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Foreword

The Mountain Province State Polytechnic College (MPSPC) is a government institution
where every citizen is free to seek enrollment in the different courses. However, as an institution,
it has rules and regulations to be followed in order that its philosophy, vision, mission and goals
could be realized.

The Student Services and Development Office(SSDO) is among the various offices that
looks into the welfare of students as it establishes rules and regulations, implements students
programs, and provides services to students from enrollment to graduation. To some extent it
provides services seeking for employment.

Upon enrollment, a student imposes upon himself all the responsibilities appropriate to
his status as a student; to learn and become morally upright, well-disciplined, civic-minded, and
vocationally efficient. He acknowledges his responsibilities towards the administration, the
faculty, fellow students and fellow citizens in the community. In return, the college assures all
the student respect and protection of his right and privileges.

You have decided to make MPSPC your home as you pursue your college education. She
will bear witness to the development of your God-given talents, to your formation as well as well-
rounded individual who is supposed to become asset in the school, in your home and your
community, in the country and in the services for God.

To attain your goals and dreams, it is best to remind you that your success will greatly
depend on your enthusiasm and purposefulness. The keys therefore, are discipline, good
behavior and industry.

This manual on student services serves as your guide in making the most of your stay as
a student of MPSPC.
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Brief History of Mountain Province State Polytechnic College

As recorded by Dr. Marcelino T. Delson, the first idea of having a college in the province
could be attributed to Mr. Alfredo Belingon who was then the Social Studies Supervisor in the
BIAK division and who retired as Schools Division Superintendent of Kalinga-Apayao. He was
responsible in opening the first barangay high school in the Division of Bangad, Kalinga. After
the establishment of this barangay high school, he started working for the establishment of the
Mountain Province Community College.

In 1973, Mr. John Kodoo Daoas was pulled from his cozy position at the Eastern
Philippine Colleges to run the fledging Mountain Province Community College. Bringing his
experiences as a professor and administrator of a tertiary institution, he harnessed whatever
resource there is and continued the implementation of identified programs. By 1912, there were
four degree programs and two non-degree programs being offered. The degree programs were
Bachelor of Science in Elementary Education, Bachelor of Science in Secondary Education,
Bachelor of Arts, and Bachelor of Science in Commerce. The two non-degree programs were
Graduate Midwifery and Junior Secretarial.

The governance of the Mountain Province Community College was in the hands of Board
of Directors headed by the Provincial Governor. Besides its policy formulation function, the Board
of Directors was also tasked to secure funding support for the fledging college. The college
however, drew its main operating expenses from the fees paid by students. With the low paying
capacity of students who mostly came from the low income families in the region, collections
were far from sufficient to meet the needs of the college.

It was this pitiful financial status of the community college that led people ogling for its
conversion to a state college. As early as 1975, immediately after the implementation of the
Presidential Decree No.1 reorganizing the governmental structures into regions, people started
talking about the establishment of a state college in Mountain Province. Regional Director
Telesforo Boquiren and his Assistant Regional Director Bernardo M. Reyes started proposing for
the establishment of a state college in the province. Proposal were written and submitted to
Secretary Juan Manuel but to no avail. The efforts to open such a state college were mainly
through the administrative route of the Ministry of Education and Culture. Thus, the efforts were
not strong enough to realize the establishment of a state college.

In 1978, the first national assembly of Batasang Pambansa was organized with
Assemblyman Victor S. Dominguez having been elected as one of the Assemblymen representing
Region 1.

Immediately after assuming office as a member of the Batasang Pambansa, Assemblyman
Dominguez requested Mr. Marcelino T. Delson to draft a bill for the creation of a Mountain
Province State Polytechnic College. The draft was prepared and was about to be filed in the
Batasan when a moratorium was imposed against the establishment of additional state colleges
in the country. This was during the early part of the eighties. With the moratorium, the drive to
open a state-college in Mountain Province went into hibernation.

Sometime in 1983, the moratorium on the establishment of state institutions of higher
learning was liberalized for the opening of colleges of agriculture and forestry. This was the time
that the Ifugao State of Agriculture and Forestry was established. Assemblyman Dominguez was
tempted to work also for the establishment of a similar college, but on second thought, he decided
for the establishment of an institution with a broader course offering which is not only limited to
agriculture and forestry. His decision was based on the fact that the province needs not only
professionals or technologists in agriculture and forestry but also specialists in engineering,
teacher education, computer education and other fields of endeavor. Thus, in 1985 he filed
another bill for the creation of a college in his home province. Unfortunately, this was again
overtaken by EDSA revolution which led to the abolition of the Batasang Pambansa. This dashed
the hope of having a state college in Mountain Province established under the Martial Law
Regime.
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After the reorganization of the congress of the Philippines in 1987, Congressman
Dominguez was re-elected and one of his priorities was the establishment of a state college in
Mountain Province. He requested two or three groups to draft again a bill which will establish a
state institution that will cater to the professional and technological needs of the province. The
drafts were synchronized and the final copy was the one filed in congress when it opened for its
session in 1991. This bill later became Republic Act 7182 which known as “An Act Establishing
the Mountain Province State Polytechnic College”. With the signing of R.A. 7182, the dream of
establishing the only college in Mountain Province was finally realized.

The first graduates at Bontoc in March 1991 were those under the Mountain Province
Community College. As MPSPC fully opened in June 1991, only the Bontoc Campus and the
Tadian Campus were in operation. To give way to the increase enrolment from 92 in 1969 to 730
in 1992 and in the employees from 8 to 69, there was the need to rent the Fagsao Building to be
used as MPSPC Administration and Finance Offices. Later, in 1991, the offices were transferred
to the Multi-purpose building until 1996 when the Academic Building was turned over to MPSPC.
Likewise, the College of Engineering and Technology shared with the buildings and facilities of
Tadian School of Arts and Trade until 1996 when the Engineering was completed.

Upon the clamor of the officials of Bauko, Mountain Province, the College of Forestry
opened in 1994 after Mayor Agrayon’s withdrawn of the lot donated for the proposed MPSPC
campus at Chatol, Barlig Mountain Province.
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The seal of the Polytechnic consists of the outer and middle circles. Inscribed the outer
circle is the name of the institution, “Mountain Province State Polytechnic College” and “19927,
representing the year it became a state college.

Between the middle and the inner circles is a gear representing science and technology
with six teeth that stand for the five provinces and one city in the Cordillera.Inside the innermost
circle is a mountain chain that stands for the ten municipalities of the Mountain Province that
comprise the immediate service areas of the Collge. The rice terraces represent the culture and
characteristics of the people while the pine trees represent the five major tribes in the Mountain
Province.

The fire represents the State College, fueled by the four pieces of wood that represent the
four campuses of the College. The Chico River represents the State colleges as a solid foundation
for the development in terms of its four-fold functions of instruction, research, extension and
production.

Part I. Philosophy, Vision, Mission and Goals and Objective of the College
PHILOSOPHY

Man, created in the image and likeness of God, is the center piece of the univers. Thus,
he is eondowed with innate powers, talents and capabilities to develop his potentials for
transformation.

VISION

Mountain Province State Polytechnic Collge gains recognition as a prime education in
the cordilleras for rural development excellence and global competitiveness, as it aspires to
become a state university.

MISSION

Mountain Province Stae Polytechnic College shall:
e Produce responsible, morally upright and globally competitive professionals and
technical workers.
e Promote and undertake relevant resaerch and extension that contribute to local
and national prosperity.
e Advance cultural appropiate and responsive frameworks of education and
development
e Provide progressive and dynamic rural development programs.
e Advocate sound resource management and development programs and;

e Engage in profitable enterprises and become partly self-reliant.
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GOALS

e Attain and Sustain Quality and Excellence
Promote Relevance and Responsiveness

Broaden Access and Equity

Improve and Enhance Efficiency and Effectiveness

CORE VALUES
Mountain Province State Polytechnic College subcribes to the following core values.

Self-discipline
Effectiveness
Responsibility
Versatility
Integrity
Commitment
Efficiency

NonRALN =

COURSE OFFERINGS

Graduate Programs
Doctor of Education
Master in Science Education
Master of Arts in Education
Master in Business Administration
Master in Public Administration

Degree Programs (Bontoc Campus)
Bachelor of Arts
Bachelor of Science in Criminology
Bachelor of Science in Accountancy
Bachelor of Science in Business Administration
- Financial Management
- Marketing Management

Bachelor of Science in Office Administration
Bachelor in Secondary Education

- Mathematics

- General Science

- Social Science

- English

- Indigenous People’s Educ.

- Music and Arts

Bachelor in Elementary Education
- Major in Special Education
- Major in Early Childhood Development

Bachelor of Science in Information Technology

Bachelor of Science in Nursing

Bachelor of Science in Hotel and Restaurants Management
Bachelor of Science in Tourism
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Competencies on Ladderized Programs (HRMT)
Baking/Pastry
Hot and Cold Kitchen
Food and Beverage
Front Office Management
Housekeeping Management
Banquet and Catering
Commercial Cooking
Bar Management
Travel and Tour
Tour Guiding

Degree Programs (Tadian Campus)

Bachelor in Secondary Education
- Mathematics
- General Science
- Social Science
- English
- Indigenous People’s Education
- Music and Arts

Bachelor in Elementary Education
- Major in Special Education
- Major in Early Childhood Development

Bachelor of Science in Electrical Engineering

LADDERIZED PROGRAMS

Bachelor of Science in Civil Engineering

Bachelor of Science in Industrial Education
Bachelor of Science in Industrial Technology
Bachelor of Science in Hotel and Restaurant Services

COMPETENCIES ON LADDERIZED PROGRAMS

Carpentry

Welding and Rebar
Automotive Serving
Building Wiring
Baking/Pastry

Food and Beverage
Food Processing
Front Office management
Banquet and Catering
Handicraft

Hair Science
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COLLEGE FEES

Tuition Fee

Undergraduate Php 60.00*
75.00%*

Masteral 150.00

Doctoral 250.00
Entrance Fee

Undergraduate 60.00

Graduate 100.00
Registration/Matriculation Fee

Undergraduate 75.00

Graduate 100.00
Late Registration 100.00
Adding/Dropping 50.00/subject
Affiliation Fee for Practice Teachers 600.00
Athletic Fee 50.00
Cultural Fee 60.00
Laboratory

Science Subject 100.00

Computer Subject 500.00

Typing 100.00

Criminology Lab 100.00
SCUAA Fee 50.0
RAATI Fee 75.00%*
Clearance/Certification Fee 25.00

Graduation Fee

Undergraduate 300.00
Graduate 500.00
I.D Card/School I.D.
New 250.00
Validation Fee-Old 25.00
Replacement of Lost/Tampered school I.D 250.00
Library Fee 300.00
Spoilage/Lost assessment 50.00
Medical/Dental Fee
Undergraduate 50.00
Graduate 150.00
Borrower’s Card 20.00
OTR
Undergraduate 50.00/per page
Graduate 100.00/per page
Student Service Fee/Development Fee 500.00
Admission Test Fee 100.00***
Scanning Fee 50.00
Authentication Fee 20.0
Evaluation Fee 25.00
Note:

Php 60.00* (tuition fee) for old students
Php 75.00** (tuition fee) for new enrollees
(Implementation started last SY 2010-2011)

This document is a property of Mountain Province State Polytechnic College and the contents are treated in strict confidentiality. Therefore,
unauthorized reproduction is strictly prohibited, unless otherwise, permitted by the Mountain Province State Polytechnic College. All inquiries
regarding this procedure shall be directed to the Management who is responsible for its control.



Doc. Control No. MPSPC-OSA-PM-001
Republic of the Philippines

@ Flountain Province State Polptechnic College Rev. No. Page 10 of 88

Bontoc, Mountain Province

Effective Date

STUDENT MANUAL

RIGHTS OF THE STUDENTS IN SCHOOL

In addition to other rights, prescribed by laws and regulations, students shall
enjoy the following rights:

e The right to receive primarily a competent instruction conducive to students’ full
development as persons with human dignity and relevance in line with national
goals.

o The right to freely choose their fields of study subject to existing curricula and to
continue their course therein up to graduation, except in case of academic
deficiency or violation of disciplinary regulation.

o The right to avail of career guidance and counseling services with consistent and
accurate evaluation of his/her potentials so that he/she may be able to consider
all career alternatives based on sound information about the various fields of
work.

e The right to access his school records, confidentiality of which the school should
maintain and preserve.

e The right to the issuance of official certificates, diplomas, transcript of records,
grades, transfer credentials and other similar documents.

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

e The right to free expression of opinions and suggestions and to effective channels
of communication with appropriate academic and administrative bodies of school
or institution.

e The right to form establishes, join and participate in organizations and societies
recognized by the school to foster the students’ intellectual, cultural, spiritual and
physical growth and development.

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

e The right to be free from involuntary non-admission or suspension from school
without due process or leave of absence.

PART II. THE STUDENT SERVICES AND DEVELOPMENT OFFICE:

1. Vision

The Student Services and Development Office Envisions to be the center for (PRO-
SERVICESS); Practical, Relevant, and Organized Services Equally Responsive and
Valuable for Intellectual, Corporeal, Emotional, Spiritual, and Social development of the
youth.

2. Mission

The Student Services and Development Office serve the students in the
maintenance of a healthy social relationship through varied and dynamic services to
facilitate the optimum development of their potentials.
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3. Goals

4.1. Development Goal

The Student Services and Development Office shall provide student services
towards the development of disciplined, responsible and highly trained students.

4.2. Enabling Goals

In pursuit of the development goals, the Student Services and Development Office
aim to:

4.2.1. Enhance staff commitment and professional capability;
4.2.2. Provide an approach/system of efficient delivery of service;
4.2.3. Create an atmosphere of democratic social interaction; and

4.2.4. Maintain a strong feedback mechanism for evaluation.
5. Organizational Structure (See appendix A)
6. Officials

6.1. The Director of Student Services and Development (DSSD) is the head of the
office and is supervised by the Vice Presidents for Academic Affairs or the
President.

6.2. The SSDO director works in close coordination with the other student service
offices of the college such as the Office of the College Registrar, the College
Library/Learning Resource Center, the Health Services, the Industrial Relations,
Job Placement and On-the Job Training Office, the National Service Training
Program Office and the Campus Ministry, as well as with the different
Department chairpersons of the College and the Directors of the different
Administrative Offices of the College.

6.3. The following officials are under the Office of Student Services: Student Services
Coordinator, Placement and Alumni Relations Officer, Guidance Counselors,
Student Scholarships and Grants Coordinator, Student Organizations and
Advisers.

Services:

Student Services and Development Office, supervises and coordinates different
student service offices/units of the college. Several other offices/units are supervised by
the Director for Student Services and Development as the case may be. The following
offices/units under the jurisdiction of the Student Services and Development are:
Guidance and Counseling, Student Organizations, Scholarships and Grants, Career
Development and Employment/Job Placement, and Alumni Relations.
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1. Guidance and Counseling
1.1. Goals and Objectives

1.1.1. To assist the students achieve their maximum potential by developing self-
awareness and self-realization.

1.1.2. To make available channels in optimizing the students’ capabilities for
achievement.

1.1.3. To assist the students in making satisfactory adjustments in the college
and in reaching responsible decisions in academic, personal and social areas
of their lives.

1.1.4. To undertake researches related to guidance and counseling which could

contribute to the development of the college system.

1.1.5. To provide trainings for paraprofessionals and professionals in guidance
counseling and testing to enable them as partners in guidance work.

1.2. Personnel

A License Guidance counselor heads the Office. He/She manages all the
affairs of the office.

Guidance Staff. Does clerical and guidance related functions.
1.3. Services

1.3.1. Individual inventory. It serves as the 201 file of the students which
includes records of psychological tests taken, counseling visits, and
other pertinent information about the student.

1.3.2. Information. It provides an updated array of educational, vocational
and personal-social materials which can be useful to the students
as in the conduct of some seminars, workshops.

1.3.3. Counseling. It is conducted either individually or in groups on topics
ranging from personal to career concerns.

1.3.4. In-school Placement. It serves as a link between the students and
school Placement Office of the college where students in need of
income are hired as student assistants of the college.

1.3.5. Psychological Testing and Evaluation. It is given to students who
may be in need of such and whose evaluation may be an aide or a
tool in the helping process.

1.3.6. Referral. This refers to cases which are considered beyond the
scope of expertise of the office that are referred to more experienced
and competent professionals as part of the helping process.

1.3.7. Follow-up. It’s a continuing service to the students which includes
a follow-up of the progress of their cases.

1.3.8. Peer Counselors Development Service. It is an approach to student
development which takes advantage of the concept that peers learn
from peers and peers teach peers.
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1.3.9. Research and Evaluation Service. It conducts researches on needs,
problems and performances of students whose findings are reported to the
administration for consideration.

1.3.10. Self-Enhancement Training Service. These are trainings provided as
determined by the guidance counselor based on needs analysis.

2. Student Organizational Development
2.1. Goals and Objectives

2.1.1. To enhance the growth of students as individuals and members of the
academic community by encouraging the formation of different student
clubs and organizations within the college.

2.1.2. To complement the academic and curricular growth and development of the
students through various student projects and activities such as sports fest,
quiz bees and the like.

2.2. Personnel

2.2.1. Under the supervision of the SSDO, this Office is manned by a coordinator
duly designated by the College President

2.2.2. The Coordinator of Student Organization handles the different accredited
student clubs and organizations and the Supreme Student Council.

2.2.3. The Adviser/s of Publications monitors and supervises the activities of the
student publication (as the case maybe).

2.2.4. The Board of Management for Student Organizations (BMSO) handles the
accreditation process of student clubs and organizations. This is composed
of the coordinator, representatives from the students, faculty,
Administration, Adviser, and is headed by the SSDO director.

2.3. Functions
2.3.1. Accredits student clubs and organizations per school year.

2.3.2. Monitors the projects and activities of the different accredited student clubs
and organizations and the Supreme Student Council.

2.3.3. Implements the Rules and Regulations Governing Organized Student
Activities (RRGOSA).

2.3.4. Facilitates meetings/joint activities/exchange of ideas among student
organizations.

2.3.5. Endorses student requests for funding (projects, training, and seminars)
and the use of college facilities.

2.3.6. Approves the posting of promotional materials/advertisements within the
campus.

2.3.7. Recommends college-wide activities geared towards the wholesome
development of the student — mentally, physically, emotionally, socially
spiritually and morally.

This document is a property of Mountain Province State Polytechnic College and the contents are treated in strict confidentiality. Therefore,
unauthorized reproduction is strictly prohibited, unless otherwise, permitted by the Mountain Province State Polytechnic College. All inquiries
regarding this procedure shall be directed to the Management who is responsible for its control.



Doc. Control No. MPSPC-OSA-PM-001
Republic of the Philippines

@ Flountain Province State Polptechnic College Rev. No. Page 14 of 88
: Bontoc, Mountain Province

Effective Date

STUDENT MANUAL

2.3.8. Provides administrative and technical support to the official student
newspaper of the College.

2.4. Student Clubs and Organizations: Their Responsibilities.

2.4.1. Comply with the following Requirements for Accreditation of Student
Clubs/Organizations:

a. Letter of request for accreditation addressed to the SSDO and duly
signed by the elected president of the organization and the faculty
adviser.

b. List of officers of the club/organization with photocopy of the college
identification card (I.D.) and the specimen signature of the officers.

c. List of at least 25 members of the club/organization. The list should
include, among other things, the course each student is enrolled in.

d. Proposed Calendar of Activities of the organization for the School Year.
e. Constitution and By-laws of the Club/Organization.

f. Letter of acceptance of the faculty adviser chosen by the officers and
members of the club/organization (appendix B).

g. Geographical and religious organizations may want to submit two (2)
advisers (internal and external). The internal adviser of a geographical
organization is preferably a faculty member who comes from the same
community/municipality where the students come from.

h. Accomplishment Report. Accomplishment Reports shall be submitted
to the SSDO every after the completion of an activity.

i. Financial Report. Financial reports shall be audited by the external
audit team of the JPIA and duly signed by the same. All Student
organization should submit itself for external auditing. The preceding
shall be a major requirement for reaccreditation.

2.4.2. Guidelines on the Operation of Student Clubs/Organizations

a. The different clubs and organizations within the college are governed
by the Rules and Regulations prescribed for the Organized Student
Activities (RRGOSA).

b. The accreditation process is handled by the Student Services and
Development Office. It shall review the accreditation papers of student
clubs and organizations and make recommendations pertaining
thereto.

c. A Certificate of Accreditation for the school year is issued to a student
club/organization upon approval of its request for accreditation. Such
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certificate is shall be signed by the Director of Student Services and
Development, Executive Dean and the Vice President for Academic
Affairs.

d. The College, through the Student Services and Development Office, has
the right to revoke the certificate of accreditation granted to a Student
club/organization in violation of the rules and regulations of the
college, particularly the Student Code of Conduct and Discipline. As in
all cases involving students, violators will be accorded due process.

e. Fraternities and sororities must be accredited by the college.
Recognition of these organizations is perceived to foster a better
relationship with and among its officers and members and the college
administration.

f. All accredited fraternities and sororities shall be guided by Republic
Act N0.8049: An Act Regulating Hazing and Other Forms of Initiation
Rites in Fraternities, Sororities and Organizations and Providing
Penalties (Appendix C) and CHED Order No. 4 “Preventive Measure
Against Violence and Sanctions or Fraternities and Other Student
Organizations.”

2.4.3. Student Publication

2.4.3.1. The official student newspaper of Bontoc Campus shall be known
as the AP-APAWAY and WAWALITAN for the Tadian Campus and
may be changed subject to proper consultation and deliberation.

2.4.3.2. The Student Services and Development Office provides
administrative and technical support to the official student
publication of the college. In accordance with the issued
guidelines of campus/student journalism, this office updates
student journalists on the current trends in newspaper writing. It
recommends to the student body and the college
administration the attendance of student delegates to different
symposia, seminars and lectures of same nature. It also assists
the staff in the screening of interested students wishing to take
an active part in the student publication.

2.4.3.3. A yearly competitive examination is conducted to determine the
members of the Editorial Board of the student publication. The
college President through the Director of Student Services and
Development creates the Selection Board/Committee whose
members shall include a faculty member, an administrative
staff, a practicing journalist, and a former member of the
editorial board of the student publication and a former
member of the editorial board of the student publication.

2.4.3.4. The publication obtains its finance from the student population
through the Student Publication Fee of Php. 20.00 per semester.
The amount may be increased after complying with consultative
requirements and other legal issuances pertaining thereto.
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2.4.3.5. Republic Act 7079 also known as the Campus Journalism Act and the
Rules and Regulations Governing Organized Student Activities shall serve
as the basic guidelines of the student organ.

2.4.4. Student Government

2.4.4.1. The student government of the college shall be officially called SUPREME
STUDENT COUNCIL (SSC).

2.4.4.2. The Supreme Student Council is governed by its own constitution and
by-laws.

2.4.4.3. It shall exist to democratically serve as the link and bride between the
college administration and the student population; thus, it functions for
the betterment of the student population of the college.

2.4.4.4. Election of officers of the Student Council is, on the other hand, governed
by the Student Election Code which is implemented and carried out by an
independent student body, the Commission on Student Elections. The
Commission on Student Elections is tasked to oversee the orderly conduct
of student elections and to religiously carry out the rules, regulations and
guidelines specified in the Election Code.

2.4.4.5. All members of the student government shall finance the projects and
activities of the student government through the SSC Fee of Php. 20.00
per semester which may be increased after complying with consultative
requirements and other legal issuances pertaining thereto. Accounting
and auditing procedures of finances is indicated in its constitution and by-
Laws and the Rules and Regulations Governing Organized Student
Activities.

2.4.5. Federation of Student Councils

2.4.5.1. All elected student council presidents of the different campuses of the
college system shall confederate and shall form the Federation of (college)
Student Councils. (RA 8292)

2.4.5.2. The President of the federation shall sit as the student trustee in the
Board of Trustees of the College (RA 8292) upon formal endorsement by the
officers of the federation of student councils.

2.4.5.3. This federation exists to unify all efforts of the college system student
council in addressing the needs of the students through a representation in
the College Board of Trustees.

3. Student Housing
3.1. The SSDO through a committee shall:

3.1.1. Provide and manage activities and services to inculcate habits, attitudes,
values of healthful living, efficient home management, good social
relationship and responsiveness among student.
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3.1.2. Ensure that students residing in boarding houses are safe and that their
boarding houses pass the sanitary requirements and condition
prescribed by law and or local ordinances.

3.1.3. Shall conduct regular monitoring and Evaluation of Boarding houses,
apartments, and dormitories providing accommodations to MPSPC
students and recommend the same to students.

3.2. Functions

3.2.1. Provides a list of accredited boarding houses and dormitories within the
vicinity of the college. This list is made available to parents and students
during the opening of classes;

3.2.2. Recommend guidelines to boarding houses and dormitories willing to be
included in the official roster of accredited residence quarters; and

3.2.3. Conducts home visits to boarding houses at least once a semester or
more.

4. Student Scholarships and Assistantship
4.1. Goals and Objectives

4.1.1. To assist students who generally belong to the “poor but deserving” group
to avail of scholarships/grants or financial assistance for educational
purposes.

4.1.2. To scout for possible individual, agency or institutional sponsors for
deserving students.

4.2. Personnel

4.2.1. The office is supervised by the Scholarship and Grants Coordinator who
relates directly to the Director of Student Services and Development Office.
The coordinator works with the scholarship committee composed of the
Vice President for Academic Affairs as Chairman. The members are the :
Director for Student Service and Development, Registrar, Finance Officer,
HRMO and a representative from the student council (refer to College
Code).

4.3. Functions

4.3.1. Keeps records of the different scholarship and educational grants offered
to students either by the college, the national government or by any
interested individual, group of persons or private company.

4.3.2. Disseminates information on possible scholarship slots as provided for by
the Scholarship Committee;

4.3.3. Prepares and implements the Memorandum of Agreement between the
grantor and the college through the Office of the President;

4.3.4. Coordinates with the scholarship committee in the screening of students
availing for scholarship;
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4.3.5. Undertakes the processing of scholarship papers of the students; and

4.3.6. Takes charge of the Student Financial Assistance Program of the college
in coordination with the appropriate office.

4.4. Policies on Scholarship and Educational Grants of the College
4.4.1. MPSPC Sponsored Scholarships:

e Academic Scholarships. Scholarships are granted by the College to
students with excellent academic performance.

- President’s List. A student who gets a general average of 100%-92%
shall enjoy full tuition fee discount provided that he/she carries at
least the regular load prescribed by the department where he/she is
enrolled, is of good moral character and has no grade lower than 86%
in any subject in the previous semester he or she attended.

- Dean’s List. A student who gets a general average of 91%-89% shall
enjoy a 75% tuition fee discount provided that he/she carries the
regular load, is of good moral character and has no grade lower than
80% in any subject in the previous semester he or she attended.

- Entrance Scholars. Scholarships shall be awarded to valedictorians
and salutatorians from public and private schools in the country.
Valedictorians shall enjoy full tuition while salutatorians enjoy 75%
tuition fee for the first semester he/she enrolled in the college.

e Grants-in-Aid-Service. The college shall also extend other privileges in the
form of full or half tuition fee to the following as approved by the board of
trustees:

- Members of the MPSPC Band. The adviser shall recommend to the
College President through the Director for Students Services and
Development. A deserving member of the band will be granted 100%
tuition fee discount. The scholar must have no failing grade, must
attend regular practices as called for by the band master and
participate in school and community activities whenever the school
band is invited or requested to perform.

- ROTC Corp Commander. The ROTC Commandant shall recommend
to the College President through the scholarship coordinator the ROTC
Corp Commander. He/she will be granted 100% fee tuition privilege.
The ROTC Corp Commander to be granted the scholarship must have
no failing grades and must attend regular meetings when called for by
higher authorities.

- Outstanding Athletes. The Sports Director shall screen and
recommend to the College President through the Scholarship
Coordinator the grantees to this program based on set criteria such as:
a) performance in the past athletic competitions as medalist in regional
or athletic competition, and b) abides by the scholarship contract that
serves as the application letter. The qualified athlete will be granted
100% tuition fee discount.

- SSC President. The Adviser shall recommend to the Director of
Student Services and Development and the Chairman of the
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Scholarship Committee through the Scholarship Coordinator the
grantee to this program.

- SSC President-100% discount

-Editor-in-Chief and staff members of the school publication. The
adviser shall recommend to the College President through the Director of
Student Service and Development qualified school publication staffs.
He/she will be granted tuition fee privilege. To qualify for the grant, he/she
must have no failing grades, must attend regular meetings when
scheduled by the Adviser and the college authority and must submit
monthly/quarterly reports and annual reports.

-MPSPC Minstrels (Choral Group)/Student Cultural Arts Group
(SCAG). The Adviser shall recommend to the College President through the
Director of Student Services and Development and the Chairman of the
Scholarship Committee the grantees to this program after a thorough
audition.

-Socio-Cultural Scholarship Grants. The adviser shall recommend to the
College President through the Director of Student Services Development
and the Chairman of the Scholarship Committee the grantees to this
program.

Policies/Guidelines for Grants

- A grantee shall be entitled to free tuition fee, miscellaneous,
laboratory and other fees as billed in the assessment form.

- Shall carry a minimum of 18 academic unit loads except for
graduating students.

- Shall enroll NSTP and PE required subjects, during the prescribed
curricular period; and

- Shall pass all the subjects he/she is enrolled in the semester.

e Service Grants. This grant is given to a working student in recognition of
his/her invaluable services to the college. The supervisor (GSO Director)
shall recommend to the College President through Director for Student
Services and Development the grantees to this program. He/she shall be
entitled to free tuition fee, miscellaneous, laboratory and other fees as
billed in the assessment form.

e Special Privileges. Free tuition fee is granted to employees and children

of employees (Art. 76 sec. 1.g of the College Code.

o Student Assistants. The GSO Director shall recommend to the College
President through the Director of student Service and Development
qualified student assistants. The criteria in selection of student assistants
include the following: a) financial need of the applicant as supported by
the most recent Income Tax Return (ITR) of the Family or a Sworn
Statement in the case of Non-filing of such return; b) general ability of the
student to combine work and study without prejudice to one or the other,
as evidenced by the academic record of the student for the past two school
terms, or 4th year high school card (for entering freshmen applicants); and
c) specific or special skills possessed by the applicant in relation to the job.
(See handbook for student assistants)
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4.4.2. DILG Special Privilege. As stipulated in the Local Government Code,
incumbent officers of the Sangguniang Kabataan and legitimate children
of incumbent Sangguniang Kagawad shall be exempted from paying
tuition fees enrolled in State Colleges and Universities.

Requirements:

e Most recent certification from the DILG Officer or Municipal Mayor.
e Grades in the last semester attended.

4.4.3 Private-Sponsored Scholarship and Grants

With the intention of giving financial assistance to the student with
excellent academic performance, non- government entities or individuals
have forged the Memorandum of Agreement with the College. Specific
criteria, guidelines and procedures are set by the sponsors that are most
applicable to their end. In most cases, the pre-screening is carried out by
the Scholarship committee in accordance with the prescribed criteria. In
some instances, the students personally work for the scholarship and the
processing of the document is asserted by the committee.

5. Auxiliary Services
5.1 Goals and Objectives

5.1.1. Provide assistance in other student-related concerns such as identification
cards, insurance and others.

5.1.2. To ensure the smooth flow of procedures for the different services offered
by the office.

5.2 . Procedures

5.2.1. Obtaining Student Identification (ID) Card

e Applying for an ID Card
- Present the current registration form.
- Fill-in the application form (Identification Card Registration Form)
- Proceed to the ID Room for picture taking.
- Claim the ID card on the specified date.

e Validation of ID card
- A student who is enrolled for the semester is required to have an ID
cards validated for the current semester. He/she must report to the
Student Services and Development Office for validation stickers.
- No student will be allowed entry to the college premises without the
validation sticker even when the student has officially paid his/her
school fees.

e Rules on the Use of ID Cards
- A student is obliged to wear his/her Identification cards at all times.
- No student is allowed to enter the college premise without wearing
identification card properly singed by the Director of Student Services
and Development and validated for the current semester.
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e Any student who violates the rules and regulation pertaining to the
proper use of the college ID shall be dealt with accordingly as per the
Student Code of Conduct and Discipline.

e Replacing a Lost ID card
- Secures an affidavit of lost
- Fill up ID replacement form (Appendix D)
- Present the affidavit of loss (Appendix E) and replacement form,
current registration form and one copy of the official ID pictures.
- Pay the required ID fee and the penalty for lost ID card.
- Claim the ID card on the specified date.

5.2.2. Student Group Insurance

The college encourages a student to avail of Student Group Insurance
Package. However, any student who: a) is officially enrolled in the National
Service Training Program (NSTP), b) officially enrolled in Supervised
Industrial Training Program (SIT) or On-the-job Training Program (OJT) or
Off Campus Student Teaching, c)will go on field/educational trips and
related activities is required to get a Student Group Insurance.

5.2.3. Student Mails
¢ A bonafide student can have his/her mails addressed to the college.

e Mails can be claimed from the Student Service and Development Office
during office hours provide that the student present his/her ID card.

o Itis recommended that mails be addressed properly as in the example
below:
Ms. MA. CRISTINA CRUZ
Mountain Province State Polytechnic College
Bontoc Campus, Bontoc 2616
Mountain Province, Philippines

5.2.4. School Uniform
e Each Department has its own prescribed uniform. A department is
authorized to sell uniform at a reasonable price as a department IGP.

5.2.5. Attendance to Seminars and trainings
e Students’ participation to seminars and trainings shall be determined by
the SSDO and approved by the College President considering its
relevance and the concept of “equal opportunity.”

6. Career Development and Capability Building Services (Job Placement and Alumni
Services)

6.1. Goals and Objectives
6.1.1. To provide employment counseling to graduating students.
6.1.2. To make available to students information on career pathing.

6.1.3. To conduct development activities and other related pre-employment
activities.

6.1.4. Shall establish rules regarding attendance to seminars and trainings by the
students.
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0.2. Personnel
6.2.1. The chair of the committee or task force on Career Development and
Employment Services relates directly to the Director of Student Services and

Development Office.

6.2.2. The task force coordinates with the Department chairpersons or other
similar program of the college.

6.3. Functions:

6.3.1. Assists students in their career discovery

6.3.2. Conducts career counseling / advising

6.3.3. Facilitates / scouts opportunities for job placement

6.3.4. Conducts job fairs

6.3.5. Provides internet links

6.3.6. Designs programs and training (career orientation)
7. Sports, Recreational, Socio-Cultural, and Research and Extension Services
7.1. Goals and Objectives

7.1.1. To assist in the total development of the students through activities
designed for the wise use of leisure time.

7.1.2. To promote the development of self-confidence, sportsmanship, social and
cultural growth of students.

7.1.3 To Conduct and facilitate research and extension activities to develop the
culture of research and community involvement.

7.2. Personnel

7.2.1. The unit shall be headed by the coordinator of Socio-Cultural Affairs
designated by the College President.

7.2.2. The Sports Director coordinates with the Student Services and Development
Office on the conduct of sports-related activities.

7.3. Functions

7.3.1. Plans and conducts sports, recreational, socio-cultural, and research and
extension activities for the student.

7.3.2. Manages and offers facilities.

7.3.3. Coordinates college activities to be used for recreational and socio-cultural
programs and activities.

7.3.4. Supervise the performing art groups with the college (MPSPC band.
Minstrels, SCAG).

7.3.5. Initiates / stages exhibits and competitions / contests.
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8. Other Student-Service Offices

There are other offices within the college responsible in serving the student
population but are not under the direct supervision and management of the Student
Services and Development Office. These offices function to respond to the needs of the
student population and to augment the student services of the college. Such
offices/services are the following: Office of the College Registrar, Food Services, Health
Services, Library and Resource Learning Centers and National Service Training Program.

8.1. The College Registrar’s Office
8.1.1. Goals and Objectives

8.1.1.1. To maintain an updated registry of student records.
8.1.1.2. To ensure a systematic and orderly management of student
records.

8.1.1.3. To prepare a periodic report on the statistical data as to
enrolment and academic performance of the students.

8.1.1.4. To assist incoming students in their choice of course within the
college.

8.1.2. Personnel
8.1.2.1. The College Registrar heads the office.

8.1.2.2. The administrative staff of this Office includes a registrar and clerical
staff. Student assistants and OJT students are also assigned to
assist in the office.

8.1.3. Functions:
e Plans, supervises and is responsible for:

- registration / enrollment of students

- admission and selective retention of students

- compliance of admission and academic requirements

- enforcement of government and college regulations on academic
scholarships, scholastic delinquency, transferees, accreditation,
student loading, subject sequence, cross-enrollment, graduation,
graduation with honors, changing / adding / dropping of subjects, and
other related matters

- selection of honor student

e Prepares the following

- Transcript of Records

- Certifications (enrolment, units earned, graduation, completed
academic requirements, etc.

- Evaluation forms (official list of subjects already taken by the student
with the corresponding grades obtained)

- Honorable dismissal (granted to students wishing to voluntarily
withdraw from the college.

- Diploma

- Rating Slips
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8.2. Library and Learning Resource Center
8.2.1. Goals and Objectives

8.2.1.1 To create an adequate and stimulating learning
environment by providing information resources in pursuit
of teaching, research and extension work of the academic
institution.

8.2.1.2. To acquire, organize, and provide materials in line with
the institution’s main objectives, course offerings and
programs.

8.2.1.3. To offer formal and informal institution’s to library users
in the use of books and resources.

8.2.1.4. To provide library users a reading area and other library
facilities

8.2.1.5. To coordinate with the faculty and students
regarding their needs on institutional materials;

8.2.1.6. To provide a variety of reading materials on different
subjects and interests of students;

8.2.1.7. To establish linkages and networks with other agencies
for library donations and resource sharing; and

8.2.1.8. To extend services to the community and other agencies.
8.2.2. Personnel

8.2.2.1. The Supervising Librarian closely coordinates with the
Student Services and Development Office, Department
Chairpersons and the Executive Dean in determining the
book needs of the students.

8.2.3. Functions:

8.2.3.1. Makes available textbooks, reference books, interest and
hobby books, magazines and other periodicals at the
Library and Learning Resource Center of the college.

8.2.3.2. Updates the collection of the library by collecting the
request of the department on needed books and other
materials. Facilitate the procurement of new collection.

8.2.3.3. Scouts for possible donors of books and other materials.
Offer other audio-visual materials relevant to classroom
activities.

8.2.4. Guidelines in the Use of the Library Facilities
8.2.4.1. A students wishing to use the facilities and resources of
the library is required to present a validated borrower’s

card together with his/her school ID.

8.2.4.2. For faculty and administrative personnel, the college I.D.
should be presented upon entry.
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8.2.4.3. Researchers coming from outside of the college are
required to present a referral letter from the Librarian of
the institution of origin.

8.2.5. How to apply for Library Card

8.2.5.1. Present the current registration form to the Librarian-in-
charge together with the student ID for the current
semester.

8.2.5.2. Submit two (2) 2x2 ID pictures for a new students and one
(1) 2x2 for an old student

8.2.5.3. Claim the borrower’s card on the specified date by
presenting the registration form

8.2.6. Internet Policies
8.2.6.1. Internet services are made available to students.

8.2.6.2. A students must present his/her ID cards before he/she
could log in.

8.2.6.3. Minimal charges set by the finance office is paid to the
operator who remits daily collections to the cashier.

8.2.6.4. Opening, viewing and posting pornographic materials are
strictly prohibited.

8.3. On the Job Training Program
8.3.1. Goals and Objectives

8.3.1.1. To ensure a collaborative partnership with the various
industrial and employment firms and organizations within
the country through a continuous deployment of students
in the On-the-Job Training Program of the college.

8.3.1.2. To provide the students (both enrolled and graduated) with
a list of partner schools, companies, agencies and firms for
possible training and employment.

8.3.1.3. To complement the academic learning of the students
through first-hand experience in the world of work.

8.3.2. Personnel

8.3.2.1. The On-the-Job Training Program is taken care of by the
department chairs person/Faculty-in-charge. They submit
reports to the Office of the Campus Dean and coordinates
with the Director for Student Services and Development
Office.

8.3.2.2. The Department Chairpersons and Coordinators should
coordinate closely with the Student Services and
Development Office through the Head of the Job Placement
Services.
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8.3.3. Functions:

8.3.3.1. Coordinates the On-the-Job Training (OJT) or Supervised
Industrial Training Program (SIT) for students enrolled in
the OJT/SIT subject.

8.3.3.2. Makes referrals for job placement for graduates of the
College through the Student Services and Development
Office.

8.3.3.3. Disseminates announcement for job vacancies from
requesting firms, companies and organizations.

8.3.3.4. Ensure that Student Internship Programs of every
department shall be guided by CMO 23 “Guidelines for
Student Internship Program in the Philippines (SIPP) for all

Programs with Practicum Subject” and Republic Act 9710
“Magna Carta of Women.”

8.4. Health Services
8.4.1. Goals and Objectives

8.4.1.1. To provide primary medical care exclusively to students,
faculty and college personnel.

8.4.1.2. To ensure a healthy working environment for the
students, employees and faculty members of the college.

8.4.2. Personnel

8.4.2.1. The College Dentist/Physician heads the College Health
Services Office. He works in close coordination with the
Student Services and Development Office (for student
cases), the Vice President for Academic Affairs (for faculty
concerns) and the Vice President for Administration (for
employee concerns).

8.4.2.2. Under the supervision of the College Dentist/Physician is
the College Nurse

8.4.3. Functions:
8.4.3.1. Handles simple, uncomplicated and stable medical cases.

8.4.3.2. Engages in preventive-promotive activities such as
physical, medical and dental examinations.

8.4.3.3. Renders diagnostic and treatment services.
8.4.3.4. Attends to accidents and emergencies.

8.4.3.5. Refers cases to hospitals.
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8.4.3.6. Conducts medical examinations to students who will be
deployed in their Supervised Industrial Training or On-the-
Job Training.

8.4.3.7. Keeps medical records of students and employees.

8.5. Campus Ministry
8.5.1. Goals and Objectives

8.5.1.1. To provide an avenue for the spiritual needs of the
students, faculty and administrative personnel of the
college.

8.5.1.2. To complement the cognitive, social emotional and
physical needs of the college population with spiritual
activities for a total personality development.

8.5.1.3. To strive towards an educational approach in answering
the spiritual needs of the college population.

8.5.2. Personnel
8.5.2.1. The advisers of religious organizations closely coordinate
with the Director of Student Services and development and
the College Deans in the conduct of activities of the Campus
Ministry.
8.5.3. Functions:

8.5.3.1. Coordinates ecumenical services i.e., baccalaureate mass,
etc.

8.5.3.2. Conducts/offers retreats and recollections.
8.5.3.3. Organizes Bible studies and Bible sharing.

8.5.3.4. Conducts outreach programs.

8.6. National Service Training Program (NSTP)
8.6.1. Goals and Objectives

8.6.1.1. Prepare college students for possible service in case of
external and internal security problems.

8.6.1.2. Train and develop the ROTC cadets as future enlisted
reservists of the AFP

8.6.1.3. Inculcate among the youth the spirit of patriotism and
nationalism and enhance their involvement in
public and civic oriented activities.

8.6.1.4. Prepare the youth for the vital role in nation building;
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8.6.1.5. Develop and promote the physical, moral, spiritual,
intellectual and social well-being of the youth;

8.6.1.6. Develop civic consciousness and good citizenship among
the youth; and

8.6.1.7. Train and develop, mold and produce service oriented and
responsible students that will be of help to the locality and
community.

8.6.2. Personnel

8.6.2.1. The office is headed by the NSTP director designated by
the College President.

8.6.2.2. The Reserved Officers Training Corps (ROTC) is headed by
the Commandant who closely coordinates with the NSTP
Director.

8.6.3. Functions:

8.6.3.1. Provides modules along the areas of physical, moral,
spiritual, intellectual and social well-being of the students
through the Military Training Services (MTS) and Civic
Welfare Training Services (CWTS) program. Establishes
linkages with various communities.

8.7. Food Services
8.7.1. Goals and Objectives

8.7.1.1. To provide nutritious food and school supplies to the
students, employees, faculty, college officials and guest at
a reasonable price.

8.7.1.2. To ensure a variety of food available for breakfast, lunch,
dinner and snacks of the students and employees of the
college.

8.7.2. Personnel

8.7.2.1. The Personnel closely coordinates with the Director of
Student Services and Development in terms of food
services. The Canteen Manager has under his/her function
to employ several people providing food service to the
college.

8.7.3. Functions
8.7.3.1. Ensures a variety and affordable food services for
breakfast, lunch, snacks and dinner of the students and

employees.

8.6.3.2. Provides catering services
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PART III. General Guidelines and Procedures for Students on Academic Affairs Operation
1. Grading System

The undergraduate grading system

Percentage Descriptive Rating
Equivalent

98-100 Excellent/Very Superior
95-97 Superior

92-94 Very Good/Above Average
89-91 Very Good/Above Average
86-88 Very Good/Above Average
82-85 Good/Average

79-81 Good/Average

77-78 Satisfactory/Fair

75-76 Satisfactory/Fair

50-74 Failure

DR Dropped

INC Incomplete

WP Withdrawn with permit

The passing grade in the undergraduate level is 75. The Incomplete,( INC) mark is given
when student whose class standing throughout the semester is passing but fails to take the
examination or submit other requirements of the course due to illness or other valid reasons. If
found justified, the student may be given special examinations. In cases when the class standing
is not passing, and the student fails to take the final examinations for no valid reasons a grade
of 70 shall be given.

If a student passes an examination for the removal of an “INC” the final grade shall be
higher. If he fails grade of 70 shall be given. An incomplete mark not removed within the period
provided for removal shall automatically be 70.

In progress (Pr) shall be given for a work actually being undertaken at the time the grades
are submitted. This should be written under remarks.

WP (withdrawn with permit) mark is given for courses or subjects that are dropped before
the mid-term examinations. A “D” marks is given for students who drop their subjects after the
mid-term test with permission and 70 without permission.

The No Final Examination (NFE) mark is given to a student who has completed
requirements of the course but fails to take the final examinations. The student is given one
semester to take the exam; otherwise, the Registrar’s Office will automatically convert the NFE
to 70.

All reports of grades must be recorded to the Office of the Registrar within one (1) week
after the final examinations at the end of each semester/term.

Grades shall not be changed after they shall have been submitted to the Office of the
Registrar. However, should there be a need to make a change; the Instructor concerned should
notify the Department Chairman, the Executive Dean and the Registrar.
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The Graduate Level Grading System

Grade Percentage Descriptive Equivalent
Equivalent

1.0 99 + Excellent

1.1 98 - 99 Excellent

1.2 97 Very Satisfactory

1.3 95 -96 Very Satisfactory

1.4 94 Satisfactory

1.5 92 -93 Satisfactory

1.7 89 -90 Fair

1.8 88 Fair

1.9 86 -87 Poor

2.0 85 Poor

2.25 80 -84 (Conditional)

3.0 79 and below Failure

e The passing grade in the graduate courses is 2.0.

e Other marks in use but not included in the computation of weighted general average are:
- Dropped (D). This mark given when a course is officially dropped.

- Incomplete (INC). This mark is given when a student whose class standing
throughout the semester is passing ; passed the final examination but failed to
submit other requirements of the course due to illness or valid reasons.

- No Examination (NE). This mark is given when a student whose class standing
throughout the semester is passing but failed to take the final exam.

- In Process (IP). This mark is given for ongoing thesis / dissertation and
independent research only. A numerical grade shall be given only after approval
of thesis / dissertation manuscript by the Thesis / Dissertation Advisory
Committee. The IP mark shall not be counted for any purpose.

- Withdrawn with permit (WP). This mark is given for courses that are dropped
before the midterm examinations.

2. Academic Load
2.1. Undergraduate Level

2.1.1. The total number of units in a regular semester for which a student may
register shall be in accordance with the curricular programs the student is
enrolled in.

2.1.2. During Summer Term, the normal load shall be six (6) units of technical or
laboratory subjects provided that in justifiable cases the Executive Dean in
consultation with the Department Chairman may allow a student to take nine
(9) units of laboratory subjects. A graduating student shall be allowed a
higher load but not exceeding 12 units.

2.1.3. Only a graduating student is allowed to have an overload, subject to his/her
academic standing.

2.1.4. A graduating student may be permitted to carry a heavier load but not to
exceed 28 units subject to approval by authorities concerned.
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2.1.5. A teacher Education student taking up Practice Teaching is not allowed to
have any other subjects taken alongside with Practice Teaching.

2.1.6. A student who is considered as a scholastic delinquent is not allowed to
have an overload.

2.1.7. The academic load of transferee students shall be limited only to the
subjects without prerequisite until such time that he/she complete the pre-
requisites.

2.1.8. The agency / employer of any working student shall recommend the
maximum load of the said student to be approved by the Department Chair;
in any case, the load should not exceed that which is allowed of regular
students.

2.2. Graduate Level

2.2.1. The number of units to be registered shall depend on the status of the
student as follows:

e A full- time student on study leave, under the local Scholarship Program
(L'SP) of the

Civil Service Commission and non-working students) may be allowed a
maximum of twelve (12) units every semester and nine (9) units during
summer.

e A part-time student is allowed during the regular semester a maximum of
nine (9) units. During summer, he/she students can enroll six (6) units
only.

3. Attendance
3.1. Student Attendance

3.1.1. The regular class attendance requirement is 54 class hours in one semester

for a 3 units ‘subject without laboratory and 36 class hours in one semester
for a 2 unit subject. Three hours will be for every unit of laboratory. The
number of class hours for any subject equivalent to number of class hours
for any subject computed at eighteen (18) hours per unit.
The professor/Instructor has the prerogative to exercise classroom guidance
by determining causes of his/her student’s absence. If the student incurred
three (3) consecutive or four (4) nonconsecutive absence, then the
professor/Instructor is in the position to assess the causes of his/her
student’s absence and has the prerogative to decide whether to excuse or not
his/her student based on the given explanation.

If the Professor/Instructor finds out that the student is suffering from
psychological emotional, personal problems, then that will be the time that
the student is referred to the guidance office for proper counseling services.
When referring to the Guidance Office , the Professor/Instructor fills-up a
guidance referral slip and indicates his/her assessments or findings as basis
for referring the student for counseling services.
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3.1.2. Re-entry slip of absences shall be obtained from the Office of the Guidance
and Counseling and to be submitted to the Student Services and
Development Office to finally decide whether the case is Excused or Un-
excused. The Guidance Office refers the case up to the SSDO for proper action
before the former schedules a follow-up counseling session

4. Residence
4.1. Undergraduate Level

- An undergraduate student must finish the requirements of a course within a
period of actual residence equivalent to a maximum of two (2) years of the
normal length prescribed for the course; otherwise he/she shall not be allowed
to re-enroll further in that course or advised to take additional subjects under
justifiable reasons. Exceptions to this rule may be allowed on a case to case
basis.

- Transfer students must have taken at least 50% of the total number of
required units in the curriculum at the College.

- No student shall graduate from the College unless he/she has completed at
least one (1) year of residence work immediately prior to graduation.

- Requests for extension beyond the given grace period will have to be addressed
to the Office of the Registrar and endorsed by the Executive Dean.

- Cases that merit consideration are usually due to health reasons. A
corresponding certification from the College Health Services should be
obtained and presented to the Office of the Registrar.

4.1.3. Working Students

- A working student is required to finish his/her course within the specified
years as provided for in his/her curriculum plus an additional one year or
two semesters.

- For reasons beyond his/her control illness, financial difficulties, etc) he/
she may be allowed a grace period of two years or four semesters.

- Working mothers shall have the prerogative to choose their class schedules to
accommodate their work schedule and their time for their children.

4.2. Graduate Level

A minimum of two semester residence is required or an equivalent
of eighteen (18) units for the masters level and twenty-seven (27) units or
three (3) semesters for doctoral level.

5. Cross-Enrollment

5.1. The College allows for the cross-enrollment of a student from another school
under the following conditions:

5.2. The student is graduating at the end of the academic year or other
justifiable reasons.

5.3. The subject to be cross-enrolled is not a major subject and is not being
offered in the college where he{she comes from;
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5.4. The maximum number of units allowed for cross-enrollment is six (6), unless
otherwise the other subjects are already the remaining courses to be taken
by the student to qualify him/her for graduation.

5.5. No student shall be registered in any department in the college without the
permission of the Department Chairman of the department where the student
will be primarily enrolled; and the rotation of the college Registrar.

5.6. The College shall give no credit for any subject taken by a student from
another university, college, or school if his/her enrollment in such subject was
not authorized in writing by the Executive Dean;

5.7. The requests for cross-enrollment shall be recommended by the Department
Head concerned and submitted to the Office of the Executive Dean. Cross-
enrollment permits will be issued by the Office of the Registrar based on the
approved request from the College Dean.

6. Enrollment Procedure for freshmen and New Student

6.1. A student shall be accepted in the college regardless of age, sex, nationality,
religious beliefs, socio-economic status or political affiliations. The different
departments shall not reject the enrolment of females who passed the
battery of tests given by the Guidance Office.

6.2. The student must have graduated from recognized secondary schools.

6.3. A students must meet all the prescribed admission requirements of the
College, to with

e Complete and valid credentials (Form 138, Certificate of Good Moral
Character and a copy of Birth Certificate; Marriage Contract for
married female students).

e Qualified General Weighted Average (GWA) set by the College or by
CHED.

e Permit to study from the agency in cases of employed students
(government or private).

6.4. A student must pledge to abide by and comply with all the rules and
regulations of the College.

6.5. A student must not have enrolled in any academic or college subject/s prior
to the enrollment as beginning freshmen; otherwise, he/she shall be
classified as transferee.

6.6. A student enrolled in vocational courses or those not leading to a degree
program are admitted as beginning freshmen.

6.7 Student must take the guided admission test administered by the College.
7. Transferees
7.1. Undergraduate Level

e Validation of courses taken from non-members of PASUC is required.
The regular period for validation tests shall be (2) weeks before the first
day of registration for each term or semester. No validating fee shall be
charged during the regular period. Validating test given after the first
day of registration shall be levied a fee of Php 15.00 per subject and
only upon approval of the admission office;
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¢ All subjects and units taken from any private institution with courses
duly accredited by any accrediting agency under the Federation of
Accrediting Agencies in the Philippines (FAAP) may be accredited,
provided that they are prescribed in the curriculum and have the same
course content and number of units, and subject to residency
requirement;

¢ Only units earned by foreign students in the collegiate level shall be
given credit. Units earned in technical / vocational courses not be
credited towards a degree program;

e Transferees from other private institutions with courses not yet
accredited by any accrediting agency under the FAAP should undergo
validation of subjects as prescribed in the accreditation process.

7.1.2. Transferees from other Schools / Universities

7.1.2.1. A student from other schools, colleges and universities wishing
to transfer to MPSPC may do so provided that they undergo the
same screening procedures that an entering new student
undergoes.

7.1.2.2. He/she must also comply with the following admission
requirements:

e Honorable dismissal from the previous university /
college;
e Complete and valid credential
e Other requirements prescribed by the College and the
concerned department:
- Copy of grades signed by the Registrar or OTR for
reference purposes
- Certificate of Transfer Credential
- Interview
- Physical or Health Examination
- Certificate of Good Moral Character
- Marriage Contract for married female students
- Permit to study from the agency in cases of
employed students (government or private)
e Only a student who has enrolled in any course leading to
a degree program is admitted as transferee.

e An Official Transcript of Record (ORT) shall be submitted
prior to admission for the following semester. Otherwise,
enrollment will not be allowed.

o Transferees from other SUC shall be admitted and treated
as regular students in accordance with the existing
policies of the College.

e Must pledge to abide by and comply with all the rules and
regulations of the College.
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7.1.2.3. Apart from those previously mentioned, the following will
have to be observed:

e A transferee from other state universities and colleges
must have an average of 2.5. or better

e A transferee from non-SUC must have an average of 2.5
or better and must be able to pass the validation
examinations of the subjects already taken from the
previous university where he/she came from.

7.2. Graduate Level

7.2. A student who has been admitted to the Graduate School may apply for
advance or transfer of credits for work done in other educational institutions
upon presentation of credentials showing that courses taken are fully
equivalent to those given at MPSPC.

e The course work for which transfer of credit is requested should be
evaluated and hereby determined as to how much of the earned units
can be transferred.

e A student transferring from institutions other than PASUC member
institutions and accredited private institutions shall take a validating
examination for a subject that can be credited in the degree course.

e A transferee can be granted nine (9) units as advanced or transfer
credits of which six (6) units are basic subjects and three (3) units are
either major or cognate subjects for the masters degree. For the
doctoral level, transferee can be granted twenty four (24) units as
advanced or transfer credits of which nine (9) units are basic subjects
and fifteen (15) units are either major or cognate subjects.

7.3. Request for transfer from other campus within the system.

7.3.1. A letter of request endorsed by the Campus Dean where the student
came from will have to be addressed to the College President
through the College Dean.

7.4. Request to shift course (to another department)

7.4.1. Ideally, a student is discouraged from shifting courses; however,
approval is granted on a case-to-case basis.

7.4.2. The approval is granted by the accepting Department Chairman and
endorsed by the Department Chairman of the previous course
enrolled by the student and approved by the Executive Dean. The
Office of the Registrar will have to be provided with a copy of the
approved letter of request for record purposes.

8. Leave of Absence

8.1. A student who wishes to defer enrolment for a particular semester or school year
may do so provided that he/she applies for a leave of absence from the College.

This document is a property of Mountain Province State Polytechnic College and the contents are treated in strict confidentiality. Therefore,
unauthorized reproduction is strictly prohibited, unless otherwise, permitted by the Mountain Province State Polytechnic College. All inquiries
regarding this procedure shall be directed to the Management who is responsible for its control.



Doc. Control No. MPSPC-OSA-PM-001
Republic of the Philippines

@ Flountain Province State Polptechnic College Rev. No. Page 36 of 88
: Bontoc, Mountain Province

Effective Date

STUDENT MANUAL

8.2. The request will have to be formally submitted to the Office of the Registrar
and endorsed by the Department Head and the Executive Dean.

8.3. Before approval of the leave of absence, the student is also required to report
to the Office of Guidance and Counseling to undergo the necessary interview
regarding the application for leave of absence.

8.4. A student who goes on leave for a particular semester is advised to return to
the college during the semester that he/she goes on leave in order for him /
her to maintain his / her regular status as a student.

8.5. A student is also allowed to go on leave only for one (1) year. Approval for
requests of extension of the leave of absence is made on a case-to-case basis.

8.6. A student who has not returned after 5 years of absence from the college will
be accepted for enrolment provided that he/she will enroll as a freshman.

8.7. This shall be guided by Republic Act 9710 “Magna Carta of Women.” In particular, the
following provisions shall be observed:

8.7.1 No female student shall be expelled, dismissed, suspended, refused or denied of
admission, or forced to take a leave of absence in any educational institution solely
on grounds of pregnancy outside marriage during her school term.

8.7.2 When needed, students who are pregnant shall be accorded with a special leave of
absence from school upon advice of the attending physician, and be given an
opportunity to make up for missed classes and examinations. The same leave
benefits shall likewise be accorded to pregnant faculty members, and school
personnel and staff.

8.7.3 Pregnant students shall be assisted through available support services while in
school, such as but not limited to counseling to ensure completion of their studies.

9. Incomplete Grade
9.1. Undergraduate Students

9.1.1. An undergraduate student who has incurred a grade of incomplete on a
particular subject is given one semester to comply with the requirements of
the subject before a grade is given.

9.1.2. Failure to do so will automatically mean a grade of 70 or failed in the
subject concerned.

9.2. Graduate Students

9.2.1. A graduate student who has incurred a grade of Incomplete (Inc) and no
exam (NE) on a particular subject is given one (1) year to comply with the
requirements for completion . Failure of a student to do so shall be a
sufficient good for conversion of the “Inc” and “NE” marks to a grade of “70”
by the concerned faculty or with his authorization by the Admissions Office.

9.2.2. The concerned graduate student will have to fill in a completion form
obtained from the Office of the Registrar and have it be signed by the
subject Professor and the Graduate School Dean.

« ” « »

is on leave for six (6) months or more, has transferred, or was separated from
the service, the student can complete the requirement under the new of the
said course professor upon recommendation and approval of the Dean of

the Graduate School.

10. Changing / Adding / Dropping of Subjects
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10.2. Changing / Adding / Dropping of subjects shall be made within the
specified period and subject to payment of corresponding fees.

10.3. Changing / Adding of subjects shall be allowed only when schedules allow
such.

10.4. Subjects changed / added unofficially or without prior approval of the
Chairman shall not be given credit.

10.5. Total load carried by a student including the additional subject/s must not
exceed the prescribed maximum load under the rule on academic load or
that which is prescribed for his curriculum year during the term / semester.

10.6. Official dropping of a subject shall be allowed only before the mid-term. After
the midterm, a student may still be allowed to drop a subject for a valid and
justifiable reason determined by the Guidance Office and the Subject Teacher
concern.

10.7. Unofficial dropping of a subject after the midterm shall earn the student a
failing grade.

11. Admission Policy

1. A student shall be accepted regardless of age, sex, nationality, religious belief, socio-
economic status political affiliations’. The different Departments shall not reject the
enrolment of females and LGBTQ individuals who passed the battery of tests given by
the Guidance Office.

2. A student must be a graduate of recognized secondary schools.

3. A student must pass the scholastic Aptitude test and take career preference inventory at
the Guidance Office. Female applicants are to be given career mentoring before enrolling
in their chosen program.

4. A student must meet all the prescribed admission requirements of the college.

A. He/she must submit the following documents:
1. Form 138 or its equivalent
2. Certificate of Health Examination issued by a government physician
3. Certificate of Good Moral Character as a certified by the principal of the
secondary school attended.
4. Copy of NSO Certificate
S. Copy of NSO Marriage Contract for married female students.

B. He/she students must qualify in the average grade requirement set by the college
or by CHED.

C. He/she must pass interviews and admission tests required by the College or its
respective units.

S. A student must not have enrolled in any academic or college subject/s prior to the
enrollment as beginning freshmen; otherwise, he/she shall be classified as transferees.

6. A student enrolled in vocational courses or those not leading to a degree program are
admitted as beginning freshman.
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DEPARTMENTAL ENTRY REQUIREMENTS

All colleges and or departments shall be guided by latest guidelines and CMOs issued by
CHED:

A. Teacher Education (CMO 30, s.2004 and CMO 52, s.2007; latest CMO applicable)

1. The student should pass an admission test developed and validated by the Teacher
Education Department.

2. A student who does not meet the minimum cut-off scores in the admission test
may be admitted under probation. However, when admitted, he/she must meet
certain minimum retention requirements to be set by the school before the student
can enroll professional education courses or major subjects.

B. Criminal Justice Education-Criminology (CMO 21, s.2005; latest CMO applicable)
1. A student must pass the drug and psychological test.

2. As general rule for transfer of students, the study load and sequence of subject
shall be followed as prescribed in the curriculum.

C. Accountancy (CMO NO. 26, s.2001; latest CMO applicable)
1. Applicants for admission should pass the college entrance examinations.

2. Equivalency credits for non-formal courses/work experience should be granted
upon admission.
-Schools may establish maximum allowable equivalency credits and/or validated
credits, but these must not exceed seventy five percent (75%) of the total units
required to meet the prescribed residence requirement for the course.

*Proposed admission and Retention Policy by the Accountancy Department aside
from those mentioned in the CMO.

1. To be retained in the BSA/BSAT program a student should pass all
accounting, Law and Taxation subjects. One retake per subject is allowed.

2. To pass the comprehensive examination, the student shall obtain a
general average of 75% but with no grade below 65% in any of the CE
subjects.

3. He/she must pass the English proficiency test/examination

D. Civil/Geodetic/Electrical Engineering (CMO No.25, s.2005; latest CMO applicable)

The admission of each college/school of engineering shall require all students to
meet the following entrance standard:

1. All students shall pass an engineering aptitude examination and meet a standard
aptitude score.
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