnedinte depenc=
ents, thu Treasurer may,gmve advamces for accounts not
unl to one month's 8:loTY¥.

hamaed to faculty members
"nstructor*s Drografa

B28.5.

int follows the fellowing

_d@&ié"ﬁe&n a written
zed, ‘stating thorein the
inest the other faculty

: Dean taxﬂa cngnlzance of the
_a&ﬁeu'n_q vestigates the same, giving the
_part1pa ‘opportunity to be¢ heard, reducing in
“writing the progecdin-s thereen, If the case
involves faculty mcmbers of different colleges,
the respective Ueans take cognizance of the
cage with the end in view of mutually cffec=
ting a satisfactory settlement. If the case
ecannot thus be settled, the same is remanded to
the Faculty Arbitration Board,

8.9.1.2, Agaznat a Superior, Dean, Administrator or vmce
82 vorsa except the President

a., The compl sinant filcs a written complaint,
duly sipgned with the President :

b. The same procedure is followed as 1n

8.9.1.1. (b)

'8.9.1.3. Against the President: the Cﬂm?lal“ant 51133
e ._tne same with the Board eof irL?tE?S of SMC
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S DADARY SCALE MOR FLEMENTSRY AMD HIGH SCHOCL “‘“HER“
i AR L972=199% i I
Step Rate per period ? periods/Full load in
H.S+ / Eleis
1 45,00 515,00
2 - 45,00 ©315.00
> 245,00 #315,00
4 45,50 ¥318450
5 B46.00 . - ¥322,00
6 ¥46,50 #5254 50
8 i RS2 50
9 | #336,00
10 #3559, 50
11 #343,00
12 .3‘46@; 50
135 - 520.00
14 5355450
16 #3604 50
17 364,00
18 2367,50
19 ¥55.0 5£371,00
20 - - BEELG v S5 e 50
21 POALOU et U e SR, 00
22 - .?5ﬂ¢59¢ﬂ_;ﬁ;f:,, 381,50
2% : BESLOAT (U 25 00
ok o YS80 #388450
25 _ T R #592,00

i'ote: la. Zvery step corresponds to a year of efficient teach-
ing with B.5.8. degree, A.B. plus 18 units Zducation,
or the equivalent as accepted by tkhe idministration.
Prometion to the next step is not autonatic.

2. Steps 1,2,3, correspond to the time a teacher is con~
gidered on tecuporary assipnment. Par.?5: Full-tim
teachers who have rendered threc consecutive years of
satisfuctory scrvice shall be considered permanent.

3, The schoolycar 1972-1973 hes only 11 months. Contracts
Lo are made from July 1, 1972 to May 31, 1973 for 1972-1973%,
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: .;:,h:l. g"luad in tho G&-ad\\ata' sahooi.t, an aadimepai' amaunt af
00 per hbur 1s addede i il B ve et s S :ﬁ Kb e

ﬂn_ﬂcademiq Déan in the undergrﬁdﬁate course 1e givon & 1¢ad of 151;?“V~3

leeture houﬁh s’ week. The bix reqpining units sre givon for his . %
aﬂ%iqiqtrative, supervi&ary, and - anademir worke For a Department

ead, a load of 21 lectiure hours or its equivalent a woek is equi- -
velent to Ek.units, as 3 units ara giVGn for hia administrative, e i
aupervisory, and agaﬂemia wnrk. S : : -
In case pf exc»pt*pnal and- agial ualificahions, the Gollnge has
the fi&ht to detiata from th puhliéhad aalary scale and vanking,

Tha Balary Tor one aame&ten is &imid&dvin fi?e equal monthly pay-
rolls and of one shmmer dn two. aQﬁa;~mpnthly'ggxrolla. It is com=
puted at the wate ]f}ghpﬁr-%nlt plisd 50 for every three unit

quﬂf(h), five {5) unit

subjects it is ﬁﬁuf&t'

:x&M1nation, adjustment
feginning of the new

of the salax 5&&1&
semester or erm,

K1l contracte areé. teﬁ'f” Fed dt the em he sol ‘
to giwve priority of, Joad gﬁ@ o to. ambers of the Instructional

Staff who renew theiﬁhfénﬁmahﬂﬁ iy S8

e

A full«time inatructar receiﬂﬁﬁ ’ﬁﬁd”nf”at 1easf‘18 to 21 paid hcura
a wgok. If poseible he will be @iven thé maximum load. An overlosd

does never ¢¢nstitute a right or a @recedent aud is only transitory.

i

The experience of partwtima inatructora 18 nat by ‘the actual number
of yoars. (Yeara may be prérated )
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iv
INTRODUCTION

We are happy to present this first edition of the "Handbook
for Office, Service and Maintenance Personnel.” It is the result
of a collective effort and ccoperation.

The first chapter on "Institutional Vision and Orientation"
is identical to the first chapter of the Faculty Handbook, since
all personnel should be familiar with the vision and orientation
of Saint Mary's College. The first chapter has to make the work
of all personnel more meaningful. All persomnel, non-academic as
well as academic have to contribute to the realization of the
Mission Statement and Objectives of Saint Mery's College, to build
God's Kingdom in our communities, country and the local church,

The other chapters provide an operational guide for policies,
rules, regulations and working conditions in order to make school
management more effective. The handbook remains a guide, giving
clarifications on some questions or problems, placing matters in
their right perspective and resulting, hopefully, in improved
working conditions.

Everyone is welcome to contribute suggestions or comments to
this handbook since it remains a flexible guide which has to be
constantly up-dated to further inorease efficiency and happiness.

This handbook will be implemented starting June 1987.

(sGD.) (Rev.) JOHN VAN BAUWEL, CICM
President



CHAPTER I - INSTITUTIONAL VISION AND ORIENTATION

Saint Mary's College, as an institution of higher learning, draws
its vision and orientation from the educational goals expressed in the
"Education Act of 1982" and the directives of the educational apostolate
of the Congregation of the Immaculate Heart of Mary (CICM).

1.1, THE "EDUCATION ACT OF 1982"

The "Education Aot of 1982" states the National Development goals
and the National Educational Aims. / /

‘f" I

7 /;
1. National Development Goals: '

a, To achieve and maintain an accelerating rate of economic
development and social progress;

b. To assure the meximum participation of all the people in
the attainment and enjoyment of the benefits of such growth;
and

cs To achieve and strengthen national unity and consciousness
and preserve, develop and promote desirable oultural, moral
and spiritual values in a changing world.

2, National Educational Aims: — (o

a. Provide for a broad general education that will assist each
individual, in the peculiar ecology of his own society, to
(2) attain his potentials as a human being; (b) enhance the
range and quality of individual and group participation in
the basic functions of society; and (c) acquire the essential
educational foundation of his development into a productive
and versatile citizens

b. Train the nation's manpower in the middle-level skills
required for national developments

c. Develop the professionals that will provide leadership for
'the nation in the advancement of knowledge for improving
the quality of human life; and

d, Respond effectively to changing needs and conditions of the
nation through & system of educational planning and evalua-
tion.

1.2, THE R,P.-C,I.C.M, PROVINCE AND THE EDUCATIONAL APOSTOLATE

In the CICM Philippine province, the educational apostolate has
traditionally been one of the most effective means of evangelization.
To be fully integrated with the Church's educational vision, CICM
must state its apostolic commitment and priorities.
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2.

Mission Statement of the R,P. Province on its Educational

Apostolate

Catholic education in general intende to prepare youth in
becoming mature members of the Kingdom of God, It is directed
towards a christian development of knowledge, skills and atti-
tudes. The total human vpergonality with all its talents is
geared towards service for the other members of God's Kingdom
on earth,

Catholic education helps every person to reach his full
dignity and happiness. It leads to full development of the
total person so that the Body of Christ comes to its full
stature.

Having a specific concept of man and the world as revealed
by Christ, catholic education promotes a special outlook on
self, fellowmen, material world and God, which changes basically
the goal of every human activity and distinguishes it from any
other educational system, '

We believe that this insertion in the Kingdom of God is the
highest realization of every human being. Our schools are at a
vantage point to realize this with the youth. As CICM-R,P,
Province, we believe we are especially responsible to reach out
to the non-christians and to the disadvantaged.

Objectives of our Schools in General

a. To form graduates conscious that their knowledge, skills and
ettitudes should be geared to service in the Kingdom and that
by this they realize their highest human dignitys

b, To prepare and organize a christian educational community—-
administration, faculty, students and parents —— in such a
way that they become more and more conscious of the final
goal of our catholic educational system;

c. To animate each member of this educational community to
shoulder his responsibility to reach that goal;

d. To bring about a new christian outlook on life, culture,
world, fellowmen, society, God and personal human dignity;

e. To animate the educational community to be inviting and open
to non-christians and to look for ways and meana to give the
game chances to the children of as many disadvantaged families

as possibles

f. To live christian life as a unity in which faith and gospel
values permeate every human activity and attitude;

To promote the teaching profession, in whatever specialisation,

24 as a special charismatic service to the Body of Christ.
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h, To invite the whole educational community to search conti-
nuously for ways to build a more and more christian
community, aware that we are the People of God on the way.

3. Specific Characteristics of ¢,I,C.M. as a Missionary
Congregation in its lducationanl Apostolate

a, Concern for the poor and the non-christians

The school is aware of the many factors under the present
conditions which tend to keep the disadvantaged outside the
school community; positive steps have to be taken %o
counteract these obstacles.

The presence of non-christians in the educational community

is brought to the attention of all, so that the non-christians
feel accepted and welcomed. The christian commmity spirit
and inter-personal relationships experienced by non-christians
are a strong incentive to want to become a committed member of
the christian community and to share the christian vision of
education among the non-christians.,

This concern is expressed by such means as:

- scholarships program for the poor

- involvement in non-formal education

- pervice programs

- support of efforts to uplift the disadvantaged in society
~ gimplicity of life-style in the schools

b. Service to the local church in a subordinate role

The school works in unison with the local church striving
for a common vision which respects the authority of the
local church and the missionary orientation of C,I.C.M,

This serving role means taking initiative and leadership
where needed, opening and using channels of communication
which will make for better consultation, cooperation,

matual understanding and eventually evaluation of C.I.C.M.'s
work and presence.

¢, Integration

It refers to both the integration with the local Church and
the integration of any positive cultural and moral values.
The school develops integration through the presence of
membere of the locel Church in its Board of Trustees and by
the involvement of all sectors of the educational community
in the activities and progress of the local Church.

——"‘..

d., Mobility

As a missionary congregation, CICM is helving build the
local Chruch., Schools are set up for this purpose. Once
the local Church can integrate them into its pastoral
activity, there is no need for C.I.C.,M, to retain them.
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C.I.C.M, helps prepare the local Church for the takeover by:

~ Dreparing lay people professionally for their tasks in
christian education,
- making people in the local Church members of the Board of
Trustees,
; = providing financial independence to the aschool,
g - creating in the local Church and C.,I.C.M. an awareness of
5 C.I.C.M.'s transitory role.

4. The R.P, Province and the C,I.C.M, Institutions

a, C.I.C.M, Institutions

In the past, the R.P,~C,T.C.M. Province took direct
resoponsibility to found some educational institutions.

Even though now they have their own identity as a corpora-
tion, they are identified, and in the final analysise are
C.I.C.M. institutions. Their history, the majority presence
of C.I.C.M. in their Board of Trustees and corporations, the
providing of CICM personnel, the reverting of all money and
proverties to the C,I.C.M. in case of dissolution, the
institutions' commitment to the ¢.I.C.M. vision, 21l these

, are irrefutable facts that they are CICM institutions. The
; CICM presence, however, is apostolic, not proprietary.

b. R.P, Province Policies towards C.I.C,M. Institutions

The X.P, Province considers the educational apostolate an
integral part of its missionary presence.

It wishes the educational apostolate to function as an
integral part of the pastoral activity in a locality under
the authority of the local Church.

The R.P. Province continues to carry its responsibility
towards institutions of higher learning till another entity
in the local Church can assume this responsibility with the
same competence, christian vision and commitment.

The Board of Trustees is fully responsible for the institu-
tion's administration and the management of its assets and
development programs. ¥

The R.P. Province treats CICM institutions on the same level
as other forms of apostolate, giving financial assistance
according to its program of priorities,

1.3, SATNT MARY'S COLLFGE MISSION STATEMENT AND OBJECTIVES .

1. Mission Statement

Saint Mary's College of Bayombong is a Catholic Institution
of learning and one of a chain of CICM schools, It seeks to
eptablish an effective system of education at all levels which
corresponds to the total local educational qeeds of young veople
today in their own social-cultural context.

1'I'he Catholic School - a document issued by the Sacred Congregation
for Catholic Education, 1971,



As a Philippine institution it seeks to realize the

objectives of national develovment, as promulgated in the
"Bducation Act of 1982",

_ As a Catholic and Philippine institution of learning, it
aims to provide education directed to the service and growth
of the individual humen person, the community in which he lives,
the country, and to humanity in a progressing world, with a
commitment to and concern for academic excellence.

As a CICM institution, Saint Mary's College is an instru-
ment of Mission at the Service of the local Church, It wishes
to aninmate and to reach out to people to help them develop all
fundamental relationships of their 1ife harmoniously so as to
advance towards integral self-realization, and build up God's
people in the local communities,?

2. General Objectives

a. Directed to the growth of the individual human person.

To help individual human persons grow as responsible and
immer-directed persons, capable of choosing freely in con=-
formity with their consecience, through a living encounter
with their cultural heritage and appreciative understanding
of their Christian values.

-1, To develop in the individual a solid foundation of
imowledge, habits and skills necessary for professional,
civic, and social life.

-2, To develop in the individual an attitude of dedicated
service to others and to the nation, and to ensure the
presence of Christian mentality in the present day
gociety.

-3, To help acouire and develov a Christian humanistic
gense of values, in order to bring forth a human
mezsure in all knowledge and endeavor,

-4. To develop the individual's pétentials as a human being
to the maximum so that he will turn out to be a
oroductive and versatile citizen.

-5, To ensure strong character formation on the religious
dimension of education.

b. Directed to the community and country.

To be functional to the community by gerving as an intel-
lectual center, to dispense with sound ideas; to oonserve,
transmit, and promote our national cultural heritage thus
acting as a tributery to the stream of diverse culture.

2Kindling the Fire,

3The Catholic School.
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=1, To serve @8 an instrumentality to the community by
educating and training leaders in order to help supply
the necessary manpower needed in the cultural, social,
and technical fields of endeavor for the development
of the country.

-2, To act as a center of research for the advancement of

new knowledge and scientific attitude among intellectual
leaders.,

=3. To work in the community for the common good which finds
expression in concern for others, love of freedom,
equality and respeot for human rights, justice and peace.

-4. To lead and assist the other educative agencies in
fostering an awareness of the socio-economic situation,
to commit to its improvement, to develop civie and social
responsibility and discipline, and faith and pride in the
national oulture of the Philippines,

=5. To offer equality of opportunities to deserving students
through expanding financial assistance,

c. Directed to the local Church.

To assure in an institutional manner a christian presence
in the academic world confronting the great problems of
contemporary society.

-1, To be a Christian inspiration to God's people.

-2, To give a reflection in the light of Christian faith
upon the growing treasure of human knowledge.

-3. To transmit the Christian message in all fidelity.

-4, To commit 1tsaif to the service of Christian thought
and education,

CHAPTER II - PERSONNEL ORGANIZATION

In Saint Mary's College all persons employed are encompassed in the
term Personnel. Everyone from the President to the faculty member, or
clerk or maintenance people is personnel, The operative level of the
personnel is, in an educational institution, very different. A1l
personnel, however, should be familiar with the vision and orientation
of the Institution and contribute, in their particular funotion, to the
attainment of the Miseion Statement and the General Objectives, since
they all participate in the Educational Apostolate of Saint Mary's
College.

The operative level of personnel in Saint Mary's College is the
basis for grouping or classification. Similarity of function, duties,
end job description determine the operative level., Taken into consider-
ation to classify personnel are the following factors: training,
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experience, general background, educational attainment, level
intelligence, physical characteristics, complexity of duties,

1

of
essential

skills, sense of responsibility, and so on. The personnel classification

furnishes the basis for the different selary scales.
2.1. Classification of Regular Personnel.

2.1.1. Service and Maintenance Personnel:

The job to be performed does not call for any educational
attainment beyond grade school or high school. Hence the
job itself determines the olassification. To this group
belong the maintenance personnel as the carpentry and
maintenance persons and the general services., To the
service personnel belong also the bookbinders, mimeo-
graphers, oanteen helpers and the like, Salary scales

C and D pertain to this group.

2.1.2, 0ffice Personnel:

These jobs call in general for College Degree holders
(salary scale A), although Certificate holders (salary
scale B) and others (salary scale C) are employed. To
this group belong the secretaries or olerks of the differ-
ent colleges and offices, the Gymmasium Assistant, Survey-
ing Assistant, Laboratory oustodians, telephone operators,
canteen and supply office managers, librarians, technicians
in the audiovisusl deperiment, and, guldanos persopnel.

: ; o AT DNy s 2 e TR
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2.1.3. Persomnel with Faculty Rank or Junior Administrative

Personnel:

Some personnel who,exargiaﬁwsnmqai

on. or -

who handle more responeibility, although they may not teach,
are given faculty rank and their salaries are equivalent to

feculty salaries,

2.1.4. Faculty Members:

A ]

The academic teaching persgnnel in the Grade School, High

School and College,  See faculty handbook,

2.1.5. Senior Administrative Personnel:

The heads of auxiliary offices, as Guidance and Testing ~

Center, the Librag*ltﬁhgggoqoaroﬁ Department, the

Planning

office, the CHI&T Accountant, the Seoretary to the President,

the Audio-viBusi-depas
Adminigtrative personnel. ‘They

ranic-equal.to.the-Acatemis
“ Dapaztnont~ﬂondl_11§ have faculty rankis.d \flqu- Cowq*

ol e 1,.‘." ¢ S - " <

— 2 Y,
, P K
2.1.6. Special Personnel: ‘

¥

, belong to the group of Senior

The medical and dental personnel and the legal counsel, whose
honorarium is on retainers! fee basis, belong to this group.

ok 7 T4
ey
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2:.1.7. The Administration:

I All those who compose the Administrative Board as advisers

and partakers of thé decision making process belong to the i
administration, . They are: the President, the Vice-President,
the Treasurer/'the Academic Deans and their Associate Deans, 5
the Registrar, the Administrative Deans, the Dean of Men,

Women and Student Affairs, the Principals. Educational
Consultants do not belong to the Administration but are
available to the Administration in an advisory capacity.

! LR AN
‘ LA A% D i d
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2.2, Tempofhry Perdonnei ' h/ MEEL
2.2.1. Casual BEmployees:

The College can engage the services of people for a definite
period of time (seasonal or casual employees) or for a
definite project. It is the nature of the job which
determines this kind of employment, as determined in the
Policy Instruction No. 12 of the Ministry of Iabor and
Employment. These employees do not enjoy tenure and their
employment is temporary.

2.2.2. Student Assistants:

Some students may be given a certain grant to help them
financially to finish their studies. Their assignment as
student assistant in a particular office is strictly by term,
Their status is that of a student, who is given part-time
work and is renumerated for his work. Upon finishing their
course certificate or degree they have no rights to further
employment since other students who need assistance may de
employed. @

2.3. Tenure of Personnel

New service, maintenance and office persomnel are initially contracted
for a period of six months, which is the probationary period for
non-academic personnel (see Labor Code - Art, 282), After rendering
six months of conitnuous and creditable service these employees, who
are not separated, are deemed permanent,

2.4. Office Personnel with Teaohing Load
/

Some qualified office personnel may be given a teaching assignment
within office hours (to be pro-rated) or outside office hours, which
will be separately renumerated,

{ 4 ‘ } e
CHAPTER TIT - EMPLOYMENT REOUTREMENTS s

The kind of people which staff Saint Mary's College is of utmost
importance. They affect the success of the institution; hence the
necessity not only to define jobs carefully but also to stress the
personal qualifications needed to build up people who can work as a
te&-ﬂh
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3¢1. Job and Position Requirements

There are different kinds of jobs to be performed or positions to

be held. Whenever needs arise, new positions may be created or ¢
People for different jobe appointed. The oreation of new pqs;tiopqﬂv,?p
or jobe dre mostly the prerogative of the Board of Trustees, The -
President will present for approval the duties, functions and b= o
Jurisdiction attached to offices or jobs. : A Dihes o

All personnel ere appointed by the President upon the recommendation
of the Administrative Board:or the Executive Couneil; ‘Some appoint-
ments require confirmation by the Board of Trustees or appointment
by the Board of Trustees, as required by the SMC-By-laws. % 2

No vositions in the College are filled in on a temporary besis, an
ad-interim basis-or as substitute without prior approval of the

-~ President, unless differently allowed by the provisions of the

" SMC-By=laws,

3+2. Personal Oualifications or Specifications

Any candidate employee of SMC)must fulfill the necessary physical,
moral, mental, emotional, social and behavioral requirements
demanded by the job or position, Information on these requirements
will be requested from the candidates in different ways, Candidates
must be at least 18 years of age, The College>can administer tests
or examinations to candidate employeces, but it does not bind itself
to employ 2ll those who pass the tests or examinations,

3.2.1. Physical Specifications: Physical fitness according to the
job/position to be performed., Various Doctor's certificates

can be Zequested: kfﬂﬁﬂﬁaé ¥

3.2.2. Mental and Psychological Specification., Not all Jobs or
positions call for the same mental ability. Different mental
tests (I.0.) and psychological tests may be prescribed for a
candidate to be given by the SMp-Guidance and Testing Center,

3+2.3. Social, Moral and Behavioral Specifications.

Personal problems may stem from poor social and behavioral
adjustments, This information, too, is needed and may be
obtained through tests and interviewe‘  f

(\o.p A7 1 | A [ A Y,
3.3. Selection Procedure . ? e | N ¢as

3.3.1. The initial reocruitment is done by announcements or selection
from previous applicants,

3¢3.2. A Preliminary Interview is conducted by the 0ffice of the
President and Vice-President to check on the basic qualifi-
cations (credentials, age, family relations, etc.) of the
applicant. The applicant will be informed if he is basically
qualified or not. If qualified, he will be given the necessary
information on status and salary.
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3- 5.

343.3. The applicant will be requested to fill out:
«= Application form T | EHer
- Report..on previous history
Tax Aotount Number (T.4.N.)
- Residence Certificate
- SSS Number
Tax Withholding Exemption Certificate .

He will be sent to the Guidance and Testing Center for some
psychological teats. He will be requested to submit to a
Physical Examination.

3+3.4. A1l data are forwarded to the President's Office for his
aporoval, J

3.3.5. Appointment papers are forwarded to:

Accounting Office
Office concerned
Registrar

Vice President

Initial Employment . D

A1l new emloyees have to follow the Selection Procedure outlined
in 3.3. They may start to work only after their appointment papers
have been forwarded. During their initial employment (steps 1-3)
they should prove their competence and worth, -

Transfer

When necessity, urgency and the good of the service so require,
employees may be transferred from one office to another, This
transfer will not entail diminution in rank, salary, and other
benefits or privileges they currently have, The President approves
this transfer after consulting with the employee and the Heads of
offices concerned.

CHAPTER IV - CONDITIONS OF EMPLOYMENT

4.1,

4.2,

Job Specifications or Descriptions

For every job or position a clear job description er specification
should be available. This job description will be used to evaluate
the performance of an employee in his job/position. An employee
evaluation will measure the relative value of employees. This
evaluation information can be used in the counseling, training,
promotion of employees,

Evaluation of Merit-Promotions

Evaluation is the act of determining the worth of employees in
order to determine promotions or penalties, and to provide s

basis for counseling.
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Promotion is en upward reclassification of an employee to a position
that has higher pay, status and job conditions, but requires an
increase in responsibility or skills, .

The normel promotions in rank or step are approved or disapproved
Yearly by the Administrative Board. Their decision is baaeg,gp11/~
reports and evaluations submitted by the Heed of officez‘! :/a): g//
Promotions to a higher position, involving a reclassification are
acted upon by the President after consultation with the Administrative

»

Board or Executive Council,y % 0¢/ 1o, 1

§ AN

Criteria for Promotion

The normal (yearly) promotion in rank or step is not automastic, but
devends on length of service (seniority) and the performance of
employees. For the maintenance, service, and office personnel
promotions are by step. Every year of credited service means an
increase in step and a higher salary. For personnel with faculty
rank, the promotions are by rank and are determined in the faculty
handbook.

Credited service is determined by the performance ratings of
employees for purposes of normal promotion/salary increases and
shall be determined through a merit system which takes the following
criteria into consideration:

1. Attendance and Punctuality. The smooth functioning of the office
devends on the regular attendance and punctuality of its personnel.
Hence this is one important oriterion to be considered in employee
oromotion. Frequent absences with insufficient reasons or absences
without leave, and repeated tardiness affeot the work in the office.
Reguler attendance and punctuality are then indicative of the
efficiency of the employee and shall be considered for purposes of
selary increase/promotion,

2. Performence. This includes efficiency on the job, interest and
comnitment, and attitudes to work assigned. Accuracy, depend-
ability, initiative and other qualities are taken into consideration
in evaluating the performance of an employee,

3. Concern for professional growth and personal advancement. This
includes further studies or specialization, attendance of° seminars
or conferences related to work, and membership in professional or
school organizations., It includes in-service training programs
for personal growth organized for the maintenance and service
personnel,

4. Cooperation end participation in school functions, civil and/or
religious activities in which the college is involved. Partici-
pation in school functions like College Days celebration,
commencement exercises, recollections, Alay Pasko, etc., and in
non-gchool activities wherein the College is involved and which
need employee participation like oity,.er civic-sponsored parades,
Alay Lakad, etc., is teken into consideration for promotion,
Compliance and observance of College memoranda and circulars are
likewise considered.
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h-
Aside s an em 1oyee 's outs te.nding a.ccomplis

ment in his line of work may also be oons
the performance of an employee. The Merit Rating System to be
uged as guidelines by Heads of offices in evaluating the
employees in their respective offices is
‘ﬂAr'!. . . ‘ "*,_.
— A y l
4.4, Aoceleration

4.4.1, The normal promotion by step or rank may be accelerated for
outstanding verformanoe:”*ﬁooeleration in step can take place
every’5 years. The criteria will be a consistent high rating
on the Merit Renking System for'5 years. The average for
acceleration by one step has to be 85-88 and 89 and up for

acoeleration by two (2) steps.

4,4,2, Office personnel who obtain a Masteral degree or pass &
professional board examination, in line with theigwwgfﬁt‘:_ .

will-be accelersted by three-stepss/Viy” 1 VP 2 A

S N AT~ ) S
4.5. In-Service Training 21 Sl dpti ad )l 7
Continuing Education of all levels of persomnel is essential to
effective performance by well-adjusted people. All personnel tend
to work more effectively when they understand better the objectives
of the institution., At the same time management has to understand

the motives, expectations and thinking of all personnel,
In-gservice training is the means to develop all personnel in their

work and as human persons, Management has to establish this in-
service program for all personnel,

CEAPTER V - RENUMERATION POLICIES

Financial renumeration is perhaps the most sensitive subject to all
levels of personnel since it reflects their purchasing and spending
power. TUndoubtedly salary policies are an integral part of the whole
persornel program, but wages alone cannot bring about better morale,
better relations and better performance, Incentives or benefits as
retirement plan, employees dependents' study grant, development plans,

. 8ood working conditions, availability of various services, and develop-
ment of confidence in personnel are factors that contribute to the
effectiveness of the salary program,

5.1. Salary Plans

5.1.1. Scales:
A1l personnel are issued copies of the latest salary scale,
whenever new scales are promulgated, Salaries are paid on
a monthly basis, except for those who are on a daily basis.
A11 employees (on daily or monthly basis) receive their
salaries twice a month, These semi-monthly payrolls are
usually given on the 16th and 1st day of each month.

found under APPENDIX , . .+,

—~
= 2 TH

J
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The different salary soalss A~ B- C- D correspond to t?e
different classifications as expressed in Chapter II o
this handbook,

5¢1.2, Conditions:

1. If an employee is promoted to a higher group, his salary
will be adjusted in accordance with the existing salary
scale. In no case, however, shall there be a diminution

in salary.

2. Fmployees' salaries will be based on the latest approved
salary scale,

3. Compensation for overtime work is in accordance with the
provisions of the Labor Code of the Philippines, as
amended.

Overtime work, i.e., work in excess of the regular eight
(8) hours per day, or work during Sundays and/or legal
holidays due to some exigencies, is allowed only upon
the recommendation of the Head of office and approval of _
the Treasurer, Members of the Administration occupying
executive positions (the College officers who belong to
Group 2,1.7. and the Heads of offices classified under
Group 2,1.5.) shall not be paid overtime pay,

4. Regular employees on monthly basis shall not be deducted
during legal holidays and College declared non-working
days., Those on daily basis will be paid for these
holideys.,

5. Accumulated tardiness and/or undertimes shall be propor-
tionately deducted from the employee's salary every pay
period.

6. When offices are declared suspended by the College
President, there shall be no deduction in employees!
salaries. Suspension of classes, however, does not -
necessarily mean suspension of office work.

7. Office personnel who have earned a Master's degree or
have passed & Board exam will be iven ap additional
monthly renumeration, if thairgﬂﬁgﬁfid‘ih“line with
their specialisetéend s { .

5¢2. Retirement: :
g

1. All office-and Service personnel of Saint Mary's College
are members of the “CICM-Missiondries Tnc. Retirement
Plan" unless disqualified for reasons stated in the plan,
This retirement plan provides benefits upon retirement,
disability, death or certain other forms of termination
of service prior to retirement.
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2. The re-employment of a retired employee may be approved,
subject to the following conditions:

8. His re-employment shall be on a year to year basis,

b, His renumeration shall be based on his last rank (step).

c. He is not entitled to promotions or yearly salary
increases except when the personnel gets a general
increase in salary,

d. He is not entitled to additional retirement pay.

€. Re-employment will depend on availability of

assignments, physioal and mental condition and
general performance. , TP P
% A i 1A A M5 r .

3. Details of the "GIéMLMissionarieS»Inc; Retireﬁant Plan,"

8. Eligibility. Any office and service personnel shall
be & member of the Plan (Article IV), Membership of
new personnel who are over 45 years of age will not
be approved (Article IV - section 2),

b. Retirement Age (Article V)

~ Normal Retirement: 60 years of age

= Barly Retirement: 55 years of age and 20 years of
credited service.

- Late Retirement: 65 years (on a Yearly extension

basis), The date of retirement will be on the first
day of the month following his birthday,

c. Retirement Benefit (Article V1)
The retirement benefit of an employee shall be:

- for employees with less than 30 years of credited
service: 50% of one month's final salary for each
year of credited service.

- for employees with 30 or more years of service, 60%
of one month's final salary for each Year of Credited

Service. A fraction of at least six months shall be
considered as one whole year,

“d. Death Benefit

The beneficiaries shall receive a death benefit

determined as for retirement, but in no case less than

$5,000. (Article VII and No, 11.a, of the additional
policy).

e. Total and Permanent Disability Benefit

An employee who is separated from service owing to
total and permenent disability shall be eligible for
disability benefit determined as for retirement.
(Artiecle VI)
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Involuntary Separation

Any employee who, prior to eligibility for retirement
benefit, is separated from service for any cause not
due to hie own fault or misconduct or voluntary
resignation shall be entitled to a separation benefit
determined as for retirement or in accordance with the
Labor Code and its implementing rules and regulations,
whichever is greater. (Article VII)

Separation for Cause

Any employee who is separated for cause attributable
to his feult, negligence, misconduct, or fraud, shall
not be entitled to any benefit under this Plan.
(Article VII)

Resignation (Article VIII, section 3)

An employee who, prior to eligibility for retirement,
resigns from the school shall be entitled to one~half
month's final salary for each year of credited service,
multiplied by a percentage based on the following
schedule:

Years of Credited Service % of Benefit
Less than 10 None
10 but less than 15 20%
15 but less than 20 40%
20 but less than 25 60%
25 but less than 30 80%

30 and over . 100%
Benefit peyments (Article IX) |

A1l benefits provided under this plan shall be payable
in one lump sum, LY

Contributions (Article XI, section 2)

No employee shall be required to make any contribution
to the Retirement Fund. The College shall contribute
to the Retirement Fund such amount as may be required
under actuarial principles to maintain the plan in
sound condition, ' For the 8Y 1982-83 ~ Saint Mary's
College contributes 3.6%, Since SY 1985-86, the
contribution of SMC is 4.2,% of one's salary.

Taxes
Retirement benefits by member employees who retire

shall be exempt from all taxes. All amounts to be
received under the plan by employee-member who

voluntarily resigns or separates from service shall

be subject to income tax,
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Maternity Leave:

The maternity leave benefits which Saint Mary's College
grants to members of its Inmstructional Staff and Special
Services Personnel are in accordence with existing laws
at the time the maternity leave benefit is applied for,

The administration, however, mey grant full or partial
maternity benefits beyond the number of pregnancies stated
}n theylgw,, o i

Vacation Leave:

1. Maintenance, carpentry and general services (secuxity)%i/:”

personnel and daily paid employees are granted a{5—d£01;
incentive leave with pey every schoolyear. e

They must apply in writing in duplicate and have it
approved by the President. If the incentive leave is
not used, the employee shall be paid the equivalent
amount at the end of the schoolyear. (Mzy 31).

The office permonnsl end the junior and senior adminis-
trative persomnel are entitled to a vacation leave with
pay during the Christmas break. All offices will be
closed during that period. No deductions are made from
their salary for the months of December and January.

N
.

Sick leave:

1. The term "sick leave" refers to leave due to actual
sickness certified by a physician,

2. Non-academic personnel are entitled to a 6 day sick leave
per schoolyear, if they render 48 hours of work per week
(prorated at 1 day for every 8 hours a week), In case of
death of an immediate member of the family, the employee
mey also apply for a leave under this sick leave privilege.

3. Unused sick leave will be paid the corresponding amount
at the end of the schoolyear (May 31), begimning with the
18t semester of the schoolyear 1987-88. - ;

4. In case of sickness, an employee must notify the Head of
office as soon as poaaiblef

5. Sick leave reports must be filed immediately upon reporting
for work.

6. The College may direct its medical officer to examine a
gick employee, The employee may be required to obtain a

medical clearance or certification from the college medical

_officer stating hie fitness to retwrn to work.,

- 4 A A N
P ot FAAN TN

Leave of Absence without Pay:

An employee who has rendered at least ten (10) years of
efficient, full-time service, may be granted a leave of
abgence without pay vprovided that:
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1. The chief purpose of such leave may be protection or
recovery of health, professional development, and special

circumstances like emergency or family problems,

2, The period of such leave shall not be less than two
months and not more than a year.

3. The application for leave of absence shall be filed at
least 30 days before its effectivity.

4., The leave shall be recommended by the Head of office to
the President for approval.

S. Upon return, the employee shall be in the same group to
which he belonged before he went on leave.

6. This leave of absence shall not be considered as an
interruption of the employee's service. It shall,
however, not be counted as a year of service.

7. If an employee has already been granted a leave of
absence without pay, he may in avail of such leave
only after a lapse of five (5) years from the date of
the previous leave.

8. During the period of leave, the employee shall not accept
employment outside of Saint Mary's College. To do so
would be tantamount to resignation.

»

e ———

Accident Insurance Programs: » P

Some personnel are more exposed to accidents than others
because of their function in school, as drivers, purchasing
personnel and the like, The Executive Council can approve
insurances for car accidents and pay the insurance premium,

Employees Study Grant:

1. All qualified Instructional Staff Members and Special
Servicee Personnel enrolled in the graduate school for
mesteral or doctoral programs enjoy full discount on all
fees, provided they pass the subject.

2. They will be charged correspondingly all fees for all
failing marks, incomplete grades, or dropped subjects.

3. In the undergraduate school they enjoy a 10% discount
on tuition fees. However, those who pursue undergraduate
studies related to their teaching, enjoy full discount on
fees. They should have their scholarship approved by the
President,

Employees Dependent's Study Grant:

A 100% tuition fee and miscellaneous fee discount to 21l
children of faculty members and employees of Saint Mary's
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N\
\

College who study at the Saint Mary's College - Grade
School, Training Department, High School and College =
will be granted.

1. This benefit does not include the Graduate School, nor
studente who finished a degree and continue with other

undergraduate studies.

2. When a student fails in a subject or drops a subject
after the close of the enrolment period, he will have
to pay to repeat the subject.

3. This grant is given to children of full-time employees
and faculty members (who teach at least 18 units in
College, High School, and the equivalent in the Grade

School).

It will be prorated for part-time faculty members and
employees.

12 = 15 unite = 50%
6 = 11 units = 25%
5 or lese = 12%
4, A1l those employed on a retainer's fee will be given 50%,
5.10. Legal Benefits:

A1] employees are entitled to benefits as provided for by
law, such as:

a. SSS benefits: sickness, maternity, disability, retirement,
and death benefits; salary, educational, and housing loans.

b. Employees' compensation
c. Medicare (hospitalization benefits)
d. 13th month pay
All employees are given a 13th month pay on or before
the 24th of December of every year. The computation of
the 13th month pay is based on the following formula:
Total basic pay actually earned

during Celendar Year
12

5-11.'Célloso Bervices:
The College offers the following services to all employees:

- Libraries: all employees may use the library facilities
after office hours or borrow books like the students,
They should procure their library cards. The college
libraries are oven from 7:50 a.m. till 7130 p.m, without
noon break during school days. :



19/

~ Medical and Dental clinics are open to all employees as
for students.

- Canteens ~ The college canteens oater also to all school
personnel,

~ Feeding Program - All employeces may make use of the
subsidized feeding program as for students.

- Bducational Supply offices are open to all employees.
They can purchase goods with salary deductions on the
next pay day. This benefit will be suspended in case
of overspending.

- College Bookstore — A1l employees cen purchase books or
request books to be ordered for them at Manila prices at

the bookstore,’

- Guidance and Counseling Office. All employees should
feel free to consult with the Guidance staff to help
them in their difficulties or to attain a greater self-
development,

-~ College Chapel - The college chapel is open to all
employees.

5.12, Loans:

Loans can be requested from the Treasurer's office in time
of emergencies. As a rule loans should be repaid in 5 E
months time. ‘ y

CEAPTER VI - DUTIES AND RESPONSIBILITIES

6.1. Relations with the College

1.

2.

when an employee works in Saint Mary's College, the employee
submits himself to eand agrees to comply with the rules and
regulations of the cb¥Vege, He ecknowledges his responsibili-
ties towards his work, his fellow employees and the .Cellege, '
On the other hand, Saint Mary's College assures the employee,
upon his employment in the College, that all his rights as an
employee will be respected and protected.

An employee is morally obliged to report immediately to the
Vice President's Office: (ageany act of persons, whether
gtudents or not, roaming around the premises who seem to be
under the influence of liquor or drugs: (b) other serious
misconduct such as vandalism and the like; (¢) the presence
of persons who are not members of the academic commmity of
st)when there is reason to believe that their presence is
under suspicious circumstances; and (d) acts of persons in
the -C611ége-premises who may be concealing deadly weapons,
unless they are authorized to do so.
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3, Bvery employee is strongly urged to keep the College and the
campus clean.,

Office Hours

6.2.1,

6.2.2.

6.2.3.

6.2.4.

6-2.5.

6,2.6.

6.2.7.

Every employee is bound by his contract to render eight (8)
hours' work per day for six (6) days a week in the office,
department or college to which he is assigned in accordanqe
with the general working schedule of Saint Mary's College.
Due to the exigencies of the service, a special time

schedule for certain groups of employees may be allowed by
the President or his duly authorized representative. i

Since employees are paid for eight (8) hours' work they
are duty bound not to use office hours for personal matters.

The time for the 15-minute coffee break in the morning and
also in the afternoon may be arranged with the respective
Heads of the different offices,

A
All personnel of the c&ilege when reporting for or leaving
the office shall personally indicate the time in and out.
The time card shdll be the evidence of an employee's presence
at work and the basis for computing his corresponding pay
during a given period of time.

Personal discipline and honesty is required in this matter.
Time records are official documents and willful fraud will
lead to suspension (1st) and dismissal (2nd violation).

All employees are expected to be punctual in coming to office
end to render eight (8) hours of work as the smooth functioning
of the College and its offices depends on the regular attend-
ence and punctuality of its persomnel,

Tardiness is committed when the employee reports for work but
does not arrive at the officially designated starting time to
work. Meking up for tardiness by staying a few minutes or
hours longer shall not be allowed., It shall be considered
without pay whether or not the employee has leave credits.

Absence-without-leave infraction is committed when the
employee absents himself without first getting the written
approval of the Head of office. Approval for a leave of
absence may be effected by filling in the vacation leave
form and having it approved by the Head of office. Any
absence without such written approval shall be considered as
unauthorized leave. The following rules govern absence-
without-~leave:

a. Absences without proper permission and without sufficient
reason are considered a serious neglect of duty and indicate
a gross inefficiency on the part of the employee concerned,

b, When an employee is absent for so many days or when an
employee repeatedly commits this infraction, he would be
subject to the penalty as warranted by the rules,
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Office
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6.3.%.

6.3.3.

6'3-40

21/

Work

An office should not do the work which belongs to other
offices, In no case should an office accept any job from
other offices except in cases of emergency and with the
approval of the Head of office,

No Dean or Head of office shall employ a private secretary
who is to be paid out of the personal money or funds of the
Dean or Head.

Smoking dﬁr!ng office hours is prohibited: in the laboratoeries, .
machine shops, libraries, other premises with materials of
flammable nature, and in offices in which other personnel
works,

No personal visitors should be entertained during office
hours.,

Ethical Conduct

6.4.1.

6.4.2,

6.4-3.

6.4.4.

6.4.5.

604060

The employee should respect authority and obey ceurteously
and promptly all those vested with authority. He must be
aware at all times that authority exercised by the officials
of Saint Mary's College comes from the powers and rights
attached to the offices they hold. This authority which is
necessary for the wise and efficient management of College
affairs should never be interpreted as an autocracy or an
unlimited or uncontrolled authority by a single person or
group over others.

The employee is expected to work in his assigned vost honestly
and faithfully.

Every employee should keep high the reputation of his respec-
tive office and uphold the confidentiality of office matters,

Misunderstanding between employees is to be brought immediately
to the attention of the Dean or Head of office concerned and
may be elevated to the Grievance Committee when the problem

is not resolved. But by no means may an employee resolve his
difficulty by violence or by such means that reveal lack of
christian charity,

Employees must refrain from the use of words that are offensive,
vulgar, indecent, or blasphemous in nature, for such language
is unbecoming in a christian community 1ike ) Likewise,
unneceesary noise is to be avoided in the offides.

Saint Mary's Gollege does not oondone the use of drugs (mari-
juana, LSD, or other "mind altering" drugs) by the employees
since this is illegal and causes substantial medical and
psychological hazards to the employee himself and to others,

An employee caught in the possession of, using or administering
or trafficking of such drugs will be subjected to disciplinary
action or even dismissal,
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6.4.7. Christian charity and fraternal spirit that binds all Marians

into a closely~knit family urge the employees as well as other
members of the academic community to help a fellow employee in
distress, for example, blood donation or other forms of
voluntary assistance. This activity is usually coordinated
by the Faculty Employees Association.

Property Accountability

5:5.1,

6.5o20

6.5.5.

6.5.4.

Other Duties
6.6.1. Bvery employee is expected to attend meetings duly called for
by the College although these meetings may not be within the
eight~hour daily time servioce.
6.6.2. The employee is expected to join and participate in civie
and religious activities sponsored or participated in by the(_
College. : - ey
6.6.3., An employee should bring to the attention of the" Vice President, -

Every employee is responsible for all College properties
entrusted to him by virtue of the functions of his office.

8. EBmployees entrusted with keys to classrooms, storerooms,
laboratory rooms, or offices shall be held accountable
for all losses and damages suffered by the College by
virtue of his neglect in the use of the keys.

b. The employee shall be held liable for damages to and
losses of school properties according to the degree of
his participation.

c. The employee shall be held accountable for any losses or
damages to school properties due to his neglect and want
of due care; however, the employee shall not be liable
for such losses due to force majeure or causes beyond his
control.

The employee is prohibited by the elementary law of justice
from appropriating or converting school properties for his
personal or for a third person's advantage. All office
facilities and office eupplies are to be used only in the
office and are strictly for school business.

The employee is charged with the obligation to report as
soon as possible to the College through the Vice President's
Office any occurrence of loss or damage to school properties,
regardless of causes such as acts of robbery, theft, natural
calamity and the like,

Employees may file requisitions for office supplies for office
use through the Dean or Head of office or his suthorized
representative,

requests made by students, visitors, or parents for the class
gchedules of teachers and. other students since giving the class

“-:m‘.;u’ L 'v>
AANY D)
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Sohedules himself may be interpreted as an implied permission

Yo enter the classroom - an sot which can cause undue interrup-
tion of classes,

No employee shall divulge or furnish a copy to a third person

any record of the College without the kmowledge and written
consent of the-Oolleme,  /: @ /-

ES COMPLAINTS

General Conaiderutionl

Telet,

T.1.2.

7.2l1.

As befits Christians in an academic community, grievances
8gainst any member of the academic commnity are best settled
through sincere dialogue and disoussion. Tt is only as a

last resort that one must take formal precedures to settle
such grievances.

Commmication is absolutely necessary if the academic community
is to interact satisfactorily., If something goes wrong, those
affected should not wait for a crisis situation to appear but
attempt to settle the matter as soon as possible informally,
that is, orally, Ae long a8 a grievance is made orslly, it is
considered informal and is to be settled informally.

Only when a grievance is expressed in writing and duly signed
does it become a formal complaint needing a formel procedure
for settling; procedures for various types of cases are thus
set down in this section:

a. Needless to say, all proceedings shall be in writing and
these shall include, not only the complaint, answer,
memoranda, recommendation and consequent decision but also
excerpts of all proceedings which should be signed by all
parties participating in a given occasion. A1l original
records of all proceedings shell be kept in the possession
of the Presidont.q‘xf)

b, It must be borne in mind however, that, when the grievance
procedure is availed of, the findings of fact by the
committee concerned shall be accepted as final by all
parties thereto. In all cases, proceedings of this nature
ghall be considered as in the nature of arbitration, and
thus findings rendered shall be considered as conclusive

on the parties.

General Grievance Procedure

The complaining employee shall initially present his complaint
in writing to his immediate superior who shall exert his
utmost efforts to arrive at a resolution of the case. If the
complaint is egainst the Head of office, the case shall be
gubmitted to the College President, who shall refer the case,
including all pertinent papers, to the SMJ Grievence Committee
through the Legal and Administrative Officer for further

investigation.
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ot be resolved by the

7.2.2, If the complaint and/or grievance cann g all pertinent papers

immediate superior, the case, includin 8
shall likewise, be ;eferrod to the College President. 1% 4

the prerogative of the College President to decide on t:e
merit of the case based on aveilable records gubmitted t: e
him or he may refer the case to the SMC Grievance Commii etion
through the Legal end Administrative Officer for investigatitis

is not satisfied with the decision

T42:3, I Vhe ieved employee
Head . ght to elevate the case in

of the Head of office, it is his ri 3
writing to the College President who has the prerogative to

decide on the merit of the ocese upon submission of all records
or he may decide to refer the matter to the SMC Grievance
Committee through the Legal and Administrative officer for
further investigation.

Specifics

7.3.1. The complainant submits his complaint or grievance in writing
in two (2) ocopies to the Head of Office. If the complainant
is the Head of office, the written complaint shall be gubmitted

to the College President.

7.3.2. The respondent employee or Head of office shall be served a
copy of the complaint or grievance by the Head of office or
the Legal anéquminiatgative Officer, as the case may be,

\[{/8 wni ¢

7.3.3. The reapondent employee has to file his written answer with

the office concerned within three days after receipt of the

complaint,

7.3.4. After due notice to the parties, the Head of office or the
SMC Grievance Committee shall hear the case and render their
decision or findings and recommendations, as the case may be.

7.3.5, The decision of the Head of office shall be appealable to the
President who may decide on the merit immediately thereafter,
or may refer the case to the SMC Grievance Committee through
the Legal and Administrative Officer for further investigation,

7.3.6. Pending investigation of the case, the party/parties involved
may be placed under preventive suspension from work,

CHAPTER VITII~ ADMINISTRATIVE DISCIPLINE

8.1.

Discipline

8.1.1. Every employee is duty bound to perform his assigned task
or the functions of his office with honesty, singgrity, a;d

integrity.

8.1.2. Every employee should render work appertai sa%ts ;
and assignment devotedly and faithfully 1nn%:f;ne,a topgzztion

employer.

8.1.3., An employee should avoid undue intimacy or ol
with his superior and/or subordinates, ose relations



8.2.

8.3.
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The emnloyee should refrain fron transscting private business

O; affairs during office hours; 1ikewise, personal visits
Should be avoided, except in emergency cases,

801 i4-

8.1.5. The employee

is not allowed to keep in his possession deadly
weapons within the College premises,

The employee ig expected to maintain at all times the esprit-
decorps among employees,

8.1.6,

8.1.7. If an employee is involved in any criminal case not in

comnection with his work or office in the College, the same
will not affect his employment or office in the College,
unless the employee's continuance of service in the College
is adversely affected by the Court's decision or order.

8.1.8, The employee by virtue of his employment contract with the
College, should keep and maintain at all times a reputation
within the context of good morals, customs and public policy,

Decorum

8.2.1. Bvery employee is expected at all times to practice the
elementary rules of discipline, obedience, respect, and
human relations with his superiors and fellow employees.

8.2.2. Every employee should act in such a manmmer befitting the
functions of his office, observing at all times elementary
principles of social decorum and being responsive to the
needs of the people with whom he deals.

8.2.3. Every employee should do his job with soberness.
circumstance will an employee under the influence
be allowed to be on his job,

Under no
of ligquor

8.2.4. Every employee is expected to speak well of the College.

8.2.5. In any contract or statement which involves the College by
way of reference, the prior knowledge and written consent
of the College must first be obtained before such reference
is made.

Labor Code Provisions

dheres to the provisions of the Labor Code of the

ggilg;;}ggg,aaa amended, in all matters concerning employment.

It also abides by the provisions of the law in relation to acts
and omissions which are just causes for the cessation of employer-
employee relations which may be initiated by the employee, by the
employer, or by reasons or causes not directly attributable to

ither of the two. Termination of employment shall be done only
eithin the limits set by existing laws on dismissal, Ommission
w jolation of the internal policies of the College, likewise,
:;azlobe gubject to discipline in accordance with the corresponding
penalties as set hereunder.



8.4. Termination of Employment

8.4.1. General

8.402.

1.
2.
3.
4.

5e

6.

Resignation,
Physical disabili ty,
Dismissal for ocauee,

Reduction of work force by reeson of redundancy or
economic condition,

Termination of contract of employment for a definite
period, and

Retirement due to age.

Svecifics

1.

2.

3.

4.

e

Termination of employment initiated by the employee shall
be in writing and submitted to the Head of office at least
one (1) month before the date of effectivity.

The Head of office shall endorse the resignation letter to
the College President for acceptance. The action taken by
the College President shall then be forwarded to the
following: (2) Head of office, sb Legal and Administrative
Officer, (c¢) Accounting Office, (d) Guidance Q0ffice, and

(e) the employee concerned.

The employee shall be required to comply with the account-—
ability clearance requirement, the form for which may be
secured from the office of the President (see APPENDIX "C").

The salaries of a resigning employee and other credits due
him will not be released or granted to him unless he has

gecured the above clearance.

Termination due to physical disability shall be for any
of the following:

e. When the employee is declared unfit for work by a
competent public health authority and the College

Physicians

b. When the employee suffers from a disease of a more or
less permanent nature which may seriously impair his
ability to perform his work or duties expected of him;

and
¢. When the employee suffers from a non-occupational disease
of contagious nature.

Termination due fo retirement age GGO"*‘“‘£%¥£LE§39 shall
entitle the employee to apply for the benefits provided
for by law.

The procedure and other requirements provided by the lLabor
Code of the Philippines, as amended, and the Rules and
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Regulations as embodied in the Administrative and Service
fraonnel Handbook shall be observed in case of termination
Ol employment of an employee,

8.5. Violation of the Ruleg and Regulations

8.5.1. Any employee (casual, probationary, regular, or permanent)
ae: ;Omgits any act, omiseaion, or violation as herein below
th orvl Shall ve subject to discipline in accordance with
re aneitien a8 provided in this Handbook, The Demeltiss

1. Minor penalty - written warning or reprimand

2. Less grave penalty - suspension for a period not exceeding
30 days

3« Grave penalty - dismissal

In the imposition of corresponding penalty, the participation
of the employee either as principal, accomplice, or accessory
shall be determined ag follows:

= Principal: He is an employee who takes direct part in
the execution of the act or directly forces
or induces others to commit it, or cooperates
in the commission of the offense by another
act without which it would not have been
accomplished,

- Accomplice: He is an employee who, not being ineluded
as principal, cooperates in the execution
of the offense by previous or gimiltaneous
acts.

~ Accessory: He is an employee who, having knowledge of
the commission of the offense and without
having participated therein either as
principal or accomplice, takes part subse-
quent to its commission either by profiting
himself or assisting the offender to profit
by the offense and/or, concealing or des-
troying the evidence of violation in order

to prevent ite discovery,

for each offense as provided herein will apply to
i Eﬁe g;?:;:z whether it is consummated, frustrated, or attempted,
Bozever when warranted by the evidence as adduced in each case,
y

a lower penalty may be imposed.
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The following pages 1ist possible offenses and their
corresponding penalties,

PENALTIES
OFFENSES Violation
et 2nd_ 3rd

Serious misconduct or willful dimobedience
by the employee of the lawful orders of
his employer or representative in
connection with his work 3

2. Gross or habitual neglect by the employee
of his duties 3

3. Fraud or willful breach by the employee
of the trust placed on him by his
employer or duly authorized representative3

4. Commission of a orime or offense by the
employee against the person of his

emoloyer or his duly authorized
representative |

5. Other causes analogous to the foregoing

N

6. Falsification of records and documents,
causing these records to be falsified or
giving false and fraudent information 3

7. Stealing or attempting to steal College
or personal properties within the
jurisdiction of the College 3

8. Inflicting injury resulting in serious
violence 3

9. Immoral conduct or acts of indecency and
lasciviousness (committed in the College
premises ) 3

10, Possession of explosives, firearms and
deadly weapons, and prohibited drugs
within the College premises without
authority 3

11, Misappropriation or misapplication of
funds or properties S

12, Unauthorized possession of College
properties, equipment, and supplies 2 3

1ECEND: 1 = Written Rewrirand or Warning
2 - Suspension
3 ~ Disnissel
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List of Pospible Offenses and Their Corresponding Penalties

PENALTIES
OFFENSES _Violation _
1st 2nd 3rd
13. Assaulting another person 2 2
14. Use of profane, indecent, and obscene
language in addressing any person 2 3
15. Possession of alcoholic beverages,
drunkenness or entering the College
under the influence of liquor 2 3
16. Punching the time card of another
employee or having one's time card
punched by another employee or person,
or unauthorized alterations of any entry
therein or mutilation or disfigurement
of time card 2 2
17. Vandalism or intentional destruction of
College properties 2 3
18. Unauthorized release of records of an
office 2 3
19. Taking pert in promoting gambling within
the College premises 1 2 3
20. Performing personal or outside work
without permission during office hours 1 2 3
21. Unauthorized posting, writing, erasing,
and/or removing of any notice on the
bulletin boards or walls 1 2 3
22, Any act contributing to the unsanitary
condition of the buildings, offices, and
the premises of the College 1 2 3

23, Failure to maintain work standards as set 1 2 3

24, Willful delay in liquidating funds of the
College 1 2 3

25, Flagrant abuse of coffee break privilege 1 2 3

26. leaving the place of work without
permission during working hours 1 2 3

27. Unauthorized undertime, at least three
(3) times during one pay period q 2 3

LEGEND: 1 - Written Reprimand or Warning
2 = Suspension
3 - Dismissal
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List of Pogsible Offenses and Their Corresponding Penalties
PENALTIES

PENALLTLBS
OFFENSES Violation
18t 2nd 3rd

28. Habitual tardiness, coming late five (5)
times or more during one pay period with

an acocumlated total tardiness of one
(1) hour Wt

29. Habitual absenteeism 1 2 3

30. Discourtesy to superiors, faculty or
co-employees 1 B 3

31. Violation of similar rules and
regulations/policies not included in
the list 1 2 3

LEGEND: 1 = Written Reprimand or Warning
2 = Suspension
3 = Dismissal

CHAPTER IX -~ SEPARABILITY CLAUSE

These rules and regulations are subject to revision, amendment,
modification, or repeal, in order to meet the ever changing exigencies
of time. As such, if any clause, sentence or paragraph of this
Administrative and Service Personnel Handbook is declared void or
invalid, the remainder of this Handbook shall not be affected thereby.

CEAPTER X - EFFECTIVITY CTAUSE
The rules and regulations as embodied in this handbook for office,

Service and Maintenance personnel become effective upon approval by the
Board of Trustees.
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This form has to be filled out

points of the item which descri
personnel.

APPENDIX A

MERIT RATING SYSTEM

Evaluation of

Office :

I. ATTENDANCE AND PUNCTUALITY (15 pts.)

II.

Loses considerable ti
punctuality poor

me often with poor excuses,

Punctuality and attendance fair

Attendance record good, may be 1late on occasion
Usually prompt, very regular, seldom absent

Excellent record of attendance and punctuality,
very dependable

PERFORMANCE (70 pts.)
A, Quality of Work
1. Accuracy

2.

3.

Very careless, often makes mistakes

Work usually passable, some errors, should do better

Average worker, few errors

Good work, few errors

Very careful, errors rare

Completeness

Work usually done in careless, slip-shod manner

Some details of work need correction or should
be improved

Shows interest in doing a good job, occasional
direction needed

Usually is thorough, mostly all details are
satisfactorily attended to

Very thorough in attending to details
Neatness

Generally careless, seldom neat and orderly
Passably neat and orderly

Normally neat, reasonably clean and orderly most
of the time

by the Head of Office. Kindly encircle the
bes best the general performance of the

No. of Points
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12
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No, of Points

Usually neat and orderly 4

Exceptionally neat and orderly 3
B, Quantity of Work

1. Use of Time

Loiters or ig awvay from job a lot, could
accomplish more in same time 1

Svends more time away than is necessary,
could accomplish more

Only spends Teasonable amount of time unproductively
Steady worker, seldom away from job

Svends no time away from job unnecessarily
2. Amount of Work

Wi & N

Very slow worker, little output
Barely meets requirements
Does standard amount of work 3

Turns out average up to more than standard
amount of work 4

Rapid worker, regularly produces more than average 5
C. Adaptability

1. Comprehension

-

Slow to learn or unable to understand, very forgetful 1

Learns with difficulty, or learns quickly and
immediately forgets 2

Average ability to grasp and follow instructions 3

Learns easily, changes easily from one type of
work to the other e

Catches on quickly, seldom forgets, needs little |
instruction 5

2. Personal Adjustment
Any change is opposed and usually causes trouble 1

Somewhat resentful to change, can't always see
why necessary

Makes normal adjustment to change

Adjusts willingly to change

Changes do not disturb at all, helps put them over

3. Initiative
Has to be told what to do, not interested in
more work or new jobs
Seldom takes asction alone, rarely suggests 6
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Handles normal situations well but wants
helps if at all out of ordinary

Suggests improvements, attempts to learn all
related jobs in the department

Constantly developing and improving work methods
Knowledge of Job

Inadequate, relies on others

Insufficient knowledge of some phases of job
Adeqaute knowledge of a particular job

Thorough knowledge of practically all
vhases of work

Exceptional mastery of all phases of work

D. Dependability

1.

Reliability

Cannot be relied upon at all, mst be
watched continuously

Needs frequent check-ups
Dependable with normal supervision

Can be counted on, may require occasional
spot check

Observes utmost confidence, no need to check

E, Attitude

1.

2,

Toward Supervision
Resents any supervision however good is the intent
Usuelly accepts criticisms and suggestions

Complies with instructions, sometimes not too
promptly

Always willing to consider suggestions and
criticiems, easily reasoned with

Appreciates help of supervision, accepts
criticism gracefully

Toward Fellow Employees and Students

Frequently quarrelsome, jealous, fault-finding
uncoonerative

Sometimes tactless and inconsiderate

Normally makes a satisfactory impression
Generally cooperative, friendly and helpful
Very tactful and considerate, well liked by all

No. of Points

LS | e
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No., of Points
11I. CONCERN FOR PROFESSIONAT, GROWTH AND PERSON,
AL
ADVANCEMENT (5 pts, ) 1=2=3-4~5
IV. COOPERATION AND PARTICIPATION IN SCHOOL FUNCTIONS

AND NON-SCHOOL ACTIVITIES (10 pts. )

Never participates 1

Sometimes participates 5

Always participates 10
REMARKS :

Evaluated by:

Date: Head of Office :

SUMMARY - Do not fill out.

ATYENDANCE AND PUNCTUALITY o s o 5 ¢ s s 0o 6 ¢ s o 6 o & 15
PERFORMANCE (70 pts.)

Accuracy

Completeness

Neatness

Use of Time

Amount of Work
Comprehension

Personzl Adjustment
Initiative

Knowledge of Job
Reliability

Attitude Toward Supervision
Lttitude Toward Fellow Employees and Students

e
(S RS, RN, RS R AN AN AN, AN, AV, Neo Ne ]
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CONCERN FOR PROFESSIONAL GROWTH AND PERSONAL
ADVANCMT.....ano.l...."l“.... 5

COOPERATION AND PARTICIPATION IN SCHOOL
FUNCTIONS AND NON-SCHOOL ACTIVITIES . ¢ ¢ o ¢ « a ¢ s s « 10

TOTAL POINTS . . . 100 ots.

NOTE: To merit promotion, the employee must have obtained a rating of 60.

i nistrative Board: Promoted to Step
dotign teken by the Admd Retained on Step —

Secretary of the Board




APPENDIX B
MONTHLY SALARY SCALES (1985—87)

1. SCALE A: The salary scale of Office Personnel with a Bachelor's Degree:

1.1. The scale as compared with S,Y. 19684~85 (2nd sem., ).

Step 1984-85 1985-87 Increase
2nd Semo
1 P1707 P1878 ? 17N
2 1707 1878 171
s 1707 1878 171
4 1732 1905 173
| 1736 1910 174
6 1740 1914 174
7 1745 1920 175
8 1749 1941 192
9 1754 1947 193
10 1778 1974 196
11 1783 1997 214
12 1788 - 2003 215
13 1792 2007 215
14 1797 2013 _ 216
15 1802 2018 216
16 1816 2034 218
17 1821 2040 219
18 1826 2045 219
19 1830 2068 238
20 1835 2074 239
21 1861 2103 242
22 1866 2109 243
23 1871 2114 243
24 1875 2119 244
25 1892 2138 246
26 1896 2161 265
27 1902 2168 266
o8 1907 2174 267
29 1912 2180 268
30 1917 2205 288

1.2, Remarks

a. Every step corresponde to a year of efficient work with a
Bachelor's Degree. Promotion to the next rank is not automatic,
See Appendix A.

b, Steps 1, 2, 3 are considered the years of initial emnloyment,

c. Employees who have earned a Master's degree (with S.o.) will be
given an additional salary of P140,00 - monthly

d. The salaries given herein for the schoolyears 1985-87 effective
June 1, 1985 includes
1. The COLA as vrovided by PD 525, 1123, 1614, 163, 1678, 1713,
2., The salery increage for all as provided by PD 1713, Wage

Orders 2, 3, 5 & 6,



3. ?gg;tggle salary increases for all in 1981-82, 1982-83,

4. ?gfig;ble salary increases for all in 1985-86 ranging from

2, SCALE B: The salary scale of office personnel with a Certificate
{or 2 years of College studies).

2.1, The scale as compared with S.Y, 1984-85 (2nd Sem. ).

Step 1984-85 1985-87 Increase
2nd Sem.
1 = 3 years P 1573 P 1730 P 157
2 4 - 6 years 1584 1742 158
3 T = 8 years 1595 1755 160
4 9 = 10 years 1606 1783 177
5 11 <« 13 years 1626 1805 179
6 14 - 15 years 1637 1833 196
7 16 - 18 years 1648 1846 198
8 19 = 20 years 1659 1875 216
9 21 - 22 years 1670 1887 217
10 23 - 24 years 1681 1900 219
11 25 = 26 years 1691 1928 237
12 27 - 28 years 1703 1941 238
13 29 = 30 years 1714 1971 257

2.2. Remarks

2., The first step is considered the period of initial employment.
Promotion to the next step is not automatic but depends on
efficiency, punctuality and cooperation. See Appendix A.

b. The salaries given herein for the Schoolyear 1985-87 effective
June 1, 1985 include:

1, The COLA as provided by PD 525, 1123, 1614, 1634, 1678, 1713,
1790: Wage Orders 2, 3, 5 & 6.
2. The salary increase for all as provided by PD 1713; Wage

Orders 2, 3, 5, & 6.
3, FEquitable salary increases for all in 1981-82, 1982-83, 1983-84.

A. Equitable salary increases for all in 1985-86 ranging from
10-15%.
3. SCALE C: The salary scale of office personnel without Certificate.

3.1, The scale as compared with S.Y. 1984-85 (2nd Sem, )

Step 1984-85 1985-87 Increase
2nd Sem.
1 3 years P 1529 P 1682 P 153
2 4 = 6 years 1539 1693 154
3 7 - 8 years 1550 1705 155
A 9 - 10 years 1561 1733 172
5 11 - 13 years 1580 1754 174
6 14 - 15 years 1590 1781 M
7 16 - 18 years 1601 1793 192
8 19 = 20 years 1612 1822 210
9 21 - 22 years 1623 1834 211
10 23 =~ 24 years 1634 1846 212
11 25 - 26 years 1645 1875 430



3.2, Remarks - gee 2,2,

4., SCALE D: The salary scale of the General Services and Maintenance
Personnel,

4.1. The scale as oompared with S,Y, 1984-85 (2nd Sem,).

Step 1984-85 1985-87 Increase
2nd Sem,
1 3 years P 1529 P 1682 P 153
2 4 - 6 years 1539 169% 154
3 7 - 8 years 1550 1705 155
4 9 = 10 years 1561 1733 172
9 11 ~ 13 years 1580 1754 174
& 14 - 15 years 1590 1781 191
7 16 - 18 years 1601 1793 192
8 19 <~ 20 years 1612 1822 210
9 21 = 22 years 1623 1834 e
10 23 =~ 24 years 1634 1846 212
11 25 -~ 26 years 1645 1875 230
12 27 - 28 years 1656 1888 232
13 29 - 30 years 1667 1917 250

ACZ‘ Rem-rks - see 2.2.

4.3. The work of the General Services and Maintenance Personnel does not
require College work, Hence, as a rule, Degrees and Certificates
are not considered,



forn £V 3 APPENDIX C
(To be filled out

in triplicate) SMC EMPLOYEE ACCOUNTABILITY CLEARANCE
TERMINATION OF EMPLOYMENT

1, Name of Employee:

Office:

2. Date of filing of clearance:

3., Ceause of Termination of Employment

4., Pursuant to the above~stated termination of employment of

as employee of Saint Mary's College, he/she is hereby cleared of ail property
and other accountabilities with the hereunder named office:

Office
LIBRARY

Authorized Signature Date of Clearance

REGISTRAR

FROPERTY CUSTODIAN

BOOKSTORE

CANTEEN-GYM

CANTEEN-D-BUILDING

SUPPLY OFFICE

ACCOUNTANT

TREASURER

CARPENTRY SHOP

LABCRATORY

DEAN/HEAD

5. I hereby certify that all these clearances are genuine.

Signature of Applicant
6. Action taken:

7 o Remarks:

8. Effectivity Date:

President
c.f.: Accounting Office

File



