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THE SCHOOL LOGO 
   
 The symbolic figure represents the beautiful Mother-Child relationship characterized by genuine 
concern, commitment and dedication. The symbol is in gold and green. Ever verdant, ever hopeful, ever 
shining with the promise of beautiful harvest despite all odds…this is what the resplendent combination 
of green and gold symbolizes. The school has continuously lived up to this ideal for over half a century 
and will continue to do so. 
 
 

PHILOSOPHY, VISION, MISSION OF THE INSTITUTION 
 
 
 

PHILOSOPHY 
   

Meycauayan College upholds the “Mother and Child” Philosophy.  As an institution of 
learning, it is committed to the formation of well-rounded individuals in the pursuit of their ultimate 
goal for the betterment of the society. 
 
 

VISION 
   
   
  Meycauayan College envisions herself as an autonomous college, producing globally 
competent graduates. 

 
 

MISSION 
 
   

Meycauayan College provides quality education, promotes cross-cultural understanding 
and produces globally competent graduates with moral and spiritual values imbued with a sense of 
leadership and responsibility. 
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BRIEF HISTORICAL DEVELOPMENT OF THE INSTITUTION 
  

The year 1925 marked a significant event in the history of Meycauayan, for it brought the 
establishment of Meycauayan Institute – the first private high school in the municipality. Founded by a 
few civic-oriented citizens, the Meycauayan Institute was conceived in the ideals of service and 
dedication to the moral, spiritual, cultural, and educational improvement of the youth in the field of 
secondary education. 
   
 From its humble beginnings in 1925, the Meycauayan Institute carried on with its mission. It was 
a continuous struggle for survival and recognition. The Board of Directors, the Administrators, faculty, 
personnel and the parents worked hand in hand for a noble cause. Their hopes were high, their aims 
lofty, and their purpose sincere. 
 
 In the mid-seventies, escalating transportation rates and prices of goods prompted parents to 
clamor for the opening of college courses to enable their children to pursue tertiary education at a 
minimal cost. 
 
 In June 1977, the permits to offer the first year curricular offerings for BSE, BSC, and AB were 
approved including two-year secretarial course. In 1980, the Meycauayan Institute was renamed 
Meycauayan College and in May 1981, the first college graduation was held.  
 
 The Department of Education, Culture and Sports granted the permit to Meycauayan College to 
open its Child Study Center in 1985. Consequently, the Elementary Department was established. 
 
 A few years later, in the tertiary level, new courses were added – Bachelor in Elementary 
Education (1987) and Bachelor of Science in Accountancy (1990), to replace BSC major in Accounting. In 
1991, Banking and Finance Course was changed to Financial Management. In 1993, Master of Arts in 
Education major in Psychology, English, Mathematics, Administration and Supervision, Physical 
Education and Educational Management were offered to cater to the growing demands for graduate 
studies. In the era of modern technology, the college applied to open Bachelor of Science in Computer 
Science (BSCS) and was granted permission by The Commission on Higher Education in 1995. 
 
 Likewise, permits were granted to open the following courses: Bachelor of Science in Hospitality 
Management (BSHM), Bachelor of Science in Travel Management (BSTM), Bachelor of Science in 
Accounting Technology (BSAT), Bachelor of Science in Social Work (BSWW), Bachelor of Science in 
Criminology (BSC), Bachelor of Library and Information Science (BLIS), Bachelor of Science in Legal 
Management (BSLM), and Bachelor of Physical Education (BPE). 
 

From 1929 to the present, the Meycauayan College, has graduated thousands of alumni who 
have assumed respective positions in their chosen fields: education, business, computer technology and 
other industries. To honor those students who successfully passed the licensure examination, as 
Certified Public Accountants and Licensed Teachers, their names were etched in the wall of board 
passers. 
 
 The Meycauayan College cannot forget its founders, administrators, and all the people behind 
its growth and development. Its present administration pledges to move forward with its commitment 
to the youth and the community. Its mission and vision is geared towards meeting the challenges of 
times and is attuned not only with the needs and goals of the country but also with global requirements. 
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The College specifically aims that the graduates of Meycauayan College, having been nurtured in 
accordance with the mother-and-child philosophy and having been endowed with quality education as 
posited in the mission and vision of the school, would: 

 
1. Demonstrate analytical and critical thinking ability; 

 

2. Prove to be resilient in meeting local and global challenges; 
 

3. Develop a sense of leadership both in their professional career and in community involvement; 
 

4. Act in accordance with the core values of TRUE MCians: Transparent, Responsible, United and 
Exemplary MCians. 

 
 The growth in student population in the elementary, secondary and tertiary levels has 
imperatively demanded for an expansion of the campus, classrooms and other facilities, hence, the 
purchase of a 3-hectare lot in Malhacan, City of Meycauayan. It is now the site of “the Annex”, a four – 
story building housing the High School department, a privately managed canteen and a multi – purpose 
gym. 
 
 In the main campus, a three-story building was constructed where the multi-purpose hall is 
located.  The first and second floors are used by the pre-elementary and elementary students while the 
third floor is for the college students. In addition, the school has installed Computer and Science 
laboratories.  
 
 For better services, the school provides the following: Health Services, Guidance and Counseling, 
Student Services, Library Services, Records Management, Cash, and Accounting Offices.  And for spiritual 
purpose, a chapel is constructed at the Annex and a prayer room at the main campus. 
 
 These developments have been made to promote quality service and academic excellence. 
 
   
DESCRIPTION OF THE SERVICE AREA OF THE INSTITUTION 
 
 Meycauayan College is located in the busy area of the City of Meycauayan, Bulacan.  It services 
the students coming from the cities of Meycauayan, Valenzuela, Caloocan, Malabon, San Jose del Monte 
and Malolos; and the towns of Marilao, Bocaue and Sta. Maria. 
 
 
STUDENT SERVICES AND FACILITIES 
 The College exists principally to serve the students and therefore, it keeps on strengthening its 
capability to extend better services.  
 
 The College offers the following services and facilities: 
  

1. Registration: This service is done by the Records 
Management Office, an important component of the school 
system. The office receives files, keeps and prints students’ 
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records and school data with utmost care and strict confidentiality. It follows the school’s 
policies and the CHED’s regulations.  It is located at the ground floor, north side of the MC Main 
Campus.  

 
The air-conditioned Records Management Office is equipped with computer units and printers. 
With this technology, the office renders a better service to everyone.  

 
The following are the services provided by the Records Management Office: 

a. Enrolment Assistance and Registration 
  b. Issuance of Documents (TOR, add/cancel forms,    
      prospectus, diploma, report of grades, etc.) 
  c. Announcement of Examination Schedules 
  d. Evaluation of grades and Posting of Dean’s List 
 

2. Academic Advisement: The College provides a regular 
program of consultation between faculty members and 
students.  Members of the Faculty  and other academic 
staff take turns in providing the students with pieces of advice 
and recommendations with respect to their concerns 
particularly their academic standing, requirements, plans, and 

needs.   
3. Guidance and Counseling Office: Located at the mezzanine floor 
at the West side of the Main Campus and in the first floor of the 
Annex Campus, provides the appropriate guidance and Counseling 
programs and services that respond to the needs of the students.  It 
facilitates the students’ awareness and understanding of their 
artistic, emotional, interpersonal, intellectual, spiritual and physical 
development. It helps the students cope with their personal and 
academic problems.  It assists the administration and the faculty in 
improving the learning environment in the community. The 
Guidance and Counseling Office is open from 8:00 a.m. to 6:00 p.m., 
Mondays through Fridays. 

 
It also provides the following services: psychological testing and personality evaluations, 

academic advising and career counseling, group and peer 
counseling, life planning, certifications, and other related 
services. 

4.  Cash Office: Now located on the North side of the 
main campus is responsible in the receipt of cash from the 
students and other sources. Its three cashiers work hand in 
hand in receiving tuition fees, miscellaneous and other fees. 
This Office is also responsible for the preparation of checks for 
payments to suppliers of books, uniforms, and others.  All 
transactions involving monetary matters pass through this 
office.  Led by an efficient head, the office is always willing to 

assist and guide the students and is open to their suggestions for improvements. 
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5. Management Information Systems Office (MISO): 

Located at the second floor of the Main campus, the MISO is 

situated between the Guidance and Counseling office and the 

Student Services Office. It has multiple functions, the most 

important of which is to develop Information Technology 

strategy in support of the company’s mission core objectives. 

Its services to students are: 

1. To  issue examination permits; 

2. To  provide statements of accounts; 

3. To give internet accounts. 

6. Student Services Office (SSO): Monitors all activities sponsored 

by the duly recognized student organizations and implements the 

school rules and regulations on discipline. The SSO, whenever 

required, issues gate pass and permits for uniform exemptions, 

visitations, activities, and other related matters that involve the 

students. 

7. Libraries. College Library: offers 

academic library resources and 

services which cover all the College’s curricular offerings and instructional 

programs. It is an air conditioned library where the students and faculty can 

do their individual study and researches. Located at the third floor in the west 

side of the main campus, it endeavours to provide and maintain a strong 

collection, capable of supporting the instructional, research and other 

bibliographical needs of both students and faculty. It has a collection of more 

than 10, 000 volumes of books, copies of graduate and undergraduate theses, 

documents, pamphlets and other research materials such as periodicals, journals, and magazines. The 

collections of the library are organized using the Dewey Decimal Classification System (DDC). The library 

has adequate computers with internet connection and collection of CD, DVD and other multi-media 

instructional materials. 

 
The library is divided into sections namely: the Periodical, the Circulation, the Reference, the Reserve, 
the Technical and the Internet. 
 
The library gives orientation classes, guides users in their selection of books and other instructional 
materials in terms of abilities and interest, assists students group to use resources of the library in the 
promotion of their projects, provides the technical and specialized study materials needed to keep the 
faculty abreast in the teaching field, helps to develop a  desirable attitude in the care of school property, 
issues written communication to library users who wish to conduct research and to avail of books from 
other libraries. 
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The library offers no-noon-break services with the following schedules: Mondays – Thursdays from 8:00 
a.m. to 8:00 p.m.; and Fridays from 8:00 a.m. to 5:00pm. 
 
8. Health Services Offices: Include medical 
and dental clinics. The medical clinic 
provides first aid, consultations and 
medications for common ailments: sprain, 
cough, colds, muscle pain, diarrhea, sore 
eyes, hyperacidity and the like. The school 
doctor conducts physical examination for all 
new students. The school clinic is located at 
the first floor of the East  side corner at the 
Main Campus and another one at the Annex 
Campus. It opens from 7:30 a.m. to 9:00 
p.m. on weekdays and 8:00 a.m.to 5:00 p.m. every Saturday. 
 
 The clinic personnel ensure that adequate help is given to the student who is in need of medical 
attention. In some cases, the nurse notifies the respective teacher who in turn informs the parents to 
fetch their child/ student. The parents or the authorized persons fill up a form for issuance of gate pass. 
First Aid treatment is promptly given and in case of serious illness and injuries, patients are transported 
to the nearest hospital for proper medical treatment. 
  

The school dentist examines the patients/students and gives oral hygiene instructions. Proper 
treatment is provided whenever required.  

 
The clinic conducts annual medical and dental check-ups for the faculty, non-teaching personnel 

and the students. 
 
9.  Community Outreach and Extension Office (COR):  Carries one of the functions of the school which is 
the community extension services.  The school through this office and in partnership with the 
community and concerned agencies provides the following services: Non-formal education, feeding 
program and health related information to children beneficiaries; and Family development through skills 
training, livelihood assistance and capability building.   
 
10. Research, Publication, and Linkages Office (RPLO):  As a partner in the production of knowledge 
towards quality education and in line with its institutional thrust of providing well-balanced education 
through academic excellence, the research department is committed to:  
a. Support the endeavors of both the students and members of the faculty in conducting basic and 

applied researches in relation to their academic pursuit; 
b. Enhance and promote an academic environment capacity to the faculty and students; 
c. Disseminate research information that enables others to utilize recent research findings; 
d. Initiate and facilitate research interests that will further improve the quality of instructions for 

all program areas offered by the institution; and 
e. Collaborate with government organizations and other research institutions in their research 

endeavors. 
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11. Food Services: The canteen offers a 
variety of menu selections, and is open 
from 7:00 a.m. to 6:00 p.m. during 
weekdays. At the Main Campus, it is 
located at the ground floor near the 
Elementary Department Rooms. The 
proximity of its location as well as its 
well-furnished and secured facilities 
provides a safe environment for the 
students to have their recess and lunch 
breaks. 
 

  
12. Science Laboratories: The school has 
several science laboratories for classroom 
experimentations and activities. In the 
College Department, the Chemistry/Physics 
Laboratory and Natural Science Laboratory 
are located near the Computer 
Laboratories at the third floor in the West 
side of the Main campus.  For the high 
school, they are located at the fourth floor 
of the Annex Campus. The laboratories 
house the needed equipment and 

apparatuses as well as chemicals and visual models such as human torso, molecular models, etc. 
 
13. Psychology Laboratory: located near the 
Graduate School Office, provides the venue for 
hands-on practice, psychological research 
laboratory and application of psychological 
principles for every student majoring in Psychology. 
 

  
 
 
14. Sports and Athletic Facilities: The College has a strong physical 
education and sports development program. Its sports facilities 
include an outdoor volleyball court, a basketball court inside the 
gymnasium, a weight room for athletes, and courts/facilities for 
various sports. It encourages students to try out for its various 
varsity teams (basketball, volleyball, table tennis, chess, etc.). It 
expects its students to get actively involved in intramural 
competitions. 
 

 The gymnasium is located at the MC Annex Campus. Its functional priorities are: (a) during class 
time: the use of the gymnasium is exclusively for the MC students, faculty and staff for MC related 
activities; (b) outside class hours, priority usage is given to the following: MC students: MC Varsity 
Teams, MC Faculty and Staff Sports Teams, Official MC sponsored events and activities; (c) in special 
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cases, others such as the Family Council and MC Alumni may use the gymnasium outside class hours 
upon seeking an approval from  the Student Services Office. 
 
15. Computer Laboratories: Students and 
faculty members may avail of various 
computer service needs. The College 
Department provides two computer 
laboratories for classroom hands-on and one 
internet laboratory at the third floor of the 
East side of the MC Main Campus near the 
Natural Science/Biology Laboratory which 
can be used by the students during their free 
time. Service Hours: Monday to Friday – 8:00 a.m. to 8:00 p.m.  
Students may log on to www.meyc-college.edu.ph for inquiries/information. 

 
 
16. Spiritual Services: The College has an active, multi-faith 
community which offers a range of events and support services.  For 
this purpose the Dalanginan ni San Jose Chapel was constructed at 
the MC Annex Campus and a Prayer Room in the main campus.  
Mass is celebrated either at the chapel, the multi-purpose hall, the 
quadrangle at the main campus or at the 
gymnasium. 
 

17. Hostel: The MC Hostel provides a venue for the training of Hotel and 
Restaurant Management students.  It has an atmosphere just like that of a hotel 
complete with the following amenities: meeting and function rooms, cafeteria, 
traveling agency, reception area and lobby, kitchen, private rooms and a Travel 
Management office. It is located near the Human Resource Management and 
Development Office. 
 
18.  Multi-Purpose Hall: The school’s multi-purpose hall (Dr. Locsin Hall), located at the third floor of the 
South side of MC Main Campus, has a seating capacity of 300. It is well ventilated, equipped with sound 
and lighting systems and is used for seminars, conferences and other social gatherings. Reservations for 
the use of the multi-purpose are made at the Student Services Office. 

 
19. Speech Laboratory: This training facility aims to help develop the oral communication skills of the 

students toward enhancing their personality growth and development. 
It is located at the fourth floor of the Annex Campus. 
 
20. College Bookstore: The Main Campus College Bookstore is located 
beside the Prayer Room. In stock is a wide variety of school supplies, 
patches, school pins, PE uniforms, school uniforms of the grade school, 
High School and elementary books that can be purchased at a very 
reasonable price. It opens from 8:00 a.m. to 5:00 p.m. during the whole 
week. 
 
  

http://www.meyc-college.edu.ph/
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21. Publications: The College produces students-staffed newspapers: The College Chronicle (College 
Dept.), The Bamboo (HS Dept.) and Siit (Elem. Dept.); the college literary portfolio and the alumni 
newsletter – AlumNews. These are intended to inform the respective College communities to present 
opinions and to share creative efforts.  
 
 The College Chronicle (TCC) is published three times a year and all bona fide college students are 
welcomed to contribute articles, review and other literary works. The TCC members are selected 
through a comprehensive examination and interview.  Its office is located near the entrance gate along 
with that of the Supreme Student Council.  
 
22. Information and Bulletin Boards: available around the campus 
premises. The boards display information concerning school events, such 
as convocation and sports activities, plays, concerts and dances. Each 
recognized organization is given its own board for announcements and 
the like, however, prior approval from the Student Services Office is 
required before posting. Failure to do so will receive its corresponding 
sanction/penalty as stated on the handbook.  
 
23. Alumni Services: The school has established its alumni office to keep 
track of the MC graduates. Tracer studies are conducted to determine the whereabouts of the alumni. 

 
24. Parking: The school provides parking spaces for the vehicle/s of 
the students, faculty and personnel.  Parking stickers are required 
and may be bought at the Cash Office.  The owner/ applicant 
should submit a photocopy of the registration of the vehicle and 
his driver’s license to the Cash Office.  The school is not liable for 
any damage or loss that may be incurred while the vehicle is 
parked at the designated area. 
 
25. Safety and Security Service: 
The College works in close 

coordination with the security agency in the implementation and 
enforcement of security in the campus. As part of the college effort to 
ascertain the safety and security of the students under care, helpful 
guidelines are given out to students and parents. 
 
 In compliance with the requirements of the local governments, 
regular fire, earthquake and evacuation drills are conducted in the 
campus as organized by the Student Services Office. 
 
 26. Financial Advice: The College extends help to the students with their financial difficulties 
through discounts, scholarships, assistance, and loans. The College gives discounts to the following: 
those who pay the tuition fee in full; those siblings who are both studying in the school; those with good 
academic standing; and those who are MC high school graduates. (refer to page 20) 
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ADMISSION POLICY 
 
 The student who enrols in the College must abide by the rules and regulations of the school. 
Failure on his/her part to comply empowers the school to deny admission. 
 
 Academic excellence is one of the factors considered in admitting the student to the school. 
 
FOR FRESHMEN 
 

1. Applicants for first year college must take the Meycauayan College Entrance Examination 
(MCEE) administered by the Guidance and Counseling Office and must submit the following: 

a. Copy of academic performance in the secondary school (Form 138); 
b. one (1) colored ID picture (size 2x2) 
 

2. During the enrolment the applicants must submit the following requirements to the Records 
Management Office: 
a. Results of the Meycauayan College Entrance Examination (MCEE);  
b. report card (form 138); 
c. certificate of good moral character ; 
d. clear photocopy of birth certificate; 

  
3.  The Records Management Office will verify the submitted credentials to ensure authenticity 

and completeness. Any falsification and misrepresentation of such documents would constitute 
ground for disqualification. 
 

FOR TRANSFEREES 
  

A transferee is welcome to enrol provided that he/she conforms to the following terms and 
conditions: 

 
1. A student who wishes to transfer to Meycauayan College must submit the following to the 

Records Management Office for evaluation: 
 

a. Clear photocopy of his/her transcript of records duly certified by Office of the Registrar 
of   his/her previous school; 

b. Certificate of good moral character; 
c. Clear photocopy of birth certificate; and 
d. Transfer credentials 

 
2. After evaluation of the requirements, the applicant must take the MCEE and the result must be 

satisfactory. 
 

3.  Upon meeting the requirements to transfer, the applicant shall secure the admission slip from 
the Guidance and Counseling Office which shall be presented to the Records Management 
Office for final approval of admission. 
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FOR CROSS ENROLEES 
 
 The College accepts cross enrolment of students from another college or university in 
recognition of their academic freedom, provided, that the admission is subject to the school’s enrolment 
policies and subject availability. 
 

1. Cross-enrolees must present to the Records Management Office a written permit issued by their 
mother school. 

2. Cross-enrolees shall be considered as new students. Their enrolment shall be approved by the 
Records Management Office. 

3. The certification of grade/s obtained at the end of the term, upon request, shall be forwarded 
by the Records Management Office to the mother school of the cross-enrolee. 

 
FOR SECOND BACCALAUREATE DEGREE APPLICANTS 
  

The College entertains applications for a second baccalaureate degree. 
 

1. An applicant should submit a certified true copy of his/her transcript of records to the Records 
Management Office. 

2. Should the applicant merit a favourable evaluation, the Dean will endorse him/her to take the 
Diagnostic Examination to be administered by the Guidance and Counseling Office. 

3. Admission to the chosen second program is dependent on the results of the diagnostic 
examinations. 

4. Upon meeting all the requirements, the applicant should accomplish the admission slip for the 
final approval of the Dean. 

 
ENROLMENT POLICIES 
 
 FOR RE-ENROLEES (OLD STUDENTS) 
 
 The students who shall re-enrol in the College are subject to the following: 
 

1. Renewal of registration depends upon the student’s previous academic performance. He/she 
must show competence for college work and actual compliance with the College rules and 
regulations. 

 
2. The student should register during the designated enrolment periods. Late enrolment may be 

entertained within two weeks from the start of classes.  
 

3. An old student may not be accepted for re-enrolment in the College if he/she: 
 

a. Has been disqualified for violation of rules and regulations; or  for breach of school   
discipline; 

b. Has been found lacking in transcript of records or Form 137; 
c.  Has unsettled accounts with the Cash Office. 

 
4. A student who fails 1/3 of the registered units in the previous semester will be given a warning; 

if 1/2 of the registered units, he/she will be placed under probation; if in the succeeding 
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semester, the poor performance has been repeated, the student will no longer be accepted for 
re-enrolment. 

 
5. Students are not allowed to take overload units except in the last semesters before graduation, 

or in highly meritorious cases as determined by the Dean. 
 

6. Students are considered enrolled only after payments of the required fees and their names are 
included in the Master list. 

 
7. The College reserves the right to cancel subjects already programmed due to insufficient 

number of students or other circumstances. No fees are imposed for changing of subjects in 
such a case. 

 
8. The College may withhold the release of pertinent papers, such as list of grades or transcript of 

records, to those who wish to transfer to another school until their accounts are settled.  
 
FOR PREGNANT STUDENTS  
 
 The school accepts students who are pregnant but they will have to conform to the following 

rules: 
 

1. A student who is six months pregnant and/or will give birth before the semester ends shall not 
be allowed to enrol. 

 
2. A pregnant student will have to submit to the Student Services Office a certification from her 

doctor or an Ob-Gyne regarding rule #1. 
 

3. A student in her third month of pregnancy is required to apply for uniform exemption at the 
Student Services Office from wearing the prescribed uniform; no uniform exemption will be 
given out after the enrolment period. 

 
 
ENROLMENT PROCEDURES 
 
 During the enrolment the students should 
 

1. Present the following at the Records Management Office before the enrolment forms are 
issued: 
a. New Student – Admission Slip, credentials (original Form 138, clear photocopy of NSO, good 

moral certificate) 
b. Old Student – Clearance 
c. Transferees – Admission Slip, Honorable Dismissal or Transfer Credential and photocopy of 

TOR 
 

2. Choose the subjects to take from the list of subject offerings posted on the bulletin boards. 
 

3.  Proceed to the Assessment and Checking Area, then to the Cash Office. 
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4.  Proceed to the following offices: 
a. Health Services Office for medical check-up. 
b. College Library for the library card 
c. SSO for the I.D., Student’s Handbook and Agreement Letter 

 
 
ASSESMENT AND PAYMENT OF FEES 
  
 The College charges, as noted by the CHED, reasonable fees for the quality education it 
provides. 
 

1. The Cash Office is responsible for the collection of fees which include tuition and other 
miscellaneous fees. 

  
2. Fees may be paid in full or by instalment basis.  The students who choose the instalment basis 

are reminded to observe the Scheduled Dates of Payment. 
 

3. If the student choose installment payment, the following conditions will be observed: 
a. Installment charges will be applied; 
b. Rebates will be given for payments made on or before due dates; and 
c. Rebates, if applicable, will be applied in the next due date. 

  
4. Students with back accounts should settle their deficiency before they can enrol. 

 
5. Students with BACK ACCOUNTS shall be PENALIZED with 10% of the total amount EFFECTIVE 

JUNE 2013.  
 

6. Students who fail to meet the deadline for installment payment as stipulated in the statement 
of accounts will be subjected to penalty.  

 
 
 
ADJUSTMENT AND REFUND OF FEES 
 
 The College refunds to the students who cancel or drop the program within two weeks from the 
start of the class, the corresponding payments made subject to the following adjustment: 
 
 1. A student who withdraws from a program before the official start of classes shall be charged 
the registration fee which is not refundable. 
  
 2. A student who officially drops a course/program within the first two weeks from the official 
start of classes shall be charged as follows  whether he/she has attended classes or not. 
 
  a. within the First Week  10% of the total fees for the program 
  b. within the Second Week 20% of the total fees for the program 
  c. After the Second Week No refund (full amount will be charged to the student) 

3. There is no refund of fees during summer classes. 
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ADDING/CHANGING/DROPPING OF SUBJECTS 
 
 The College allows adding/dropping/changing of subjects and even the dropping of any course 
program in recognition of the right of the students to make decisions concerning their academic life. 
 

1. Any change in schedule shall be done during the enrolment period subject to the approval of the 
Dean’s Office and the Records Management Office. 

  
2. Dropping of subjects is allowed only before the midterm examinations.  

 
3. A student who drops a subject without approval of the Dean shall be marked UD (Unofficially 

Dropped) in the subject. 
 

4. To drop a subject officially, the student must fill-out a dropping form, secure the approval of the 
Dean and obtain from the Records Management Office the corresponding endorsement to the 
Cash Office for adjustment of fees if it is applicable. 

 
This is the sample of the Add/Cancel form which is to be filled out by the student concerned. 
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This is the sample of the Dropping Form which is to be filled out by the student concerned 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SHIFTING OF PROGRAM 
 
 The College allows any bona fide student to change/shift to another course/major provided that 
the following are met: 
 

1. When shifting to another course/major with the same academic requirements within the same 
area or when shifting from one area to another, the student: 

 
a. Must accomplish the shifting form and have it signed by the program head concerned;  
b. Submit a clear photocopy of his/her updated certification of grades duly certified by the 

Records Management Office ; and 
c. Secure an endorsement letter from the Guidance Counselor. 

 
2. Acceptance to another course/major would depend on the evaluated grades in the transcript of 

records duly certified by the Records Management Office and upon the recommendation of the 
chairperson of the area where the student wishes to shift.  
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3. Upon meeting the said requirements for shifting, the applicant must secure the final approval of 
the Dean. 
 
This is the sample of the Shifting form to be filled out by the student concerned. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TUTORIAL CLASSES  
 

The College allows tutorial classes to graduating students provided that the subject/s are out-of-
schedule or offered but the schedule is in conflict with their other classes.  
 

A student who wishes to enrol in a tutorial class must submit a letter of request addressed to 
the Dean for approval. 

 
 The student who is approved for tutorial class shall pay the corresponding fee as recommended 
by the school administration for the requested subject.  
 
SUBSTITUTION OF SUBJECTS 
  
 The school allows subject substitution provided that they are in accordance with CHED’s and the 
school’s rules and regulations. 
 
  Every substitution of subject crediting must comply with the following: 
 

a.       The subjects are allied and they carry the same number of units. 
b.       The substitution is endorsed by the Area Chairperson concerned and recommended by    
           the Dean for  approval. 
c.       The substitution is approved by the Records Management Office. 
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RETENTION POLICY  
  

Since the school is geared towards producing quality graduates attuned in realizing its vision and 
mission, the following selection and retention standards are hereby implemented: 

 
1. Renewal of registration depends upon the students’ previous academic performance. They must 

show their competence for college work as prospective professionals. They must have passed all 
the registered subjects in the previous semester. 
 

2. Any student who obtains a failing grade in three (3) or more subjects in any given semester shall 
be placed under academic probation with respect to his/her succeeding semesters of 
enrolment. 
 

3. If in the succeeding semester his/her poor performance is repeated, the student will be 
disqualified from re-enrolling in the same discipline in the succeeding semesters remaining in 
the course. He/she may then be advised to shift to another field of specialization or course. 

 
4. Grades of students must be evaluated every semester by the heads of the respective areas. 

Those found to be performing below par may be recommended to undertake the corresponding 
remedial program. The remedial program may be arranged by the College for students to help 
augment their academic proficiency. 

 
5. A student is expected to finish his course as to its required term; total units per the CHED’s 

authorized curriculum, including all minor subjects, electives and other pre-requisites thereto as 
presented in the prospectus.  
 

NOTE: No student will be allowed to enter the third year level without passing all  curriculum subjects in 
his first two years. 
 

6. The students, in order to be retained in their chosen program, must meet the following 
conditions for each area: 

 
For Bachelor of Science in Accountancy (BSA): 

 
a. The incoming second year students must have an average grade of 2.25 with no grade lower 

than 2.50 in Accounting 1 and Accounting 2 subjects; 
 

b. They must take and pass the qualifying examination to be administered on the last week of 
April of each year before enrolment; and 

 
c. They must maintain grades not lower than 2.5 in each Accounting subject and no failing 

grade in other subjects.  In case the student fails to meet the grade of 2.5, he/she has to 
retake the subject concerned until he/she gets the required grade; otherwise, he will be 
advised to shift to another program. 
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For Bachelor of Science in Accounting Technology (BSAT) and BS Legal Management (BSLM)::  
       

a. The incoming second year students must have an average grade of 2.50 with no grade lower 
than 2.75 in Accounting 1 and Accounting 2 subjects. 

 
b. They must maintain grades not lower than 2.75 in each Accounting subject and no failing 

grade in other subjects. 
 

c. In case the student fails to meet the grade of 2.75, he/she has to retake the subject 
concerned until he/she gets the required grade; otherwise, he will be advised to shift to 
another program. 

 
 

 For Bachelor of Science in Business Administration (BSBA):  
 

a. Students taking up BSBA or BSLM must have passed the following pre-qualifying subjects:  
Finance 1,   Management 1, Marketing 1, English 1 and 2 and Business Math 1. 

 
b. To qualify for  his/her desired course, a student must have a grade not lower than 2.25 in 

the pre-qualifying subject pertinent to the course to be taken up (i.e., for Financial 
Management, the pre-qualifying subject shall be Finance 1); In the event that the student 
fails to meet the qualifying grade of 2.25 in his/her desired field of study, he/she shall be 
evaluated based on the strength of his aptitude in any of the pre-qualifying subjects (where 
the student has the highest grade obtained); 
 

c. As part of the admission requirements in any disciplines under the BSBA and BSLM Program, 
the student is expected to have achieved a level of practical proficiency in English and 
Mathematics.  For students who have earned any grade below 2.50 in English 1 & 2, as well 
as in Business Math, they shall be recommended to undergo a remedial program. 

 
 

For Bachelor of Secondary Education (BSE); Bachelor of Elementary Education (BEED); 
Bachelor of Physical Education (BPE); Bachelor of Science in Social Work (BSSW) and AB Psychology  

a. The students shall maintain a general average of 2.50 in the general education, professional 
and their concentration subjects. 

 
b. They must pass all the subjects enrolled in during the preceding semester.  
 

c. They must manifest good moral conduct and deportment. 
 

d.  The student who does not meet the GPA of 2.5 shall be subjected to academic probation 
for one year.  He/she will be required to : 

 

  Issue a waiver, the form of which shall be secured from the Registrar’s Office 
and to be approved by either the Dean or the Area Chair.  
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  Submit earned units with average grade obtained at the Area Chairperson’s 
Office for strict monitoring while on probation. He/she will be considered a regular student 
only when a favourable academic performance is shown.  

Failure to meet the above mentioned requirement automatically disqualifies a student from the 
program.  He/she is then advised to shift to another program/course.  

 
For Bachelor of Science in Criminology (BSC): 

 
d. The student who has complied with the requirements for admission may take the course. 

 
e. Once admitted, the student has the responsibility to pass all his academic subjects. His 

grade in English and Mathematics should not be lower than 2.5. Otherwise, he will have to 
retake them until he gets the required grade. 

 
f. The student must not incur failing grades in three (3) major subjects to be allowed   

continuous   enrolment. 
 

g. It shall be mandatory for BS Criminology students to take up ROTC in lieu of NSTP. 
 
 e.   The student must earn a grade not lower than 2.25 in all Criminology Board Examination      
                     subjects; otherwise, he will have to retake the subject or subjects until he gets the required     
                     grade of 2.25. 
 

For Bachelor of Science in Hospitality Management (BSHM) and BS Travel Management   
(BSTM): 
 
a. The student who is admitted to the program has the responsibility to pass all academic 

subjects required of the course. 
 

b. Students who fail any academic subjects will have to retake and pass them in the succeeding 
semesters. 

 
c. A student must not incur failing grades in three (3) major subjects to be allowed continuous 

enrolment.  
 

d. All students must be able to finish the necessary subjects before undergoing on-the-job 
training. 

 
7. When the College adopts a new and/or revised curriculum in abeyance to the policies of the 

CHED and/or by way the College’s efforts to upgrade and keep its curriculum abreast with local 
and worldwide trends, the students enrolled in the previous curriculum shall be allowed to 
finish their course within their specific curriculum.  Those who shall not be able to finish their 
course at the adoption of a new curriculum shall have a grace period of three (3) years from the 
last date/year of implementation of the old curriculum to complete the requirements of the 
course. Otherwise, the student shall follow the new curriculum without prejudice to the units 
earned from the old curriculum which may be credited as the case may apply. 
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8. All other policies adjunct hereto in the College’s Student Handbook shall apply. 

 
 
SCHOLARSHIPS AND DISCOUNTS 
 
 To help ease the financial burden of the students, the college offers the following: 
 
Discounts 
 The College gives the following discounts on tuition fees: 
 
 1. Cash Discount – 5% discount is given for those paying in full upon enrolment. 
  

2. Siblings Discount – students should submit a photocopy of their birth certificates confirming 
that they are siblings to the Cash Office every semester. Failure to submit the required 
documents within the semester forfeits the discount. 
 
 5% discount each - 2 siblings 
 10% discount each - 3 or more siblings 
 
3. Loyalty Discount – discount is given for those who graduated from the institution. This is 
granted only during the first enrolment of the student in college for one semester. 
 

  20% - MC Graduate (HS) 
  30% - MC Graduate (Elem. & HS) 
  40% - MC Graduate (Pre-Elem., Elem. & HS) 
 
Scholarships 
  

There are numerous scholarships available to deserving students in the College. Various 
scholarships include: 

 
1. Entrance Scholarships – given to the students who attained honors from a school 

recognized by the government (DepEd).  The following deductions from tuition fees for one 
semester shall be granted  upon submission of certificates of honors as attested by their 
respective school heads: 

 
 100% - Valedictorian 
 50% - Salutatorian 
 25% - First Honorable Mention 
 10% - Second Honorable Mention 
 5% - Third Honorable Mention 

 
2. Academic (Dean’s List) Scholarship – granted to those who do exceptionally well in their 

academic requirements. In the ratio of 1 recipient for every 500 enrolees, the top-notched 
student in the Dean’s List is given the opportunity to avail this kind of scholarship. A student 
who obtains a general weighted average of 1.60000 or higher shall be included in the Dean’s 
list. Inclusion in the Dean’s list is further subject to the following conditions: 
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 All college academic units registered in the semester are included in the computation of 
the  general weighted average; 

 All registered subjects have been passed with no grade lower than 2.0; 

 The subjects registered and carried are at least the minimum load of 18 units and or in 
accordance with the required units prescribed by the curriculum. 

 The student is up-to-date with all non-academic requirements such as PE and NSTP. 

  The moral character of the student is beyond reproach. 
 

3. Student Assistance Program – given to poor but deserving students who are assigned as 
student assistants in various offices. Comprehensive examinations and interviews are given 
every summer.  Application forms are submitted to the Student Services Office. 

 
4. Funded/Special Scholarship – donated by various generous benefactors for specific 

program offerings of the College that can be availed of by any high school student who has 
a good scholastic record having at least 85% general weighted average, has financial 
incapacity to continue studying, of good moral character and with good health condition 
and potentialities. Applicants are screened by the Scholarship Committee upon receipt of 
all pertinent papers and if qualified will be notified by the College. 

 
 
In order to maintain the scholarship, the scholar must: 

 
a. Take the regular load or minimum number of units each semester (at least 18 units as  

prescribed by the College); 
 

b. Have a general weighted average of 1.75 with no grade lower than 2.5 in any academic 
subject; 

 
c. Have passing grade in all non-academic subjects like PE and NSTP. 

 
This special scholarship depends on the number of benefactors. 
 

Athletic Assistance 
 
At the end of the academic year, the College grants financial assistance to qualified students 

who do exceedingly well as members of the college varsity teams. 
 

 
STUDENT INSURANCE 
 
 Upon enrolment, the student is entitled to insurance benefits should he meet an accident inside 
or outside the school premises. 
  
 
 
 
 



22 
 

EXAMINATIONS 
 
 The performance of the students and the effectiveness of instructions are evaluated by the 
College.  Regular examinations shall be conducted and the results thereof are given to the students on 
time. 
 

1. Major examinations should be administered as scheduled. 
 

2. The student shall secure a permit for examination from the Management Information 
System Office (MISO) upon settling the necessary account for the period. 

 
3. Special examinations shall be given to the student who fails to take the scheduled major 

examination due to the following reasons: 
 

a. Severe illness or accident as evidenced by a medical certificate; 
b. Death of next of kin (grandparents, parent/guardian, brother or sister, spouse, 

son/daughter); 
c. Other reasons as approved by the College Dean. 

 
4. A student who does not take the special examinations shall automatically get a score of 

zero (0). 
  

5. A student who does not take the final examination or submit a major requirement of the 
course, on account of illness or other valid reasons is given mark of INC (INCOMPLETE). 
The completion requirement must be done within one year only; otherwise, a failing 
grade shall be given. To apply for completion, the student must do the following:  

  
a. Secure a completion form from the Records Management Office;  
b. Submit the said form to the teacher concerned and comply with the 
requirements.  The teacher concerned shall indicate in the form, the requirements 
completed and the corresponding grade. 
c. Return the form to the Records Management Office. 
 

6. All electronic devices and gadgets (palm organizers, cellular phones, etc.) are not allowed 
to be used during the examinations. Prior to the administration of the examination, a 
student who is carrying one must surrender it to the proctor. Except when allowed by the 
professors, calculators are likewise prohibited. Violations thereof subject the students to 
appropriate disciplinary action. 

 
7.  A student who cheats during an examination, quiz, test or recitation;  who plagiarizes, or 

deliberately looks at another’s examination paper; talks or communicates with one 
another without permission during the examination; copies from another’s examination 
paper or report; sends another to take the examination for himself shall be subject to 
disciplinary action. In addition to the sanction imposed, a grade of five (5.0) shall be 
received for the particular activity involved. This rule also applies to any student who 
shall abet to such wrongdoings. 
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GRADING SYSTEM 
  

1. The students’ academic performance/work shall be graded at the end of the semester in 
accordance with the following 10-point numerical grading system: 

 
 1.00 = 98-100%  2.75 = 77-79     
 1.25 = 95-97  3.00 = 75-76     
 1.50 = 92-94  5.00 = 74 & below (Failed) 
 1.75 = 89-91  INC = Incomplete 
 2.00 = 86-88  OD = Officially Dropped 
 2.25 = 83-85  UD = Unofficially Dropped 
 2.50 = 80-82  NA = No Attendance 
 

2. The mark INC is given to the student who fails to take the final examination or fails to submit a 
major requirement of a course on account of illness or due to other valid reasons. 

3. Unofficially dropped subject is equivalent to a grade of 5.00 (failed). 
4.  A student who is not satisfied with the grade given by his/her professor can file a written 

protest/complaint before the Dean’s Office which is subject for deliberation within one week 
from filing of the complaint. 

 
GRADUATION 
 

1. To be eligible for graduation, a candidate should meet the following conditions: 
 

a. Satisfactory compliance with all academic, non-academic and other requirements of 
his/her course; 

b. Residence for at least the last two years of his program; (Only certificate of 
completion will be given.) 

c. Payment of all financial and property obligations to the College. 
 

2. A candidate for graduation should secure the certificate of remaining units from the Records 
Management Office prior to his/her last semester in the College. 
 

3. A candidate for graduation must accomplish the confirmation form for inclusion in the final list 
of candidates for graduation. 
 

 
INVESTITURE AND BACCALAUREATE CEREMONIES 
  

1. The College shall celebrate a Baccalaureate Mass for all the candidates before the 
graduation rites. The solemnity of this occasion should be upheld. 

 
2. The Dean’s Office shall set the schedule of the ceremonies. 

 
3. Candidates for graduation are required to wear the academic attire during the investiture 

ceremonies. 
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4. All candidates for graduation are expected to participate in the investiture ceremonies for 
the conferment of their respective degrees. 

 
ACADEMIC HONORS 
 
REQUIREMENTS: 

I. The candidates must have taken all the general education subjects including P.E. and 
NSTP in his/her first two years. 

II. He/she has no records of inappropriateness as certified by the Student Services Office. 
III. He/she should have enrolled the minimum 18 units and/or the prescribed curriculum for 

each semester. 
IV. He/she should have taken 75% of the required units of his course at Meycauayan 

College.  
 

1. The following academic honors are awarded to graduating students who have met all the 
requirements stated above and whose weighted average grade conformed to the following: 

 

 Summa Cum Laude – Weighted average of 1.20000 or higher with no grade lower than 
1.75 in any of the subjects. 

 

 Magna Cum Laude – Weighted average of 1.200001-1.40000 with no grade lower than 
2.00 in any of the subjects. 

 

 Cum Laude – Weighted average of 1.400001-1.60000 with no grade lower than 2.25 in 
any of the subjects. 

 

 Academic Distinction Award – Weighted average of 1.60000 or higher with no grade of 
3.00 in not more than 6 units in academic subjects whether he/she obtained such 
grades in Meycauayan College or other institutions. 

 
2.  In the case of students graduating with honors in courses the prescribed length of which is 

shorter than four years, the descriptive equivalent: “With Honors”, “With Highest Honors”, are 
used instead. 

 
3. A candidate who is applying for academic honors must have no subject repeated whether in MC 

or in other educational institution. 
 

4.  Remarks such as UD, OD and NA result to disqualification. 
 

5. Those who took less than the required units prescribed in his/her curriculum shall be given an 
academic distinction award subject to the approval of the Honors and Awards committee. 

 
 IN ALL CASES, THE DECISION OF THE “HONORS AND AWARDS COMMITTEE” IS FINAL. 
 
SPECIAL AWARDS 
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1.  Chairman’s Outstanding Graduate Award – granted to any graduating student with an 
academic standing of Cum Laude, Magna Cum Laude, or Summa Cum Laude, and at the same 
time a recipient of President’s Leadership Award. 

 
2. President’s Leadership Award – given to any graduating student in recognition of his/her 

excellent performance as student leader with a weighted average not lower than two (2.00) and 
with no failing grade in any academic subject. In all cases, the decision of the Honors and 
Awards Committee is final.  No appeal shall be entertained thereafter. 

 
3. Loyalty Award – given to the graduating student who completed his/her secondary education in 

this institution. As certified by the registrar, he/she should not have transferred in any other 
school at any time from high school until the time he/she finished college. Furthermore, he/she 
should not have any record of violation of school discipline as certified by the student service 
coordinator.  

 
4. Home Institution Award – given to the graduating student who studied at Meycauayan College 

from kinder or grade 1 until he/she finished a degree in college. Furthermore, he/she should not 
have transferred in any other school at any time from the basic level until the time of his/her 
college graduation. He/she should not have any record of violation of school discipline as 
certified by the Director of the Student Services Office. 

 
5. Other Special Awards shall be given during the Recognition night, including but not limited to 

Area Chairperson Outstanding Student Award, Best in the Chosen Field, TCC writers, and Best in 
Performing Arts. 

 
NOTE: No student will be allowed to graduate with honors or be given awards notwithstanding 
his/her good scholastic records, if found to have breached school discipline or has not 
conducted himself in an exemplary manner during the entire course. 

 
 
ATTENDANCE 
  

1.  Attendance is counted from the first day of classes. 
 

2. A student who absents himself/herself from class for whatever reason is not exempted nor 
excused from fulfilling the prescribed academic requirements of the subject/course. NO 
EXCUSED ABSENCES. 

 
3. Every student is required to attend at least 80% of the class hours/days for every subject in 

order to earn the corresponding credits based on the rules of the CHED. The allowable number 
of absences is limited to 20% of the total required hours, deemed more than sufficient to take 
care of illness, death in the family and all other such emergencies. 

 
4. A student who stops attending classes before the mid-term examinations without filing an 

official dropping form shall be marked “UD” for the subject. 
 

5. A student who incurs absences in excess of 20% of the required class days shall receive a failing 
grade of 5.00 and shall not be allowed to take the final examinations for the subject. 
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The maximum number of accumulated absent hours that can be tolerated are as follow: 

 
  In 5 – unit subject  –  15 class hours absences 
  In 4 – unit subject  –  12 class hours absences 
  In 3 – unit subject  –  10 class hours absences 
  In 2 – units subject  –      6 class hours absences 

 In 1 – unit subject   –    3 class hours absences 
 

6.  For reasons deemed valid and acceptable, a student who exceeds the 20% limit for absences 
may present his/her case to the Dean’s Office for possible reconsideration. 

 
7. Classes missed for reasons of late enrolment or illness shall be counted among the absences. 

 
8. Class attendance should be both regular and punctual. Three (3) counts of tardiness of at least 

15 minutes shall be counted as one absence. 
 

9. Students must wait for 15 minutes for their professors in the classroom at times when the 
professors are unavoidably late. When a professor arrives late, but within the prescribed time 
limit, the student who leaves the classroom will be marked absent. 

 
10. Professors who do not arrive in class within 15 minutes as prescribed cannot impose on their 

students to wait or mark them absent unless notice is given in advance. 
 
 
LEAVE OF ABSENCE AND READMISSION 
 
 The student who shall stop temporarily from studying must file a leave of absence to give 
him/her the opportunity of completing his/her chosen program, subject to the following requirements: 
  

1. The student who temporarily stops from his/her program shall file to the Student Services Office 
application for leave of absence subject to the approval of the College Dean. 

 
2. The leave of absence may be for one semester or for one year. 

 
3. In case of extending the leave of absence, the student concerned must seek approval from the 

Dean’s Office but in no case shall the extension be beyond two years.  
 

4. Upon the student’s return from leave of absence, the curriculum currently in effect applies. 
 

5.  The College Dean has a full discretion on the readmission of those students who have no 
approved leave of absence. 

 
 
PROPER GROOMING 
 
 Proper grooming includes among others the wearing of the prescribed college/course uniform, 
the authorized shoes, the ID and the haircut and/or hair style. 
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1. Complete and appropriate uniform for male students:  white polo shirt with black inner collar, 

plain black slack pants (not maong), black leather shoes, ID, official ID lace and MC pin while for 
female students: white blouse with black ribbon bow-tie, plain black pencil cut skirt (two inches 
above the knee), black closed shoes (flat or with heels not higher than three inches), ID, official 
ID lace and MC pin. 
 

2. Complete and proper uniform shall be followed and must be worn with neatness and cleanliness 
while in campus from Monday to Thursday and even during examination days. Deviation from 
the original design or pattern is not allowed. 
 
Outlandish attire such as micro-mini skirts (more than 3 inches from the kneecap), short-shorts, 
cycling pants, tube, sleeveless, plunging neckline, see-through attire, halter tops, backless tops, 
tank tops, leggings, sandos, body hugging, hanging, knitted shirts and the likes are prohibited. 
The use of sandals, mules or slippers, clogs, step-ins or similar footwear, wooden or cork soled 
shoes is not allowed, regardless of the brand.  
 

3. HRM students, practicum students and student teachers shall wear the approved uniform for 
their respective area. The uniform prescribed for PE/NSTP shall be used at all times during 
PE/NSTP classes only.   

 
4. Students must wear the validated identification card at all times within the campus premises. 

Loss of identification card must be reported immediately to the Student Services Office and a 
temporary ID will be issued. To replace the lost ID card, the student concerned will submit an 
affidavit of loss and pay one hundred fifty pesos (P150.00) to the Cash Office and present the 
receipt to the Student Services Office for the issuance of the new ID card.  

 
Validity of the Identification card is for one (1) semester only.  The student must renew the 
same at the Student Services Office at the start of every semester. Upon applying for clearance 
for graduation or for honorable dismissal, the student shall surrender the ID to the Student 
Services Office or submit an affidavit of loss if such is the case. 
 

5. Male students are not allowed to sport long hair. The allowable length of hair at the back is just 
above the collar of the uniform; the bangs should not fall below eyebrows. The use of hairpins, 
pony tails, head bands, and the like, by male students is also not allowed. 
 

6. Outlandish hairstyle and dyed hair shall not be tolerated by the school. 
 

7. Wearing of earrings and caps inside the campus premises by male students is strictly prohibited.  
 

8. Students are not allowed to sport tattoos. 
 

9. The guards shall not allow any student, who is in violation of the above stated requirements or 
without an ID, to enter the school premises. 

 
10.  All faculty members are required to strictly enforce the rules and regulations regarding the ID 

and dress code policy within the campus premises.  
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CODE OF CONDUCT AND DISCIPLINE 
  
 The College has the authority and the prerogative from time to time to promulgate rules and 
regulations on students’ conduct as it deems necessary to carry on its educational mission. Students are 
expected to comply. Failure to do so may constitute sufficient ground for disciplinary action. 
 
 Teachers have the right, in case of minor offenses committed in their presence, to impose 
appropriate disciplinary measures in the interest of good order and discipline. They may send the 
student out of the classroom for not cooperating with the normal classroom procedures. Such student 
must then be reported to the Student Services Office in order to secure a written note authorizing to re-
enter in class. Sessions missed by any student for the reason indicated herein are to be counted as 
absent. 

I. Grave Offenses 
 
These refer to acts causing serious damage to a student’s honor and dignity as a person as 
well as to the property, name and honor of the College. 
 
A. First Category 

No exemption is made whether the offense is made the first, second or third time. 
Any of the following shall be punishable with exclusion (immediately dropped from 
the roll and no readmission the following term/semester). 

 
1. Forgery – intercalation, falsification of and/or tampering with academic or official records, 

receipts, permit or documents of any kind. 
 

2. Securing and using fake school receipts and admission documents. 
 

3. Deception by taking periodic exam but not submitting the tests paper to the concerned 
teacher. 

 
4. Theft or participation in any form of stealing. 

 
5. Commission of serious acts of vandalism or destruction of school and teacher’s property. 

 
6. Involvement in serious fights inside or outside the campus and/or acts causing public 

scandal, damage to school property, great harm to personal safety or more serious 
consequences. 

 
7. Involvement in trafficking of prohibited drug/s or possession of any prohibited drugs. 

 
8. Carrying of any kind of deadly weapons such as:  guns, explosives and knives, etc. 

 
9. Participation/involvement in hazing and/or initiation. 

 
10. Participation in any subversive activity. 
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11.  Instigation and/or participation in concerted activities leading to stoppage of classes and 
preventing or threatening students from attending classes, and the faculty members or 
school authorities from discharging their duties. 

  
 12. Final conviction by a court of law in a criminal case. 
 
 13. Bribery 
 
 14. Embezzlement/malversation of student organization or class funds. 
 
 15. Collection of bets for any form of gambling. 
  
  16. Desecration of the chapel. 
 
 17. Other forms of misrepresentation similar or analogous to the foregoing. 
 

B. Second Category  
 

 Sanctions: 
  First Offense: Probationary 
  Secondary Offense: Exclusion 
  

1. Writing or circulating any publication not authorized by the College. 
 

2. Serious moral faults committed within or outside the school which proved to be harmful to 
the interest of the College and have unwholesome influence on fellow students. 

 
3. Committing any obscene/indecent act inside or outside the College. 

 
4. Cheating one’s parents in relation to school requirement(s). 

 
 

C. Third Category 
  Sanctions:  
  First Offense: A grade of Five (5.00) in the particular grading period 
  Second Offense: Exclusion  
 

The following acts shall be considered forms of cheating or academic dishonesty: 
 

b. Possession or passing of notes or any materials during examination; 
c.  Facilitating/aiding in the dissemination of leakage; 
d. Buying or selling of test papers or any portion thereof; 
e. Copying from or allowing another to copy from one’s paper; 
f.  Having somebody else to take the examination in his/her behalf; 
g. Passing as one’s work any assigned report, case analysis, reaction paper and the 

like when copied from another; 
h. Asking another person to attend a  seminar, etc. on his behalf; 
i. Talking with another during examinations; and 
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j. Other similar acts analogous to the foregoing. 
 
II. Serious Offenses 
 

A. First Category 
           Sanctions: 
  First Offense:  Warning and 2 hour community service 
  Second Offense: Two-class day suspension 

Third Offense:  Seven-class day suspension 
Fourth Offense: Ten-class day suspension and no readmission for the following 

term/semester. 
 

1. Wearing someone else’s ID. 
2. Wearing or using a tampered ID. 
3. Lending his/her ID/library card to another student. 
4. Using an unauthorized or illegally printed/copied school ID. 
5. Playing truant or cutting classes. 
6. Committing any malicious vulgar act in MC uniform outside the campus premises. 
7. Defaming or tarnishing the name/reputation of another student. 
8. Public display of affection within campus premises. 

a. Sitting/lying on the lap of the opposite/same sex; 
b. Embracing between opposite /same sexes; 
c. Kissing; 
d. Lips-to-lips greeting; 
e. Massaging any part of the body of the opposite sex; 
f. Holding/touching any delicate part of the body of another person; and 
g. Suggestive, vulgar, indecent poses. 

 
9. Using language or committing acts that show disrespect, arrogance or bad manners 

towards a superior or duly authorized person. 
10. Unauthorized solicitation of donations in cash or in kind. 
11. Reading, viewing or carrying any pornographic material (print/non-print). 
12. Destroying/defacing school property like writing, drawing, etching indecent words or 

figures, etc. on chairs, blackboards, walks and other properties of the College. 
13. Posting/writing unapproved announcements or messages on the walls of the College. 
14. Unauthorized alteration or erasure of official announcements. 
15. Engaging in a fight or deliberately inflicting physical or psychological injury upon 

another. 
16. Smoking within the campus premises. 
17. Possessing/drinking/being under the influence of intoxicating beverages within campus 

premises. 
18. Gambling in any form within the campus premises and immediate environment. 
19. Unauthorized use of cell phones or electronic gadgets in the classrooms, laboratories, 

lecture halls, library, chapel, multi-purpose hall and gymnasium. 
20. Violating computer and internet surfing rules. 
21. Any offense analogous to any of the above. 

 
B. Secondary Category 
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Sanctions: 

  First Offense :  Reprimand 
  Second Offense: 2 hour community service 
  Third Offense :  10 – hour community service 
 

1. Illegal use of rooms, facilities, air-conditioning unit without permission or authority. 
2. Eating inside the classroom, classroom corridor or library. 
3. Littering. 

 
III. Minor Offenses  
  

Sanctions: 
  First Offense :  Counseling 
  Second Offense:  Warning 

Third Offense : 2 – hour community service  
  Third Offense : 6 – hour community service 
  Fourth Offense :  10 – hour community service  
   

1. Not wearing the prescribed/approved uniform within the campus premises. 
2. Not wearing the official College ID or not wearing the official College ID properly within 

the campus premises. 
3. Entering the campus in civilian clothes without first securing the needed approval for 

exemption in the case of married and working students. 
4. Wearing by male students of long/unkempt hair, earrings, make-up, colored nail polish, 

outlandish hair style, hair color or accessories or not observing proper grooming/proper 
dressing. 

5. Using vulgar, indecent, foul, obscene, profane or improper language. 
6. Loitering, running, shouting, lingering/sitting in the corridors or speaking in a loud voice 

or making/creating unnecessary noise in the classroom, corridors, library, chapel study 
areas or on the campus. 

7. Staying inside the classroom/laboratory without permission. 
8. Bringing or playing cards in school. 
9. Sleeping in class. 
10. Running away from a person in authority to avoid apprehensions. 
11.  Wearing a cap inside the classroom. 
12. Charging batteries of cell phones without permission. 
13.  Public display of affection within campus premises. 

 
a. Placing the hand around the shoulder or waist of the opposite sex; 
b. Placing the hand on the lap of the opposite sex; and 
c. Reclining against the body of the opposite sex. 

14. Other offenses analogous to the foregoing. 
 
Note:  The students who are On-the-Job Training must abide by the Code of Conduct whether they are 
in school or in their work place. 
 
 



32 
 

ANTI – BULLYING POLICY 
 
Forms of Bullying 
 

1. Physical violence - pushing, kicking, hitting, punching, slapping or any form of violence 
2. Verbal - name-calling, teasing, threats, sarcasm 
3. Indirect – being unfriendly, spreading rumors, excluding, tormenting (hiding bags or books) 
4. Cyber - All areas of internet misuse, such as nasty and/or threatening emails, misuse 

of blogs, gaming websites, internet chat rooms and instant messaging 
- Mobile threats by text messaging & calls 
- Misuse of associated technology (camera and video facilities) 

 
Other Specific Forms of Bullying 
 
1. Bullying related to color, religion, belief or culture. 
2. Bullying related to special education needs or disabilities. 
3. Bullying related to appearance or health conditions. 
4. Bullying of adopted children. 
5. Intimidation and rude gestures. 
6. Telling tales with the express purpose of causing trouble. 

 
Child Protection Committee/ Anti – Bullying Committee 
 
 The Committee shall be composed of the following: 
 

A. Chairperson - School Head/Administrator  
B. Co – Chairperson  - College Dean 
C. Vice – Chairperson  - Guidance Counselor and  Student Services Director/Coordinator 
D. Teacher Representative  - as designated by the Faculty Club  
E. Student Representative  - president of the SSC 

 
Sanctions 
 
 Sanctions are determined by the nature of the bullying on a case to case basis. Sanctions might 
include: 
 

1. Writing a letter of apology. 
2. Warning. 
3. Removal from the class. 
4. One – class day suspension. 
5. Three – class day suspension. 
6. Five – class day suspension and no readmission for the following school year. 
7. Permanent exclusion. 

 
 
PENALTIES 
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 Penalties shall be imposed for violations of the Code of Conduct. A penalty is a disciplinary 
measure imposed to instil in the students the understanding that any act of misbehaviour, wilful 
violation and/or defiance of lawful rules and regulations has no place in the College. 
 

1. The penalties imposed shall range from reprimand, warning, parental admonition, suspension, 
exclusion or expulsion, depending upon the gravity of the offense committed. 
  
Suspension - a penalty in which the student is denied or deprived of attendance in classes, shall 
be imposed for grave offenses or habitual violations of the Code of Conduct and Discipline. 
Grave offenses may warrant the imposition of a longer duration of suspension for the student 
concerned which could range from a whole semester to an entire academic year. 

 
Disciplinary Probation - a status which a student may be assigned during the semester for 
repeated serious violation of Code of Conduct and Discipline. It serves as last warning and unless 
the student improves, deportment will lead to suspension, dismissal, or expulsion subject to due 
process. 
 Disciplinary probation shall be for a minimum of sixty (60) school days and a maximum 
of one hundred (100) school days. A student may be placed on probation only twice during his 
stay in the school, and further violations shall be ground for dismissal. 
 
Exclusion - a penalty in which the College excludes or removes the name of the erring student 
from the rolls of the College, may be imposed by the College for serious violations of the Code of 
Conduct and Discipline. 
 
Expulsion - an extreme form of administrative sanction, which debars the student from all 
public or private schools which requires the approval of the CHED. Expulsion is usually 
considered proper punishment for committing a major offense. 
 
 

2.  The imposition of the appropriate disciplinary action shall be progressive in character, taking 
into account the previous violations committed by the offender. The penalties shall be imposed 
after due process has been observed. 
 

3. The penalty of a simple reprimand for non-serious offenses may be immediately carried out by 
any faculty member or College official, without a need of formal proceedings, by calling the 
student’s attention to the transgression committed in the presence of such faculty member or 
College official. 

 
4. Disciplinary warning for unsatisfactory behavior or for minor offense committed is a message 

which the student must observe in order for him/her to improve his/her deportment. 
 

5. Second violations involving the same minor offense or an offense of the same category shall 
subject student to the penalty of parental admonition. 

 
6. Indefinite suspension may be imposed in accordance with Article XIV, Section 77 of the Manual 

of Regulations for Private Schools. 
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7. All records of cases involving expulsion and suspension of students for a period not exceeding 
20% of the prescribed school days, together with the corresponding recommendation of the 
school head concerned, shall be forwarded to the CHED within ten days after the termination of 
the investigation in each case. 

 
8. A student, under investigation of a case involving the penalty of exclusion or expulsion, shall be 

allowed to remain in school and to attend classes without prejudice to the immediate 
imposition of proper cases or penalties. However, a student under investigation of a case 
involving the penalty of exclusion or expulsion may be preventively suspended from entering 
the campus premises if the merits of the case warrant it and the Student Services Office is 
morally convinced that the continued stay of the student during the period of the investigation 
would constitute a disturbance/distraction to the normal operations of the College or would 
pose a risk or danger to the life of persons and property of the College. 

 
9. Other penalties such as, but not limited to, payment of fine/civil liabilities, revocation of degree, 

non-issuance of a certificate of good moral character, disqualification from further enrolling in 
the College, withholding/non-issuance of the diploma, or annotation of the offense in the 
transcript of record of said student, may be imposed, depending upon the gravity of the offense, 
alone or in addition to the foregoing penalties. 

 
10. Other penalties which the College Administration, upon careful consideration of the case, may 

deem necessary may also be imposed. 
 
 
PROCEDURES ON DISCIPLINARY ACTIONS 
 
 Disciplinary actions shall be imposed after due process has been observed. 
 

1. There shall be a Disciplinary Board composed of four (5) members: Student Services 
Director, at least two (2) members from the faculty, the president of the Supreme Student 
Council and one (1) student representative. They shall have the power and jurisdiction to 
investigate and resolve cases. 

 
2. Offenses punishable by warning or parental admonition can be summarily resolved without 

need for a formal written complaint, should the offender be caught in the act. 
 

3. The rules on reprimand, suspension, dropping and dismissal from the school as promulgated 
by the CHED shall apply. In cases not covered by the rules of the Department, the 
Disciplinary Board shall recommend the penalty. 

 
4. The following steps in conducting a hearing shall be strictly followed: 

 
a. The investigating body shall send a written notice to the accused and other parties 
involved at least two days before the date of the hearing. 

b. The student shall be informed in writing of the nature and cause of the accusation 
against him. The notice shall contain a statement of specific charges and grounds which, 
if proven, could lead to the appropriate disciplinary action. 

c. He shall have the right to answer the charges against him. 
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d. He shall be informed of the evidence against him. 
e.  He shall have the right to present evidence on his own behalf. 
f. The evidence shall be duly considered by the investigating committee or the official 

designated by the school to hear and decide the case. 
 

5.  The hearing shall consist of three phases: 
 

a.  Meeting of the investigating body with the complainant. 
b. Meeting of the investigating body with the accused. 
c.  Meeting of the investigating body with the complainant and the accused. 

  
6.  In the absence of any of the parties involved, his or her written testimony may be 

considered. 
 

7. The investigating body shall submit the findings, conclusions, and recommendations on less 
serious cases within two weeks and on major cases within three weeks from the start of the 
investigation to the College Dean making sure that the recommended sanctions are in 
disciplinary measures provided in the handbook. 

 
8. Recommended sanctions upon approval shall be acted upon by the Student Services 

Director. 
 
 
STUDENTS’ CO-CURRICULAR AND EXTRA-CURRICULAR ACTIVITIES 
 
Cultural/Artistic Activities:  

 
The College fosters interest and participation in cultural/artistic activities by designing workshops, 

giving lectures, staging plays, performing school celebrations, joining local/national competitions, 
presenting exhibits and concerts, and showing cultural films. Students are encouraged to join these 
cultural/artistic groups. 

 
Co-curricular and extra-curricular activities: 
 

Co-curricular and extra-curricular activities are important elements in college life. The students are 
encouraged to participate in co-curricular activities such as clubs/organizations, symposia, convocation, 
educational/expository trip, publications, seminar/workshop, intramurals, competitions and the like and 
in extra-curricular activities which include academic contest (local, regional, national), 
seminars/workshops (local, regional, national) and membership/participation in civic and religious 
organization and activities. 
 

Student organizations are formed to help students achieve a well-rounded education. They offer 
the best opportunities for the development of individual talent, sense of responsibility, capacity for 
leadership, spirit of cooperation and generosity. 
 

Fraternities and sororities are strictly prohibited in MC. No student organization should be 
formed without the approval of both the Student Services Director and the College Dean.  The school 
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reserves the right to abolish an organization, which is no longer functional and beneficial to the 
students. 
 
 Activities of different kinds are held regularly throughout the school year. These activities are 
sponsored by the administration, student council and by the different school organizations, i.e. 
Foundation Week, and Thanksgiving Day. 
 
Participation Guidelines: 
 
 The participation of the student in extra and co-curricular activities is highly encouraged by the 
College to insure a well-rounded education. However, in order to maintain harmony between studies 
and activities, the following guidelines are to be observed: 
 

a. A student should not involve himself in too many activities; otherwise, his participation in 
several activities weakens his effectiveness in any one of them or affects his academic 
performance. He is advised not to become an officer/member of more than two 
organizations. 

b. No student should head more than one organization. 
c.  All activity members must be present during meetings called by the activity moderator. 
d. No activity excuses a student from regular class schedule unless the excuse is approved by 

the College Dean as recommended by the Student Services Director. 
e. A student who represents the school in any activity accepts the responsibility of living up to 

the expectations of the school. 
f. Activities organized by the student without authorization from the Student Services Director 

and College Dean are considered private and as such, the school shall not be responsible nor 
be held liable for any untoward incidence. 

 
NOTE: No extra-curricular or co-curricular activity shall be conducted ten (10) days before the 

preliminary, mid-term and final examination.  
 
 
STUDENT ORGANIZATIONS 
 
 College students are given the freedom to organize themselves subject to accreditation by the 
Student Services Office and approval of the Dean. 
  

1. Every student organization aims to: 
 
a.  Train and develop skills in human relations. 
b.  Strengthen leadership potentials. 
c. Participate in campus activities that will enhance the students’ recreational activities 

and social needs. 
d. Create projects for students’ educational and personal improvement. 

   
2. All student organizations must submit to the SSO at the beginning of the Academic Year 

the copy of the constitution and by-laws of the organization, list of officers and program 
of activities for the current school year, financial statements and accomplishment 
reports of their previous school year’s activities. 
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3. The amendments of the constitution of the students’ organization are subject to review 

by the concerned adviser and approval by the Student Services Office.  
 

4. An annual financial report concerning all aspects of the organizations resources and 
expenditures is to be submitted to the Student Services Office by all organizations’ 
treasurer attested by their respective auditors, presidents and moderators. 
 

5. Each organization is assigned one (1) faculty moderator by the SSO as approved by the 
College Dean. 

 
6. The Supreme Student Council (SSC) is the umbrella organization of all recognized 

organizations in the campus. SSC pursues to uplift the standards of its member 
organizations as enumerated below, through the promotion of all its activities. 

 
a. Professional Organizations 

  Junior Philippine Institute (JPIA) 
  Junior Council of Business Executives (JCBE) 
  Junior Financial Executives (JFINEX) 
  Future Mentors Society (FMS) 
  Hoteliers Society of Meycauayan College (HSMC) 
  Association of Computer Enthusiastic Students (ACES) 
  Psychological Society of Meycauayan College (PsychSoc) 
  Junior Accounting Technology Society (JATS) 
  Vanguards for Peace and Justice (VoPJ) 
 

b. Special Interest Organization 
The College Chronicle (TCC) 

  Catholic Student Movement (CSM) 
  Meycauayan College Christian Fellowship (MCCF) 
  Meycauayan College Chorale (MC Chorale) 
  Meycauayan College Private Movers (MCPM) 
  Junior People Management Association of the Philippines (JPMAP) 
  Warm Affection Lessens the Ill of the Society (WALIS) 
  Meycauayan College Camera Club (MCCC) 
  Book Lovers 
  Meycauayan College Live Band (MCLB) 
 
 
SUPREME STUDENT COUNCIL 
  
 The student council represents the general school population. It is charged with the 
responsibility of working in harmony with the faculty and the administration for the good of the College 
and for the welfare of the students. 
 

1. The Supreme Student Council (SSC) shall be composed of officers duly elected by the college 
students. 
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2. The students who shall aspire for SSC post must meet the following qualifications: 
 
a. Enrolled in the College for at least two consecutive semesters or one year residency in 

M.C. 
b.  Have not incurred a grade of 5.0 or marked incomplete in two consecutive semesters 

in any academic and non-academic subject prior to the election and should have a 
weighted average of 2.50 in the last two semesters. 

c.  Have at least a load of 15 units during the current semester, and or as prescribed by 
the curriculum. 

d. Have no pending administrative case and have not violated any rules and regulations of 
the school. 

 
3. Any freshman who wishes to be part of the SSC can run as councillor, provided, that he/she 

must not have a weighted average grade lower than 82% (Form 137). 
 

4. The student who is holding a position in his/her respective organization shall resign from his/her 
post prior to the filing of his/her candidacy.  

 
5. An incumbent officer of the SSC who wishes to run for other position, if qualified, need not 

resign his/her current position in the council, In order to maintain the functions of the said office 
until the new sets of officers are elected. 

 
6.  In the event that the current serving Student Assistant expresses his/her intent to run for any 

council position, the qualifications herein aforementioned shall apply inclusive of the 
requirement regarding the resignation from his/her position as student assistant of the college. 

 
 
MEYCAUAYAN COLLEGE HONORS SOCIETY 
  
 The Meycauayan College Honor Society recognizes academic excellence and fosters civic virtue. 
 

1. Aspirants for membership shall submit the following requirements to the Student Services 
Director for evaluation: 

 
a. Photocopy of at least two certificates for being a Dean’s Lister. 
b. Updated Certification of Grades from the Records Management Office. 
c. Certificate of Good Moral Character from the Guidance Office. 
d. Three (3) pieces of 2” x 2” ID pictures. 

 
2. To become a member he/she must be Dean’s Lister for at least two semesters. Once the 

student becomes a member, he/she must continue as such.   And if the member is no longer 
part of the list, he/she must not have a grade lower than 2.25 including PE and NSTP and 
must have a cumulative general weighted average grade not lower than 1.75. If the 
cumulative general weighted average is lower than 1.75 but not beyond 2.00, they will be 
placed under probation. 

 
3. In case the member has a general weighted average lower than 2.00, he/she shall be 

temporarily disaffiliated. 
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4. The member who is previously disaffiliated could be re-admitted to the honor society if his 

or her name appears in the dean’s list again 
 

5. Probationary status can only be given twice during the entire stay in the school so as to 
maintain the quality of student memberships. The student who is disaffiliated twice will no 
longer be re-admitted to the organization. 

 
6. Members shall be given the benefits and privileges as so provided by the Administration. 

 
7. Any member could be terminated as member if he/she is not performing well as expected. 

His/her tuition fee discounts will be pro-rated considering his/her attendance. Likewise, if a 
member resigns or disaffiliates during the semester, his/her tuition fee discounts will be 
pro-rated. In addition, other privileges will be forfeited. 

 
8. Members are refrained from holding key positions in any organizations of the College to 

avoid conflict of interests. 
 

9. All files and records of the members shall be kept at the Student Services Office. 
 

10. Members’ works are limited to their duties and responsibilities and shall not be for the 
personal use of employees of the College. The Office of the Dean has the authority to go 
after the person who may inflict harm or abuse any member of the honor society. 

 
OFF-CAMPUS ACTIVITIES 
 
 The College allows recognized student organizations and other legitimate student groups, such 
as classes or sections, to engage in off-campus activities that will contribute to the holistic development 
of the students. 
  

Duly recognized student organizations and other legitimate student groups, such as classes or 
sections may organize off-campus activities, such as retreats, fieldtrips, community service activities, 
etc. Likewise, students may be allowed to participate in competitions, seminars, etc. that are to be held 
outside the College subject to the policies stated herein. 
 

1. Proposals for off-campus student activities shall be approved by the College Dean as 
recommended by the Student Services Office at least two (2) weeks before the proposed date of 
activity. This policy also applies to students who shall participate in competitions, seminars, etc., 
that are to be held outside the College. 

 
2.  There must be at least one faculty present for every thirty (30) students who will attend the off-

campus activity to insure their safety. 
 

3. A complete list of participants, together with the accomplished waivers or parent’s consent, 
shall be submitted to the Student Services Office at least two (2) working days before the date 
of the activity. 
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4. Students are expected to observe the Code of Conduct and Discipline stipulated in this Student 
Handbook during off-campus activities. 

 
5. The Student Services Office reserves the right to deny request or withdraw permit for the 

activity if it is not in keeping with the mission of the College. 
 
RULES ON FUND RAISING 
 
 The College may allow recognized student organizations to raise funds for the realization of 
legitimate projects, subject to guidelines formulated by the College: 
 

1. Duly recognized student organizations may be allowed to sponsor only one major fund raising 
activity per academic year, provided, however, that no fund raising activity shall be scheduled 
one week before the preliminary, mid-term and final examination of each semester. 

 
2. A student organization that intends to conduct a fund raising activity shall make a letter of 

request addressed to the College Dean through the Student Services Office at least 30 working 
days before the scheduled date for such activity to avoid conflicts in schedules and to make the 
necessary changes, if needed. Such request shall include the following: 

 
a. Objectives of the fund raising activity; 
b. Nature of the fund raising activity, i.e., musical show, personality search; whether or not 

it involves sale of tickets, etc.; 
c. Beneficiaries of funds to be realized ; 
d. Schedule and venue of the fund raising activity; 
e. Participants (whether compulsory or not and if outsiders are allowed); and 
f. Security arrangements (additional security assistance should be arranged by the 

organizers to be able to maintain peace and order during the fund raising activity). 
 

3. The letter of request must be duly signed by the president and by the faculty moderator of the 
organization, recommended by the Student Affairs Director and approved by the College Dean. 

 
4. Solicitations of cash donations are prohibited unless approved by the College Dean as 

recommended by the Student Services Office. 
 

5. All fees collected by the organization (membership fee, organizational t-shirts, etc.) should be 
approved by the College Dean as recommended by the Student Services Director. 

 
6.  A financial report duly certified by the president and the moderator of the organization shall be 

submitted to the Student Services Office within ten (10) working days after the activity. Failure 
to do so shall be ground for withdrawal of recognition of the organization. 

 
 
PROCEDURES FOR SETTLEMENT OF COMPLAINTS AND GRIEVANCES 
 
 The procedures for the settlement of complaints and grievances in the College shall conform to 
due process of law in order to ensure the highest degree of fairness and justice to all concerned. To the 
greatest extent, however, all concerned should seek all remedies through Counseling, arbitration and 
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amicable settlement of conflicts. In every case, the ultimate aim shall be the restoration of impaired 
human dignity and, where necessary, restoration of material damages. Sanctions and punishment shall 
be meted out sparingly, taking into considerations the capacity of individual to learn from their 
mistakes. 
 

 The procedures shall be as follows: 
 

1. Any concerned or aggrieved party, whether a student or College personnel, should seek 
advice or consult with an appropriate responsible person, such as a teacher or an official 
from whose area of responsibility the problem arose. Problems which are psychological in 
nature should be referred directly or through a responsible third party, to the Guidance and 
Counseling Office. As much as possible, problems should be solved in the initial stage of 
consultation and advice. 

 
2. Complaints shall be in writing and filed with the Student Services Office in the case of 

complaints of students against students; non-teaching personnel against students; faculty 
members against students; and with the General Counsel in the case of complaints against 
faculty members or non-teaching personnel. 
 

3. The guidelines for referral shall be: 
  

a. Conflicts between two students or groups of students against student. Promulgated 
rules shall be referred by the Student Services Office to the appropriate unit of arbitration 
system of the Supreme Student Council. 

 
b. Complaints by a student or students against a faculty member or the College employee 
shall be referred in the like manner to the Student Services Office for referral to the proper 
academic or administrative unit concerned. 

 
c. Complaints by a teacher or College personnel against a student or student group shall 
likewise be referred to the Student Services Office. 

 
4. Student Disciplinary Board shall be composed of SSC President, two from the faculty who 

shall be recommended by the College Dean; and the Director of the Students Services Office 
who will act as the Chairman. Majority of its members shall constitute a quorum necessary 
for the conduct of disciplinary proceedings. 
 
a. The Student Disciplinary Board shall submit to the College Dean through the Student 

Services Office, their findings and recommendation on any offenses committed. 
 

b. In all disciplinary proceedings, both complainant/s and respondent/s shall have the right 
to have counsel of their own choice to present affidavit and/or counter affidavit to 
support their respective claims or defences. In all proceedings of the Student 
Disciplinary Board, the same shall be summary in nature. 
 

c. The students are entitled to the right of due process in all disciplinary proceedings. 
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d. All cases referred to the Student Disciplinary Board should be resolved within two weeks 
from the date of referral to the Board.  When the investigation of the case would 
require more than two (2) weeks, a preliminary report as to its status must be 
submitted to the Office of the Dean.  All cases referred to the Board must have a 
resolution. 
 

e. The decision of the College Dean shall be deemed final and executory, unless appealed 
to higher authorities.  

 
 
SUSPENSION OF CLASSES 
  
 

The school observes official guidelines, policies and announcements regarding the suspension of 
classes due to natural calamities and public disturbances. 
 
 

1. Classes in all levels shall be automatically suspended when storm signal no.3 is raised by 
PAGASA. For storm signal no. 2, pre-elementary, elementary and secondary levels shall be 
automatically suspended while for tertiary level, the school adopts CHED Memorandum Order 
No. 15, series of 2012 in the suspension of classes.  

 
2. Classes in all levels may be suspended at any time at the discretion of the College President 

upon recommendation of the College Dean for the following reasons:  
 
a. Prolonged flooding within the proximity of the school;  
b. Other calamities such as volcanic eruptions and earthquakes affecting the school and 

the students; and  
c. Public disturbances such as transport strikes. 

 
 
THE ADMINISTRATION RESERVES THE RIGHT TO ADD, DELETE, REVISE, MODIFY AND/OR REPEAL ANY 
AND ALL PROVISIONS SO PROVIDED HEREWITH AFTER DUE POSTING AND ANNOUNCEMENT. 
 
 
 
 
 

APPENDIX A 
 

 
ANTI – BULLYING POLICY 

College Department 
 
Rationale 
 

The Meycauayan College (MC) adopts an educational philosophy “Mother and Child”. It is a 
mother institution that is responsive to the needs of the child committed to the formation of a complete 
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person in the pursuit of his ultimate goal and of the good of the society. The school is completely 
opposed and does not tolerate bullying. 
 
 
Mission Statement 
 
 As an institution of learning, Meycauayan College provides quality education, promotes cross-
cultural understanding and produces globally competent graduates with moral and spiritual values 
imbued with a sense of leadership and responsibility. 
 
 
Principles 

 
This policy intends to ensure the implementation of the Anti – Bullying Act of 2013 and strives to 

provide an environment where every student feels safe, respected and welcomed.  
 
The school has the following principles: 
 
1. Students have the right to learn free from intimidation and fear; 
2. Bullies and bullying behaviors are not tolerated; 
3. Bullied students will be listened to; and 
4. Reported incidents will be taken seriously and will be thoroughly investigated. 

 
Objectives 
 
 This policy aims that: 
 

1. All teaching and non-teaching personnel, students and parents will have an understanding of 
what bullying is; 

2. All teaching and non-teaching personnel must follow the school’s policy when bullying is 
reported; 

3. All students and parents must know what they should do if bullying arises; and 
4. Students and parents should be assured that they will be supported when bullying is reported.  

 
 
 
 
 
Definition of Bullying 
 
 Bullying refers to any severe or repeated use by one or more students of a written, verbal or 
electronic expression, or a physical act or gesture, or any combination thereof, directed at another 
student that has the effect of actually causing or placing the latter in reasonable fear of physical or 
emotional harm or damage to his property; creating a hostile environment at school for the other 
student; infringing on the rights of another student at school; or materially and substantially disrupting 
the education process or the orderly operation of a school; such as, but not limited to, the following: 
  



44 
 

1. Any unwanted physical contact between the bully and the victim like punching, pushing, 
shoving, kicking, slapping, tickling, headlocks, inflicting school pranks, teasing, fighting and 
the use of available objects as weapons; 

2. Any act that causes damage to a victim’s psyche and/or emotional well-being; 
3. Any slanderous statement or accusation that causes the victim undue emotional distress like 

directing foul language or profanity at the target, name-calling, tormenting and commenting 
negatively on victim’s looks, clothes and body; and 

4. “Cyber-bullying” or any bullying done through the use of technology or any electronic 
means. The term shall also include any conduct resulting to harassment, intimidation, or 
humiliation, through the use of other forms of technology, such as, but not limited to 
texting, email, instant messaging, chatting, internet, social media, online games, or other 
platforms or formats as defined in DepEd Order No. 40, s. 2012. 

 
Forms of Bullying 
 

5. Physical violence - pushing, kicking, hitting, punching, slapping or any form of violence 
6. Verbal - name-calling, teasing, threats, sarcasm 
7. Indirect – being unfriendly, spreading rumors, excluding, tormenting (hiding bags or books) 
8. Cyber - All areas of internet misuse, such as nasty and/or threatening emails, misuse 

of blogs, gaming websites, internet chat rooms and instant messaging 
- Mobile threats by text messaging & calls 
- Misuse of associated technology (camera and video facilities) 

 
Other Specific Forms of Bullying 
 
7. Bullying related to color, religion, belief or culture. 
8. Bullying related to special education needs or disabilities. 
9. Bullying related to appearance or health conditions. 
10. Bullying of adopted children. 
11. Intimidation and rude gestures. 
12. Telling tales with the express purpose of causing trouble. 

 
 
Child Protection Committee/ Anti – Bullying Committee 
 
 The Committee shall be composed of the following: 
 

F. Chairperson  - School Head/Administrator  
G. Co – Chairperson  - College Dean 
H. Vice – Chairperson - Guidance Counselor and Student Services Director/Coordinator 
I. Teacher Representative  - as designated by the Faculty Club  
J. Student Representative  - president of the SSC 

 
Procedures in Handling Bullying Incidents 
 
 Immediate Responses 
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1. The victim or anyone who witnesses or has personal knowledge of a bullying incident or 
retaliation shall immediately call the attention of any school personnel. 

2. The school personnel who was notified of a bullying incident or retaliation shall intervene by: 
a. Stopping the bullying or retaliation immediately; 
b. Separating the student/students involved; 
c. Removing the victim or, in appropriate cases, the bully or offending student/student, 

from the site; 
d. Ensuring the victim’s safety by: 

i. Determining and addressing the victim’s immediate safety needs, and 
ii. Ensuring medical attention, if needed, and securing a medical certificate, in 

cases of physical injury. 
e. Bringing the bully to the Student Services Office. 

 
b. Reporting the Bullying Incident or Retaliation 

 
1. A victim or a bystander, or school personnel who receives information of a bullying incident or 

retaliation, or any person, who witnesses or has personal knowledge of any incident of bullying 
or retaliation, shall report the same to the teacher, the guidance counselor, or the Student 
Services Coordinator/Director. 

2. The bullying incident or retaliation shall be immediately reported to the school Principal. The 
teacher, the guidance counselor, or the Student Services Director/Coordinator shall fill up the 
Intake Sheet as provided in DepEd Order No. 40, s. 2012. The school Principal or the Student 
Services Director/Coordinator shall inform the parents or guardian of the victim and of the bully 
about the incident. 

3. If an incident of bullying or retaliation involves students from more than one school, the school 
that was first informed of the bullying or retaliation shall promptly notify the appropriate 
Administrator or school Principal of the other schools and they may take appropriate action. 

4. Reports of incidents of bullying or retaliation initiated by persons who prefer anonymity shall be 
entertained, and the person who reported the incident shall be afforded protection from 
possible retaliation; provided, however, that no disciplinary administrative action shall be taken 
against an alleged bully or offending student solely on the basis of an anonymous report and 
without any other evidence. 

 
c. Fact – Finding and Documentation 
 

 The Student Services Director/Coordinator shall: 
1. Separately interview in private the bully or offending student and the victim. 
2. Determine the levels of threats and develop intervention strategies. If the bullying incident or 

retaliation or the situation requires immediate attention or intervention, or the level of threat is 
high, appropriate action shall be taken by the school within twenty – four (24) hours from the 
time of the incident. 

3. Inform the victim and the parents or guardian of the steps to be taken to prevent any further 
acts of bullying or retaliation; and 

4. Make appropriate recommendations to the Child Protection Committee/Anti – Bullying 
Committee on proper interventions, referrals and monitoring. 

 
d. Intervention 
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 The Child Protection Committee/ Anti – Bullying Committee shall determine the appropriate 
intervention programs for the victim, the bully and bystanders. The school Principal shall assure that 
these are provided to them. 
 
 e. Referral 
 
 The school Principal or the Child Protection Committee/ Anti – Bullying Committee may refer 
the victims and the bully to trained professionals such as the social worker, guidance counselors, and 
psychologists, for further assessment and appropriate intervention measures, as may be necessary. The 
Principal or the designated school personnel shall notify the Women and Children’s Protection Desk 
(WPCD) of the local Philippine National Police, if he believes that appropriate criminal charges may be 
pursued against the bully or offending student. 
 
Sanctions 
 
 Sanctions are determined by the nature of the bullying on a case to case basis. Sanctions might 
include: 
 

8. Writing a letter of apology. 
9. Warning. 
10. Removal from the class. 
11. One – class day suspension. 
12. Three – class day suspension. 
13. Five – class day suspension and no readmission for the following school year. 
14. Permanent exclusion. 

 
Preventative Measures 
 
 The Guidance and Counseling Office has designed a program that aims to prevent bullying and 
offers solution or intervention to those who are involved in bullying. 
 

1. Assessment of school prevention and intervention efforts of student behavior including 
substance use and violence. This aims to integrate bullying prevention strategies among the 
students. 

2. Assessment of bullying frequency or occurrence. This is to gather data and to check the 
effectiveness of the existing prevention efforts that the school is currently implementing. 

3. Series of seminars and awareness campaign for teachers, school staff, parents and students. 
This is to launch awareness campaign and make the objectives of this policy known to the 
stakeholders (parents, students and teachers). 

4.  Celebration of anti – bullying month. This is to provide activities that will enhance students’ 
awareness on bullying. 

5. Slogan and poster making contest. This is to heighten consciousness on bullying through the 
display of students’ talent in arts. 

6. Group counseling. This is to guide and direct students who are involved in bullying. 
7. Bully – free section contest. This is to challenge teachers in implementing and maintaining the 

school policy in preventing bullying in their classroom. 
8. Integration of activities in the curriculum. This is to include meaningful activities that will 

prevent bullying occurrence. 
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APPENDIX B 
 

LIST OF SPECIFIC KINDS OF BULLYING 
 

1. Physical Aggression 
a. This behavior includes pushing, shoving, punching, kicking, poking and tripping people.  
b. It may also take the form of severe physical assault. While students often engage in 

‘mess fights’, they can sometimes be used as a disguise for physical harassment or 
inflicting pain.  

2. Intimidation 



48 
 

a. The use of very aggressive body language with the voice being used as a weapon. 
Particularly upsetting can be a facial expression which conveys aggression and/or dislike.  

3. Isolation/ Exclusion and other relational bullying 
a. This occurs when a certain person is deliberately isolated, excluded or ignored by some 

or the entire class group.  
b. Writing of insulting remarks about the student in public places, by passing around notes 

about or drawings of the student or by whispering insults about them loud enough to be 
heard.  

c. Relational bullying occurs when a person’s attempts to socialize and form relationships 
with peers are repeatedly rejected or undermined. One of the most common forms 
includes control: “Do this or I won’t be your friend anymore”(implied or stated);  

d. a group ganging up against one person (girl or boy);  
e. non-verbal gesturing;  
f. malicious gossip; 
g.  spreading rumors about a person or giving them the “silent treatment” 

4. Cyber-bullying  
a.  Being the target of inappropriate or hurtful messages. 
b.  Posting of pictures with negative comments about a person’s sexuality, appearance etc. 

5. Name calling 
a. Persistent name-calling directed at the same individual(s) which hurts, insults or 

humiliates that refers to individual’s physical appearance, e.g., size or clothes worn. 
b. Being singled out because they are perceived to be weak academically. 
c. Being singled out because they are perceived as high achievers. 

 
6. Damage to property 

a. Damage to clothing, mobile phone or other devices, school books and other learning 
material or interference with a student’s thing/s. 

b. Items of personal property may be defaced, broken, stolen or hidden.  
7. Extortion 

a. Demands for money may be made, often accompanied by threats (sometimes carried 
out in the event of the targeted student not delivering on the demand). 

b. A student is forced into theft of property for delivery to another.  
 

 
 
 
 
 

Appendix C   
Template for Recording Bullying Behavior 

  
1. Name of student being bullied and grade and section  
 
Name _________________________________________  Grade & Section__________________  
 
2. Name(s) and grade and section(s) of student(s) engaged in bullying behavior  
 
_________________________________________________________________________________  
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_________________________________________________________________________________  
3. Source of bullying concern/report  

 
      Student concerned Other student  Teacher 
 

       Parent   Others 
_________________________________________________________________________________________ 

4. Location of incident(s)  
 
       School Canteen  Classroom  Corridor 

       Toilet/CR   Others 

_________________________________________________________________________________________ 

5. Name of person(s) who reported the bullying concern  
 
_________________________________________________________________________________________ 

6. Type of Bullying Behavior  
 

  Physical Aggression            Cyber-bullying               Damage to Property  
 
              Intimidation              Isolation/Exclusion   Name Calling  
 
   Extortion            Others 
 
_________________________________________________________________________________________ 

 
7. Brief Description of bullying behavior and its impact  
_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 
8. Details of actions taken  
 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

Conforme: 
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_________________________________________          __________________________________________ 
  Student       Student 
 
 

 

Signed: __________________________________  Date: ____________________________ 
  Director/Coordinator, Student Services 
 
 
 
 
Date submitted to the Dean: __________________________________________________________ 

 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

Appendix D 
 

REPUBLIC ACT NO. 7877 
 

AN ACT DECLARING SEXUAL HARASSMENT UNLAWFUL IN THE EMPLOYMENT, 
EDUCATION OR TRAINING ENVIRONMENT, AND FOR OTHER PURPOSES. 

 

 SECTION 1. Title. - This Act shall be known as the "Anti-Sexual Harassment Act of 1995." 
 
 SECTION 2. Declaration of Policy. - The State shall value the dignity of every individual, enhance the 
development of its human resources, guarantee full respect for human rights, and uphold the dignity of 
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workers, employees, applicants for employment, students or those undergoing training, instruction or 
education. Towards this end, all forms of sexual harassment in the employment, education or training 
environment are hereby declared unlawful. 
 
 SECTION 3. Work, Education or Training -Related, Sexual Harassment Defined. - Work, education or 
training-related sexual harassment is committed by an employer, employee, manager, supervisor, agent 
of the employer, teacher, instructor, professor, coach, trainor, or any other person who, having 
authority, influence or moral ascendancy over another in a work or training or education environment, 
demands, requests or otherwise requires any sexual favour from the other, regardless of whether the 
demand, request or requirement for submission is accepted by the object of said Act. 
 
 (a) In a work-related or employment environment, sexual harassment is committed when: 

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

 (2) The above acts would impair the employee's rights or privileges under existing labor laws; or 
 
  (3) The above acts would result in an intimidating, hostile, or offensive environment for the 
employee. 
 (b) In an education or training environment, sexual harassment is committed: 

 (1) Against one who is under the care, custody or supervision of the offender; 
 (2) Against one whose education, training, apprenticeship or tutorship is entrusted to the 

offender; 
  (3) When the sexual favor is made a condition to the giving of a passing grade, or the granting of 
honors and scholarships, or the payment of a stipend, allowance or other benefits, privileges, or 
consideration; or 

(4) When the sexual advances result in an intimidating, hostile or offensive environment for the 
student, trainee or apprentice. 
 
Any person who directs or induces another to commit any act of sexual harassment as herein defined, or 
who cooperates in the commission thereof by another without which it would  not have been 
committed, shall also be held liable under this Act. 
 
 SECTION 4. Duty of the Employer or Head of Office in a Work-related, Education or Training 
Environment. - It shall be the duty of the employer or the head of the work-related, educational or 
training environment or institution, to prevent or deter the commission of acts of sexual harassment 
and to provide the procedures for the resolution, settlement or prosecution of acts of sexual 
harassment. Towards this end, the employer or head of office shall: 
 
 (a) Promulgate appropriate rules and regulations in consultation with and joint1y approved by the 
employees or students or trainees, through their duly designated representatives, prescribing the 
procedure for the investigation of sexual harassment cases and the administrative sanctions therefor. 
 
 Administrative sanctions shall not be a bar to prosecution in the proper courts for unlawful acts of 
sexual harassment. 
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The said rules and regulations issued pursuant to this subsection  

(a) shall include, among others, guidelines on proper decorum in the workplace and educational 
or training institutions. 
  (b) Create a committee on decorum and investigation of cases on sexual harassment. The 
committee shall conduct meetings, as the case may be, with officers and employees, teachers, 
instructors, professors, coaches, trainors, and students or trainees to increase understanding and 
prevent incidents of sexual harassment. It shall also conduct the investigation of alleged cases 
constituting sexual harassment. 
 
In the case of a work-related environment, the committee shall be composed of at least one (1) 
representative each from the management, the union, if any, the employees from the supervisory rank, 
and from the rank and file employees.  
  
In the case of the educational or training institution, the committee shall be composed of at least one 
(1) representative from the administration, the trainors, instructors, professors or coaches and students 
or trainees, as the case may be. 
 
The employer or head of office, educational or training institution shall disseminate or post a copy of 
this Act for the information of all concerned. 
 
 SECTION 5. Liability of the Employer, Head of Office, Educational or Training Institution. - The employer 
or head of office, educational or training institution shall be solidarily liable for damages arising from the 
acts of sexual harassment committed in the employment, education or training environment if the 
employer or head of office, educational or training institution is informed of such acts by the offended 
party and no immediate action is taken. 
 
 SECTION 6. Independent Action for Damages. - Nothing in this Act shall preclude the victim of work, 
education or training-related sexual harassment from instituting a separate and independent action for 
damages and other affirmative relief. 
 
 SECTION 7. Penalties. - Any person who violates the provisions of this Act shall, upon conviction, be 
penalized by imprisonment of not less than one (1) month nor more than six (6) months, or a fine of not 
less than Ten thousand pesos (P10,000) nor more than Twenty thousand pesos (P20,000), or both such 
fine and imprisonment at the discretion of the court. 
  
Any action arising from the violation of the provisions of this Act shall prescribe in three (3) 
years. 
 
SECTION 8. Separability Clause. - If any portion or provision of this Act is declared void or 
unconstitutional, the remaining portions or provisions hereof shall not be affected by such declaration. 
 
 
 SECTION 9. Repealing Clause. - All laws, decrees, orders, rules and regulations, other issuances, or parts 
thereof inconsistent with the provisions of this Act are hereby repealed or modified accordingly. 
 
 SECTION 10. Effectivity Clause.- This Act shall take effect fifteen (15) days after its complete publication 
in at least two (2) national newspapers of general circulation. 
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Approved: February 14, 1995 
 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

APPENDIX E 
 

REPUBLIC ACT NO. 8049 
 

AN ACT REGULATING HAZING AND OTHER FORMS OF INITIATION RITES IN 
FRATERNITIES, SORORITIES, AND OTHER ORGANIZATIONS AND PROVIDING PENALTIES  

 

Section 1. Hazing, as used in this Act, is an initiation rite or practice as a prerequisite for admission into 
membership in a fraternity, sorority or organization by placing the recruit, neophyte or applicant in 
some embarrassing or humiliating situations such as forcing him to do menial, silly, foolish and other 
similar tasks or activities or otherwise subjecting him to physical or psychological suffering or injury.   
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The term "organization" shall include any club or the Armed Forces of the Philippines, Philippine 
National Police, Philippine Military Academy, or officer and cadet corp of the Citizen's Military Training 
and Citizen's Army Training. The physical, mental and psychological testing and training procedure and 
practices to determine and enhance the physical, mental and psychological fitness of prospective 
regular members of the Armed Forces of the Philippines and the Philippine National Police as approved 
ny the Secretary of National Defense and the National Police Commission duly recommended by the 
Chief of Staff, Armed Forces of the Philippines and the Director General of the Philippine National Police 
shall not be considered as hazing for the purposes of this Act.   
 
Sec. 2. No hazing or initiation rites in any form or manner by a fraternity, sorority or organization shall 
be allowed without prior written notice to the school authorities or head of organization seven (7) days 
before the conduct of such initiation. The written notice shall indicate the period of the initiation 
activities which shall not exceed three (3) days, shall include the names of those to be subjected to such 
activities, and shall further contain an undertaking that no physical violence be employed by anybody 
during such initiation rites.   
 
Sec. 3. The head of the school or organization or their representatives must assign at least two (2) 
representatives of the school or organization, as the case may be, to be present during the initiation. It 
is the duty of such representative to see to it that no physical harm of any kind shall be inflicted upon a 
recruit, neophyte or applicant.   
 
Sec. 4. If the person subjected to hazing or other forms of initiation rites suffers any physical injury or 
dies as a result thereof, the officers and members of the fraternity, sorority or organization who actually 
participated in the infliction of physical harm shall be liable as principals. The person or persons who 
participated in the hazing shall suffer:   

1. The penalty of reclusion perpetua (life imprisonment) if death, rape, sodomy or mutilation 
results there from.   

2. The penalty of reclusion temporal in its maximum period (17 years, 4 months and 1 day to 20 
years) if in consequence of the hazing the victim shall become insane, imbecile, impotent or blind.   

3. The penalty of reclusion temporal in its medium period (14 years, 8 months and one day to 17 
years and 4 months) if in consequence of the hazing the victim shall have lost the use of speech or the 
power to hear or to smell, or shall have lost an eye, a hand, a foot, an arm or a leg or shall have lost the 
use of any such member shall have become incapacitated for the activity or work in which he was 
habitually engaged.   

4. The penalty of reclusion temporal in its minimum period (12 years and one day to 14 years 
and 8 months) if in consequence of the hazing the victim shall become deformed or shall have lost any 
other part of his body, or shall have lost the use thereof, or shall have been ill or incapacitated for the 
performance on the activity or work in which he was habitually engaged for a period of more than 
ninety (90) days.   

5. The penalty of prison mayor in its maximum period (10 years and one day to 12 years) if in 
consequence of the hazing the victim shall have been ill or incapacitated for the performance on the 
activity or work in which he was habitually engaged for a period of more than thirty (30) days.   

6. The penalty of prison mayor in its medium period (8 years and one day to 10 years) if in 
consequence of the hazing the victim shall have been ill or incapacitated for the performance on the 
activity or work in which he was habitually engaged for a period of ten (10) days or more, or that the 
injury sustained shall require medical assistance for the same period.   

7. The penalty of prison mayor in its minimum period (6 years and one day to 8 years) if in 
consequence of the hazing the victim shall have been ill or incapacitated for the performance on the 
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activity or work in which he was habitually engaged from one (1) to nine (9) days, or that the injury 
sustained shall require medical assistance for the same period.   

8. The penalty of prison correccional in its maximum period (4 years, 2 months and one day to 6 
years) if in consequence of the hazing the victim sustained physical injuries which do not prevent him 
from engaging in his habitual activity or work nor require medical attendance. 
The responsible officials of the school or of the police, military or citizen's army training organization, 
may impose the appropriate administrative sanctions on the person or the persons charged under this 
provision even before their conviction. The maximum penalty herein provided shall be imposed in any of 
the following instances:   

(a) when the recruitment is accompanied by force, violence, threat, intimidation or deceit on 
the person of the recruit who refuses to join;   

(b) when the recruit, neophyte or applicant initially consents to join but upon learning that 
hazing will be committed on his person, is prevented from quitting;   

(c) when the recruit, neophyte or applicant having undergone hazing is prevented from 
reporting the unlawful act to his parents or guardians, to the proper school authorities, or to the police 
authorities, through force, violence, threat or intimidation;   

(d) when the hazing is committed outside of the school or institution; or   
(e) when the victim is below twelve (12) years of age at the time of the hazing. 

The owner of the place where hazing is conducted shall be liable as an accomplice, when he has actual 
knowledge of the hazing conducted therein but failed to take any action to prevent the same from 
occurring. If the hazing is held in the home of one of the officers or members of the fraternity, group, or 
organization, the parents shall be held liable as principals when they have actual knowledge of the 
hazing conducted therein but failed to take any action to prevent the same from occurring.   
 
The school authorities including faculty members who consent to the hazing or who have actual 
knowledge thereof, but failed to take any action to prevent the same from occurring shall be punished 
as accomplices for the acts of hazing committed by the perpetrators.   
The officers, former officers, or alumni of the organization, group, fraternity or sorority who actually 
planned the hazing although not present when the acts constituting the hazing were committed shall be 
liable as principals. A fraternity or sorority's adviser who is present when the acts constituting the hazing 
were committed and failed to take action to prevent the same from occurring shall be liable as principal.   
 
The presence of any person during the hazing is prima facie evidence of participation therein as principal 
unless he prevented the commission of the acts punishable herein.   
Any person charged under this provision shall not be entitled to the mitigating circumstance that there 
was no intention to commit so grave a wrong.   
 
This section shall apply to the president, manager, director or other responsible officer of a corporation 
engaged in hazing as a requirement for employment in the manner provided herein.   
 
Sec. 5. If any provision or part of this Act is declared invalid or unconstitutional, the other parts or 
provisions thereof shall remain valid and effective.   
 
Sec. 6. All laws, orders, rules or regulations which are inconsistent with or contrary to the provisions of 
this Act are hereby amended or repealed accordingly.   
 
Sec. 7. This Act shall take effect fifteen (15) calendar days after its publication in at least two (2) national 
newspapers of general circulation. 
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APPENDIX F 
Campus Journalism Act of 1991 

 
 

AN ACT PROVIDING FOR THE DEVELOPMENT AND PROMOTION OF CAMPUS 

JOURNALISM AND FOR OTHER PURPOSES. 

 

Section 1. Title. — This Act shall be known and referred to as the "Campus Journalism Act of 

1991."  

 

Sec. 2. Declaration of Policy. — It is the declared policy of the State to uphold and protect the 

freedom of the press even at the campus level and to promote the development and growth of 
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campus journalism as a means of strengthening ethical values, encouraging critical and creative 

thinking, and developing moral character and personal discipline of the Filipino youth.In 

furtherance of this policy, the State shall undertake various programs and projects aimed at 

improving the journalistic skills of students concerned and promoting responsible and free 

journalism. 

 

Sec.  3. Definition of Terms.  

(a) School. — An institution for learning in the elementary, secondary or tertiary level comprised 

of the studentry, administration, faculty and non-faculty personnel; 

(b) Student Publication. — The issue of any printed material that is independently published by, 

and which meets the needs and interests of, the studentry; 

(c) Student Journalist. — Any bona fide student enrolled for the current semester or term, who 

was passed or met the qualification and standards of the editorial board. He must likewise 

maintain a satisfactory academic standing. 

(d) Editorial Board. — In the tertiary level, the editorial board shall be composed of student 

journalists who have qualified in placement examinations. In the case of elementary and high 

school levels, the editorial board shall be composed of a duly appointed faculty adviser, the 

editor who qualified and a representative of the Parents-Teachers' Association, who will 

determine the editorial policies to be implemented by the editor and staff members of the student 

publication concerned. 

At the tertiary level, the editorial board may include a publication adviser at the option of its 

members. 

(e) Editorial Policies. — A set of guidelines by which a student publication is operated and 

managed, taking into account pertinent laws as well as the school administration's policies. Said 

guidelines shall determine the frequency of the publication, the manner of selecting articles and 

features and other similar matters. 

 

Sec.  4. Student Publication. — A student publication is published by the student body through 

an editorial board and publication staff composed of students selected but fair and competitive 

examinations. 

 

Once the publication is established, its editorial board shall freely determine its editorial policies 

and manage the publication's funds. 

 

Sec. 5. Funding of Student Publication. — Funding for the student publication may include the 

savings of the respective school's appropriations, student subscriptions, donations, and other 

sources of funds. 

In no instance shall the Department of Education, Culture and Sports or the school 

administration concerned withhold he release of funds sourced from the savings of the 

appropriations of the respective schools and other sources intended for the student publication. 

Subscription fees collected by the school administration shall be released automatically to the 

student publication concerned. 

 

Sec.  6. Publication Adviser. — The publication adviser shall be selected by the school 

administration from a list of recommendees submitted by the publication staff. The function of 

the adviser shall be limited to one of technical guidance. 
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Sec.  7. Security of Tenure. — A member of the publication staff must maintain his or her status 

as student in order to retain membership in the publication staff. A student shall not be expelled 

or suspended solely on the basis of articles he or she has written, or on the basis of the 

performance of his or her duties in the student publication. 

Sec.  8. Press Conferences and Training Seminar. — The Department of Education, Culture and 

Sports shall sponsor periodic competitions, press conferences and training seminars in which 

student-editors/writers and teacher-adviser of student publications in the elementary, secondary 

and tertiary levels shall participate. Such competitions, conferences and seminars shall be held at 

the institutional, divisional, and regional levels, culminating with the holding of the annual 

national elementary, secondary or tertiary School Press Conferences in places of historical and/or 

cultural interest in the country. 

 

Sec.  9. Rules and Regulations. — The Department of Education, Culture and Sports, in 

coordination with the officers of the national elementary, secondary or tertiary organizations or 

official advisers of student publications, together with student journalists at the tertiary level and 

existing organizations of student journalists, shall promulgate the rules and regulations necessary 

for the effective implementation of this Act. 

 

Sec.  10. Tax Exemption. — Pursuant to paragraph 4, Section 4, Article XIV of the Constitution, 

all grants, endowments, donations, or contributions used actually, directly and exclusively for the 

promotion of campus journalism as provided for in this Act shall be exempt from donor's or gift 

tax. 

 

Sec.  11. Appropriations. — For the initial year of implementation, the sum of Five million pesos 

(P5,000,000.00) is hereby authorized to be charged against the savings from the current 

appropriations of the Department of Education, Culture and Sports. Thereafter, such amount as 

may be necessary shall be included in the General Appropriations Act. 

 

Sec.  12. Effectivity. — This Act shall take effect after fifteen (15) days following the 

completion of its publication in the Official Gazette or in at least two (2) newspapers of general 

circulation.  

   

Approved: July 5, 1991 

 
APPENDIX G 

CHED MEMORANDUM ORDER 
NO. 34, SERIES OF 2010 

  
SUBJECT: Clarificatory guidelines for the suspension of classes in higher education institutions (HEIs) due 
to typhoons/storms, flooding, and other weather disturbances. 
  
In line with the guidelines of the National Disaster Risk Reduction Management Council (NDRRMC), the 
following are the guidelines for the suspension of classes in higher education institutions. 
  

1. Classes at the collegiate level, including graduate school, are automatically suspended if the 
proper authorities have declared storm signal no. 3 or higher. 
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2. Classes at the collegiate level, including graduate school, may be suspended at the discrection of 

heads of HEIs if special circumstances in their area such as flooding, road damage, etc. warrant it. 
 

3. HEI heads or their duly authorized representatives shall make the announcement for the 
suspension of classes not later than 5 o'clock in the morning of the day when it shall take effect, 
using all means of communication. 
 

    4. Even without the suspension of classes, students who are unable to report to class or participate in 
scheduled activities such as exams, due to inclement weather, shall be given consideration and be 
allowed to make up for the missed class or activity. 
  
This CHED Memorandum Order shall supplement previous issuances, specifically CHED Memorandum 
Order No. 19 series of 2005. Where there are inconsistencies, this Order shall take precedence. 
  
These guidelines shall remain in force and effect until otherwise revoked. 
  
Issued this 22nd day of October 2010, Quezon City. 
  
For the Commission: 
  
(signed) 
Patricia B. Licuanan, PhD 
Chairperson 
 
 
 
 
 
 
 
 
 
 
 
 

AGREEMENT with MEYCAUAYAN COLLEGE 
 
 This is to certify that the signatories to this agreement fully understand the policy, rules and 
regulation of the school and subscribe to the following terms:  
 

1. I agree to abide by all the rules and regulations contained within this student handbook set 
forth by the school administration. 

 
2. I shall cooperate with the College to the best of my ability in order to attain the aim of the 

College, which is to form in me a disciplined person and a law-abiding Filipino citizen. 
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3. Once enrolled in this College, I shall be a true student in and out of the campus, knowing my 
behaviour, whether good or bad, will be a reflection upon the school. 

 
4. Failure on my part to uphold this agreement will mean the College has the right to place upon 

me, after due process, any decision or disciplinary measures. 
 
 
CONFORME: 
 
 
__________________________________   ____________________________ 
 Signature over Printed Name      Date 
 
 
 
__________________________________   ______________________________ 
 Signature over Printed Name            Contact Number 
        (parent/guardian) 
 
 
Note: 1. This is to be accomplished in duplicate copies at the Student Services Office. 
 2. The management reserves the right to alter, revise, amend and modify any of the existing 
policies and/or implement new policies with due notice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACADEMIC PERFORMANCE RECORD 
 
NAME:  ___________________________________ 
COURSE: __________________________________ 
 

FIRST YEAR 
 
First Semester AY ____________                    Second Semester AY____________ 
 

Course Descriptive Title Rating Units Course Descriptive Title Rating Units 
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Number Number 

        

        

        

        

        

        

        

        

        

        

 
 

SECOND YEAR 
 
First Semester AY ____________                    Second Semester AY____________ 
 

Course 
Number 

Descriptive Title Rating Units Course 
Number 

Descriptive Title Rating Units 

        

        

        

        

        

        

        

        

        

        

 
NOTE: Ratings should be countersigned by the respective instructors/professors 
 
 
THIRD YEAR 
First Semester AY ____________                    Second Semester AY____________ 

Course 
Number 

Descriptive Title Rating Units Course 
Number 

Descriptive Title Rating Units 
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FOURTH YEAR 
First Semester AY ____________                    Second Semester AY____________ 

Course 
Number 

Descriptive Title Rating Units Course 
Number 

Descriptive Title Rating Units 

        

        

        

        

        

        

        

        

        

        

 FIFTH YEAR 
First Semester AY ____________                    Second Semester AY____________ 

Course 
Number 

Descriptive Title Rating Units Course 
Number 

Descriptive Title Rating Units 

        

        

        

        

        

        

        

        

        

        

 

M.C. March 
(ALMA MATER SONG) 
 
 
 

Art thou the moulder of youth 
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With thirst for knowledge we seek 

Thy path immortal gate through which we pass 

Through the perilous unguided years 

 

 

Thou stand for light and truth 

In loving hearts 

Thy name we carve, thy song we chant 

Thy glorious name be praised and sung enshrined 

 

 

Hail Alma Mater 

We hail thee Alma Mater dear 

To you our voices raise 

Thy noble purpose we shall heed and uphold 

 

 

Hail Alma Mater 

Life’s hard lessons ye have taught 

Thy noble mission we unfold 

Thy glorious name we always shall recall 

 

 

 

 

 

 

 

 

Meycauayan College 
Main Campus: Calvario, City of Meycauayan, Bulacan 

Tel. No.Records Management Office (044) 228-3424 

Dean’s Office: (044) 228-6048 

Website:http://www.meyc-college.edu.ph/ 

 
 

Curricular Offerings  
 

A.B. Psychology 

 B.S. Social Work 

http://www.meyc-college.edu.ph/
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 B.S. Criminology 

 B.S. Legal Management 

 B.S. Accountancy 

 B.S. Accounting Technology 

 B.S. Business Administration 

  Major in Financial Management 

  Major in Marketing Management 

 B.S. Hospitality Management 

 B.S. Travel Management 

 B.S. Computer Science 

 Bachelor of Secondary Education 

  Major in Biological Science 

  Major in English 

  Major in Mathematics 

  Major in Filipino 

 Bachelor of Elementary Education 

 Bachelor of Elementary Education with Specialization in Pre-School Education 

 Bachelor of Physical Education 

  Major in School P.E. 

  Major in Sports and Wellness Management 

 Bachelor of Library and Information Science 

   

 

Graduate School 

Master of Arts in Education – Major in Administration and 

Supervision/Educational Management, Filipino, English (Language Teaching), 

Mathematics, Physical Education and Psychology 

Doctor of Philosophy – major in Educational Management (in consortium with 

Bulacan State University) 

 


