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PR国電ACE

This manual contains the policies, PrOCedures and the

flow of various activities or services provided by the college

registrar's o縦ce including templates of communications,

instruments and related documents.

It is intended to be a reference prlmarily for faculty,

COnCemed o能cials and students in understanding academic

POlicies approved by the Board of Trustees and it is a ready

reference for registrars in all campuses of the Mountain

Province State Polytechnic Conege to achieve uniformity in

the implementation of policies, Standards and guidelines.

These policies are under continuous review and su切ect to

modification.

With this manual, it is hope that all concemed wi11

read it carefully, abide by it to improve the delivery of

Services to various stakeholders of the co11ege.
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VISION,珊SSION, GOALS AⅣD舶AJO最TH最USTS OF THE COLLEGE

悔ion :

M応sion :

Goo応:

`允鴨場efe車車〇億調香veぐう的Of億evelo叩調書のI c両肌〇

〇両れcl調5うve 9管OW章心

it sha= produce gioba=y competitive Ieaders moIded from a

tradition of exce=ence in instruction, reSearCh, effective

govemance, SuStainable entrepreneu「ship and an envi「onment

that assumes major responsibiIity in cuitural vitaIity and we=-

being ofthe community.

1・ Attain and sustain quaIity and exce=ence;

2・ Promote reIevance and responsiveness;

3" Broaden access and equity;

4. E nhance e怖ciencyand e什ectiveness; and

5〃 DeveIop ha「mony within the co=ege, and with stakeholders

and benefactors.

Moior 77]ru5ts:

H　書eartyaPPrOaChto management &govemance, and

t「ansformationa=eadership

E　-nrichedacademicprograms

R　-elevant student services′ deveIopment and weIfare program

l　-nternationaI and Ioca用nkages

T　-eChnoIogy′ fac輔es, and assets enhancement p「ogram

A　-ggreSive staffdevelopment and weIfare program

G　書gainful resource generation and enterprise development

PrOgram

E　-XCe=ent researches and reievant extension p「ograms



THE ADMISS重ON AND REG重STRAR-S O珊CE

Over the years,血e O縦ce of the Registrar has血proved considerably in tems of its

Services to皿e di飾erent stakeholders of血e college・ Some of these developments血clude

the fomwing:

As a front血e service of the college血Iine with academic record血fomation,血e

O鉦ce of血e Registrar has sta宣Idardized its opera仕on to best serve the students and the

Public. With the use of血e Student Infomation and Accounting ftystem (SRAS), the O能ce

Can nOW eaSily generate in範ve minutes transcript of records and two or less than a m血ute

for cer軸cations・ Thus,血e burden of encoding and血e agony of wai血g are reduced, if

not totally eradicated.

Automation of students, records is a dream come true for the O励ce of the Registrar.

In 2006’Bontoc campus implemented血e Student Infomation and Accoun血g System

(SRAS) w皿e血Tadian campus, the SIAS was血plemented in 20 14・ Wi血the SRAS, rePOrtS

On real一也me enro血ent head count, list of students per depa血nent, Per gender, Per Su助ect

and也e like are conveniently accessed. This operation paved way for easier transactions

and sound management of data. Such technoIogical marvel has vastly血proved the

records management of血e O能ce of the Registrar.

The O縦ce of Admissions and the Registrar (OAR) envisions itself to be completely

automated and would be able to provide on-1ine services to clientele.

ⅢSS重oⅣ

The O績ice of Admissions and the RegistIar (OAR) shall provide academic and

administrative support to血struction to enable it to attain its educa也onal mandate.

S富A富国蘭:EⅣT

The O綿ce of Admissions and the Registrar commit皿ent is to be:

Service-Oriented,

Service-e節ective,

Service- e触c ie nt,

Clientele一節.endly, and

Tru stwo rthy

o重J露C富町Ⅵ田S

l・ Implement selective admission and retention po血oies to insure the qualrty of

entering students.

2・ To e鮎iciently and e鮮bctively manage student records.

3. Provide total quality service to the students.

GENERAL FUNC富賞O蘭S



1. Student Admissions

2. Registration/ Enro11ment

3. Evaluation of Student Records

4. Records Management

5. Curricular Information Dissemination

6. Eva山ate eligibility of students for graduation

THE POS重TIO鮒OF THE REG重STRAR

The Registrar is i血erently part of the adm亜stration and a member of the policy-

recommending body of the血stitution・ His/Her o能ce is the repository of址g軸y important

and de耽ate vital documents・ His/ Her decision carries weight in cases血volving academic

regulations, Credentinls・ aCademic records, eValuatien of su助ects or credits, Student

accounting, aCademic placement, and e鴫ibility for gradua也on.

His/ Her rank is not lower血an the Chaiman of an academic department・ He/ She

represent the school in matters related to址s/ her duties and responsibflities.

He/ She is classified as “an academic non-teaChing personnel” or a person “holding

SOme aCademic qua雌cations and perfoming academic func缶ons directly supportive of

teaching・" (Letter “c”, Paragraph 3’Section 6, Chapter l,皿e Educational Community,

Education Act of 1982).

TRA重ⅣⅢG AND QUALIF賞CATIONS

A Registrar should at least have壮Iree (3) - year eXPerience and training血student

accoun仕ng, reCOrds, eValuation, and o鯖ce-捌es-reCOrds-PerSOmel management of related

He/She should at least be a holder of a baccalaureate or master’s degree preferably

血education, management, Or law. For a schooI offering graduate courses, it is preferable

for the Registrar to have a master,s/doctoral degree. The position requires good pubho

relations.

罰UⅣCT重OⅣS AND RESPOⅣSIBI重賞TIES OF OR PERSO鮒HBL

A. COL重EGE REGISTRAR

l. Assists top administration in the fomula血on and enforcement of po址ies on

admission, enrOllment, aCCreditation, graduation’and other related academic

matters.

2. Plans, SuPervises, and is responsible for:

a. Academic and selective retention of students.

b・ Compliance of admission and academic requirements.

C. Registration/ Enrol血ent of students.

d. Enforcement of govemment and co皿ege regulations on academic scholarships,

SCholastic de血quency, tranSferees, aCCreditation, Student load血g, Su勘ect

SequenCe, CrOSS-enrollment, gradua缶on, graduation with honors, Changing/

adding/ dropp血g of subjects, and o血er related matters.

e. Evaluation of scholastic records/ Credits for purposes of accreditation of transfer

units, detem血atien of cunieu血level, SCholas也c standing, PromOtion’

gradua缶on, etC.

f Selection ofhonor students.

g・ Custody, SeCurity, integ正ty, and confiden也aHty of students, records.

h・ Management, aCCOu血ng, COntrOl, ma血tenance, and issuance/ release of

Students, academic records.

i. Dissemination of　血fomation on the curricular o塙erings, admission

requirements, aCademic pofroies and regulations, and CHED issuances.

j・ O正entation of students on acade皿ic pofroes rules and regulations.



k. Infomation on statistieal data of enroument, graduates, dropped-OutS, etC.

3・ Signs O鯖cial T翻皿SC垂)t Of Records, Ce舶cations, and o血er related documents.

4. Maintains linkages wi血other Registrars血cormection with student records and

registrar’s concems.

5. Sets a standard opera血g procedure for也e OAR.

6. Periodicany reviews and improves present aystems and procedures.

7. Assigns, SuPervises, COOrdinates, Checks and reviews work of OAR persomel.

8. Eva山ates performance of血e OAR persomel.

9. Designs and revises forms needed for the OAR use and transactions.

10. Oversees血e proper use’maintenance, COntrOl’and safekeeping of property and

equipment of the o駈ice.

1 1. Requests血e needed o節ce equipment and supplies.

12・ Submits Mon血Iy and Amual Accomplishment Reports to higher au血o亜es.

B. IN-CHARGE OF AD]随ISS重O蘭S

l. Prepare admission and enrollment paraphemalia.

2. Coordinates admission and enrollment of new students.

3・ Reviews, Checks, and verifies authenticity of submitted credentials of new students.

4. Requests for F137A/Secondary OTRs and OTRs of newly admitted transferee

Students.

5. Arranges and触es admission credentials of new students before they are tumed

OVer tO In-Charge of Records.

6. Prepares enro11ment list.

C. IN-CHARGB OF RECO農DS/ EVA重UATORS

l ・ Prepares individual student records tworksheets of conso馳ated grade, eValuation

record, etC.〉

2. Coordinates enrol]ment of students.

3. Posts grades and updates regu血try student records.

4. ReconstnlCtS Iost or mlSSmg reCOrds or組es.

5. Advises血e students on curricular program, enrOl血ent, Su噌ect load and sequence.

6. Evaluates student records as to curricular level’SCholas血c stand血g, gradua血on,

etc.

7・ Evaluates su切ects and credits eamed in other schooIs.

8. Assists in the enforcement of academic poficies and regulations.

9. Infoms也e students ofcourse deficiency.

10. Prepares enroⅢnent Hsts, fist of academic scholars, list of candidate for graduation,

hist of candidates for graduation wi血honors, and血eir conesponding g sta也stical

data.

11.Checks, Ver址es, and signs prepared O鮮icial∵Tr紬script of Records and

Certific ations.

12.Manages? aCCOuntS, COntrOIs’and ma血tains students・ records and secure their

血tegrity and confiden仕ality.

1 3. Makes fouow-uP requeStS for records of new students in previous血stitutions.

D・ IN-CHARGE OF REQUESTS

l. Accommodates, reCeives, ProCeSSeS, and releases requests for transc亘Pt Of records,

Certifications, tranSfer credentials, and other academic records.

2. Attends to prompt compliance and release of requested records and other

information.

3. Keeps a dafty record of all incoming and outgoing records.

4. Prepares and generates requested academic records.

5. Prepares various OAR foms and eurollment ParaPhemalia.

6. Mainta血s Iogbooks for recording of血coming requests for academic records and

their releases.

7・ Manages, aCCOuntS, COntrOIs, and ma血tains students, records and secures血eir

integrity and confidentiality.

8. Classi範es, arrangeS,餌es and stores ac髄ve and血active records and剣ies.

E. IⅣ-CHARGE OF DA富A PROCESSING

l. Encodes data on course and su切ect codes.

2・ Encodes complete data of new students.



3・ Encodes and updates student grades・

4. Generates worksheet of consolidated grades, tranSCript of records and cert並ications.

5. Prepares and generates enro重lment lists and a皿needed statistical data.

6. Manages, aCCOuntS, maintains, and secures the integrity and con触entiaHty of

Students, records.

7. Assists心性re accomp止shment of varieus survey foms.

CODE OF E富HICS

A・ PUBLIC RELAT重O蘭S OF富HE REG重STRAR A蘭D STAFF

l. The Registrar as schooI o能cial and the staffas members ofthe academic community

must always show courteay’tOle宣岨nCe, PO亜eness, friendlinessタhumaneness, and

respect for血e dignity of the血dividual they serve.

2. They must at a皿times be respons王ve to血e needs of血eir cfients w地out being

unkind and oppressive.

3・ They must adhere to the principle, αA public o能ce is a public trust" thus,血ey are

expected to perfom to the best of their ab址ty and eam血e trust and confidence of

their clientele.

B. EXERC重SE OF INDIⅥDUAL RESPOⅣS腿ILITY IH蘭AIⅣTA蘭ENG THE HIG慣EST

STANDARD OF PROFESSIOⅣAL CONDUC富

The Registrar and staff must atways endeavor to maintain the highest standard and

degree of prorfessional conduct血rough血e fo皿ow血g:

1. Toward Students

a. Ensures the confidentiarty and security of students, records.

b・ Ensures the accurateness of the students, records.

C. Must be prompt in一皿e issuance and release of requested records and

doc uments.

d. Extends guidance and assistance to students w紬problems pertaining

academic regula也ons.

2. Toward Fe皿ow Registrars

a. Attends promptly to requests for student records try another school.

b. Extends courteey to a Registrar verifying血e authenticity of records.

C. Honors’free ofcharge, a requeSt made try ano血er Registrar for a second cony of

records to rep血ce a 10St Or damaged one.

d. Secures the consent of the school last attended try a fomer student whose

records血each of d瓶rent schooIs血e student has a耽ended is be血g usually try

a college/ university abroad.

e. Maintains rapport’OPen COmmunication and exchange of useful血fomation

With other registraJ.S.

3. TowaId Other MPSPC Personnel

a. Ma血tains a cordial and professional relation with o血er persomel of血e Co11ege.

b・ Bxtends advice to血e Chaiman and faculty on curricular and academic matters

and problems.

C. Coord血ates and seeks the help of the depar血ents, O飾ces, and persons

COnCemed in matters血volving OAR ac債vities.

d. Consults with血e Executive Dean/ Chaimen on matters invoiving student

academic performance’Standing, and problems.

e. Conscientiously infoms the Conege and persons concemed of all pertinent

COmmunications from CHED.

f Enterta血s request for statistical data’SurveyS, etC・ from coueagues・

4. Toward the Co皿ege Admi血stration

a. Holds wi血high regards the Co皿ege Administration.

b・ Attends to mee血1gS Ca11ed for try血e adm血istration promptly.

C. Cooperates with the administra缶on in au its activi缶es.

d. Assists the administration in solving students, academic problems.

e. Readily submits reports, SurveyS, and other data requested tryl也e

administratio n.



5. Toward the Com皿ission on Higher Education

a. Enforces CHED regulations on curricular and acade皿ic matters, in cooperation

Wi也L the administration and o也er conege persormel.

b・ Readily sub皿its required reports, SurveyS, and o血er data as requested by

CHED.

C・ Cooperates with∵the CHED ty也e attendance to confdences, meetings,

Seminars, etC. Ca皿ed for try the CHED.

6. Toward the Profession

a. Must be honest, COmpetent, truStWOrtky, and sincere in his/ her work.

b・ Must continuously a血for professional grow也and advance皿ent.

C. Must be professional in the delivery of service to the chentele.

d・ Must be courteous at an t土mes to a皿he/ She deals with.

e. Must always be present and punc血al in coming to work and血血e perfomance

Of assigned task and responsib址ties.

f Must have hamonious and cooperative relations with all members of血e

academic community.

g・ Must have仕Ie right work attitude.

h. Must give his/ her best止血e performa皿Ce Of址s/ her task for血e welfare of血e

Co皿ege.

i. Must be open to suggestions for his/ her personal and work血prove皿ent.

j. Must continually improve and develop an e飾ective and e塙icient eystem work

ProC edure s.

O珊CE鮒AⅣAGE蘭ENT

A. 0すⅢc電器AYoU農

l. O珊ce and work血g area should be spacious and adequate for the number of

employees.

2. There should be enough w血dows at血e service counters to accommodate students

and other cHentele.

3・ Rooms should be provided for inactive皿es.

4. Active甜es should be in the working space or血mediate vic血rty of the evaluators.

5. There should be enough fur血ture’equipment, SuPPhes, Ven創ation, and ughting

ぬc址也es.

6. There sho山d be one computer set for every persomel.

B. PERSOENEL ASSIGN蘭EN富S

l・ Every personnel should have definite d血es and responsib批ies to perfom and to

attend to.

2. The number of empIoyees shouid be血proportien to the number of students and

血e volume of wo血to be performed.

C. F霊LE A最RA蘭GEME珊T

C lass鮪,Cation

L Active F虹es/Records

Sex

2. Inactive F虹es/Records

AFTange皿ent Location

By Course, year level,　Im皿ediate vicinity

Nume瓦c粗 F亜ng Station

D. OPERA富IHG PROcEDURES

O飾ce Days and Hours

l. OAR persomel are encouraged to be punctual血attendance. A daily time record

Of attendance for each personnel is placed in血e rack and is attended daily.

2. O鮎ce days, hours are observed and whereabouts of persomel should be posted

in a conspicuous place for the血fomation and guidance of the pubfro.

3. OAR personnel are required to render overtime service a蹄er血eir regular hours

to serve and accommodate evening and work血g students, if so needed.



Records of Communications, Credentials and Documents received and

issued/ released.

1. The person in-Charge of admissions is responsible for recelVmgタSOrting,

Chssifying, and record血g a皿communications, Credentials, and records and

routing them to concemed persormel.

2・ A persomel is assigned to route communications emanating from the OAR to

the diIferent departments and o鯖ces. Records of outgo血g communications

Should血dicate血e name and class範hation of co皿munications, reCelVmg

department/O能ce, date issued, and signature over printed name of receiver.

3. An o縦ce persomel is assigned to prepare and reply to conespondences

regarding curricular o飯南ngs and statistical data.

Safety and Security of F皿es and Records

l. Every empIoyee should be personally responsible and accountable for records

and餌es in皿eir possession needed in血e perfomance of也eir woI.k.

2・ Class脆ed or Strictly Con帥en也al records and触es (e.g. Student,s academic

records are not a11owed to be accessed try anybody taken out of the o餓iee or

比調wed.)

3・ Unclassified or Non-COn触ential餌es (e.g・ Statistical records) may be accessed or

borrowed only with the knowledge and pemission of血e Registrar.

4. Records/Files血at are anowed to be borrowed should always be recorded in血e

record book specify血g the following: name Of血e record/皿e, name and signature

Of the borrower, department/O鯖ce, date, and name of issuing OAR persomel.

The date and t血e the borrowed record was retumed must be noted try recelVmg

PerSOrmel.

5. The餌ing station is for record組es and to store supplies・ It is a restricted area

and only authorized personnel are allowed in it.

6. Every empIoyee has血eir account in血e SRAS thereby activities are recorded心

血e database. The head of o飾ce has血e authority to input血e completed grades

Of the students.

Work Area and F址ng Station

l. The work area and触ng station should be free from any fire hazard or

COmbustible mate正als and must be provided wi血紐e ex血guishers・

2・ Files in the餌血g station or cabinets should be cocasienally inspected and

treated with血sec缶cides or pesticides.

3・ F址ng station should be able to acco皿mOdate foreseeable volumes血at may

accumulate from year to year.

4. Proper temperature should be mainta血ed血the F址ng Station for preservation

Of records. It should be血sta皿ed with air condition units.

Equipment and SuppHes

l. O餓iee equipment should always be in good wo出血g condi仕on. Personnel in-

Charge of said equipment is responsible for its upkeep and ma血tenance. Any

mamnction血g equipment should be readily reported for repair or replacement

2. Economy should be observed in using forms or suppkes.

田寡重ES AⅣD RECORDS蘭AHAGE]閲ENT

A. CRASSIF賞CAT量O町OF FILES AⅣD RECORDS

The records at the OAR are class範ed as fo11ows:

1. Class範ed or Strictly Con範dential. This refers to records of students sub皿itted

血pursuance of皿e “special relationship" it has with血e school. That is,

血fomation discIosed to血e school, for the latter’s use only for admission and

Or PromOtion and no o血er. The follow血g are classified or strictly confidential

records:

Academic reports Discip血lary Records

Adop缶on papers Medical and Guidance Reports

Alien Cert範cate of Registration Personal& Academic records

Baptismal or Birth Cert脆cate

2. Unclassified or Non-COn慮dential. This refers to o血er school records that should

necessarily be made public to enable血e State (govemmeI珂and students or



ParentS to determine legal existence and opera也on of the school and assess its

performance.

The fo皿ow血g are unchss範ed or non-COnfidential records:

Approval of Courses
C atalogue s

Class Program

Directory of Graduates

Enrollment List

Permits and recognition

Prospectu s

School armuals

Sta也s缶cal Records

3・ Active-Classified or unc血ssified. This refers to records of students who are

CuFTently enroned and studying血the Conege. These should be in a separate

Cab血et・ They should be easily accessible because血ey are needed from time to time.

Active皿es to be kept in Individual jackets are as fo皿ows:

一Adding and Dropping F‘orm

- A飾davit, COrreCtion of name

- Approval Request for Overload, Subs也u也on of subjects, Waiver of pre-

requisites

- Certificate of Transfer Credential

- Transc血pt of Records

- Clearanee

-Fom138
- Permanent Record

4. Inactive-Classified or unclassified. This refers to records of students who are no

Ionger studying, dropped or graduated・ This should be kept血a separate cab血et

for safckeep血g.

B. CREDE珊TIA血S TO BE FILED m THE STUDERTS JACRET

-　Enro]1ment F‘orm

-　Add血g/Chang血g/Dropping Form

-　A能davit, Order for Change ofName or CoFTeCtion ofname

-　Applications for Graduation) Shift of Course, and Transfer

-　Approved Permit for Cross葛enrOllment

-　Approved Request for: Overload, Substitution of Subject/S and

-　Waiver ofPrerequisite

-　OJT Permit, Cert亜cate of Transfer Credential

-　Clearance, Completion, Evalua也on Forms

-　Forms 138, 137A/Secondary OTR and OTRs

-　Machine copy of Birth certifroate and Marriage Contract

-　Study Permits for Working Students and Foreign Student

GE町ERAL WO最KFLOW AT THE OFFICE OF THE REG量STRAR

A. PRE-REGIST最ATION

-　Preparation of enrolment paraphemalia

-　Preparation of admission s坤(Showing the deficiencies and scholas債c stand血g for

Old students)

露. AD蘭SS重O鵬

-　Admission of old and new students

C. REG重容で最A重量oⅣ

-　Registra缶on ofold and new students

D. POST REG重STRA冒ION

-　Sorting of Registration F‘oms (try department, Course, Major, Currieular Level, and

Sex)

-　Preparation of enrolment list (dy department, Course, Major, Cunicular Level, and

Sex)

-　Preparation of documentjackets for new student,s records

E. F量LING, SOR珊G, AND AREA蘭GE蘭間門OF STUDENTS, RECORD



ー　Checking and皿ing of entrance credentials, Registration F`oms, and other pertinent

Student records in the document jacket
-　Sorting of document jackets of dropped-Out and transfened students

-　Arrangement of students’血dividual document jackets.

F. STUDENT R露CORDS PREPARAT重ON

‾　Requesting for F‘om 137A/Secondary O餌cial Transcript of Records (F`reshmen

Students) and O批址Transcript of Records (for Transferees)

-　Encoding of New Student,s personal data血forma也on

-　Encoding ofcurrentry erm11ed su切ects to students in F`om IX (CO皿egiate pemanent

購C○重d)

G. POSTIHG
-　Pos血g of students, grades fro皿Grade Sheet to Conso馳ated Work Sheet血血e

S払S

H. EVALUAT賞OH

-　Updating of records of deficiencies of students

‾　Eva山ating students’records for purposes of enro血ent fyear level, SCholastic

Standing)

-　Evaluating students, records for purposes of graduation

霊. GRADUAT重ON

-　Processing of application for graduation

-　Preparation of list of candidates for graduation

-　Preparation of Hst of honor students

-　Presentation of candidates for graduation to the Co11ege Academic Council

-　Preparation and generation of transcript of records, Certifications, etC. aS requeSted

by students

J・ PR田PARATION & ISSUA蘭CE OF REQUESTED ACADEMIC RECORDS

- Acco皿modation of requests for academic records

- PI℃Paration and generation of血anscript of records of graduated students

- Preparation and generation of transcript of records, Certifications, etC. aS requeSted

by students

OF剛:CE OF THE REGISTRAR WO鼠K PROGRA蘭CHART

Activities �J �F �]蘭 �A �】蘭 �J �J �A �S �o �Ⅳ �D 

A.Pre-registration � � �Ⅹ �Ⅹ �Ⅹ � � � � �Ⅹ � � 

B.Admission � � � �Ⅹ �Ⅹ �Ⅹ � � � �Ⅹ �Ⅹ � 

C.Registration � � � �Ⅹ �Ⅹ �Ⅹ � � � �Ⅹ �Ⅹ � 

D.PostRegistrati。n � � � � � � �Ⅹ �Ⅹ � � �Ⅹ �Ⅹ 

E.F址ngofStudents,Record �Ⅹ � � � � �Ⅹ �Ⅹ � � � � �Ⅹ 

F.Students’　Records　　PI℃Paration/ �Ⅹ � � � � � �Ⅹ �Ⅹ �Ⅹ � �Ⅹ �Ⅹ 

EncodingofStudents,personalData 

G.Post血g/Encoding/UpdatingofGrades � �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ � �Ⅹ �Ⅹ �Ⅹ 

H.Evaluation �Ⅹ � � �Ⅹ �Ⅹ � � �Ⅹ �Ⅹ � �Ⅹ �Ⅹ 

I.Graduation �Ⅹ �Ⅹ �Ⅹ � � � � � � � � � 

J.Preparation　&Issuance　of　OTRs, �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ �Ⅹ 

Certifications,TransferCredentials,etC. 

ACADEM:IC CALENDA最

A・ The amual schooI calendar sha11 be prepared血accordance with the rules and

regulations as may be prescribed ty血e Board of Trustees. The framework of the schooI

Calendar including major activities of the Polytechnic shall be approved ty the



Administrative Counc組, and血e deta組s thereof prepared try皿e Registrar’s O縦ce血

COOrd血ation with the Vice-President for Academic A能1irs.

B. The academic year consists of two semesters. Each semester sha皿consist of 18 weeks

with two weeks of semestral vacation and two (2〉 weeks of Christmas break.

C・ A minimum of 18 class hours per unit is spread over 18 weeks per semester. Additional

hours for laboratory acti融es shall be provided by血e Academic Council su噌ect to the

appmval of the Board of Trustees.

D・ During each academic year,血e Conege shal1 0bserve its Charter day eve宣y 17th day of

Janua宣y.

SC櫨露DU鵬oすc重ASSES

A. The Executive Deans and血e Depar血・ent Chairs shan prepare the schedule of

Classes in coordination with血e Regis廿ar’s o飾iee.

B・ As a rule’Classes sha11 be scheduled during血e regular school hours and in

COnSideration of available fac亜ties and/Or faculty members. No class schedule sha皿

be altered wi血out血e approval of皿e executive dean.

A. In血e undergraduate level,血e max血um size ofa class shan be飾ty (50) for lecture,

twenty five (25) for laboratory and forty (40) for seminar-Classes and technoIogy

transfer classes.

The m血imum size to warrant the open血g ofa c血ss sha皿not be less than

珊een (15) students except in cases as detem血ed by血e Vice President for

Academic A純血s and approved try the Co11ege President.

B・ No classes shan be sp址or fused after it has been duly opened and organized

Without血e knowledge and approval of血e Executive Dean.

C・ Su切ect to approval of the Conege President, aS reCOmmended dy thc Vice President

and the respective Executive Deans, Certain depar血ents of the Pdytechnic may be

au血orized to l血it the enrollment in血eir departrnent if such l血itation is urgently

neCeSSaIy.

D. At血e end of each semester’eaCh academic Department Chaiman shau make a

report to the Vice President through the Executive Dean concemed with his

recommendation on his observations during the school

OFHCE PROCEDURES AND ITS OPERATIOⅣ

A. AD蘭ISSIOⅣS

The Admissions Unit is mamed by persomel who takes charge of adm舶ng new

freshmen students, tranSfeI℃eS, and foreign students・ One takes charge ofold students.

Admission of students is done in coordination with the di塙erent departments.

a. The Admission of new students sha皿adhere to the policy of the Conege.

b・ The In-Charge of Admissions shall coordinate wi吐血e depa血ents as to血e

admission of students.

C. The In-Charge of Admissions sha皿process, eXam血e, and evaluate carefuHy血e

entrance credentials and requirements of applicants and new enrouees.

d・ In cases of incomplete require皿ents and credentials sub皿itted, the concemed

Student shaⅡ be血formed try the In-Change of Admissions.

e. The In-Charge of Admissions sha11 be responsible for requesting the Fom 137A

Of new freshmen students and the O餓cial Transc垂)t Of Records of transferees

to concemed institu缶ons.

f The In-Change of Ad皿issions sha皿process血e requirements and admission of

foreign students.

1. EVALUATION OF CREDENTIALS

a・ The fo]めw血g are not valid as tmnsfer credentials or records for purposes of

重e由S壮a也o n.

1) A high schooI card (F138) which does not state血e e噛b址ty of血e student

to the course; is not signed ty the Principal or Registrar; is marked “used for

enrollment in another school" or &cance皿ed"; Or has erasures or alterations

and mach血e copied.

2) a dipIoma



3) A transc垂)t Of record ma血ed “For Evaluation only”, “For Personal reference

Only”, “For Empleyment Puxposes”, ``Not Valid for transfer”, etC.

4) F‘or 138 or Transcript of Records of apphoant from any private school, that

has nei血er gove血ent pemit to operate, Or gOVe血ent reCOgnition.

b・ The OAR shan be血e one to make an o能cial request to the schooI concemed for

an o鱒辻i血c○py.

C・ Any credential with a mark of erasures w皿not be honored, unless

Signed/血itialed try the Registrar concemed.

d. If血doubt as to血e signature or the signatories, the credentials shouid be sent

back for ver亜cation as to its au血enticity and validity.

B・ REG霊STRA調ONI E蘭ROL重蘭:ENT

a. The OAR coordinates with血e d鵬rent depa血nents and o純ces regard血g

enelment procedures.

b・ The schedule of enroument fonows the dates given in the Academic calendar.

C. The department takes care of enro批ng血eir s血dents.

d. Gradua血g students are provided with Notiee of Deficiencies

e. Complete set ofckes cards or grade s虹p from血e previous semester are required

血the enrollment of old students to serve as credentials.

f An enrol血ent fom is being used to indicate the proposed su匝cts to be enro皿ed

and has to be approved try the Department Chairs before encoding to the SIAS.

g・ Enrol血ent of scholastic de血quent students shau be guided try the rules on

SCholastic delinquency.

h. Enrollment of academic scho血s shau fouow血e rules on academic scholarship,

W皿e other scholars血the co皿ege sha皿also fo皿ow the requirements specified血

the scholarship contracts.

i. Rules and procedures on adding/changing/dropping, Prerequisites, OVertoading,

Substitution’Waiver of prerequisite’and cross-enroument Of su切ects should be

j・ Practice teach血g should not be taken w皿any other su匝cts to a的rd the

Student teachers with皿concentration and total血mersion in actual teach血g・

(CMO ll, S. 1999).
k. Care should be taken that any request (e.g・ OVerloading, CroSS enro址nent, Waiver

Of prerequisite, etC.) of students du血g enro皿Ient Shall be done o能cia叫y signed

and approved by authorities concemed, and cony fumished the OAR.

1. F‘or eurolling transferees, advanced sut)jects should not be enrolled unless

Prerequisites su切ect/ S had already been validated.

m. Students who have not submitted血eir enrol血ent foms to the Department

Chairs are not in the SRAS.

n. Late submission of Registration fom by a student shau not be enterta血ed by

血e OAR, u血ess o血erwise pem批ed by血e Executive Dean after glVmg

necessary sanction and payment of late registration fee.

1. REQUEST FO最CROSS- EⅣ最OLLMENT

A student may be allowed to cross-enroll in another school under the

fo皿ow血g conditions:

a. The student is graduating at血e end of the academic year or because of a

just範able reason.

b. The subject to be cross-enelled is not a major su切ect and is not o節ered in血e

COⅡege in the cu∬ent term.

C. The m紙血um number ofunits allowed for cross-enrollment is six (6), unless the

Su助ects to cross-enron are血e last number of units to be taken ty血e students

to qua虹fy him for graduation.

d. Request for cross-enel血ent shall be approved ty血e Depa血nent Chairman

a皿d Executive Dean noted ty the Registrar.

e. The OAR shan prepare血e cross-enrOl血ent fom to be carried try血e student to

the chosen school.

蜜. REQUES富Fo罵OVERLOADING OF UⅣ霊TS

a. Over10ading of units is anowed only for a gradua也皿g student.

b・ The maximum number ofu亜s ahowed for a s血dent to enroll w珊overload血g

is twenty e軸t (28) units du血g the regu血semester and twelve (12) units

during summer tem to qualify h血/her for gradua缶on.

C. Overloading is not auowed for a delinquent student.



d. The faculty comemed sha皿initial血e changes or conectiens made in the grade

Sheet.

5. ISSUA∬CE OF GRADE SLIP

a. Grade slip for血e last semester attended is issued two (2) weeks after the紐Ial

examination.

D. RECO最DS MANAGE蘭ENT

l. AUTHEHTICATION OF RECORDS/DOCU蘭EⅢT

a. Students may have血eir records/document authentieated ty瓜is o鮮ice.

b. The In-Charge of Requests sha11 countercheck the authenticity of the

records/document紅℃m血e original cony to be authenticated.

C. The remark, AUTHENTICATED COPY or CERTIFIED REPRODUCED COPY, Shan

be indicated in血e machine copy to be signed ty the Registr粧.

d. The student is required to pay血e required fee for au血entication of document.

e. A cert範cate ofau血entication can also be requested. This is issued together with

皿e mach血e copies of documents仕Iat are血pressed wi也the College dry seal

and signed by the Registrar.

PROCEDURB:

1. 1. Pay authen仕cation fee at仕工e Cashier's O縦ce

l.2. Present血e original and photocopied student document or record to be

authenticated toge血er with血e receipt

l ・3・ Present Au血orization letter with valid ID car(‖止血e case of representative)

2. FALSIFICATION OF A CREDENT重AL, DOCU棚田珊T OR RECORD

Fals脆cation is committed try changing a credential, document or records try

alteration’eraSureS, forgery of signa血res of designated OAR personnel or

Otherwise. It is a cri皿血al act punishable try the Revised Penal Code.

a. Requests made ty the Civil Service Commission and Agencies requiring血e same

and veracity of documents submitted to血em ty MPSPC students must be

attended to immediately.

b. An MPSPC student who was found to falsify his/her academic records sha皿be

reported to血e Student Services and Development O組ce (SSDO)for disciI址nary・

actions wi血out prQjudice to組ing of crim血al case against血e o節ender.

3. PRODUCTIOⅣ OF CERTIF重CATIOⅣ

a・ The prepared standard fom ofcer軸cation for each type ofrequest shall be used.

b. A unifom heading, fomat, Style and size of paper for each kind of request shan

be fol10Wed.

C. Cer也鯖cations not produced ty償止s o組ce will not be entertained for signing and

impressed mark血g of College Dry Seal.

4. PRODUCTIO討OF O押ICIAL TRA鵬CR重FT OF R田CORDS IOTRS)

O鮪cial Transcript of Records are complete and permanent academic record

Of students prepared by the Regis廿ar and have the co皿ege seal imprinted on it・ They

are typically accepted for any o能cial transactions such as proof of a degree or

applic a血ons

a. Only requested OTRs of students will be released.

b・ The o鮪c王al paper for血e OTRs wH1 be used. A uniform format style sha皿also be

fol]owed.

C・ The comeCt and complete name, middle name and family na皿e Of血e student

Should be counter-Checked before these are encoded.

d. Name血血e OTR must be the sa皿e Wi血也e mme on血e B血h cer軸cate (NSO

COPy) with special emphasis on血e spac血g of letters/hyphena也on and use of

eymboIs in the names.
e. Name printed must be the same in a皿pages.

1 The course, Sut2jects, descriptive ti也es, number of units, and grades must be

COmPletely entered and clearly pr血ted in the OTR.

g・ F‘ailure and incomplete grades should be血dicated, eVen if already repeated,

PaSSed or has been removed. Dropped subject will also be血dicated.

h・ The OTR must not contain any erasures/typographical errors. In the event an

erasure is made’it has to be initialed by the Registrar.



i. Remarks for graduated students must contain the degree obtained’date of

gradua缶on (mon也, date, yeaれBOT Resolution and honors received (Cum laude,

magna cum laude or summa cum laude), if any.

j・ The OTR should bear the signatures of the fo皿ow血g: the one who prepared it,

the Registrar and Executive Dean. In the absence of the Executive Dean,血e

President or血e VPAA may sign・

k・ The OTR shou姐be血pressed with也e conege dry seal.

l. Scanned 2Ⅹ2 ID picture will placed at the upper hght comer of也e OTR fom.

m. A docu皿entary stamp will be a緬xed and duly cance皿ed in血e OTR.

5. REQUEST FOR AcADE蘭IC RECORDS

a. The requests try schooIs for OTRs or sim址IT reCOrds, On the basis of a cert龍cate

Of transfer, Should be attended to pmmptly within 15 work血g days.

b. The student concemed shall personally request for his/her academic record. In

the event that he/She camot be able to do it personally, he/She may au皿orize

a person血writ血g to do the said request・ This prory is obliged to sub皿it a letter

Of authorization duly signed ty血e student concemed and a photocony of any

Valid ID to the OAR.

C. A request for another copy of record, Which was previously foIW蝕血ed upon

Written request to ano血er school’CamOt be honored' T血e party concemed

Should be di耽cted to go to the school to which the record was sent.

6. RELEASE ISSUANCE OF RECORDS

a. Academic records are sent directly to requesting school. It camot be entrusted

to the fomer student, u血ess au血orized to hand carry the said record. It has to

be placed血a sealed envelope addressed to the Registrar concemed. The flap of

the envelope sha皿bear血e signature/initial of血e Registrar.

b. In cases where a su噌ect with-the co宣TeSPOnd血g grade and units was

血advertently omitted, a Cer髄ication血supplement to the OTR aheady issued is

made and sent to the schooI concemed.

C. More血an one cony of血e OTR may be issued to a requesting student as Iong as

no copy previously issued was used for emro皿nent in another school.

d. OTRs released sha皿always血dicate血e purpose for which the record w皿be

used (“F‘or EmpIoy皿ent Purposes", Tor Reference Purposes Only”, “F`or Board

Exan血ation Puapose Only’, “For PNP Applica缶on Purpose Orily"). On血e other

hand, the following pu町oses are not a11owed as requested try血e student: “For

EnrollInent Purpeses"・ Tor Miscellaneous PuIPOSe"’“For Transfer Purposes",

and #For General Purposes".

e・ OAR persomel sha11 attend request and release of records right away, try having

the requester to皿1-uP the application for request of record.

f A皿records to be released must be recorded in血e Record Book of血e OAR. The

Record Book contalns血e fo11owing: name Of student, date of release, COurSe

graduated’O飾融al receipt number, PurPOSe and persomel who prepared血e

document.

g・ For graduates app]ying for O触血Transcript of Records (血st copy), a Clearance

is required. No graduated student shall be issued an O節c址Transcript of

Records u血ess he/She has been cleared of all accountab址ties.

h. Precautions to be observed血血e release requested OTRs:

Under no circumstance shall血e O能cial Transc垂)t Of Records be given to血e

Students or parents, unless it has血e written pemission from血e schooI

COnCemed. The OAR is responsible血send血g said records to the requesting

SCh○○l.

7. ISSUANCE OF TRANSFER CREDENTIA重

a・ Cert並roate of Transfer Credential is issued to a student who wishes to transfer

to another school and is issued only once.

b. A student who was not able to use his/her Ce軸cate Transfer Creden血al to

ano血er school and wishes to retum to MPSPC is required to surrender the

Ce直前eate of Transfer Credentねl issued to h血/her together with a岨

accompany血g documents.

C. Before a Ce咄cate of Tr弧Sfer Creden血I is issued’血e student is required to

Submit an accomplished cleanmce fom and pay the required amount.

d. The OAR persomel in-Charge of issuing the Certificate of TI紬Sfer Credential

must see to it也at血e Fom 137-A/OTR, NSO copy of Certificate of Live Bjr血

are in皿e and a皿su匂ects and grades accounted for.



e. Cert脆cate of Transfer Credential issued to a s血dent is always acco皿Pa|ifed ty

a copy of the duplicate of OTR or scholastic record and Good Moral Character.

P最OCEDURE:

1. Accomplish cleara皿Ce form for OTR at血e Registrar's O能ce

2. Secure the required signatures indicated血the cleara皿Ce form

3. Retum the form to血e Registrar-s o節be ’PreSent reCeipt and claim血e transfer

Credentia1

8.重SSUAHCE OF DIPLO蘭A

a. A dipIoma of graduated student is issued only once.

b・ Signatories血the diploma include the President, Executive Dean ofthe Campus,

and Registrar.

C. The student is required to have requested組rst址s/her O能cial Transcript of

Records before he/She is issued his/her dipIoma.

d・ F‘or lost dipIomas, a SeCOnd cony maybe issued wi心血e remarks “a second copy”

at血e lower left hand portion of血e document, but血e party concemed should

execute an a鯖davit before a notary public, Stating the circums任しmeS Of loss or

destruction and a request letter addressed to血e Couege President. (for approval

ty the Board)

9・ ISSUANCE OF A CERT重HCATION’RECORD OR D重PLOMA TO A PROXY

The prory has to present a written au皿Ority from the ouner of the academic

record血at he/She has been au血orized to secure血e sa王d cer臆cation, reCOrd,

Or diploma.

E. RIGHTS OF S冒AK田HOLDERS

l. RIGHTS OF PARENTS

Sec. 8’Chapter 2’ParagraPh 2 of壮Le Education Act of 1982 gives parents

Who have children enelled in a school αthe right to access to any o能cial record

directly relating to the children who are under血eir parental responsibility.”

2. RIGHTS OF THE STUDENTS

Sec. 9’Chapter 2 of Education Act of 1982 provides,血addition to other

rights, and su勘ect to limitations prescribed ty law and regula伍ons,血at students

and pupils in a皿schooIs shall eItioy (No. 4) “血e right of access to his own school

records,血e confidentiarty of w址ch血e schooI sha11 maintain and preserve" and

(No. 5) The right to the issuance of o能cial cert範tates, dipIomas, tranSC亘Pt Of

records, grades, tranSfer credentials and other similar documents within thirty days

from request."

CONF量DERTIALITY OF RECORDS

The Registrar’s files and records are chss亜ed血to four categories, namely:

C血ssified or Strictly Con正dential

Unclass脆ed or Non-COn宜dential

Active- Class翻ied or unclass範ed

Inactive-Class脆ed or unclassi血ed

DiscIosure of student records is govemed by very strict policies・ The Handbook for

SchooI Registrars suggests the following guidel血es:

●　A student is entitled to a transc垂〕t Of reco重ds, but he is not enti櫨ed to know o壮しer

records in his file which are confidential in nature.

. A student has血e right to see his academic records, from which a copy was made,

and is entitled to any explanation of any血formation recorded on it.

●　The student’s皿e or folder camot be taken out of the o緬iee unless specificafty

authorized ty the Registrar, depending on血e purpose for which it was needed.

. SchooI o能cials and faculty members of the ins址ution may be pemitted to Iook at

血e academic records of any student if needed止血e evaluation of the academic

Standing of the student concemed.

. Requests for the production of a student’s record from the court are usually on a

duly issued subpoenaducesきeou肌, but the student must be not脆ed of said



Subpoena if he is available or if he can be reached through any media of

CO mmunication.

. Records or grades may be released to parents or guardians without prior approval

Of血e student concemed ifhe is s皿a m血or or have not yet been emancipated from

parental authority.
●　Requests for academic informa也on from a company or血m to whom a student has

applied for empIoyment or where he is empIoyed, Should be honored, if they are of

Vital血portance to his being empIoyed or his be血g promoted position・ No company

Or fim would empIoy a person without ascertain血g址s eligib址ty for h亜ng or

empIoyment.

●　The same consideration should be accorded to requests from research or

PhflantllrOPic onganizations or govemment agencies supporting the student
COnCemed.

●　Request for infomation on a student,s record’made in an o随cial communication

try an o鯖cial of any goverrment O鯖ce or agency, Should be honored even without

the prior approval of the person concemed’aS Iong as血e infomation sought for is

血nited to his enrol血ent, aCademic standing or schooI wo地主for the puapose of

ascertaining his qua臆ca缶on or eligib址ty as empIoyee of咄s particu血・ gOVemment

agenCy.

●　Transc垂)t Of academic records should only contain血fomation about academic

StatuS・ O血er matters such as disciplinary may be recorded to detemine

readmission書

. A皿requests regarding discIosure of the student,s academic record shouid be in

Writing and組ed wi血his jacket or folder.



ACADE剛はC POLICIES AND PROCEDURES

A. ADMISSIONS

l. HEW/ BEG腰間重NG FRESH棚田H STUDENTS

a. Students shau be accepted regardless of age, SeX, nationaHty, re壇ious beHe聴,

SOCio-eCOnOmic status or po雌cal a縦1iations.

b・ Students must have graduated from recognized secondary schooIs.

C. Students must meet a11 the prescribed requirements of the Polytechnic.

i. Must qualify血the Co皿ege Guided Test.

ii. Must have complete and valid credentials (Fom 138, Original copy of ALS

Report Card, Original copy of PEPT, Cer軸cate of Good Moral Character,

Health Examination Cer触cate, and NSO cony of Ce咄cate of Live Birth,

Marriage Contract for married female students)

血Students must qualif車n the average grade req血ements (GWA) set by the

SPeC脆c program:

New students

BSA-80%
Teacher Education - 80%

iv. Students must qualify in the Physical or Health Exam血a缶on

Vi. Pemit to study from the agency in cases of employed students (govemment

Or P正vate)

d. Students must pledge to abide ty and comply wi血an血e rules and regulations

Of the Polytechnic.

e. Students must not have enro皿ed血any academic or co11ege su切ect/S Prior to

the enro11ment as beginning freshmen; Otherwise, they shan be classified as

f Students enro11ed血voca仕onal courses or也ose not leading to a degree program

are adm距ed as beginning froshmen.

2.富鼠A蘭S田ERB田S

a. Must have complete and valid credentials.

b. Must meet an血e prescribed admission requirements of the Po]ytechnic and血e

COnCemed depart皿ent.

i. Qualify血g test for transferees.

ii. Average grade requirement (GWA) from previous course.

Bachelor of Science in Accountancy - 80%

Teacher Education - 80%
iii. Cony of grades signed by the Registrar or dupHcate of OTR for

evaluation purposes.

iv. Cert脆cate of Transfer Credential

V. Physical or Health Exam血ation

Vi. Certificate of Good Moral Character

Vii. Marriage Contract for married female students

Viii. Cert亜cate of Live Birth, NSO copy

ix. Pemit to study from the agency in cases of empleyed students

(govemment or private).
C. Only students who have euro皿ed血any course lead血g to a degree program are

admitted as transferees and must submit Certificate of Transfer Credential.

d. Admission sha皿be on probation basis during血e血st tem of stay in血e

Polytechnic or un岨such time as血ey shall have validated/repeated in

accordance with the Polytechnic policies all the su助ects taken outside the

Po]ytechnic w址ch are required for their course.

e. O能cial Transcript of Records (OTR) shall be submitted prior to admission for血e

following se皿eSter. OtheIWise, enrOllment wm not be allowed.

f TransfeI℃eS紅om SUC血stitutions shaⅡ be admitted and treated as regular

Students血accordance with the exist血g po血oies of血e Polytechnic.

g・ Must pledge to abide ty and comply w皿a11血e rules and regulations of血e

Polytechnic

3. FOREIG珊STUDE珊TS

a・ Must have complete and valid credentials.

b・ Must meet a皿the presc正bed admission requirements of the Polytechnie and the

COurSe aPPlied for:



i.　College Guided Test

ii.　Certi脆cate of Completion of a Secondary Curriculum

亜・　Original Transcript ofRecord

iv.　Personal Data

V.　A純davitofSupport

Vi. Ahen Ce簡cate of Registration (ACR)

Vii.　Student Visa

Viii.　Security Clearance紅om his/her Embassy

ix.　Resident Guarantor of his/her Character

C. Must meet the en血e prescribed requirement try也e DF‘A and BI.

4. CROSS-ENROLLEES (COLLEGE CODE)

a. A s血dent registered in another institution may be admitted as cross enro皿ee

to the Co皿ege provided he presents a written pemit from血e director of

admission of his college set血g for血the course and血e total number of units

in which the s血dent will be registered.

b・ The Co皿ege sha皿credit only血e course taken ty its students from any other

COnege Or SChooI with expressed approval in wri血g ty the Dean in

COnSultation with血e Department Chairman.

5. S富国c輪重S富UD田町でS

a. A special student is one who is registered but not eaming fomal academie

Credits for h王s wock.

b. Sign an agreement in which he/She waives the right to receive and to demand

Creden缶als for work done

C. Their admission shall be approved by the Vice President for Academic A純血s

and血e Registrar upon recommendation of the Chaiman of也1e Department

COnCemed.

6. REFRESHER COURSE STUDENT

a. A refresher course student maybe adm咄ed to a higher education血stitution

at any time during a school tem for audit purposes without eaming credits,

Sut2ject to such requirements and conditions as血e school may presc五be.

b・ At the discretion of the institution’a refresher course student may be

exempted血om class assigrments and exam血ations.

REG長STRA富IOⅣ PROCEDURE

During血e registration period, the O縦ce of血e Admission and Registrar shan

COOrdinate and provide all血e colleges with necessary enro址nent documents such as

enrol血ent schedule for a皿year levels and en]rollment procedures to serve as enrollment

guide to faculty members assigned to assist dur血g血is period.

1. Old/Retuming Students proceed to the Registrar’s o縦ce for the issuance of grade

Slip. T址s will serve as reference for血e department cha王岬erson血detem血ing血e

Su勘ects to be enro皿ed.

2. Pay SSC and SchooI Paper “Tala” Fees.

3・ Get Enrolment Form upon payment of Departmental Fee血your respective room

a s slgrmentS.

4. Accomplish or捌1-血the details of the Enrolment Fom clearly and legibly.

5. Proceed to the auditorium for血e Enrolment Form evaluation and approval of the

Department Chair. (Each department is assigned a table.)

6. Submit the Enrolment Form to Registrar staff for encoding・



- The In-Charge of enrol血ent will accept credentials of new/transferee students.

Check and verify accomplished enellment form. Create an account for血at student

in the SIAS血en input the subjects enrolled for血e tem. Generate a copy of the

assessment form
- for old/retuming students, the in-Charge of enrol血ent wi11 check and verify

accomp虹shed enro11ment fom to ensure accuracy and adherence to proper sut*ect

SequenCe and allowable number of units. Input sut2jects enrolled for血e term心血e

SIAS.

7. Wait for your Assessment/S血dent Copy.

8. Proceed to the Guidance O縦ce. New and Transferee Students win組1-in血dividual

inventory record・ Old students are required to捌1-in update fom of the血dividual

inventory record.

9. Proceed to Cashier’s o節ce for payment (2nd floor, Science Bu丑d血g)

10・ Cla血c血ss cards at血e Dean,s O鮪ice after making a doⅥm Payment.

臆判りdoひかれ臆クα鶏の場所.れ〇 〇番αss cα確.持

1 1. Proceed to SSDO O締ice for the validation of student ID or release of new s血dent ID.

12. Proceed to the LibI.ary for the application of library ID.

B. R田G霊Smu帥軸ON

-　Registra也on of students shall only be on the regular regis億ation period血dicated

in血e academic calendar. No student sha11 be registered in any su助ect a紅er 12

percent of血e regular class meetings had been held.
-　A student is considered o純cially enrolled when he has paid his tui血on and other

重もes.

-　A student must be o能cially registered in order to receive credit for su助ect.

-　A student is not a皿owed to enroll in mo耽than one course during鵬s stay心血e

Polytechnic unless he/She secures pemit/approval紅om血e Vice President for

Academic A純血・S.

-　Rules on sequencing of subjects (Prerequisites) in a curIieulum are observed and

fb皿owed.

-　Registration of a retum血g student is dependent on鵬s previous scholastic

Standing.

-　Special students are allowed to enro皿only 6 u血ts per semester and 12 units a

year, for a period of only one year
-　Late registration fee is charged to a student who enro11s after血e regular

registration period as provided for in the academic calendar.

l. ACADE蘭重C LOAD

a・ The total number ofunits in a semester for which a student may register shaⅡ

be in accordance wi血cunfoular prograns血e student is enrolled in.

b. Dur血g Summer Term, the nomal load shall be six (6) units of technical or

laboratory sut)jects provided, that血just範able cases the Executive Dean in

COnS山tation wi心血e Depa血nent Chairman may a皿ow a student to take n血e

(9) unites of laboratory su切ects. Graduat血g students who shall be anowed a

higher load not exceeding 12 u血ts.

C. Only gradua血Ig Student’s area a11owed to overload su勘ects to血eir academic

Standing.

d・ A graduat血g student may be perm批ed to carry a heavier load but not exceed

28 units sut)ject to approval by authorities concemed.



e. Teacher education students taking up Practice Teaching are not allowed to

have any o血er su助ects taken alongside with Practice Teaching.

1 Students who are scholas缶c delinquents are not allowed to have an overload.

g. LOad of transfer students shall be limited only to血ose su切ects wi血out

Prerequisite, until such血ne血is subject had already been validated/

accredited.

h. The agency/ employer of any working student sha皿recommend maximum

load of the said student to be approved dy the Department Chair; in any case,

the load should not exceed血ose a皿owed of regular students.

2. CROSS-E蘭ROLI,蘭:ENT

a. Cross-enrollment should be done within the pe正od of registration.

b. Cross-emO11ment is a皿owed only for gradua血Ig Students for a ma血num of

nine (9) units, unless othervise those are the last number of units to be taken

to quaHfy for graduation, and provided that these su切ects are not o飾eued in

血e institution’muSt have the sane course descriptions and number of units,

and must not be a major su切ect.

C. No student is anowed to cross-register血two or more schooIs outside the

Po重y臓C重Ⅱ正c.

d. Cross-enrOl血ent of students outside血e Pdytechnic must have the approval

Of the chaiman and au血orized ty the Registrar for血e su勘ect/S tO be given

Credit by the Polytechnic.

e. Cross-enrol宣ment of student of common su鴫CtS Within血e Polytechnic is

anowed紬d does not require prior approval try the department faculty

1 Students com血g from other institutions may be allowed to cross-register

wi血心血e enro皿nent period only and wi血a pemit to cross-enrOll from

Ⅲs/her Re密S血r.

PROCEDURE:

Any student who wish to cross-enro11血another ins址ution must go

through血e following steps:

2・ 1. Accomplish Request for Pemit to Cross-enro皿fom to be signed ty血e

Student and approved try血e department chairman.

2.2. Submit duly approved request to the Registrar’s O統ce for recording and

issuance of permit to cross enroll.

2.3・ After血e tem, the student must secure a cer唖ca血on ofgrades signed by

the registrar and placed血a sealed envelope addressed to the registrar.

2.4. To fac址tate血e crediting of the approved cross-enro11ed sut2ject/S,血e

document above should be submitted not later than the 2nd week of the

fonowing term,

Any student who wish to cross-enron at MPSPC must go through血e剛owing

ProCedures.

2. 1. 1. Present Permit to cross erro11 from home schoo1

2. 1・2. F皿-in Enrollment fom to be approved by血e department cha垂)erSOn

2・ 1.3・ Submit Accomplished enroⅢnent fom to be entered in the eystem

F血al grades w址be sent to血e home schooI via ma血or血rough血e student

COnCemed provided a letter of authorization be given ty the Registrar of the home

SCh○○l.

3. CHANGIHG/ADDING/DROPPING OF SUBJECTS

a. Changing!Add血g/Dropping of su助ect shall be made only for valid reasons

and stated in wri血・g to be approved by the Chaiman and acknowledged try

the Registrar.

b・ Changing/Adding/Dropping of sut*ects sha皿be made wi吐血血e spec範ed

Period and subjects to payment of correspond血g fees.



C. Changing/Adding/Dropping of sut2jects sha皿be made only for valid reasons

and when schedules allow the same.

d・ Su切ects changed/ added uno縦cially or wi血in prior approval of the

Chainnan shall not be given credit.

e. Tbtal load caⅡied try a student including血e additional su助ect/S muSt nOt

exceed血e maL2血num under the rule on academic Ioad or that which is

PreSCribed for his curriculum year during the tem/ SemeSter.
f. Dropp血g a subject shall be allowed before the mid-tem, PrOVided he/She

Submits a letter stating血e valid and jus也ぬble reason for the dropping the

SutIject・ After the mid-tem, a Student may be allowed to drop a su助ect for a

Valid and jus触able reason. T址s sha11 be done with血e knowledge and

approval of血e Instructor concemed, the Department Chaiman and the

Executive Dean concemed. (College Code)

g・ Uno鉦cial dropping of su切ect a龍er the mid-tem Shall eam the student a

fa亜ng grade or 70.

4. m富HDRAWAL OF REG重STRATIOH

a. Withdrawal of registration shan be made and approved based on existing rules

and regulations of the institution.

b・ A student who wi血draws his registra缶on shall be entitled to refund its

matricuぬtion and entrance fees.

C. A student who withdraws址s registration shall be entitled to withdraw址s

Credentials submitted as requirement for en]ro11ment.

d. No withdrawal of registration sha皿be made a紅er血e specified period. The

rule/ s for dropping sha皿apply.

C. VALIDATION IACCRED重TATIOⅣ

-　Vafidation ofcourses taken from non-member of RASUC’AACUP is required・ The

regular period for validation tests shall be (2) weeks before the first day of

registration for each tem of semester. No valida血g fee shall be charged during

血e reguhr period. Validating tests given after血e first day of registration sha皿

be levied fee of Php15.00 per su助ect and only upon approval of血e admission

O描ねe.

一　A皿subjects and units taken from any private血stitution with courses du]y

accredited ty any accrediting agency under血e F`edera債on of Accred貼ng

Agencies血the Ph址ppines (F‘AAP) may be accredited, PrOVided that,皿ey aIt

PreSCribed血the curriculum and have血e same course content and number of

units, and su助ects to residency require皿ent.

-　Only units eamed ty foreign students血the co皿egiate level sha11 be given credit.

Units eamed血technical/voca缶onal courses and sha皿not be credited towards a

degree program.

FOR THOSE U蘭DERGOⅢG THE VALIDATION /ACCREDITAT重ON PROCESS:

1. Transferees皿uSt have taken the va虹dation examination for every su助ect血e

Student would軸se to have accredited for advanced credits.

2. Su助ects to be accredited must not exceed 30% of the total number of units

PreSCribed in the curriculum.

FO最A SECOND BACCALAUREA富E DEGREE/舶AJOR SUBJECT

l・ Students undertaking血eir second baccalaureate degree w址not have to

undergo anymore血e validation/ accreditation process.

2・ For sut2jects to be credited, the first baccalaureate degree must be of血e same

Or Paranel level with the chosen second baccalaureate course.

3. A皿su切ects eamed from血e first baccaぬureate degree and are presc正bed in

血e course applied for of paranel level) may be credited upon due notification

to血e concemed au血oritiesタProVided血at,血ey have the same course

COntent and number of u血ts, and su申ects to other requirements of the

COnCemed department.



4. For students eneued under the Bachelor Secondary Educa也on who wish to

have two (2) majors, muSt undergo Observation and Practice Teaching for

each m勾Or Su切ect to be en調ed for the two majors.

D. EVAI,UAT量ON

l. STUDE蘭でCLASS重剛CATION

Students are classified as fo皿ows:

a. A fu皿time/regular student is one who ca正es the fu11 1oad in any given

SemeSter aS SpeC臆ed血the curriculum.

b. A part-time/inegular student is one who ca町ies less than the fu11 load

SpeC過ed in the cur血eulum.

C・ A transfer student is one who comes from another institution where he/she

Started studying for a course and who is now registered in the Po]ytechnic

after qualifying for admission.

d. A foreign student is one who is not a citizen of血e Ph址ppines・

e. A special student is one who is not en也tled to received o縦cial credit for

his/her work because he/ She does not satisfy the requirements for admission

to血e course or血e su切ects.

2. CUR最ICULAR LEVEL PLACE蘭E肘T

a. Evaluation of cunieular level p血ce皿ent Of s血dents accord血g to progress

toward graduation sha皿be based on也e fonow血g:

Y田AR重電V国事 �珊UM:BEROFUNITSEAENED 

Freshmen(First) �Afreshmanisastudentwhoistak血gupthefirstyear 

OfhiscuⅡ士culumor35%ofthetotalnumberofunits 

requiredinhisentirecourse. 

Sophomore �A　sophomoreis　a　student　who　has　satisfactorily 

(Second) �COmPletedthepresc正bedsu助ectsofthe範rstyearof址s 

degreeprogramandisenronedinthesecondyear. 

Junior(third) �Ajuniorisastudentwhohascompletedtheprescribed 

Su助ectsforthe血●SttWOyearSOf址scurriculumorwho 

has紐Iishednotlessthan50%normorethan75%of 

the　totalnumberofunits　prescribedinhisentire 

COurSe. 

Senior(Fourth) �Aseniorisastudentwhohascompletedtheprescribed 

Su切ects　of　the　紐st,SeCOnd,third　year　of　the 

curriculumorwhohasfinishednotlessthan75%ofthe 
totalnumberofunitsrequiredinhisen血ecourse. 

Terminal(Fifth) �Completedthe範rst4yearsof亜s/hercurriculumorhas 

紐1ished85%ofthetotalnumberofunitsrequired血 

his/hercourse. 

Inafiveorsix-yeardegreeprogram,血elastisconsidered 

thesenioryear. 

3. RESIDENT C最EDITS

Resident Credits refer to all academic sut*ects and units eamed血the

Polytechnic血cluding血ose eamed in o也er血sti血血}nS that are requ正ed for

a pa血cular degree and had already been validated/accredited　血the

Polytechnic.

Only resident credits are considered血evaluating su助ects and units for a

Particular curriculum.



The rules on §equenCe Of su時ctS m tne C即即J‘u_ _‾ _

EnrO畦and attend狐Ce血a Su囲V舶ut PaSS血g its prerequisite shan

Graduating studeut Shan be aHowed to take the Prerequlsife su醇t and

e劃鵬S帥e亜nO aCade皿ic cre距

嵩藍豊霊悪罵諾溜諸芸
the high・er Subject Shan nOt be given Credit.
ハ臆__;〈〈十_ _∩mmnn tO a皿DepartmentS皿uSt have the same Prerequisite/ S

4. LI脚S FOR CO鵬PL抑r OF DEou婚PROGRAMS/RESrD師r

Residence refers tO the oun厨Of yearS Or termS required fu a Studerit to

a. Am undergraduate Student皿uSt finish the requiremeutS Of a cOurSe Within a

finish the cOurSe.

謹啓董葦霊詫護葦葦誌霊
a_d to re-eurOu further in that COurSe Or advised to take additional
s哩S under justifiatrfe reaSOnS. ExcePfrons tO this rut may be anOWed on

b. TranSfer stndeuts muSt - - at hast 5脇Of the touh number Of

required units血the currioulum at the PolyteChnic.

c. No Studeu南n be graduated加the Polytechnic unless he/She has

co皿Pleted at least One (l胆Of residence WOrk im皿ediatdy Prior to

graduation.

一_〈A Af 。rlh癌ts in the curriculum Ofthe cOurSe being taken5. P随劇即重S鵬/S OF SUB鵬柳/S

Evahation of studeut reCOrds for purPOSeS Of schofarchips shan be based on
6. ACADE珊C SC鱒OL膿E灘珊PS

a. schoharship in the Co噛Shan be cfassifrod into l国honOrifro schok曲ips・

(2甲aCademie sCho脚ips, and (3) Co噛SChokuiships and o脚

b. rs.S。h。Iarships shan be aWarded to valedictorians and safutatOrians

fron Pub厨duly reCOgnized privat SChooIs in the cOuntryWardictorians

and safutatorians chan enjoy fu唖ee tuition fee and haIf free tuition fee,

respectively on a SemeStral basis・ reneWable for eaCh suCCeed血g term, S噂t

c.叫SCho曲ips On tuition fee Shan be eXtended to any undergraduae

studeut preSideut,s Lis。 in any ourricutr prOgran Of the Polyteehnie who

shan Obtain an average of 92% or better, whh no famg grndle in any Su囲

during the preVious SemeSteritrOVided that the sChchan carries an aCademie

load of not less than 18 units per semeSter and proVided further that the

d. Partial acade皿ic scholars Shan be eXtended 75% scho曲On tultion fees

to an undergreduate Student Peanthis岬O Shan Obtain a皿aVerage Of 89%

or better With no frfug grnde in any Sutiect during eaCh preVious Se皿eSter’

provided that血e sCho厨arries an aCademic toad of rrot less than 18 units

per se皿eSter and proVided further that the scho厨S Of gprid moral charaCter.e謹藷悪童葦霊藷謹轄霊諾
outstanding athletes, editors and staff of the cOuege Organ,皿e皿bers Of the

band,皿enfroers Of the SchooI of Liv血g TraditronS AutS GrouP and the Theater

AutS GrouP叩ResOfuton No. 038, S. 2008l・ SSC officers and others m

accordance wh the general rules PrO皿ulgated ty the PolyteChaic as

approved by the Board of TrusteeS・



f Sut加ct to the general rules promulgated ty血e Polytechnic as approved by

血e Board of Trustees the co11ege shan accept scholars血p grants from any

Private or public institution for血dividuals.

g・ Any student who sha11 qualify for two (2) or more govemment scholarship

ProgramS Sha皿avail himself of only one but without prejudice to accepting

Privately sponsored schohrships or assistants址ps.

h・ There shall be a Scholars址p Committee which sha皿be tasked to screen

Students ava址ng for scholarships・ The Scholarship Committee sha皿be

COmpOSed of the Director for Instruction and Accreditation as chair and as

members,血e Director for O鮪be of Student A批正s, Registrar, F血ance

O能cer/Adm血O龍ieer and a representative from the s血dent council.

7・ SCHOLARSH重P DELIⅣQUEⅣCY

The fouow血g minimum standards sha皿be observed血dea虹ng with this

a. F‘ailure血one su助ect for血e範rst time sha11 be given waming by the Guidance

Counselor but sha虹eta心血s/her College scholarship grant. Fa址ng one su助ect for

血e second血ne sha皿su緬iee to teminate血e scholarship.

b・ The rules goveming other govemment or private scholars址ps shall prevail.

C. If a student is a recipient of 2 or more scholars鵬ps, he/She shan be required

to choose only one.

8. RETENTION POLICIES

a. Evaluation of student records for purpose of retentions is guided ty the

fo皿ow血g standards:

%照Ai皿U罵田 �鮒O.OFUNITS 露ⅣRo重重電D �S富A調$ �A重LOWABLE LOADTHEFF. S塵関田s富BR 

25%-49% �Any　number　of �Wam血g �Less　3　units 

academicunits ��血om　normal 血ad 

50%-75% �6academicunits OrmOre �Hoba也on �15unitsonly 

76%ormore �9　　　academic �Dismissalfromthe �Not　ahowed　to 

unitsormore �department �enroH 

100% � �Permanent disqualification 庫o皿　也Ie Polytechnic � 

b・ Any student who has rece王ved two (2) Successive waming sha皿be placed on

Probation.

C. Proba仕on status of a student皿ay be l睨ed upon pass血g a皿the su切ects

Car五ed during the term he is on probatfon.

d. Any student under probation who again fa且s in 50% or more of the total

number of academic units enrolled wiu be dismissed from the co皿ege.

e. Arry student dropped from one department sha皿not be admitted to another

in the Po]ytechnic, unless in which case, he may be a皿owed to enrou in the

appropriate course. Such student sha皿be placed on probation.

f Permanent disqualifroation does not apply to cases, Where, On

recommendation of the faculty concemed, he cert脆es that the grades of 70 is

due to unauthorized dropp血g of the student and not to poor scholars址p.

9. ENFORCING A HEW CURRICULUM:

a. When a new curriculum is enforced, Only new students or freshmen shall be

COVered.

b. A student sha皿follow the same cuniculum that he started on within也Ie

maXimum length of time allowed for residence.



C. Ifa student fa皿s to紐1ish the course wi也血‖血e prescribed maximum number

Ofyears of residence, he shan be required to fo11ow血e new curriculum.

10. SUBSTITUT霊OⅣ OF SUBJECTS

a. Substitution of sut2jects is a皿owed when a student is pursuing a cumiculum

that has been superseded try a new one and the substitu缶on tends to bring

the old cur正culum in line with the new.

b. Every petition for substitution must involve su切ects a11owed to each o皿er

and wi血the same number of units or greater血an血e units of the required

Su助ect.

C. No subs址ution sha皿be anowed for a su勘ect prescribed血a curriculum血

Which a s血dent has fa血ed, eXCePt When the su助ect is no longer o塙ered,

ProVided, that the proposed substitution substan也叫y covers皿e same

Su切ect matter as the required subject.

d. Pe心血)n for substitution must be recommended ty the Chaiman of the

department, and approved ty血e VP for Academic A能血s and noted and duly

recorded ty the registrar.

1 1. GRADIⅣG SYSTEM

a. The work of students sha皿be rated at血e end of each term血accordance

With the fo址)W血g system:

Percentage Equivalent �Descrip債veRating 

98-100 �Excellent/Very 

Supertor 

95-97 �Superior 

92-94 �Very　　　Good/Above 

Avera蜜e 

89-91 �Very　　　Good/Above 

Average 

86-88 �Very　　　Good/Above 

Average 

83-85 �Good/Average 

80-82 �Good/Average 

77-79 �Sa缶sfacto宣y/Fair 

75-76 �Sa也sfacto宣y/Fair 

50-74 �Failure 

CND �Condition 

Pe耽en屯ge Equivalent �DescriptiveRa血g 

IP �InProgress 

DRP �Dropped 

工NC �Incomplete 

NE �NoExa皿 

NFE �NoFinalExam 

WP �Withdrawn　　　　　with 

Permission 

WOP �Withdrawn　　　　w/O 

permission 

NA �NoAttendance 

OD �O鮮iciallydropped 

UD �Uno縦cia叫ydropped 

The passing grade心血e undergraduate level is 75%- 100%・ I櫨complete,

INC mark is given when student whose class stand血g throughout血e

SemeSter is passing; PaSSed the龍1al examination but fa皿ed to submit other

requirements of the course due to illness or valid reasons.

If a student passes an examination for the removal of an “INC,, the範nal

grade shall be 75% or higher. Ifhe fa血s a final grade of 70% shall be given.

An incomplete (INC) mark not removed w批血血e period provided for

removal shan automatical]y be 7O%.

In progress (IP) shall be given for a work actually be血g underfa.ken at

the血ne the grades are submitted. T虹s should be written under remarks.

The Registrar’s O緬be win automatically convert the IP to 70% if a紐er one

SemeSter nO grade shall be submitted.

WP (Withdrawn with permit) mark is given for courses or su助ects血at are

dropped before the mid-term eXaminations.



DRP mark is given for students who drop血eir su切ects a紐er the mid-

term test with permission and 70% without permission.

蘭H田mark is given to a student who has completed requirements of血e

COurSe but fails to take the範nal examinations・ The student is given one

SemeSter to take the exam, Otherwise,血e Registrar?s O餓iee w皿

automa也ca叫y convert the NFE to 70%.

b. An reports ofgrades must be血the admission o縦ce within one m week

after血e紐Ial exam血ations at血e end of each semester/tem. Grad血g

Sheets must be血electronic and hard copy format.

C. Grades sha皿not be changed after血ey have been submitted to血e

Admission O組ce. However’Should there be a need to make a change, the

血structor concemed should notfty in writing也e Department Chaiman, the

Dean and the Registrar.

12. RE蘭:OVAL OF基調COMPLE富E MÅRKS

a. Removal examinations due to failure to take血e鯖nal exam血ations shall be

taken without fee under the following condi債ons:

i. It is taken du血g血e regular examination pehod wherein an exam血ation

On the su助ect is included.

ii. The Va皿a血g Examination period starts two weeks prior to registration

Period, ProVided血at the examination for血e particular su助ect is handled ty

the same faculty member under whom the student received an “INC,, or

Condi也on

b・ On血e event血at the subject instructor is on leave or separated紅om血e

Service, Whoever takes over血ese sut2jects handled dy him sha皿be

responsible to ascerta血or detem血e血e completion grade for students.

C・ Removal of血complete sha皿be done with血one (l) semester. Fa皿ure of

S血dents to do shan be enough cause for conversion of the (“INC” to a grade

Of 70%.) 1呼the OAR.

PROCEDURE:

1 1. 1. Secure completion form at血e Registrar's o鉦ce

ll・2・ The instructor concemed皿1-心血e completion form and submit

PerSOnally at the Registrar’s O緬be for recording purposes

13. CHANGE OF G最ADES

a. A student who has received a pass血g血a given course is not a皿owed

reexamination for血e puxpose of improving his grades・

b"　No faculty member shall change any grade after血e report of record has been

皿ed with the OAR. In Exceptional cases, aS Where an error has been

COmmitted, the instnlCtOr may requeSt authority from the Chairman of his

Depa血ent to make血e necessary change・ If血e request is granted, a COPy

Of the authority from the Chairman authorizing the changes shall be

forwarded to the OAR for recording.

C. No student血血e Po]ytechnic sha皿directly or血directly solicit assistance from

any person, W址ch may in皿IenCe his instructor to change en血es made血址s

record, eXam血atien paper, Or組nal report of grades.

14. THE LI蘭ITS FOR COMPLET賞O蘭OF DEGREE P最OG鼠A劇旧

1・ A degree program in血e undergraduate sha皿be宜nished by a s血dent wi仕Lin a

maximum of six (6) years for a four year course, eight(8) years for a six-year

COurSe.



Exceptions to this rule may be a皿owed on a case to case basis ty血e

Executive Dean specia叫y if applied to working students.

2. AIly Student can ava皿of a leave of absence from school for justi航able cause

Without prqjudice to the time limit.

3. Any graduate or undergraduate student who fa血ed to血1ish his degree wi血in the

SPeCified也me sha皿be advised to take additional su巧ects under jus也fiable

reaSOnS.

E. GRADUATIO町

1. GRADUATIO珊PREREqUISITES

a. Candidates for graduation must have satisfied a皿academic and non_

academic require皿entS Prior to graduation.

b. No student shall be graduated from the Polytechhic u血ess址s name is

approved as candidate for graduation ty血e Academic Council and confinned

ty the Board of Trustees.
C. The Hst of candidates for graduation shall be prepared ty血e OAR and

presented to the Department concemed for approval, and finally to血e

Academic Council for endorsement to the Board of Trustees.

d. No student sha11 be graduated from血e Polytechnic unless he has completed

at least one (1) year of residence work immediately prior to graduation.

e. A皿candidates for graduation must have their deficiencies made up and their

records cleared with the exception of皿eir currently enro皿ed su切ects not later

than one (1) mon血before the end of血e last se皿eSter at也e Polytechnic with

血e excep也on of sut*ects cu町ently enro岨ed (Conege Code).

f. All candidates for graduation sha11 have sa也sfactorily completed all the

academic requ血e皿ents for graduation one輸Week before gradu租tion. (Co11ege

Code).

g・ No transfer student sha皿be graduated unless he has completed in the

Polytechnic at least 36 academic units for undergraduate studies. (College

Code).

h・ A皿　graduating students shall attend the commencement exercises as

SC heduled /

i・ Graduatton in absentia forjust reason shall be anowed, but must be properly

SuPPOrted ty vam certifications and presented before‖血e co皿mencement

PrOgram to the OAR.

j. No s血dent sha皿be graduated unless he pays the required graduation fee.

k. The date ofgraduation in the dipIoma and transcript of Records shan bear皿e

Original date of graduation.

2. AⅢRE

a. Candidates for graduation with baccalaureate degrees shan wear cos血mes

du血1g the commencement exercises in accordance with the mles and

regulations to be adopted. (College Code).

b. Members of the Iむulty and o鎖foers of血e Administ蘭a.也on attending也e

COmmenCement eXerCises sha皿wear academic costumes.

C. Candidates for graduation in血e non-degree program of也e college sha皿

Wear aPProPriate attire as recommended ty the Academic Department

COnCemed.

3. GRADUAⅢOH VnTH HOHORS

Undergraduate students’Who have completed血eir courses with血e fol10wing

Weighted averages, Sha皿be graduated wi血honors to be insc正bed血血e正

d主pIomas and tmnscript of records.

POR roU最　-　YEA最　COU最SES, HO蘭ORS∴SHALL EE a最A討雌D AS

田○○重oW訣



d. Summa Cum Laude. This honor is granted to a gradunte whose general

average is 98% tolOO% wi血out a grade lower也an 89% in any subject and

ProVided血at all credits have been eamed at MPSPC, and was able to

紐rish the program as prescribed in the curriculum.

e. Ma軍1a Cu皿haude. This honor is granted to a graduate whose general

Weighted average of 95% to 97%, wi血out a grade lower than 86% in any

Su切ect, ProVided that all credits have been eamed in the Co皿ege, and was

able to fihish the program as prescribed心血e curricu]u皿.

f Cun坦丁址s honor is granted to a graduate with a general weighted

average of 92% to 94% wi血out a grade lower也Ian 80% in any subject,

provided that a皿credits have been eamed in the Couege, and was able to

finish the program as prescribed心髄Ie CuITiculun.

Computation of the weighted average shan be carried to血e third decimal

Place and rounded up to the second dec血al place; ProVided that a11 the grades

in也e academic courses whieh are prescribed in血e curricu山m and taken in

血e co皿ege sha11 be血cluded on血e computation of血e average excluding

physical education, SOCial o血entation and ROTC.

FOR TⅣO - YEAR COU最SESタ鱒ONORS SHALL BE GRA即すED AS FOLLOWS:

Honors are also given to deserv血g graduates from two-year COurseS. The

fonow血g honors may be granted wi血the corresponding requirements for

SuCh honors:

honor general weighted lowest gmde residen∞

種Vemge in my su鴫ect　(in yea購)

With Highest Honors　95% or better　　　90% or better　　　　　　2

With High Honors　　93% to 94%　　　85% or Better　　　　　　2

With Honors　　　　　90% to 92%　　　85% or Better　　　　　　2

In any case, the m純血num residence of a graduate to be granted honors

Should not be longer thm what is indicated or evident in the curricular

Program. Furthermore, he should not have shurmed extra-　Cur轟cular

ac宙vities al血ough he may not have been active in an, and not have

inten血onally violated any law, Ordinance or regulation enforced on the

Polytechnic. This sha皿be applied to all course whe血er short or baccalaureate

g・ In the final resu址of血e computation of grade of candidates for honors,

rounding of grade of candidates for honors, rounding o鯖of final grades

Shall not be a皿owed.

h. Only紐lal grades sha11 be considered on血e computa債on of the general

aVerage.

i. In血e computa缶on of the範nal average of students who are candidates for

graduation with honors, Only resident credits shall be included.

j・ The candidate for graduation with honors should not have any grade lower

than 75% and/Or an unre皿OVed “incomplete" or “ENC" in any academic or

non-aCademic su噌ect, Whe血er preschbed or not in his curriculum, taken

in the Polytechnic or in any other educational institution.

k. Students who are candidates for gradua債on with honors must not have

repeated a su切ect in another educational institution.

l. Students who are candidates for graduation wi血honors must have

COmPleted in the Polytechnic at least 75% of the total nunber of academic

units for graduation and must have been in residence址しerein for at least

2 years血mediately prior to graduation.

m. Students who are candidates for graduation wi血honors must have taken

during each semester not less trun 18　units of credit or in the

normal/regular load prescribed in the curriculun. In case where such



norma1 1oad is less than 18 units but not lower than 15 units, it sha皿be

the responsib址ty of the students to establish the reason for under

OVerload血g wi血血the semester血which it ta.kes place, Sut2ject to血e

COnSideration and approval of血e Depa血ent Chainnan, Executive Dean,

Registrar and the VP for Academic A地心s.

n. A candidate for graduation wi血honors who meet the prescribed grade

average but fa皿ed to satisfy any of the requirements shall be awarded the
“Certj血cate of Graduation with Acade皿ic Distinction”.

F. G最ADUAT重OH EXERCISES

a. The OAR shaⅡ coord血ate the arTangement for血e commencement exercises.

b・ The commencement exercises for a皿gradua血1g Students of the Polytechnic

血cluding those who are to receive their t皿es and cert過cates below the

Bachelor’s Degree’Shall be held on血e same day and on血e same date範Ⅹed

for graduation on血e academic calendar. Each campus may have its ovm

SeParate graduation rites.

C. A皿　graduating students sha皿　attend the commencement exercises as

SC heduled.
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Transcript of Records, eValuation recordJ tertiary

permanent record, Permits, etC.
- Include o純cials and empleyees engaged in academic

a能血s, ei血er with or without regular teaching load.

- Process of giving credit to the grades, Subjects, and

units eamed by transferees from their previous

ins缶tutio n.

一The power of permission to enter. Ad皿ission of students

is govemed by　血e policies on admissions of the

institutio n.

- A document permitting a student to transfer to ano血er

SChool. T址s血cludes a duplicate cony of血e OTR and

Certi丘cate of Good Moral Character.

- The act of certifi心g graduation, degree eamed, COurSe

taken’Su切ects, grades, units eamed, authenticity of

records, and the Hke of the students ty the College

Re gistrar.
- A form indicating a皿the su噌ects and number of units

to be taken血e student in every semester for a particular

COurSe / Cuniculum.
- Ticket regulating admission to a specific suPject at a

Particular time in a determined classroom. It is to be

Submitted on the first day of class to the instnlCtor/

Professor of the class of whieh皿e student is o餌ciany

enrolled. The final grade is written on it at the end ofthe

term and then retumed to the student.
- Refdr to血e degree courses and su切ects o節ered ty the

Col記ge.

- Refer to worksheets, Student,s pemanent records,

grade sheets, enro11ment list, Statistical data, tranSC亘Pt

Of records, Fom 137-A/Secondary O能cial Transc垂)t Of

Records, dipIomas, memOranda, etC.
- Process of detem亜ng student,s scholastic stand血g,

Curricu血r year level, Su助ects, grades and units eamed,

de範ciencies, and gradua血)n.

-　Refers to the me皿od of keeping and preserving

Student,s records.

-　Secondary Students’ pemanent　購cord/Secondary

O鯖cial廿anscript of Records.

- Process of spread血g information regard血g cumicul弧

O熊壷ngs, Su匝CtS O能耽d, admiss主ons a虹d regis紅ation

PO血oies and procedures, entranCe teS血g pofroies and

PrOCedures, entranCe teSting program requirements,

Prerequisites, OAR activ咄es, and the likes.
- Refers to faculty members of the ins也tution.

置Consist of o蹄icials and empIoyees not concemed wi血

academic matters.
- O純ce of Admissions and血e Registrar

- Exercise of procedures regarding a specific matter.

- Process of entering students’grades and credits in the

Permanent reCOrd worksheet, and evaluation sheet.
- An o縦cial activrty dea放しg with血e proper creation,

maintenance? ut址zation, COntrOl’ and dispos弛on of

records.



Registration Form

S払S

S orting

ーDocument showing血at a student is o縦cially enrolled.

List of su助ects, number of units,血ne schedule, and

room assigrment taken are血dicated in the form.

- Student Information and Accounting System

- Process of segregating registration foms accord血g to

COurSe, major, year level, SeC缶on, SeX. After this process

is done, registration foms are arranged alphabetica叫y

O縦cial Transcript of Records - an O能cial document conta血ing血e e-1ist of all su切ects

taken and the chronoIogical sequence wi血中the鱒nal

grades obta血ed and credits eamed.

Va虹da也on 一Process of giving legal form to su助ects and units eamed

try’ tranSfer students　血　their previous school try

undergoing the validation exam血ation.

SEPARA重ILITY CLAUSE

Any part or provision of血is manual也at is invaHd ty virtue of the Couege Code

Or POlicies ofanother units/departments, Other sections or provisions hereof not a飾ected

ty such血consistency sha11 remain in fu11 force and e節ect.

REPEALIⅣG CLAUSE

Existing pofroy/ Standards previously prepared, if血ere’s any, is herety repealed

Or mOdified accord血gly.

因F田Ec農期富Y

T址s MPSPC - Registrar’s Manual shall take e節ect upon its approval ty the Board

Of Trustees.

BIBLIOGRAPHY

CHED Memoranda

Handbook for SchooI Registrars, Copyright 198 1, JMC Press and National

Capital SchooI Registrars Association, Inc.

Education Act of 1982

Manual of Reguhtions for Private Higher Education, Com皿ission on Higher Education

National Associa血)n Of Registra工S Of State Universities and Coneges

Resolutions No. 1 to 5, S. 2001.

Mountain Province State Polytechnic Co11ege Code.

Mountain Province State Polytechnic Co皿ege Student Manual.

Quirino State University Registrar’s O綿ce Operations and Procedures Manual
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)鴫晒擁飾融柚が①箆y浦臼間合口Q 「e印棚d鱒輔弼的諏融合of戸的綱⑬鵬臨場1
禽鍋腿「船鍋瑠紺醗駆鳴軸さ軸鎚記愚t個室噂都電哲綿雪治窮まd竜栂轡や蹄む鍋髄等幽卵、

A融わら部淀細論∩緋地坪⑧請純定離治郎S会函奪縫

糸R丁賭し箆=

慣日高どC丁Ⅳ蜜S

S食擁Q龍3〇千彊館印廟燈る軸遷g踊d釦贈る急腫粗

3・出納輪te組合申舶嶋離執仰轡扉納修論囲督C軸踊らe「 G合日幽朋的爪Å諦観的純適的競縁れd

嬢諦痛粥約両重A明鋸$細さね碑S臆的弛s,

3"曇る雨脚中洞合予既鯖咄鴫a調圧轟慮val轟S鉦頑鳩的手的紡げ駒鳥鵬eがま準函C即席

軸凸印勘購執成,珊d

園
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訃3約輔弼鵬縮緬融約割胎鞘舗幽「鰯頼朝帥頼朝張出鵬難詰廟帥璃持場融か
鵡①鍋桐球面蔓

A締出鷲し匡鵬

鍵特V藍癖允鰯雲

翰珊輔車∵輔弼吊輔弼憶翻技篤璃軸~潤筆緬輔弼鵜津幡鋤的極細醐諒幽融結遠触‡綱嚢

烏辱繭報細畔船満が繭的璃醐脱輪が軸的鴫鍋的手綱軸彊S　触n軸轟
的ぬ庇舗串的細評嶋暁子擬躍如醐凋輔弼叩騨鮎彊堀廟j騰　丹膳錐郵相!王
轡的転調や蝉割増消印瞳鴫臨醗輔弼所為僻鞠宜引綱細耗弱l $聾a転融,
勘乳脂観る翻郎舶謝壁間的卵鴨輔弼由穣鵬手綱岬鐙鮮

允賦了促し蜜柑

棚Pし書棚黛的丁騨G 6沸騰蚤」騨巨富

鴫臥席鎌哩櫛帖岬彊拒絶輔弼南扇腫鵬緬謝9蹄㊥雄劉融印師部的鳴鈍羅臼銅
鏡潮庇臨時親臨細庇函帖細購廟結納調が§扇励郎融駕押舗触

る削減鍋等・馳踊榔融河明証掘削船†南部沖融壇登別細溺帥鵬綱極細輪唱

照輝油蝉南紺綱圃鳴臨鵬欝や錯綜紅喝轟鵬離脱的棚手酌薄

さ・1餅狛敦†職鴫的郊0昭鵠即魂

登、諾朝雨睦的暗礁的擁騨紺踊臨鍋願出輔弼髄鵬

藍潤朝飾絹紳輔1網子融凋鵜主

5,雄噂棚減怠鳴声彊鵬硝面壁鴫も而滅

私5紬彊頼緑樹蝿輔軸y繭a鵬即鵬が縛圃掴穐言鴫轡郁雄棚軸腰部講

師的堅陣汽洞剛繭輸融離脱唖油蝉臨登　臨轡函軸融縛潮陣騨中
潮勘勘衰縄釣魚鱈鴫栂蕊

相鵬雨寄輔繭鋤が鵬細軸輔弼都Y纏筆硯醐闘鳴棚鳥的㊧掬鵬戯細潤

卸等潮鳴㊦栂綱蟹、声子ら籍「獅∴彊合面罵融的t騨′細線櫓柑鳴子航暁鮒那潮納
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撞球排轍彊鏡涌鮒‖鵬諦高潮幡錐登載で胸が吊鴇鮒柚蘭両親面腕白畑臨狙操船所

短軸両胸晩晴短軸馴妬計画雨脚S)

霊能弱銅鏡で極印眺㊧竜腕前棚軸yi鴫知嚢忠常

綱　重囲主鵬輔的抽議

掴誹焼　石騨廟両　部朝融=彊幽潮y　騨　狙撃　蘭蝕鵬破　婚　鵬

親潮経由鳴親藻億竜洋ザ俊雄鱈d

乱丁釜丁栂翻講評紬帥串高嶋こ冶Ⅴ馳駆鷲諌言.謙卸.畠錐蘭的蘭面舵融1
¥

乱工3了樽型匪紳輔紳輔緋鯉短軸鵬満都　　　　　　-



脳

隼雄璃燈　即時軸　鰐縛脱党　鵬　鵠醐　続出　嘩競　弼胆轄虹　鱒合
点凪概縫直抑喝鵡露和

錐膏朋刷博樹醜融繭醐雨蘭繭胆棚坤即納輔

乱最・持髄織鵡融圃輪湖鍋鮎彊蝕彊暁時短融鎚爾執持薬都塵魚油軌聡離
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豊融射弱珊瑚専極細「梅醐

6・2・狛鵬的掲鳩胸両極彊蚤櫛乳脂さし鵬抑鮒妃餅世鋤鵬腫帥融轍
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細c畿弼南面罵言めく柵巨弾窮聯意
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航船雪継雷が印面舶彊飯綱自制圃篤実鳴触細物蛾ion騨細顧制勝急場両胸釧
高瀬両軸彊闘闘即時㊧厳叡=細坤鋤醐餓轟e鍬†(鍬鉦短軸緋鯉諦醐
耕沌V舗浦軸鋼縛岱明上れ轍鮒純白栂患弼鮒融輔弼娼謝掴禽ぬ両錆俊手

鞠酬採納鵬離離融短軸的丁鴫言彊孤も上細融勘綿噸電綱程鍋訓
転轟糟約滴珊螺繭剛鳴臨弼「廊掘扉掲載関門鮒綱綿的短廟
nぬ敵襲算

臥3・年輪曹馳鱒鴨柳籍輔翰部鴨鍋鵬r臨時新約鵠押駒鳴鮒輔弼即S鵠
航速鱒師銀白祭戟善心
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龍馴開鋤や憮総函㊦郵FA

6・3書3捕烏髄邸朝揃噂即凌鵬闘魂S騨高騰操臨機轟相調,詑禽

A統裁Ch勲や種々一
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$◆在戸細珊篤櫨膿鴇㊤晦A離据巴績雨

竜畠う　戸的舶糊的職eg融沖離脱曾笹鵬鞍馬㊤白め勘翰

6・4・てら1輔患鵡鋪鵬G鵬緋慨勘鳴ら駒㊨鎧商融彊暗面翻鵬粥綿合
繊宮邸蔀即日出離宵山網棚鋤如冶自生○栂的車打合「e印腰部e撚鳩胸e
C離船寝r・

蹄41封胎鵡脚勧蝋鴇噂醐鵡s鵬榔醐羽踊○珊蜜的両面暗
記∴則鉛Vl鋤暗親潮胸釘　勘融晦扇餅Å　手蕪婚約鋤嶺
築館鵬告棚卸日朝馳鵬だ婚「/

乱調。篭　了栂鵬的鵬鵜鮪胸囲僧粥胎蚤紺膿聴醐鎚臨掘,撃鎖
しA禽拡牽観調e融宇

乱高点4　丁瞳融合橘鍋鵬を融鳴瑚鵬博す醐網輔鋪蹄師範鮒
畠i馴S賄裳もAV弼練

8・4・1"5手嶋熟語創喧堅㊦韓綻即南鵬融雪納e拭V鍋輔-aS聞$欄軸帥
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さ・4・上原塙e GÅV細日蝕雨的調S持劉室i合鍵ぬ潤ed聞輔圃鍋梅e騨

6高2出場翻電機豊田　鼠色廟o圃○醜さ時日脂鵬勘的A囲め盆硝碑
釦諦贈糾合照鎚南舶細職臓競縞珊鮎鋪郎鎖雨剖肌合r印揃や輔車
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GENERAL FEATURES OF SIAS AT THE REG重STRAR,s oFF重CE

l. Fast enrollment preventing long lines・

2・ Finds available schedules when su切ect is already dosed.

3. Automatically evaluate students based on their curriculum.

4. Saves student performance, absences and violations.

5"　Prints a11 enrollment reports (With statistics)

6. Protects grades from unauthorized editing.

7・ Pr血ts grades, tranSCript, true COPy Of grades, SCholastic and diploma.

8.珊nts cer描cation of enro11ment’grades, and billing of students,
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Republic of the Ph址ppines

COMMISSION ON HIGHER EDUCATION

CORDILLERA ADMINISTRATIVE RBGION

Upper P. Burgos, Baguio City

MEMO FROM THE REGIONAL DIRECTOR

To　　　　: Presidents, Heads, Pubfro, and Private HEIs

Attention　: Registrar

Su助ect　: Guide血es-On-Summer Classes and Over-Load of Su面ects

Date　　　　: 22 March 2000

Ⅹ---〇〇〇〇-----〇〇〇--一〇〇-------○○-〇一一一〇〇〇--○○---------○○----○○---m____○○___〇〇〇___〇〇〇_____○○_○○_○○___○○_○○

In view of myriad血quiries emanating from students of the different higher

education血stitutions in血e regわn’Please be血fomed that overloading of su助ects

and血e o飾ering of Summer Classes are left to血e discretion of血e concemed HEIs

as per the following guidennes, Via:

1. Summer classes are o飾ered as comphance for students who皿unk/fail in

SOme Su切ects on order for血em to be included on the block and血e part

Of the regular classes.

2・ If viability is compromised due to Iow enro血ent’CroSS enroⅢng to

reputable institu缶ons o節e宣子ng血e same courses is anowed on order not to

delay the graduation of students.

3. Nomatry’the marimum unit to be taken is 9, eXCePt for the graduating

Students wherein a maxinum of 12 units may be a皿owed.

However, Since血e HEIs set their own policies are血e aforementioned,

utmOSt Care Should be observed血evalua血Ig血e subjects taken ty students

in order to forestall any repeti債on or occurrence of any problem血皿e future.

For your血formation and guidance.

(SGD・) JOSEPH B. DE LOS SANTOS, Ph. D.

Director IV



Republic of the Ph址ppines

COMMISSION ON HIGHER EDUCATION

CORDILLERA ADMINISTRATIVE REGION

Upper P. Bungos, Baguio City

MEMO FROM THE REGIONAL DIRECTOR

To　　　: Presidents, Heads, Public, and Private HEIs

Attention　: Regis億ar

Sut*ect　: “Addendum to memo from血e Regional Director re Guide虹nes_On_

Summer Classes and Over-Load of Su助ects dated on 22 March 2000”

Date　　　: 07 Ap血2000

Ⅹ----------一一------------置一一〇-〇〇〇--〇〇〇〇--〇〇〇--一一---〇一一---○○------〇〇〇--〇〇〇--_________輸______○○__○○___○○

The aforementioned #Addendum to memo from the Regional Director re

Guidelines-On-Summer Classes and Over-Load of Su切ects dated on 22 March 20OO”

is hereby streng血ened lry the addendum and sha皿read as fo皿ows:

4. Over-loading of su噌ects, it be血g an insti血色onal prerogative, need no

Pemission紅om址s O餓ce tak血g into considerations the fo皿ow血g:

4. 1 the capab址ty of the student; and that

4.2血e student is gInduating

For your information and guidance.

(SGD・) JOSEPH B. DE LOS SANTOS, Ph. D.

Director IV



The Registrar

MOUNTAIN PROVINCE STATE POしYTECHNIC COLしEGE

BONTOC CAMPUS

Bontoc, Mountain Province

MADAM:

This is to request for the Officia! Transc「ipt of Records of the studentIs listed below who was

granted transfer crede=tial from that institution and is temporariIy enroIled in this college.

NAME OF STUDENT/S DATE OF TRANSFER CREDENTIAし

●　The bearer is autho「ized to hand carry this request and the requested document back to this

SChoo=n a seaIed envelope addressed to the Registra「

Very truly yours,

Registra r



Republic of the Philippines

MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE

C調ege ofA虹S and Scie輪ces

Bontoc, Mountain Province

PERMIT TO CROSS-ENROLL

The Registrar

SIR月ⅦADAM :

Pemission is granted

thi s

to

COURSE NUMBER

with the following subjects:

DESCRIPTIVE TITLE

enroll at your school

UNIT S

Ⅴ轟由氏清　　膜盟主鴨鍋旦y

It is very much appreciated if血sther final report on ratings be sent to our school after

the Semester Term’addressed to the Registrar with the documem placed in a SECURTTY

SEALED envelope.

Very truly yours,

Regi strar

SchooI Seal
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