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Message 

 This handbook is a collection of various information expected of a 

Cecilian. It is not a penal code but is meant to give direction in the 

formation of pupils/students founded on Catholic and Evangelical 

discipline. It is meant to develop responsibility and wholeness truly 

founded on the charism of St. Cecilia and the Christian ideals. 

 It is expected therefore that each pupil/student knows by heart, 

especially the key provisions of this handbook that, he/she may act freely 

with spontaneity on how he/she should behave as a Cecilian in and out 

of the school. Likewise, parents are strongly encouraged to know and 

uphold the content of this manual so as to bring about consistency and 

unity of information and discipline. 

 While our educational goal emphasizes academic excellence, let 

it be known that the core of all education endeavors will be that of 

spirituality. Hence, the formation of this student manual is permeated and 

inspired by the very standards and teachings of Christ. 

 To the academic community, therefore, composed of parents, 

teachers, pupils/students and administrators, let us join our hands in 

realizing our vision-mission. 

 

                                                       SCPS 
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I. SCHOOL IDENTITY 

 

1. CECILIAN SEAL 

 

 

 

HARP – it is the symbol of music. St. Cecilia honored as a patroness of music and 

musicians. She wanted every member of the Cecilian family to echo in their lives the 

language of charity that would serve as a vibrant music to the poor. 

DOVE – it is the symbol of the Holy Spirit that descended upon Jesus at His baptism. 

Just as Jesus was an obedient child to His parents and to the will of the Father, He 

truly wants every Cecilian to be docile and obedient to the human and divine 

authorities. 

BREAD AND CUP - Christ is the heart of the school. He freely gives Himself as body 

and blood through the Eucharist, as it is the foundation of life, love and freedom, so He 

may also give Himself to others. 

BOOK - it symbolizes the Bible in which true wisdom emanates. It is the most important 

book that a Cecilian should know, learn and live. 

BRANCH WITH SEVEN LEAVES - a branch and its leaves depend on the vine. 

Cecilians, as one family is a branch dependent upon Christ - the vine. The seven leaves 

represent excellent holistic formation, referring to the school’s commitment towards 

spiritual, social, moral, intellectual, emotional, physical and cultural development of its 

members. 

SCHOOL OFFICIAL COLOR:                    BLUE AND GOLD           
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AUTHORIZED SIGNATURES 

 

FATHER 

_______________________________________________ 

_______________________________________________ 

_______________________________________________ 

MOTHER 

_______________________________________________ 

_______________________________________________ 

_______________________________________________ 

GUARDIAN 

________________________________________________ 

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

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



 

2. BIOGRAPHY OF ST. CECILIA 

Cecilia was a member of a noble family of Rome and a follower of 
Christ. According to the story, despite her vow of virginity, she was forced by 
her parents to marry a noble man named Valerian. She wore sackcloth next to 
her skin, fasted, and invoked the saints, angels, and virgins, beseeching them 
to guard her virginity. It is written that as the musicians played at her wedding, 
Cecilia sat apart singing to God in her heart, and for that she was regarded as 
patroness of music and musicians. When the time came for her marriage to be 
consummated, Cecilia told Valerian that she had an angel of the Lord watching 
over her who would punish him if he dared to violate her virginity but who would 
love him if he could respect her maidenhood. When Valerian asked to see the 
angel, Cecilia replied that he would see the angel if he would go to the third 
milestone on the via Appia and be baptized by Pope Urban. After his baptism, 
he found an angel standing by the side of Cecilia, and crowning her with a 
chaplet of roses and lilies. 

 Cecilia converted her husband to the faith of Christ. Valerian was 
executed after he refused to offer a sacrifice to the gods. After her husband’s 
death, Cecilia spent her time preaching and in her lifetime she was able to 
convert over four hundred people, most of whom were baptized by Pope Urban. 

. Cecilia was later arrested and condemned to be suffocated in the 
baths. She was shut in for one night and one day, as fire were heaped up and 
stoke to a terrifying heat but she did not even sweat. The judge ordered to kill 
her with the sword. She was struck three times on the neck but she lived for 
three days. Crowds came to her and collected her blood while she preached to 
them or prayed and asked the Pope to convert her home into a church. On the 
third day she died and was buried by Pope Urban and his deacons. 

 Cecila was buried at the catacombs of St.Calixtus, and then 
transferred to the church of Santa Cecilia in Trastevere. In 1599, her body was 
found still incorrupt, seeming to be asleep. The Church of Santa Cecilia in 
Trastevere is reputedly built on the site of the house in which she lived. Her 
feast day is November 22.  
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3.   HISTORICAL SKETCH OF STA. CECILIA    
      PAROCHIAL SCHOOL 

Sta. Cecilia Parochial School started its operation in June 1993 under the 
administration of the Sta. Cecilia Parish Priest, REV. FR. EFREN C. VILLANUEVA. 
The school was named Sta. Cecilia Parochial School after Sta. Cecilia Parish and the 
donor of the land, MS. CECILIA AMADO. 

The school started with 47 pupils distributed in Nursery, Kinder, Preparatory 
and in Grade One levels who occupied the two-storey support Parish Hall. From June 
1993, one grade level was added every year and this made the completion of the 
Elementary Department that had its first batch of graduates in 1998. Due to more than 
100 population increase every year, Fr. Efren decided to put up an initial two-storey 
building with eight (8) classrooms in December 1994. This was made possible through 
a loan with Rural Banks. In 1997, the same director decided to extend the building that 
made the completion of the three storey building of the school. In September 1997, Fr. 
Efren was transferred to another school. He was replaced by REV. FR. JOSELITO R. 
ROCERO. 

In 1998, SCPS opened its Secondary Department and started to accept 1st 
Year students. SCPS had its first batch of High School graduates in the year 2002. 
With the leadership of Fr. Lito, the school continued to develop in all its areas. Another 
two-storey building was constructed for the Faculty and Administrative Offices. On Feb. 
2004, Fr. Lito was confined due to heart ailment. In his absence of six months he was 
relieved by REV. FR. ROMARICO V. HILARIO. Fr. Rico strengthened the marketing 
strategies of the school thru billboards and streamers made of tarpaulin. He 
successfully launched a clean and green program in the school and created the school 
MOTTO:” Our commitment, your future”. Fr. Lito resumed to service in SCPS in Oct. 
2004. In 2005, under the administration of Fr.Lito, the school applied for FAPE and was 
granted accreditation.  Fr. Lito transferred to Our Lady of Nativity Parochial School in 
October 2006. He was replaced by REV. FR. ROY B. CRUCERO. 
 Being a young and energetic director, Fr. Roy introduced changes in the 
varied systems of different departments of SCPS. He initiated the First Strategic 
Planning session in May 2007. In 2009, physical improvements were made evident. 
Construction of the School Covered Court was realized thru the joint effort of SCPS 
PTA and a private sponsor in Montalban. Fr. Roy believed that SCPS, being a Catholic 
School, must provide good spiritual trainings to its students. He exerted great effort to 
schedule additional spiritual trainings such as recollection and pilgrimage to our 
students. He also asked the assistance of the Bishop by paying our loan in the bank in 
the amount of P1.9 Million in December 2010. On February 22, 2011, he was 
transferred to San Clemente Parish and was replaced by REV. FR. GERARD 
JOAQUIN V. MASANGYA.     
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      Fr. Gerry is very active and hands-on in all the areas of development in the school. 
In January 2013, he initiated to pay in full our loan to the Diocese. He strengthens the 
school Strategic Planning as well as the Implementation and Evaluation of the plan. In 
2012, the school’s Vision, Mission, Philosophy, Goals, Objectives and Motto was 
revisited and had its launched in Sept. of the same year. 

SCPS started implementing the K to 12 Basic Education Curriculum in the 
kindergarten in SY 2011-2012 and in Grade 1- Grade 7 in SY 2013-2014.  The school 
applied to operate Senior High School (SHS) in April 2014 and was approved in April 
2015 with Academic Track with strands STEM, ABM, HUMSS and GAS with 
Government Permit # SHS-818,s.2016 and SHS-95,s.2015. 

In preparation for the school operation of SHS in 2016, SCPS construction of 
the SHS building started in December 2014.  SCPS opened its SHS Department 
(Grade 11) in June 15, 2016 with Academic Track and strands : STEM, ABM & GAS. 
It started with 64 students distributed in different strands. In June 2017, HUMMS is 
offered for SHS. 

SCPS welcomed Rev.fr. Noeh Emor Elnar as new school director on August 
25,2017.  Through his management and leadership, the school improvements are 
continuous.  It is under Fr. Elnar’s administration when the first batch of Senior High 
School students under the Academic Track with strands in ABM, HUMSS and STEM 
graduated in April 2018. 

During his term as a school Director, the Technology and Livelihood 
Education Laboratory was completed and the new grotto of Our Lady of Lourdes was 
built, were both blessed and became functional in 2018. 

In August 30, 2018, during the MaPSA 2019 Annual General Assembly held 
in Marikina City, SCPS received recognition as Silver Jubilarian Awardee, this is in 
consonance of the school 25th Anniversary Celebration.  During the silver anniversary 
celebration of the school, the new Senior High School building was blessed and named 
after the Most Rev. Protacio G. Gungon, D.D.  The unveiling and launching of the SHS 
Marker, New School Vision and Mission Statements and the 25 years Timeline of the 
School were held.   

On April 1, 2019, the school community welcome the return of Rev. Fr. Gerard 
Joaquin V. Masangya as School Director, at the same time Rev. Fr. Noeh E.Elnar 
vacated his office as he accepted new assignment in Cainta, Rizal. 
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STUDENT’S HANDBOOK 

 

What is a Student Handbook? 

The Student Handbook is the compilations of official statements of rules 

and regulations, rights, and responsibilities of the learning institution, learner, and the 

learning partners. 

What is the importance of a student handbook? 
 

 The Student Handbook provide learners and their parents/guardians an 
understanding of the general rules, guidelines and/or policies of the learning 
institution they choose to attend and receive their education. 
 
Why and When to revise the Student’s Handbook? 
 

Student’s Handbook should always be an effective and up to date tool in 

sufficing information regarding policies, rules and regulation that answers to the 

demand of the constant changes, internal and external, brought about by various 

situation in and out of the school so to maintain the best standard it could offer.  An 

example of this situation are; 

a. Updating policies and regulations, (Policies and regulations that are 

abreast with what is best in the present situation)  

b. School Competitiveness, (New trends in education) 

c. Educational System, (MaPSa Antipolo and DepEd Mandates) 

d. Institutional set-up, ( Developmental adjustment within the school) 

e. Community to National, Events (Pandemic) etc.  

 

Who are responsible in reviewing the handbook? 

 

The content of the student’s handbook are factual information based on 

different factors influencing the school function, that is why, the persons included to 

review are; 

a. School- (Administrative committee) 

b. Stakeholders- (Parents/Guardians representative, members of the PTA)  
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A. VISION - MISSION STATEMENT 
 

1. VISION 
Sta. Cecilia Parochial School envisions a transformative education 

by being a Christ-centered, renewed and evangelized community that 
lives by the virtues of St. Cecilia. 

 
2. MISSION 

As Cecilians, we commit to: 
• strengthen the virtues of FAITH, HOPE, PURITY, HUMILITY and   
        CHARITY; 
• Provide quality education; 
• Create a Christian environment that provides opportunities of  
       discipleship in community. 
 
3. MOTTO 

“Transformation through Christ” 
 

4. PHILOSOPHY 
As Cecilians: 
-      We believe that every child is a gift from God that needs to be nurtured 

and loved. 
-       We commit ourselves to transformative education and holistic human 

formation. 
-      We serve the parish community, the country and  
         the world. 
 
5. GOALS 
    Sta. Cecilia Parochial School aims to: 
- Produce a well-rounded individual that brings positive transformation 

to the society. 
- Realize the interplay of life and faith for the integral formation of a 

human person. 
- Integrate life and faith by living in harmony with other Religious 

beliefs. 
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B. DEPARTMENTAL OBJECTIVES 
 

1. PRE-SCHOOL OBJECTIVES 
a. Present models for imitation that will make the   

              child see God as Father and all people and  
              things around as gifts; 

b. Employ learning experiences that will allow him/her   
                                    to think and do things independently within the  
                                   limits of his maturity; 

c. Provide opportunities that will inspire him/her to  
                                    practice desirable social behavior in his relation  
                                    with other children as well as with adults 

d. Use experiential approach which will help him/her  
                                   manifest psychomotor coordination for effective  
                                   performance befitting his age; 

e. Provide learning opportunities that will allow him/her  
                                   to manifest reading readiness in English and  
                                   Filipino; and 

f. Develop basic skills in numeracy. 
 

2. GRADE SCHOOL OBJECTIVES 

 
             a. Use experiential approaches which will enable the pupils to 

acknowledge. God as Father and Creator, Jesus as Brother and 
Redeemer, the Holy Spirit as Sanctifier with Mary as the Mother; 
and persons as brothers and sisters in the Lord; 

 Provide the basic knowledge and develop the foundational 
skills, attitude and values including his moral and spiritual 
dimensions essential to the child’s personal development 
necessary for living and contributing to a developing and 
changing social milieu; 

            b. Provide learning experiences which will increase the child’s 
awareness and responsiveness to the changes in society and 
prepare him for constructive and effective involvement; 

           c. Promote and intensify the child knowledge of identification with, 
and love for the nation and the people to which he/she belongs;  

           d. Promote work experiences which will develop and enhance the 
child’s orientation to the whole world of work and creativity in 
order to prepare him to engage in honest and gainful work. 
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3. HIGH SCHOOL OBJECTIVES 

 
         a. Use experiential approaches that will allow the students to 

witness in their daily life a dynamic love of God a sense of 
personal worth and respect for others with preferential option to 
the poor that will enable them to relate harmoniously and 
effectively with their family, school, church and the country as a 
whole; 

          b. Enrich their life through an appreciation of the Filipino heritage 
and love that is just, true and noble; 

          c. Manifest intellectual curiosity, analytical and logical thinking and 
develop interests and aptitudes necessary to succeed in college 
and in choosing a career wisely; 

          d. Encourage students to achieve excellence and to acquire skills, 
habits and desirable values to meet the demands of the 
changing society; 

           f. Help students in identifying their vocational interests and 
develop them to become worthy and effective members of the 
home and community; 

          g. Discover and enhance the different aptitudes and interests of 
the individual students so as to equip him with skills for 
productive endeavors that prepare him’her for work in the real 
world and/or for further formal studies in higher education; 

         h. Help the students develop physical fitness, self-discipline and 
self-renewal in his/her daily life. 

 

6.  CURRICULUM 
 K to 12 BEP WITH SPIRITUALITY AT THE CORE 

 

A. Pre-Elementary Education: 
Nursery & Kindergarten 
Subjects: 
 English 
 Mathematics 
 Filipino 
 ESP / CLE 
 MAPEH - Science  
 Araling Panlipunan (K only) 
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B. Elementary Education: Grade 1- 6 
Subjects: 
 English 
 Mathematics 
 Mother Tongue (Grade 1- Grade 3 only) 
 Mathematics 
 Science 
 Filipino 
 Araling Panlipunan/ Hekasi 
 MAPEH 
 TLE (Grades 4-6 only) & Computer Education 
 EsP & CLE 
 

C. Junior High School Education: Grade 7-10 
Subjects: 
 EsP/CLE   
 English      
 Mathematics     
 Science      
 Filipino      
 Araling Panlipunan     
 MAPEH    
 Technology and Livelihood Education & Computer Education
     

D. Senior High School Education: Grade 11-12 
                   ACADEMIC TRACK: 

ABM- Accounting, Business and Management 
STEM- Science, Technology and Mathematics 
HUMSS- Humanities and Social Science 
GAS- General Academic Strand 
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ONLINE DISTANCE LEARNING NORMS AND 

POLICY  

 

A. GENERAL POLICY 
1. The class will begin and end with prayer. 
2. All transactions should be done during official time only 
3. Sending personal messages to teachers or to students (vice versa) is 

prohibited  
4. Data privacy act strictly applies on any authorized capturing, recording, 

sending and sharing of any messages, photos videos and the like. (refer 

to data Republic Act 10173 – Data Privacy Act of 2012 and school 

manual) 
5. Disciplinary measures is still applicable. (refer to student’s handbook) 
6. Official announcement will be posted on the MAPSA E-learning platform 

 

B. REQUIREMENT FOR DISTANCE LEARNING 
1. Stable internet connection. 

2. Desktop, Laptop or Smart phones (Headphones, Earphones, 

microphone, speaker, etc.) 

3. MaPSA E-learning Platform. 

4. Installation of Conference Applications (e.g. Zoom Google meet, 

messenger room, etc.) 

5. Conducive learning space (online/offline). Free from noise and good 

ventilation. Look for a quiet and well ventilated area where you can 

concentrate and be easily visible and recognizable. Maintain a 

conducive and wholesome learning space. 

6. Learning materials must be present in the learning space (altar, 

spirituality symbol, notebooks, prescribe textbooks, portfolio, etc.) 
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C. BEFORE VIRTUAL SYCHRONOUS LEARNING: 

 
1. Wear complete school uniform. 

2. Strictly observe proper grooming. 

3. Stay muted upon entering the online class. 

4. Set your full name during online class 

5. Use the official email address provided by the school. 

6. Virtual presence is required during online class as a concrete proof of 

attendance. 

7. In case of absence notify the class adviser. 

8. Follow class schedule religiously 

9. Enter the online class by schedule. 

10. A learning partner’s assistance is needed most especially in the 

preschool and primary level, but is optional in higher grade levels. 

 

D. DURING VIRTUAL SYNCHRONOUS LEARNING: 

 
1. Start with a prayer. 

2. Always be prepared. 

3. Observe proper learning etiquette. 

4. Stay muted upon entering online class. 

5. Wear headset/ earphones to minimize background noise. 

6. Have the paper, pen, notebooks and textbooks beside you to write 

important notes. 

7. Maintain a formal classroom atmosphere at all times. Any form of 

distractions such as eating, playing, and the like should be avoided. 

Stay seated while the online class is ongoing. 

8. Pay attention to the teacher or other students while speaking. Look into 

the camera. 

9. Use chat box for queries or ask questions live by raising the hand. 

10. Wait for the teacher’s acknowledgement before answering. 

11. Stay on topic when chatting. 

12. Turn on microphone only when responding to or asking questions. 

13. Use appropriate language during class interaction. Always be 

respectful. Use a calm and normal voice to speak. 
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14. Video recording, screen recording or capturing photos during online 

class is strictly prohibited. 

15. Respect the virtual classroom guidelines. 

 

 

E. AFTER VIRTUAL SYNCHRONOUS LEARNING 

 

1. Finish all your tasks according to schedule and submit pertinent. 
2. In case of absence notify the adviser. 
3. Review note and recording later.  
4. Check communications platform regularly (email, chat box, MaPSA E-

learning) 
5. End the class with a prayer. 

 

F. THE LEARNING PARTNER 

 
1. A learning partner is required in preschool and elementary level. 
2. A learning partner can be a parent, guardian, sibling or relative capable 

of assisting the students in the setting up of online learning and 

maintaining during class to ensure a well-guided online learning 

experience.  
3. During online examinations, learning partner should safeguard honest 

test results by limiting intervention to assisting but not giving answer. 
4. A learning partner may assist the student in reminding class schedule, 

deadline of submissions and coordination to teachers and transaction to 

school offices. 

 

5. Learning partner must wear decent attire during assisting the learner. 

(No sando/ No sleeveless) 
6. Learning partners should abide online learning policies. 
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G. ONLINE EXAMINATION POLICY 
BEFORE 

1. Log-in for attendance 
2. Secure examination permit before taking the periodical examination. 
3. Follow the scheduled examination dates and time. 
4. Open the camera before taking the test. 
5. Clear the online learning space from any unnecessary materials. 
DURING 

1. Make sure that the camera is focus on you. 

2. The use of Headset is NOT ALLOWED, AUDIO IS ON. 

3. Take the exam according to time limit. 

4. Keep camera open while taking the test. 

5. Stay focus on the exam, so maintain proper eye level and refrain from 

looking around. 

6. Browsing of answer in any references is not allowed 

7. For clarifications regarding the test, use the chat box. 

AFTER 

1. Log-out after the test 

2. Sharing or leaking any information about the examination is a serious 

academic offense. 

3. School policy applies for special exam. 

NOTE: 

1. If the examinee is disconnected from his/her internet for one (1) minute or 

less, he/she will be re-admitted to continue taking the examination. 

2. If the examinee experienced poor connection or disconnection from the 

internet for more than a minute, he/she will take another set of questionnaires once 

he/she is reconnected. An examinee who is repeatedly disconnected for more than a 

minute will be given at least 3 chances to take the examination during the scheduled 

period of testing. If problem persists, the items answered from the last set of 

questionnaires will be considered for checking or he/she will be advised by the room 

examiner to take the examination on the scheduled special examination day with 

another set of questionnaires the moment he/she is disconnected for more than a 

minute. 

3. For those examinees who were not able to take the test as scheduled, they 

will be given special examination schedule on  the following week after the 

asynchronous learning schedule from Monday to Thursday. 
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 II. ACADEMIC REGULATIONS 
1.  ADMISSION POLICY 
 Admission policy is a very important task of the school. It means granting an 
applicant admission to the school with definite understanding that the pupil/student and 
his/her parents/guardian agree to comply with the scholastic as well as the ideals of 
Christian education along with the school rules and regulations. 
 The school therefore sets the following standards for admission: 

a. Sta. Cecilia Parochial School admits preferably Catholic Applicants whose 
parents are practicing Catholics; 

b. Applicants must complete the admission requirements and must pass the 
entrance examination. 
 

2.  ADMISSION COMMITTEE 
 The admission committee is composed of the Registrar, Guidance Advocate, 
Prefect of Discipline and the Principal. 
 

3.  ADMISSION REQUIREMENTS 
a. Old Pupils/Students 

 Grade School Card (Form 138) 

 2 pcs (1x1) picture 

 NCAE Result (Senior High School only) 

 LRN 
 

b. New Pupils/Students/Transferees 

 School Card (Form 138) with an average of at least 85% 

 PSA Copy of Birth Certificate 

 Copy of Baptismal Certificate 

 Certificate of Good Moral duly signed by the Principal/Guidance  

 3 pcs. 2x2 Pictures 

 NCAE Result (Senior High School only 
 

c. Pre-Elementary to Grade 1 
- Nursery ( 4 years old ) 
- Kindergarten ( 5 years old)  

 
NOTE: No Report Card and Good Moral Character, No acceptance for enrolment. If 
previous school has no Permit or Recognition from the government, pupil/student is 
required to take the validation examination given by DepEd in the Central Office. 
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   Foreign Pupils/Students 

 Those who have completed the Sixth or Seventh Grade abroad are 
eligible for admission to Grade 7, however, graduates of a five-year 
elementary curriculum are eligible only for admission to Grade 6. 

 Those who have completed the Eight Grade abroad are eligible for 
admission to Grade 8, but shall take Filipino7 and Araling Panlipunan 7 

 Those who have completed the Ninth Grade abroad are eligible for Grade 
9, but shall take Filipino 7 and Araling Panlipunan 7 and then take Filipino 
8 in the Grade 10. 

 Those who have completed the Tenth Grade abroad are eligible for 
Grade 10, but shall take Filipino 7 and Araling Panlipunan 7. 

 Certificate of compliance with the Bureau of Immigration and Department 
of Foreign Affairs 

 Certificate of Eligibility, copy of Alien for Admission from DepEd.                           
12 

 Photocopy of Alien’s Certification of Registration (ACR) against the 
original and signed by the officer from the Foreign Division, DepEd. 

 Approved Study Permit from the Foreign Division, DepEd and Evaluation 
papers inclusive 

 Birth and Baptismal Certificate 

 Report Card with an average of 80% above 

 Result of Entrance Test 

 Interview with the Principal 

 Health Certificate for HIV/AIDS and drug free 
**Note 
All High School Students are required to undergo drug testing once a year.   
 

4. APPLICATION PROCEDURE 
        a.   Secure application form and list of requirements from the Registrar’s office. 
        b.   Fill up application form and submit it with all the requirements. 
        c.   Secure interview and testing schedule from the Guidance Office. 
        d.   Pay the testing fee and secure permit. 
        e.  Take the entrance examination on the scheduled date. 
 
5.  ENROLLMENT  
    Registration of student applicants is thru the https://dioceseofantipolo.net/e/.  
      a.    A pupil/student is deemed officially enrolled when he/she  
              has: 
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          - submitted his/her complete and appropriate admission or  
              transfer credentials 
            - made full or initial payment of school fees 
            - been authorized to attend classes in the school 
      b.    A pupil/student should be enrolled only under their true  
             names. Law prohibits the use of nicknames and aliases. 

d. An enrollment contract form has to be accomplished by the  
parent/guardian. 

e. Credentials submitted for enrollment become part of the pupil’s/student’s 
record and cannot be withdrawn upon registration unless the student leaves 
the school. A request by a student for a copy of those credentials can be 
accommodated upon filing such request. 

f. Provisional Enrollment. In meritorious cases as may be determined by the 
private school concerned, a student without any appropriate admission or 
transfer credentials may be provisionally enrolled, allowed to attend classes 
and to earn credits for the subjects he/she is enrolled in during the school year. 
The provisional enrollment of the student shall be conditioned on the 
submission of his valid admission or transfer credentials on or before the last 
day of the Third Quarter. 

 

 Only Official Guardian can transact business with the Registrar Office 
and Adviser 

 
Unless previously authorized by the Secretary or his duly authorized representative, a 
provisionally – enrolled student shall not be enrolled for the next higher grade, course 
or level for the next succeeding school term, if he/she cannot submit his valid admission 
or transfer credentials on or before the period specified herein, and whatever credits 
for the subject or subjects he/she may have passed shall not be recognized. 
 

6.  POLICIES ON PAYMENT OF TUITION AND OTHER FEES 
A.  PAYMENT OF FEES via SCPS Cashier/BPI/Rural Bank of Montalban 
     1. Forms of Payment 
Tuition and Other School Fees may be paid in the form of cash or by check. 

A. Cash Payment.  The Philippine money currently circulated by the Bangko 
Sentral ng Pilipinas (BSP) is the only currency that will be accepted in 
paying school fees.  Only cash payment will be accepted for the final period 
and for settlement of accounts.     
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B. Check Payment. 
-  Only dated checks will be accepted in paying tuition and other school fees.  The 
name of the student & year level must be written at the back of the check.   
- Post-dated checks are not accepted. 
- Checks shall no longer be accepted from parties whose previous checks have been 
dishonored. 
-Out-of town checks are not accepted. 
      2. Mode of Payment 
Payment of fees is made on two schemes:   CASH basis and INSTALLMENT basis.  
It may be paid in the form of cash or check payment. 
a.  CASH BASIS.  Tuition and other school fees should be paid in full during   
      enrollment. 
b.  INSTALLMENT BASIS.  Tuition and other school fees may be paid based on the  
      school’s prescribed schedule of fees.  The first payment (down payment) should     
      be paid during enrollment and the remaining balances should be divided equally  
      for eight (8) months and is to be completely paid before the closing of the school  
      year which is on before the 30th of March.                                                                                  
    3. Overdue Accounts  
The balances incurred at the end of the school year shall be applied with respective 
surcharges until such the account has been cleared.  A surcharge of 3% per month 
shall be charged on all overdue accounts.                                                                                                     

1. On Payment of Books 
Books can be purchased on cash basis only.  

2. On Purchase of School Uniforms and School Materials 
Uniforms, school patches, level patches and school 

materials are also available in our school.  The items can be 
purchased only on cash basis.  Credits or charge-on-account is not 
allowed.       

3. ESC and EVS Grantees (Scholarship) 
All ESC and EVS Grantees are to be assessed at an 

installment/cash basis.  Grantees must pay their respective school 
fees regularly as scheduled.  Upon payment of the ESC and EVS 
Fund, only then that the amount shall be credited to your tuition fee 
account.  Any payment in excess of the amount transferred shall be 
refunded to the respective grantees through the finance office. 

4. On issuance of Examination Permit 
 A student may be given an examination permit upon 
payment of school fees (total amount due) and presentation of 
promissory note. 
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5. On Issuance of Promissory Notes 
Only the Parent or Guardian declared in the registration 

form may ask for a Promissory Note.  The Parent or Guardian should 
sign and fill up the complete information indicated in the form.  A 
Promissory Note with no signature of the parent or guardian and 
incomplete information will not be accepted.  

B.   WITHDRAWAL 
A student may withdraw from the school any time of the year: 

 Upon presentation of a written notice of withdrawal from the 
parent or guardian. 

 After an official clearance from the Finance Office; 

 Approval from the Principal and School Director. 

C.  REFUNDS 
Pupils or students who transfer or otherwise withdraw are entitled to 

a refund of their tuition and will be charged: 
1.  5% of the total amount due for the term if they withdraw before 

classes starts. 
2. 10% of the total amount due for the term if they withdraw within 

the first week classes regardless of whether or not he/she 
actually attended classes. 

3.  20% of the total amount due for the term if they withdraw within 
the second week of classes.                                                  16 

4. 100% of the total amount due for the term if they withdraw after 
the second week of classes. 

5. *TERM = One (1) School Year for Pre-school to Grade 10 and 
One (1) Semester for Grade 11 to 12 

*SCHOOL YEAR = June to March for Pre-School to Grade 10 
*ONE SEMESTER = June to October (1st Semester) and November to March 
(2nd Semester) 

D. OTHER FEES 

Reservation fee, Computer Fee, Miscellaneous and Other Fees 
are not refundable.  However, the reservation fee is deductible 
from the tuition fee upon enrollment. 

7.  OFFICIAL DROPPING 
 A student who decides to stop attending classes is required to accomplish the 
Official Dropping Form at the Registrar’s Office and submit it to the Finance Office. 
Failure to do so will mean an accumulation of accounts for the school year. 
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8.  TRANSFER OF STUDENTS AND TRANSFER OF 
CREDENTIALS 

 A pupil/student in one school is entitled to transfer to another school, provided 
he/she has settled his/her obligations with the school he/she is enrolled in.                                                                                                              

9.  WITHOLDING OF CREDENTIALS 
a. The release of transfer credentials of any pupil/student may be withheld for 

the   
 following reasons: 

- Suspension 
- Expulsion 
- Non-payment of financial obligations to the school. 

b. Graduation proofs like diploma, pictures, etc. will only be issued upon 
settlement of all financial obligations to the school.                                                                                                                                                             

10.  EXAMINATION 
 There are eight (8) online monthly examinations during the year. 

Periodical tests are given for three days. 
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11.  REPORT CARD 
a. Report cards are issued four times in a school year. 
b. Parent/Guardian is required to claim cards from the class adviser every 

quarter. Report card for the last quarter will be issued upon presentation of 
school clearance. 

c. Report card should be signed by parent/guardian and be returned within three 
days after issuance.                                                                                                 

d. School authorities will not be held responsible for future complaints of 
parent/guardian who does not submit for a conference regarding his/her 
child’s academic performance and/or deportment. 

e. Since Parent-teacher Conference ( PTC) & Issuance of Cards are parts of 
school days, absence of parents/guardians will be considered absence of 
his/her child. 

 

12.  LEARNER RETENTION AND PROMOTION 
Grade Level Requirements Decision 

 
 
 
 
a.   For Pre-
School to 3 
Learners 

a.1   Final Grade of   at  
least 75 in all learning 
areas 

Promoted to the next grade level 

a.2   Did not meet   
   expectations in    
   not more than 2     
   learning areas 

Must pass remedial classes for 
learning areas with failing mark 
to be promoted to the next level.  
Otherwise the learner is retained 
in the same level. 

a.3    Did not meet  
   expectations in 3 
   or more learning  
   areas 

 
Retained in the same grade 
level 

 
b.  For Grade  
        4  &    
   Grades 7 to   
  10 Learners 

b.1   Final Grade of   at  
least 75 in all learning 
areas 

Promoted to the next grade level 

b.2   Did not meet   
   expectations in    
   not more than 2     
   learning areas 

Must pass remedial classes for 
learning areas with failing mark 
to be promoted to the next level. 
Otherwise the learner is retained 
in the same level. 

 
 
 
 
 
 

c.1   Final Grade of   at  
least 75 in all learning 
areas in a semester 

Can proceed to the next 
semester 

c.2   Did not meet 
expectations in a 
prerequisite subject in a 
learning area 

Must pass remedial classes for 
failed competencies in the 
subject before being allowed to 
enrol in the higher-level subject        



 

 
 
c. For Grade 11 to 
12 Learners 
 

c.3 Did not meet 
expectations in any 
subject or learning area at 
the end of the semester 

Must pass remedial classes for 
failed competencies in the 
subjects or learning areas to be 
allowed to enrol in the next 
semester.                 
Otherwise, the learner must 
retake the subjects failed. 

c.4 Must pass all subjects 
or learning areas in Senior 
High School 

Earn the Senior High School 
Certificate 

         
 d.  Scholastic Deficiency 

 A pupil/student whose scholastic performance is below passing shall be 
subject to the following rules: 
1.   Warning – a pupil/student who obtains at least two failing  

       grades at the end of the school year shall be warned by    
       Principal that he should improve his class performance to  
       remove the failing grades. The parents of the  
       pupils/students concerned will be duly notified in writing. 

        2.  Probation – a pupil/student who has not removed his  
              failure at the end of the second’s year shall be placed on  
              probation. 
        3.  Dismissal – a pupil/student may be dismissed from the  
              school roll on the grounds of scholastic deficiency.  
    

13.  STUDENT ASSISTANCE PROGRAMS 
a. EDUCATIONAL SERVICE CONTRACTING (ESC) 

Fund Assistance for Private School (FAPE) is a government subsidy 
to private Education Service Contracting (ESC) participating schools. 
Grade 7 grantees for SY 2019-2020 receive P9,000.00/year for 4 Years. 

       Requirements: 
                        - ITR of Parents or Certificate of Tax Exemption if annual income is       
                          less than P120,000/yr or Barangay Certificate of Indigence if parents    
                          are not employed. 

- Accomplished ESC Form 1 from the Guidance Office 
- 2 pcs. 1x1 Picture 
- Must pass all subjects & No record in the POD 
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All graduates of public elementary schools are entitled of this government 
subsidy. Graduates of private elementary school may also avail on a first come, 
first served basis 

b. VOUCHER PROGRAM FOR SENIOR HIGH SCHOOL 
Voucher Value: 17,500 – Students from Public School 
           14,000- Students from ESC participating schools                                                                                                                                                                                                                                                                

    c.   SCHOLARSHIP BY SCPS GUIDELINES 
 Scholarship grants for Entering Grade 7 and Grade 11 (effective 2019-2020) 

   Who are Qualified? 
1. Graduate of Grade6 or Completer of Grade10 from DepEd Recognized Private 
school/Public School 
 a. With Highest Honors (98%-100%) or Ranked 1 among the  
                   graduates/completers of his/her batch. 

b. With High Honors (95%--97%) or Ranked 2 among the  
graduates/completers of his/her batch. 

2.  No grade below 85% 
3.  The potential grantee must come from 50 or more graduates/completers. 
4.  Must pass the Entrance Examination given by SCPS 
5.  Must pass the interview by the Admission Committee 
6.  Complete submission of requirements: LRN, SF10(Form137), Form 138, Certificate  
      of Good Moral, and certificate of Academic ranking 

 
GUIDELINES IN MAINTAINING SCHOLARSHIP GRANT: 

1. The scholarship grant is valid for one (1) year, renewable every School Year. 
     Scholarship grant depends on the General Average of the scholar or ranking   
     per school year (4 years –JHS & 2 years-SHS). 
2.  Maintain a General Average per year of 
     a.  98%-100% or Ranked 1 for 100% Tuition Fee Discount 
     b.  95%-97% or Ranked 2 for 50% Tuition Fee Discount 
Note: Grantee must not have grades lower than 85% and No Incomplete grade in 

subject in a given quarter, No MS /NI and No disciplinary sanction from the POD. 
3.  Actively participate in all school activities and attends all meetings, 
workshops, seminars, recollections, retreats, Pilgrimage, educational tour and 
other school related activities 
4.  Actively participate in the Outreach Activities of the school 
5.  Member of 2 Authorized Clubs 
6. Member of the Marketing group of the school 

Furthermore, a student who was disqualified from the program cannot 
reapply for the scholarship. 
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7. In case a student takes a leave of absence for a school year due to 
illness/family problem, he/she is required to inform the school and file a leave 
of absence. 
-He/She will be re-evaluated by the admission committee once he/she decides 
to go back to SCPS. 
-Approval of Scholarship re-grant depends on the re-evaluation and 
recommendation of the admission committee.     
d.  DISCOUNT PRIVILEGES 
 5-6 children      - One child is 100% discount on tuition fee 
 4 children         - One child is 50% discount on tuition fee 

2-3 children      - Each child is 3% discount on tuition fee 
e. REFERRAL INCENTIVE 
f. CHILD OF ALUMNI DISCOUNT 
g. Varsity Player Incentive 

 
14.  GRADING SYSTEM 
 The K to 12 Basic Education Program uses standards and competency – 
based grading system.  All grades will be based on the weighted raw score of the 
learner’s summative assessments.  The minimum grade needed to pass a specific 
learning area is 60%, which is transmuted to 75% in the report card.  The lowest mark 
that can appear on the report card is 70% for Quarterly Grades and Final Grades. 
 Learners from Pre-Elementary to 12 are graded on Written Works, 
Performance Tasks and Quarterly Assessments. These 3 are given specific 
percentage weights that vary according to the nature of the learning area.     
                                                 
Weight of Components: (Pre-School to Grade 10) 
    

Written Works                                                               50% 

         Daily Learning Activities (20%) 

         Formative Assessments & 
         Quizzes 

(30%) 

Performance Task (PT)                                                               30% 

         Subject PT (20%) 

         Co-curricular PT (10%) 

Quarterly Assessment                                                               20% 

                                                               100%                                                           
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LIST OF SUMMATIVE ASSESSMENTS 

Learning  
Areas 

Components 

 Written Work 
(WW) 

Performance Tasks (PT) 

 
Languages 
(English & 
Filipino) 

A. Unit/Chapter   
       Tests 
B.Written 
outputs 
1.  Book/articles   

      reviews 
2. Essays 
3. Journals 
4. Letter   writing 
5. Reaction/ 

  reflection 
papers 

6. Reports 
7. Homework 
8. Graded seatwork 

A. Products 
1. Campaigns 
2. Case studies 
3. Collages 
4. Compositions 
5. Literary analyses 
6. Multimedia productions 
7. Portfolio 
8. Research projects 
9. Story/poem writing 

B. Performance-based tasks 
1. Debates 
2. Interviews 
3. Multimedia presentations 
4. Panel Discussions 
5. Presentations 
6. Project making 
7. Role plays 
8. Speech delivery 

9. Storytelling/reading 

 
   MATH 

 
A. Unit/Chapter       
         Tests 

B  .Written 
output 
1.  Data recording  
     and analyses 
2.  Geometric and  
statistical analyses 
 3.  Graphs, charts,  
   or maps 

4. Problem sets   
5. Surveys                              

A. Products 
1. Diagrams 
2. Mathematical Investigatory projects 
3. Models/making models of geometric 

figures 
4. Number representations 

B. Performance-based tasks                      
1. Constructing graphs from survey 

conducted 
2. Multimedia presentation 
3. Outdoor math 
4. Probability experiments 
5. Problem-posing 
6. Reasoning and proof through recitation 
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7. Using manipulative to show math 
concepts/solve  

8. Using measuring tools/devices                                                                   

 
SCIENCE 

                                       
A. Unit/Chapter  
        Tests 
B. Written output 

1. Concept maps 
2. Data recording 

and analyses 
3. Laboratory 

reports and 
documentation
s 

4. Reaction/reflec
tion papers 

5. Survey 

A. Products 
1. Investigatory  

     Projects 
2.  Models and diagrams construction 
3. Prototype building 
4. Research papers 

B. Performance-based tasks 
1.  Debates 
2.   Designing and implementation of Action    
       Plan 
3.Designing various models 
4.Doing Scientific Investigations 
5.Issue Awareness campaign 
 
6.Laboratory Activity 
7. Multimedia presentations 
8. Simulation 
9. Skills Demonstration 
10. Verification    
       Experiments                                                                                                                               

 
 
 
ARALING 
PANLIPUNAN 
(AP) 

A. Unit/Chapter  
      Tests 
B.Written output 
1. Concept maps and 
organizers 
2. Essay 
3. Journals 
4. News writing 
5.News/article 
reviews 
6.Reaction/ 
reflection papers 

 

 

A. Products  
1. Collages and diorama making 
2. Leaflet, poster, and slogan making 
3. Map construction 
4. Research work 

5. Timelines 
B. Performance-based tasks 
1. Community involvement 
2. Debate 
3. Interviews 
4. Issue-awareness campaigns 
5. News reporting 
6. Presentations and multimedia 

presentations 
7. Role plays 

8. Simulations 
 A. Unit/Chapter  A. Products 

Edukasyon 
sa 
Pagpapaka 
tao (EsP) 
& Religion 

         Tests 
B. Written output 
1. Essays 

2. Journal writing 
3.  Journal/ 
   article reviews 
4. Reaction/ 
   reflection papers 

1. Argument analyses 
2. Expressing their feelings and ideas through art 

activities 
3. Journal responses 
4. Letter writing 
5. Song and poem writing 

B. B. Performance-based tasks                 
1. Issue awareness campaigns 
2. Presentations and multimedia presentations 
3. Role plays 
4. Preparation of action plans (Plano ng 

pagsasabuhay) 

5. Implementation of action plans (Pagsasagawa 
ng Plano) 

 
 
MUSIC 

A. Unit/Chapter 
Tests 

B. Written output 
1. Essays 
2. Reaction/reflecti

on papers 
3. Research paper 

 
 

A. Products 
1. Creating simple musical arrangement 
2. Musical analysis/song analysis 
3. Musical Research 
4. Writing program notes 

B. Performance-based tasks 
1. Multimedia presentations 
2. Musical presentation 

3. Skills demonstration (singing, playing 

musical instruments)  

 
 
 
     ARTS 

A.  Unit/Chapter  
         Tests 
B. Written output 
1. Essays 

2. Reaction/ 
  reflection papers 
3. Research 

A. Products 
1. Art criticism and appreciation compilation 
2. Art exhibit 
3. Art projects 

4. Portfolio 

B. Performance-based tasks 
1. Art production 
2. Multi-media presentations 
3. Portfolio 
4. Skills demonstration 

(drawing,coloring, painting) 

5. Stage/bulletin board production 
 
 
PHYSICAL 
EDUCATION 
(PE) 

A. Unit/Chapter  
           Tests 
B. Written output 

1. Essays 
2. Reaction/ 

     Reflection papers 

3. Research 
paper 

A. Products 
1. Article/journal review 
2. Personal fitness and health logs 
3. Portfolio 
B. Performance-based tasks 
1. Creating personalized exercise program 
2. Physical activity participation 

3. Physical activity/fitness assessment 



 

4. Role plays 

5. Skills demonstration                                                                                                                                  
 
 
  HEALTH 

A. Unit/Chapter  
          Tests 
B. Written output 
1. Essays 
2.  Journal/ 
     article review 
3.  Reaction/ 
  reflection papers 
4. Research 

A. Products 
1. Journal responses 
2. Personal fitness and health logs 
3. Portfolio 

B. Performance-based tasks 
1. Debates 
2. Design and implementation of fitness and 

health program 
3. Issue-awareness campaigns  

4. Role plays 
Edukasyong 
Pantahanan at 
Pangkabuhaya
n/Technology 
and Livelihood 
Education/  
EPP/TLE- 
       & 
Computer 

A.   Unit/Chapter  
            Tests 
B. Written output 
1. Essays 

2. Diagrams, charts 
and model 
3. Work designs and 
plans 
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TRANSMUTATION TABLE 

Following is the range of initial Grades and their equivalents.  Transmuted 
grades will be reflected in the report card. 

Initial Grade Transmuted Grade Initial Grade Transmuted   Grade 

100 100   

98.40-99.99 99 66.40-67.99 79 

96.80-98.39 98 64.80-66.39 78 

95.20-96.79 97 63.20-64.79 77 

93.60-95.19 96 61.60-63.19 76 

92.00-93.59 95 60.00-61.59 75 

90.40-91.99 94 56.00-59.99 74 

88.80-90.39 93 52.00-55.99 73 

87.20-88.79 92 48.00-51.99 72 

85.60-87.19 91 44.00-47.99 71                                   

84.00-85.59 90 40.00-43.99 70 

82.40-83.99 89 36.00-39.99 69 

80.80-82.39 88 32.00-35.99 68 

79.20-80.79 87 28.00-31.99 67 

77.60-79.19 86 24.00-27.99 66 

76.00-77.59 85 20.00-23.99 65 

74.40-75.99 84 16.00-19.99 64 

72.80-74.39 83 12.00-15.99 63 

71.20-72.79 82 8.00-11.99 62 

69.60-71.19 81 4.00-7.99 61 

68.00-69.59 80 0-3.99 60 
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15.  AWARDS AND RECOGNITION 
            ( Legal Basis : DepEd Order #36 s. 2016) 
       A.  Policy Guidelines on Awards and Recognition for the K to 12  
            Basic Education Program  

1. In line with the implementation of Republic Act No. 10533,    
   otherwise known as Enhanced Basic Education Act of 2013 

                       ( K to 12 Law), the Department of Education is adopting the      
                       enclosed Policy Guidelines on awards and Recognition for the     
                       K to 12 Basic Education Program. 

2. These awards have been designed to formally recognize the   
     outstanding performance and achievement of learners in      
     academics, leadership, and social responsibility, among other  
     aspects of student’ progress and development.  These awards  
     are given to encourage learners to strive for excellence and to  
      become productive members of the school and community. 
3. All leaners, including transferees, who have met the standards,  
    criteria, and guidelines set by the policy shall be recognized. 
4. There can be two or more recipients of any award.  However,   
     should there be no qualified learner, the awards shall not be  
    given. 

                    5. All awardees must have not been sanctioned with offenses    
                       punishable by suspension or higher sanctions and must not  
                        have MS/NI mark in the Deportment. 
     B.  CLASSROOM AWARDS 
   Recognition given to learners in each class or section. A simple   
            recognition may be given per quarter.  Awardees are given  
            merit by the adviser in recognition of the learner’s outstanding  
            performance in class. 
             1.  Quarterly Academic Achievement Award 
              Given to Learners who obtained a general average of at least 90%, 
               no grade below 85% as stated in DepEd-4A-1o4a-05-1C01-17-    
               0000749 and with no MS/NI mark in Deportment. 
            2.  Quarterly Recognition for Perfect Attendance 
       A learner must be present in all of his/her classes, and must have    
                no absences for the entire quarter.   
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           3.  Quarterly Deportment Award 
                Awardees must have consistently and dutifully carried out the values in the   
             Deportment as indicated in the Report Card.  They must have at least 75% “  
            Outstanding” (O) rating within the quarter.     

 
C. AWARDS AND RECOGNITION FOR KINDERGARTEN 

(at the end of the school year) 

              1. Academic Excellence Award 
        Given to Learners who obtained a general average of at least   
               90%, no grade below 85% as stated in DepEd-4A-1o4a-05-1C01-17-    
               0000749 and with no MS/NI mark in Deportment. 

ACADEMIC EXCELLENCE AWARD GENERAL AVERAGE 

With Highest Honors 98-100 

With High Honors 95-97 

 With Honors 90-94 

            
              2. Deportment Award 
                     Awardees must have consistently and dutifully carried out the values in  
                 the Deportment as indicated in the Report Card.  They must have at least  
                 75% “ Outstanding” (O) rating at the end of the school year. 

           
            3. Awards for Outstanding Performance in Specific Discipline 
                        Given to learners who earned the highest final rating in the  
                  specific discipline 

             - Good Communicator Award 
 - Star Reader Award 
 -  Budding Mathematician 
 -  Budding Scientist Award 
 - Young Dancer/Singer Award 
 - Sporty kid Award 
 - Artistic Hands Award 
 -  Best in CLE 
 - Best in AP 
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D. GRADE LEVEL AWARDS (Nursery, Grades 1 -5, Grades 7-9 & 11) 
           Given to qualified leaners for every grade level at the end of the school year.  
Candidates for the awards are deliberated by the Awards Committee if they have met 
the given criteria. 

 1. Academic Excellence Award 
  Given to Learners who obtained a general average of at least  
               90% no grade below 85% as stated in DepEd-4A-1o4a-05-1C01-17-    
               0000749 and with no MS/NI mark in Deportment. 

ACADEMIC EXCELLENCE AWARD GENERAL AVERAGE 

1.  With Highest Honors 98-100 

2.  With High Honors 95-97 

3.  With Honors 90-94 

 
2. Deportment Award 

                     Awardees must have consistently and dutifully carried out the values 
in the Deportment as indicated in the Report Card.  They must have at least 75% 
“Outstanding” (O) rating at the end of the school year. 

3. Award in Outstanding Performance in Christian Living Education   
    and Computer subjects. 
4. Athlete of the Year Award 
5.  Special Academic Award 

 

     E. GRADE LEVEL AWARDS FOR COMPLETERS AND GRADUATES            
                                        (Grade 6, 10 & 12) 

  1. Academic Excellence Award 
         Given to Learners who obtained a general average of at least 90%, 

                   no grade below 85% as stated in DepEd-4A-1o4a-05-1C01-17-    
               0000749 and with no MS/NI mark in Deportment. 

ACADEMIC EXCELLENCE AWARD GENERAL AVERAGE 

  With Highest Honors 98-100 

With High Honors 95-97 

With Honors 90-94 

      

              2.  Deportment Award 
             Awardees must have consistently and dutifully carried out the values in 
the Deportment as indicated in the Report Card.  They must have at least 75% 
“Outstanding” (O) rating at the end of the school year. 
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 3. Awards for Outstanding Performance in Specific Discipline 
              Given to learners who earned the highest final rating in the subject. 
  
Table1: Criteria for Outstanding Performance in Specific Discipline 

1.  Academic Rating 
Final grade in the learning area or average of the final grades in subjects 
specifically related to the award 

 
20% 

2.  Skill in the Discipline 
-Members in Club/team  (4) 
-Class or School Representation (4) 
-Winnings and awards (4) (1st -4 , 2nd -3 ,  3rd-2 ,4th -1) 

 
 
40% 

3.  Attitude toward the Discipline 
- Commendation from coach/adviser (4) 
   4-Outstanding              2- Satisfactory 
   3- Very Satisfactory      

 
20% 

4.  Contribution to the School 
   - Tutorials/Coaching (4) 
   - Performance in School’s various functions and events (4) 
       4-Outstanding              2- Satisfactory 
       3- Very Satisfactory  
    - Products (Useful to the Discipline)  (4) 
   - Projects    (Useful to the Discipline)  (4) 
   - Volunteer work (During the specific discipline’s activities (4) 

 
 
 
20% 

                                                                                                  TOTAL 100% 

 

4. Leadership Award 
Given to learners who have demonstrated exemplary skills in 

           motivating others and organizing projects that have significantly contributed 
           to the betterment of the school and/or community. 

- CSC Leadership Award 
- Homeroom Leadership Award 
-  Boy/Girl Scout of the Year 
- Best Club Leader                                                                                            

      Table 2A: Criteria for Leadership award by adviser ( Club/Class)               (60%) 

1.  Motivational Skills 
 - Communicates effectively (4) 
- Shows initiatives and responsibility (4) 
-Engages group and/or club mates to participate actively (4) 
-Establishes collaborative relationships (4) 
-Resolves conflicts (4) 

 
  24% 



 

2. Planning and Organizational Skills 
-Plans and designs relevant activities for the class, club and/or school (4) 
-Implements planned activities effectively and efficiently (4) 
-Monitors implementation of plans and tasks (4) 
-Manages and/or uses resources wisely (4) 

 
24% 

3.  Contribution to the School and/or Community 12% 

                                                                                           TOTAL 60% 

 
 
Table 2B:Criteria for Leadership Award by Peer ( Club mates/Class mates)        40% 

1.  Motivational Skills 
 - Communicates effectively (4) 
- Shows initiatives and responsibility (4) 
-Engages group and/or club mates to participate actively (4) 
-Establishes collaborative relationships (4) 
-Resolves conflicts (4) 

 
   
16% 

2. Planning and Organizational Skills 
-Plans and designs relevant activities for the class, club and/or school (4) 
-Implements planned activities effectively and efficiently (4) 
-Monitors implementation of plans and tasks (4) 
-Manages and/or uses resources wisely (4) 

 
16% 

3.  Contribution to the School and/or Community 8% 

                                                                                           TOTAL 40% 

 

            5. Award for Work Immersion 
      Given to Grade 12 graduating student who have exemplified 
outstanding performance based on the terms of reference or 
engagement set by the school and evaluation of the direct 
supervisor and subject teacher.  Awardees must have received 
high efficiency rating of 90% or higher for their diligence and 
consistency in performing their duties and responsibilities 
throughout the immersion program. 

             6. Award for Research or Innovation 
     Given to Grade 12 students – individuals, pairs, or groups of not 
more than 4 members- must have led the planning and execution 
of a research or innovation to advance the potential applications of 
technology, or research whose findings can be used to drive better 
efficiency and productivity as well as to improve the lives of the 
people in the school and/or community. 
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F.  SPECIAL RECOGNITION AWARD  
1.  Special Academic Award  
         Given to learners who represented the school in an authorized/       
       memorandized academic contest/s. 

- Medal  (1st – 3rd place) 

             2   Athlete of the Year Award  
Given to a learner who meets the following criteria: 
- Has been a representative of the school in the inter-school 

competition and received any of the following awards: 1st, 2nd or 3rd 
place (Certificate) 

- Has been a representative of the District of San Mateo for Provincial 
Meet (Medal) 

               3. Performing Artist Award  
                         Given to a completer/graduate who actively participated in different     
                 school programs such as cultural shows, plays and the like, at least in the  
                 last two years.                                                         
             4. Service Award  
                       Given to a student who has been of service to the school community for     
                the two (2) years. 

- Drum & Lyre                 CSC   
- Outreach Program        Technical /Computer Club 
- Scouts 

            5. Liturgical Apostolate Award  
                     Given to a pupil/student who has served with dedication and commitment     
                to school liturgical activities for at least 2 years. 
           6. Journalism Award  

     Given to a graduate who has shown skills exemplary    
      in field of journalism for two (2) years. 

            7. Loyalty Award 
        Given to a student who studies in this institution from Kindergarten to 
Grade 12.   K- Grade 12  (Medal) 

              8.  Director’s Award  
       Given to the Valedictorian of the Senior High School 

             9. Cecilian Award  
        Given to a student who has spent his/her secondary education  
(JHS-SHS) in SCPS in the judgment of his/her subject teachers, peers and 
administrators have shown exceptional effort both in his/her studies and in the 
development of his/her character and personality and who embodies an 
outstanding degree of an ideal Cecilian graduate. 
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10.  Award for Club/Organization Achievement 
                      Given to duly recognized club/organization that has created positive    
                   Impact on the school and/or community it serves through the       
                   implementation of all its planned projects and activities, provided strong  
                   support to the implementation of the school activities and attainment of the  
                   school’s objectives, and take great strides to help its members develop  
                   their potentials.  

16.  CECILIAN ACTIVITIES AND ORGANIZATION  
         A. GENERAL GUIDELINES 

1.  All facilities in the campus are for the use of the academic community in line 
with school objectives. 

2. All co-curricular activities require approval of the Principal. 
3. Person/Persons in charge of an activity is held responsible for the use, order 

and cleanliness of the facilities and equipment. 
4. Group activities or gathering will not be allowed beyond 8:00 P.M. Any 

exemption to this directive requires formal written approval from the principal. 
5. Only recognized student organizations are allowed to post materials in the 

campus. All posting and announcement must be approved by the Principal. 
6. A student may hold a major position in one organization only. 
7. A student may belong to not more than three organizations. 

                Organizational objectives must be school-oriented and all  
                activities must be school-based.                                                     

8. No organization/course meeting and/or activity shall be allowed unless for 
grave reasons and with permission from the adviser/moderator. 

9. Any meeting or activity held during class hours will not be allowed unless for 
grave reasons and with permission from the Principal. 

10. Any school activities of any organization require written endorsement of the 
club moderator. Travel outside the campus needs also permission from the 
parents concerned.                                                                                          

11. Participation as representative of the school for any officially recognized 
student organization in meetings, rallies, conferences, conventions, and the 
like requires written endorsement of the club moderator/subject teacher and 
clearance from the Principal. 

12. The school is not responsible for the activities of the students outside the 
campus except those with prior approval. SCPS is not liable for students 
having meetings; outings etc. during vacations/after end of classes in a school 
year.                        

13. Points and grades given to a student will depend on the degree of his/her 
participation, projects, civic-mindedness and community involvement whether 
as a member or as an officer. 
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14. No meetings or activities on Saturdays and Sundays unless supervised by the 
teacher concerned and approved by the Principal. 

15. All organizations must have constitution and by-laws approved by the 
Principal. 

16. Any group must apply to the Principal to organize and operate a student 
organization. 

17. Only accredited organizations have the right to operate a student 
organization.       35 

18. In case of fund raising activity, each organization must submit to the Principal 
the financial report not later than two weeks after the activity. 

The financial report must be submitted by the treasurer and signed by the 
organization auditor and noted by the club moderator before submission to the 
Principal. 

 

   B. STUDENT’S ORGANIZATION 
 Student organizations are classified as academics and  non- academics 
                1.  Academics 

- Social Science Club      - Science Club 
- English Club                  - Computer Club 
- Filipino Club                 - Home-Makers Club 

                  - Math Club        
                 2. Non-academics 

         - BSP & GSP      - Drum & Lyre 
         - Glee Club 

   - Campus Ministry/ Animators/ Outreach                                    
               3. Student Publication 

         The Cecilian Chime is the official publication of Sta. Cecilia    
      Parochial School. It is published once a year. It provides training   
      opportunities for future writers and serves as a venue for   
      communication and dissemination of information among all  
      members of SCPS community.    
4. The Cecilian Student Council  
    The highest governing body among students. It aims to develop 
students’ leadership potentials and capabilities. 

NOTE: A Cecilian who is a member of the Student Publication must not 

run in any position in the Student Council. Students with an average of 

90% or higher may join 1 academic club, 1 non-academic club and either 

Chime/CSC. 
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II. POLICIES AND RULES ON DISCIPLINE  
A. POLICY STATEMENT  

The administration shall be responsible for the maintenance 

of good discipline among students inside the school campus, 

as well as outside the school premises as long as they vowed 

to enroll until their graduation. 

As a Catholic institution, primarily concerned not only on 

pupil / student academic development but also on the 

formation of pupil / student character, SCPS pupils / students 

are expected to concretize and embody the kind of ideal 

person worthy of emulation by the community. They are 

therefore models in speech, action, and behavior. They are 

refined and tactful, morally upright, just and respectful in 

their dealings with others.   

*Procedural Steps in Handling Disciplinary Cases 

1. All teachers should observe and maintain a conducive classroom for 

learning at all times. 

2. All teachers should write down on the anecdotal record any 

significant positive or negative behavior of the pupils. 

3. In case of a misbehavior, the teacher should be judicious in assessing 

the situation. Inquiry shall be done prior reporting the behavior in the 

anecdotal record. 

4. The subject teacher should inform the class adviser of the pupil’s 

misbehavior. The class shall conduct his/her own 

inquiry/investigation, if necessary. 

5. The class adviser should report the child’s misbehavior to their 

parents immediately. 

6. If certain misbehavior becomes habitual, the class adviser should 

refer the child to the Guidance Advocate for counselling. 

7. Open communication between subject teachers, class advisers, 

guidance officers and parents must be observed at all times. 
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    B.  NORMS OF CONDUCT  
        All Cecilians possess proper behavior in his/her dealings with others in  
        all places at all times. Below are indicators of proper behavior he/she is   
        expected to exhibit: 
IN-CAMPUS 

1. Observes proper decorum at all times. 

2. Attends and participates actively in the daily assemblies, 

morning prayers and other ceremonies. 

3. Falls in line properly and observes silence in going to and 

leaving from their respective classroom.  

4. Keeps right when walking on stairways and hallways to 

ensure order. 

5. Refrains from making class disturbances such as dragging 

of feet, howling, shouting, running, and laughing 

boisterously.  

6. Refrains from quarreling, ridiculing others, fighting or 

becoming accomplices to any forms of misconduct. 

7. Participates actively in classroom activities by 

accomplishing promptly the Learning Activity Sheets, 

joining in class discussions and other student centered 

activities. 

8. Does not eat during class hours and or Refrains from 

eating during class hours.  

9. Observes “Clean as You Go”. ( CLAYGO ) 

10. Participates actively, devoutly, and wholeheartedly 

during Holy Masses, group prayers, and other religious 

functions. 

11. Handles laboratory equipment, tools, chemical and other 

properties of the school properly. Any loss or accidental 

damage of any school property and that of the student 

shall be paid by the one responsible. ( In case accident / 

injuries and damage of equipment happens while using 

laboratories, students are advised to immediately report 

it to the teacher concerned. ) 
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12. Observes health and safety rules and regulations in the 

laboratories and other school facilities. 

13. Secure permission from the teacher before using any 

equipment, tools and materials.   

14. Obeys library rules and regulations. (The library is a place 

for study, research and private readings. Silence must be 

strictly observed at all times. Eating is strictly prohibited).  

15. Refrain from bringing cutters, scissors, knife, any cutting 

object, toys, electronic gadgets in the school premises 

without the permission from the subject teacher and 

approval of the Prefect of Discipline. 

16. Refrains from posting, buying or selling tickets and 

soliciting contributions without the permission from the 

school authorities. 

17. Avoid vandalism.   

         OFF – CAMPUS  
                A Cecilian is associated with the school and its community event     
        when he/she is off-campus. Hence, he / she is expected to: 

1. Use his /her uniform Off-Campus if he /she is officially 

representing the school on approved activities. 

2. Participate only in Off-Campus activities in a manner which does 

not cause aspersion on the school and its community. 

3. Refrain from smoking, drinking liquor or wearing or improper / 

inappropriate attire. 

4. Refrain from acting as representatives of the school unless he 

/she is authorized to do so. 

5.  Exercise extreme care when riding and getting off the bus in 

going and returning from official-campus activity. 

6. Refrain from going malls and places of recreation (computer 

games shops, billiards halls etc.) in school uniform except in the 

company of the parents or adults. 

7. Refrain from using the name of the school in any unauthorized 

off-campus activities such as excursion, parties and picnics, etc. 
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8. Refrain from committing acts that may cause dishonor, contempt 

or discredit them name of the school. Student should be aware 

of their responsibilities in upholding a good image of his / her 

school.       

B. OTHER SCHOOL POLICIES  

1. ATTENDANCE  

ABSENCES – (Pursuant to DECS Order No.35, series of 1993) 

Absences are either excused or unexcused. Beyond 20% of the 

required class days during a school year, an absentee student shall 

be DROPPED from the roster and a failing grade in all subjects will be 

given.    

1.1.1 Students are expected to be on time for all their 

classes and All official activities including those that 

are scheduled on non—school days. Regular 

attendance is required. 

1.1.2 In case of absences, an excuse letter or medical 

certificate must be presented to the Prefect of 

Discipline for the release of an official admit to class 

slip. 

1.1.3 If a student fails to present an excuse letter or 

medical certificate, the Prefect of Discipline will issue 

a temporary “admit to class slip” but is marked 

unexcused for that day. The student is advised am 

expected to present his duly signed excuse letter the 

next day. Failure to comply will consider the absence 

unexcused. 

1.1.4 A student who had been absent for three 

consecutive days or more, after a holiday or 

examination day, must be accompanied by the 

parent / guardian to personally explain to the Prefect 

of Discipline and adviser the reason for the absences.  

1.1.5 In case of contagious or prolong illness, parents/ 

guardian should inform the school through Class 

Adviser. A medical certificate indicating the 

treatment that has been administer and a medical  
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clearance to prove that the student is fit to returnto 

school should be present to Medical Clinic staff who 

in turn will notify the Prefect of Discipline about the 

case of the said student.  

1.1.6 Students are only allowed to leave the school 

premises during school hours, after parents or 

guardian personally secures an exit pass through the 

Office of Prefect of Discipline and approved by the 

Principal. However, exit pass maybe issued by the 

clinic staff for those who are sent home by the school 

physician / nurse due to sickness. 

1.1.7 A student who comes at 9:00 a.m. is considered “half 

day”. The student must present first an excuse letter 

to the Prefect of Discipline before he / she would be 

given the admit to class slip.                                   

1.1.8 Students who are invited to be an official delegate to 

activities which are not school based must submit a 

copy of the letter of invitation together with a formal 

letter of request from their parents for the Principal’s 

approval. Letter must be submitted one week before 

the activity.  

1.1.9 Absences do not excuse a student from classwork 

and other school requirements. Make up tests or 

special quizzes missed are given upon presentation 

of excused letter / medical certificate. 

1.1.10 Class days not attended by a student due to late 

enrolment are considered absences. 

1.1.11 A student who will be absent for more that 15 days 

due to sickness, travel abroad, family emergencies 

and other valid reasons should secure a leave of 

absence from the Principal through the Prefect’s 

Office. The school reserves the right to grant or may 

not grant a student the leave of absence. 
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1.1.12 A student who is absent due to family emergencies 

must notify the class adviser5 the soonest possible 

time through any form of communication. Upon 

return, the student concerned must submit to the 

Prefect’s Office a formal letter indicating the 

reason/s for his/her absence. 

2. TARDINESS 

All pupils and students are expected to be in School Campus 

10 minutes before the class starts. A pupil / student who 

arrives beyond the official time is marked tardy for that day 

and is required to render a community service. An admission 

slip will be presented to the class adviser for admission in his 

/ her class. A tardy pupil / student without AS will not be 

accepted.     

 Official Time: Regular Class – 7:30 am 

 

FREQUENCY GRADE SCHOOL JUNIOR / SENIOR 
HIGH SCHHOL 

Three (3)  
Tardiness or Two 
(2) unexcused 
absences  

- Verbal Warning 
by the Class 
Adviser  

- Verbal warning by 
the Class Adviser  

Six (6) Tardiness 
or Four (4) days 
unexcused 
absences 

- Referral to the 
Guidance Advocate 
Office by the 
Adviser  

- Referral to the 
Guidance Advocate 
Office by the Class 
Adviser  

Nine (9) Tardiness 
or Six (6) days 
unexcused 
absences 

- Referral to the 
Prefect of 
Discipline by the 
Class Adviser 
- Conference with 
the parent / legal 
guardian  
- MS deportment  

- Referral to the 
Prefect of Discipline 
by the Class Adviser 
                              43 
- Conference with 
the parent / legal 
guardian 
- MS deportment   

Twelve (12) 
Tardiness or Eight 

- Conference with 
the Parents / Legal 
guardian by the 

- Conference with 
the Parent / legal 
guardian by the 



 

(8) unexcused 
absences  

Adviser and Prefect 
of Discipline with 
Written Reprimand 
- NI deportment   

adviser and Prefect 
of Discipline  
- 3 days Reflection  
- NI deportment 
 

Fifteen (15) 
Tardiness or Ten 
(10) unexcused 
absences  

- Conference with 
the Parent / legal 
guardian by the 
adviser and Prefect 
of Discipline  
- 2 days Reflection  

- Conference with 
the Parent / legal 
guardian by the 
adviser and Prefect 
of Discipline  
- 5 days Reflection  
- NI deportment  

 
Twenty (20) 
Tardiness or 
Fifteen (15) 
unexcused 
absences  

  
- Very Strict 
Probation 
supported by a 
Notarized Discipline 
Agreement 
- 5 days reflection 
- NI deportment  

Forty (40) 
Tardiness or 20% 
of the total 
number of school 
days unexcused 
absences  

- Non – 
readmission  

- Non – re-
admission 

 NOTE: A pupil / student is considered tardy if he / she 

enters the classroom five (5) minutes after he/she official 

time such as recess and lunch break.                                      

3. CUTTING CLASS 
3.1. Students may leave the classroom during class periods with the 
permission and the necessary Student’s Pass from the Subject teacher. 
Failure to return five (5) minutes will mean cutting class. 
3.2. Only students with the official call slip from the office concerned must 
be allowed to go down. The same call –slip must be presented upon re-
entry to the classroom. 
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4. TRUANCY 

4.1. Truancy is an absence without a valid cause and not known and 

authorized by the parent or the legal guardian. 

4.2. Parents are notified in case of truancy and are called for 

conference. This is a serious offense that merit Two (2) days 

reflection and NI in deportment.     

5. LEAVE OF ABSENCE  

5.1. Students must notify the school if he / she foresees that he / she 

will be absent for more than fifteen (15) days. Official / Formal letter 

must be submitted to the Office of the Principal. Valid reasons are 

the following: travel abroad, family emergencies, prolonged sickness. 

5.2. If the school does not grant the request but still pursues to do so, 

the school has no obligation of accepting him / her back. 

6. CURFEW 

All pupils / students are required to go home on the actual dismissal 

time. Pupils . students, who wished to stay beyond the actual 

dismissal time to their project, play and the like must seek permission 

from the subject teacher concerned and the Principal, otherwise they 

will not be allowed to stay inside the school campus.  

Curfew for special works / activities – 5:00pm                                 

7. SUSPENSION OF CLASSES ( due to Natural Calamities ) 

 Typhoon Signal #1 – Classes are suspended in Pre-Elem 

 Typhoon Signal #2 & #3 – Classes are suspended in all levels. 

* Always refer to DepEd. Province of Rizal and San Mateo Advisories   
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8. CAMPUS SECURITY  

8.1. Only enrolled pupils / students of the school shall be allowed     inside 

the school campus. 

8.2.  Parents who wish to see the Principal or any teacher must set an 

appointment at least one day before the desired time and date. 

8.3.  Parents who have been summoned shall be entertained only during the 

subject teacher’s vacant period or as specified in the communication letter.                                                                        

8.4.  Fetchers shall wait at the prescribed waiting area outside the school 

gate.  They are strictly prohibited to enter in the school premises unless with 

proper permission. 

8.5. Visitors, including parents / guardians, shall not be allowed to stay 

inside the campus during class hours except for valid reasons. They shall be 

required to sign the log book of the security service. Then the guard on duty 

shall lend the visitor/s an ID, which they will have to wear at all times inside 

the campus. 

8.6. Visitors must adhere to the dress code of the school. Visitors who are 

wearing inappropriate and revealing clothes shall not be allowed inside the 

school premises.  

 

 

 

 

 

 

 

       

9. SCHOOL UNIFORMS 

9.1. All pupils / students are expected to wear their uniform during 

school days and on official school function / activities. 

 

 

LEVEL DAILY UNIFORM 

 
 
PRE- 
ELE
M & 
ELE
M  

B
O
Y
S 

- Official ID 
- White short-sleeved polo jacket with logo on the left pocket 
and level patch on the left front collar  
- White Undershirt (no print) 
- Blue Pants 
- White Socks  
- Black and low –cut leather shoes  

G
I
R
L
S  

- Official ID 
- Blue checkered dress with yellow ribbon at the center and 
school logo on the left front collar and level patch on the 
right front collar 
- White socks & Black low-cut leather shoes  

LEVEL DAILY UNIFORM 

 
 
 
 
 
JUNIOR 
HIGH 
SCHOOL  

BOYS - Official ID 
- White short-sleeved polo jacket with logo on 
the left pocket and level patch on the left front 
collar  
- White Undershirt ( no print ) 
- Blue Pants 
- White Socks  
- Black and low –cut leather shoes  

GIRLS  - Official ID 
- White blouse with checkered ribbon at the 
center with school logo on the left front collar 
and level patch on the right front collar 
 - Blue checkered skirt ( below the knee ) 
- White socks 
- Black and low-cut leather shoes   
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9.2. PE UNIFORM 

All pupils / students are required to wear the PE uniform on the scheduled 
days of their PE classes and other activities of the school which may require 
sports activities. 
a. Yellow t-shirt with logo at the center front  
b. Blue jogging pants with printed SCPS at the left not altered  
c. Any pair of rubber shoes 
d. White socks 
 
9.3. GALA UNIFORM  
It is required to all pupils / students during masses and special occasions. 
This uniform represents the spirituality of every pupil / student; thus should 
be worn properly. 
       

9.4. IDENTIFICATION CARD  

Every enrolled pupil / student is required to wear his / her ID at all 

times while in campus. If lost, a replacement will be charged. A lost 

or damaged ID should be reported to the Prefect of Discipline. 

Tampering or changing the photo invalidates the ID. The ID card is 

requirement in signing the pupil’s / student’s clearance and must be 

worn in every school activity. 

* The ID is confiscated in case of violation of any rules and regulations of the 

school. Confiscated ID’s are retrieved from the Prefect of Discipline.  
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SENIOR 
HIGH 
SCHOOL  

B
O
Y
S 

- Official ID 
- White Polo barong with blue lining on the 
sleeves and around the collar 
- Fixed navy blue neck tie at the center button 
area 
- School logo on the left chest side 
- Navy Blue pants 
- Black and low leather shoes 
- White undershirt (no print) 
- Black socks  
-Blue Coat 

G
I
R
L
S  

- Official ID 
- White blouse with yellow lining on the sleeves  
- Fixed yellow neck tie at the center button area 
- School logo on the left chest side 
- Navy blue pencil cut skirt 
- Black closed shoes 
- foot sock/Skin tone stockings (optional )  
-Blue Coat                                                                

BOYS - White long-sleeved polo 
- Blue pants 
- White socks 
- Black leather shoes 

 
GIRLS  - White dress with yellow ribbon 

- White socks  
- Black leather shoes  
- White belt with yellow buckle  
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10. GOOD GROOMING  
The virtues of SCPS inculcated among the Cecilians are simplicity and 
humility. 
10.1. Hair must be properly styled. It must not also be dyed nor     shaved.                                                                           
10.2. The barbers cut is highly recommended for boys, at least one (1) inch 
above the ear and two (2) inches above the collar line. 
10.3. Only wrist watch and a pair of non-dangling earrings are allowed to be 
worn. 

OFFICIAL HAIRCUT FOR BOYS 

 

 

 

 

         

10. CHEATING DURING EXAMINATION 

Dishonesty and cheating during examinations (seat works, 

quizzes, monthly examination and the like will not be tolerated. 

A pupil / student caught cheating will be required to surrender 

the test paper and will be given Zero in the examination and NI 

mark in the deportment.  The following constitute cheating: 

a. Looking at somebody else’s paper 

b. Talking and whispering during examination 

c. Referring to codes or any other material 

d. Opening books, notebooks and notes 

e. Giving signs or other form of communication to other 

students 

f. Bringing a “codigo” 

g. Passing answers 

h. Deliberate lying in school works such as a report, term 

papers, and projects or guilty of plagiarism shall be 

given a failing grade in that particular subject. 
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12.  ON GADGETS  
(Pre-Elem.-Junior High School) 

SCPS adheres to the guidelines issued by the DepEd in the use of 

mobile phones and other electronic gadgets. (DO 83, s.2003)  

The Department of Education (DepEd) strictly imposes a ban on the 

use of cell phones by the students during class hours; and Teachers 

and parents should devise ways to educate pupils / students on the 

responsible use of cellphones to prevent them from engaging in 

misguided and immoral activities. 

12.1. Pupils / Students are discouraged to use mobile phones or other 
gadgets in the school campus unless such mobile phones and gadgets are 
needed in making performance tasks and other related school projects / 
activities after seeking permit from the concerned teacher and from the 
Office of the Prefect of Discipline.              
12.2. Inappropriate usage of cellphones/gadgets found on pupil’s / 
student’s possession without meeting the conditions stated above (no. 
12.1) will be confiscated. The unit will be returned to the parent or legal 
guardian of the said student. 
12.3. The school is not responsible for any loss of mobile phones and other 
electronics and communication gadgets. 
* for SENIOR HIGH SCHOOL 
During Examination proper, any device (laptop, tablet, cellphones, etc.)is 
NOT allowed inside the classroom or must be surrendered to the teacher 
in charge , mere possession is already considered cheating. 

* First Offense - Mark “S” in deportment 
- Gadget will be returned to the Parent    
  or Legal Guardian 
 

* Second Offense  - Mark “MS” in deportment 
- Gadget will be returned to the Parent    
  or Legal Guardian after a week 
 

* Third Offense  
 

- Mark “NI” in deportment 
- Gadget will be returned to the Parent  
  or Legal Guardian after a month  
 



 

13. BULLYING ACT GUIDELINES  

IMPLEMENTING RULES AND REGULATIONS (IRR) OF REPUBLIC ACT (RA) NO. 

10627 OTHERWISE KNOIWN AS THE ANTI-BULLYING ACT 2013. 

a. Bullying – refers to any severe or repeated use by one or more pupils 

/ 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 / her 

property, creating a hostile environment at school for the other 

student; infringing on the rights of the pupils / students 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: 

 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; ( physical )  

 Any act that causes damage to a victim’s psyche and / or 

emotional well – being. 

 Any slanderous statement or accusations 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. 

 Any bullying done through the use of technology or any 

electronic means ( Cyberbullying ). The term shall also include 

any conduct resulting to humiliation, intimidation, or 

harassment, through the use of other forms of technology, such 

as, but not limited to instant messaging, social media, chatting, 

internet, texting, email, online games or other platforms as 

defined in DepEd Order No 40, s. 2012. 

 Any other form of bullying may be provided in the school’s child 

protection or anti-bullying policy, consistent with the Act and this 

IRR. 
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 The term “bullying” shall also include: 

 Social Bullying – refers to any deliberate, repetitive, and 

aggressive social behavior intended not hurt others or to belittle 

another individual or group. 

 Gender-based Bullying – refers to any act that humiliates or 

excludes a person on the basis of perceived or actual sexual 

orientation and gender identity ( SOGI ) 

              3 B’s 
               Bully – refers to any pupil or student who commits acts of bullying                  
                 as defined by the Act or this IRR. 
             Bullied ( Victim ) – refers to any pupil / student who experiences the    
                acts of bullying re relation as defined by the Act or this IRR 
             Bystander – refers to any person who witnesses or has the  
               knowledge of any actual or perceived acts or incidents of bullying or    
              retaliation as defined by this IRR. 

b. The Anti-bullying policy shall prohibit: 

1. Bullying at the following  

a. School grounds; 

b. Property immediate adjacent to school grounds;  

c. School-sponsored / school-related activities, functions or 

programs whether on or off school grounds; 

d. School bus stops; 

e. School busses or other vehicles owned; leased or used by 

a school; 

f. School busses or school services privately-owned but 

accredited by the school. 

c. Preventive Measures  

- Installation of CCTV to monitor pupils and students activities in  

  school 

- Personnel, Parent and room to room orientation on school  

  policies on discipline, anti-bullying act and child protection  

  guidelines                                                                                          

- More spiritual, co-curricular and extra-curricular activities in school 

-Homeroom Guidance  & Group and individual Counselling 
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d. Intervention Program  

- counselling  

- life skill training  

- other activities that will enhance the psychological, emotional  

   and psycho – social well-being of both the victim and the bully  

e. The Committee, as provided in DepEd Order no.40 s. 2012 shall be 

composed of the following  

 School Head / Administrator – Chairperson 

 Guidance Advocate / Teacher – Vice Chairperson 

 Representative of the Teachers as designated by the Faculty 

Club 

 Representative of the Parents as designated by the Parents-

Teachers Association 

 Representative of Students, except in kindergarten, as 

designated by the Supreme Student Council; and  

 For private school, a representative from the Community 

provided in the preceding number shall be optional. 

INTERNET POLICY  

 The social networking platforms are not the proper forum or venue 
for the discussion or airing of grievances against or of administrators, 
students, or parents. In line with the policy of open communications, the 
different stakeholders in the school are encourage to discuss concerns, 
issues or grievances with the person concerned or with the immediate head. 
 Any employee, parent, student or administrator who airs, 
ventilates, discusses, disclose or uploads concerns or issues with other 
stakeholders on the social networking platforms without first taking it up 
with the person concerned shall be considered guilty of fomenting, creating 
or causing dissension or discord, disloyalty or disrespect for authority and / 
or acts inimical to the common good of the institution and shall be dealt 
with accordingly.          
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REPUBLIC ACT NO. 9995 – An act defining and penalizing the crime of 

photo and video voyeurism, prescribing penalties thereof, and for other 

purposes. 

1. Cruel instant computer messaging, harassing, threatening or 

insulting e-mails / messages. 

2. Creating a social networking account in order to mock other 

students 

3. Uploading / posting humiliating digitally modified photos of 

students / personnel  

4. Unauthorized creation of networking site account using the name of 

the school and / or personnel  

5. Any acts similar to the forging.      

f. Disciplinary Measures  

1. The school head, considering the nature, gravity or severity, 

previous incidents of bully retaliation and attendant 

circumstances, may impose reasonable disciplinary measures on 

the bully or offending student that is proportionate to the act 

committed. 

2. Written reprimand, community service, suspension (reflection 

day) exclusion or expulsion, in accordance with existing rules and 

regulations of the school or of the Department of Education, may 

be imposed, if the circumstances warrant the imposition of such 

penalty, provided that the requirements are complied with.  

3. In addition to the disciplinary sanctions, the bully shall be 

required to undergo an intervention program which shall be 

administered or supervised by the join the intervention program. 

NOTE: Bullying is a major offense. (Reference: RA 1062 ) 

14. LOST AND FOUND  

     Students are discouraged to bring to school big amounts of money, 
expensive jewelries, electronic gadgets and other personal properties not 
related to classroom activities. 
The school tries its best to protect properties of students but will not be 
liable for losses due to carelessness or beyond one’s control. 
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All losses must be immediately reported to the Class Adviser / Prefect of 
Discipline Office. 

1. The school reserves the right to conduct a search as a way of 

follow-up of loses and enforcement of school policies. Students 

who bring in prohibited items may still be subjected to the 

corresponding sanction.      

2. All found articles must be turned over to the Office of Prefect of 

Discipline  

3. Articles not claimed by the end of the school year will be donated 

to charity. 

4. The search team composes of the following: Prefect of Discipline 

Officer, Class Adviser, Subject Teacher, and Class President. 

15. CATEGORIES OF ADMINISTRATIVE PENALTIES  

A. Warning – a notice to the pupil / student that continuation and/or 

petition of the misbehavior or misconduct may lead to other 

disciplinary action. 

B. Suspension – is the penalty in which the school is allowed to deny or 

deprive an erring pupil / student of attendance in classes for a period 

not exceeding twenty percent (20%) of the prescribed class days for 

the school year. 

Suspension of more than twenty percent (20%) of the prescribed 

school days shall be forwarded to DepEd Regional Office within 10 

days from the termination of the investigation of each case for its 

information.          

C.Preventive Suspension – a pupil / student under investigation of a    

case involving the penal of expulsion may be preventively suspended 

from entering the school premises if the evidence of guilt is strong 

and the school head is morally convinced that investigation 

constitutes a destruction to the normal operations of the school or 

poses a risk or danger to the life of persons and property in school. 
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D.Dismissal / Exclusion – is a penalty in which the school is allowed 

to exclude or drop the name of the erring student from the school 

rolls for being undesirable, and transfer credentials will be 

immediately issued upon payment of all financial obligations to the 

school. 

A summary of investigation shall have been conducted, and no prior 

approval by the department is required in the imposition of the 

penalty.        

Pertinent papers shall be filed in the school for a one- year period in 

order to afford the Department the opportunity to review the case in 

the event an appeal is taken by the party concerned.  

C. Expulsion – is an extreme penalty on an erring pupil / student 

consisting of his exclusion from admission to any public or private 

school in the Philippines which requires the approval of the DepEd 

Secretary. 

The penalty may be imposed for acts or offenses constituting gross 

misconduct, dishonesty, hazing, carrying deadly weapons, 

immorality selling and or in possession of prohibited drugs, drug 

dependency, drunkenness, hooliganism, vandalism, assaulting pupil 

/ student and school personnel instigating or leading illegal strikes or 

similar activities resulting in the stoppage of classes, preventing or 

threatening students or personnel from entering school premises or 

attending classes or discharging their duties, forging and tampering 

with the school records or school forms, and securing or using forged 

school records, forms and documents. The decision of the school on 

every case involving the penalty of expulsion, together with the 

supporting papers shall be forwarded to the DepEd Regional Office 

concerned within ten (10) days from the termination of the 

investigation of each case.                 
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16. PROCEDURAL STEPS FOR DISCIPLINARY MEASURES  
  The class adviser shall handle routine disciplinary cases in his/her section 
and shall keep the Prefect of Students informed of the same. In all cases for 
dismissal, or expulsion, the following steps shall be followed: 
The Prefect of Students shall conduct an investigation of the alleged offense 
committed by the students. 

1. The class adviser shall be informed of the offense committed by the 

student/s. 

2. The students in the presence of his/her parent shall be informed of 

the charge/s and shall be given the opportunity to present his/her 

response to allegation/s. 

3. After conference with the parents, the student maybe placed under 

preventive suspension for two (2) or more days depending on the 

gravity of the case. 

4. The Prefect of Students shall decide on the case and shall give his/her 

recommendation to the principal. 

5. The Principal shall review the case and form a Discipline Review 

Committee which will review the case. The members of the 

committee shall include a grade school teacher, a high school teacher 

and a non-teaching personnel. They must not have any relationship 

to any of the students involve in the case. The committee’s 

investigation, deliberation and submission of recommendation shall 

be done within seven days. The Discipline Review Committee shall 

submit a copy of their recommendation to the Prefect of Discipline, 

Principal and Director. 

6. The Principal and the Director shall act on the recommendation of 

the Discipline Review Committee and make a final decision within 

five days. Copies of the decision addressed to the parents and copies  

be furnished to the Prefect of Discipline , Discipline Review 

Committee of the case and other office concerned shall be made. 

7. The Prefect of Discipline shall confer with the concerned parents and 

class adviser after the receipt of the final decision. 

8. Parents/guardians can appeal the decision to the Board of Trustees. 

9. The Board of Trustees shall act on the appeal. 
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17. Standards for Parents 

Parents are also members of the school comminute. Thus, the school 

expects them to observe proper standards of ethic inside and outside the 

school premises. 

1. Parents Phone Callers must always introduce himself/herself. Those 

who do not introduce themselves will not be entertained. 

2. Parents who complaint about a particular teacher, staff or another 

student must direct their complaints to the Principal to settle a 

particular problem. 

3. As members of the community, parents are bound to protect the 

good name of the school and they are expected to respect all school 

policies and guidelines. The school may not be perfect, thus we will 

be perfect, thus we will deeply appreciate if you inform us about any 

complaint. 

4. Do not lend money to other parents and school personnel to avoid 

trouble about lending. The school is not responsible to settle possible 

problems on this. Let us maintain good relationship in our 

community. 

5. Parents/guardian shall treat all teachers and other school staff with 

due respect. 

6. Parents have the primary responsibility for the education of their 

children. The school complements this role. Parents who do not 

agree with the school’s philosophy and expectations should draw 

their children from the school. 

7. The school welcomes the support of parents for their children’s 

growth and development as competent and assiduous learners. The 

parents are encouraged to allow their children to complete their 

homework and assignments promptly and independently. 

8. Parents are expected to attend the regular parent-teacher 

conferences. They are encouraged to contact the teachers in writing 

to request additional appointments if necessary. 

SCPS is self-supporting, non-stock, and non-profit institution. As such, all 

expenses must be paid through self-generated funds. Parent support is 

not only needed in paying regular tuition, but also in actively participating 

in and supporting fund-raising programs as maybe duly authorized by the 

school.                                    66    
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*LEGEND 
GRADE SCHOOL – HIGH SCHOOL  
1. Verbal warning by the Adviser  

2. Referrals 

2.1. Referral to the Guidance Advocate by the class adviser  

2.2. Referral  to the Prefect of Discipline by the Class Adviser  

2.3. Conference with Parents / Guardian of the pupil / student 

with written reprimand by the Class Adviser and Prefect of 

Discipline, and MS mark in deportment  

3. Conference with Suspension  

3.1. Suspension for two (2) days and MS mark in deportment  

3.2. Suspension for three (3) days and NI mark in deportment  

3.3. Suspension for five (5) days and NI mark in deportment  

3.4. Sign a Waiver of Agreement 

4. Exclusion 

A penalty given to any student who commits very serious 

offense within school year.  

5. Expulsion (For Extreme Cases) 

An extreme penalty given to an erring student. This consists of 

exclusion from admission to any public or private school in the 

Philippines   

Students who are excluded or expelled by the school during the 

school year should still comply with all the financial obligations 

before necessary documents for transfer are issued. 
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OFFENSES AND CORRESPONDING DISCIPLINARY MEASURES  

OFFENSES PENALTIES & SANCTIONS  

MINOR OFFENSES  

A. Violations against school policies  1st 2nd 3rd 4th 5th 

1. Failure to wear complete and proper     
     uniform for the day. 

1 2 3.1 3.2 3.3 

2. Failure to wear school ID 1 2 3.1 3.2 3.3 

3. Failure to present an excuse letters,    
    return slips, report card, etc. on the     
    appropriate time  

 
1 

 
2 

 
3.1 

 
3.2 

 
3.3 

4. Failure to present “admission slip”  
    when coming to class late 

1 2 3.1 3.2 3.3 

5. Long and / or polished finger nails 1 2 3.1 3.2 3.3 

6. Wearing of earrings for boys. Wearing    
    more than one pair of earrings for  
    girls  

1 2 3.1 3.2 3.3 

7. Running along the corridors,    
    disregarding signs and markers 

1 2 3.1 3.2 3.3 

8. Failure to return book and other    
    reading materials  

1 2 3.1 3.2 3.3 

9. Curfew violation 1 2 3.1 3.2 3.3 

10. Failure to attend school assemblies   
     where his / her presence is necessary.  
     (Flag ceremony, Mass, School     
     programs, Para-liturgical celebration    
     and the like )  

1 2 3.1 3.2 3.3 

11. Wearing of ball cap inside the school  
     Premises ( to be confiscated by the  
     teacher and POD) 

1 2 3.1 3.2 3.3 

12. Deliberate the disturbance during  
     recitation and test  

1 2 3.1 3.2 3.3 

13. Reading comics, pocketbooks,  
      magazines and the like during class  
      hours 

1 2 3.1 3.2 3.3 

14. Trespassing in off-limits / restricted  
      areas  

1 2 3.1 3.2 3.3 
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1st 

 
2nd 

 
3rd 

 
4th 

 
5th 

15. Not following the prescribed haircut  
      and / or fancy haircut, & Hair-dye 

1 2 3.1 3.2 3.3 

16. Public Display of Affection /PDA 1 2 3.1 3.2 3.3 

17. Maligning one’s uniform by writing  
      and or defacing it  

2 3.1 3.2 3.3 3.4 

18. Semi-calbo or skinhead haircut 2 3.1 3.2 3.3 3.4 

19. Bringing of electronic gadgets  
     ( Ipods, cellphones etc.) toys, playing     
     cards without permission  

 
2 

 
3.1 

 
3.2 

 
3.3 

 
3.4 

B. Violations against school property 1st 2nd 3rd 4th 5th 

1.  Posting / writing unnecessary   
     statements in the boards. 

1 2 3.1 3.2 3.3 

2. Improper use AVR inside the  
     classroom 

1 2 3.1 3.2 3.3 

3. Transferring an equipment from one   
    place to another  

1 2 3.1 3.2 3.3 

4. Wasting water and playing inside the  
    comfort room 

1 2 3.1 3.2 3.3 

5. Failure to replace damaged articles or  
    equipment 

1 2 3.1 3.2 3.3 

C. Violation against health and  
    sanitation, safety and security  

1st 2nd 3rd 4th 5th 

1. Sticking chewing gums on the walls,  
    tables, chairs and other school  
    properties 

1 2 3.1 3.2 3.3 

2. Littering & Spitting anywhere in the 
campus 

1 2 3.1 3.2 3.3 

3. Unauthorized operation / removal of  
    fire extinguishers  

2 2.3 3.1 3.2 3.3 

4. Urinating in places other than the  
    comfort rooms 

1 2 3.1 3.2 3.3 

5. Possessing / use of firecrackers and  
     pyro techniques  

2 2.3 3.1 3.2 3.3 

6. Wearing of colored contact lenses  
    other than prescribed by a doctor 

1 2 3.1 3.2 3.3 
 
 

D. Violation against the right of other   
     person to learn or teach    

1st 2nd 3rd 4th 5th 

1. Loitering and by-standing along the   
    corridors, canteen, ground while the   
    classes are on going  

1 2 3.1 3.2 3.3 

2. Creating noise inside the classroom 1 2 3.1 3.2 3.3 

3. Any act of misbehavior in and / or  
    outside the classroom such as   
    boisterous conversation, catcalls, and  
    whistling, howling, booing, shouting    
    or throwing objects. 

 
1 

 
2 

 
3.1 

 
3.2 

 
3.3 

4. Disruption, obstructing or impeding  
    the holdings of classes  

1 2 3.1 3.2 3.3 

5. Preventing learners to attend classes  
    or school activities  

1 2 3.1 3.2 3.3 

6. Any other acts analogous to these  
     Violations 

1 2 3.1 3.2 3.3 

B. MAJOR OFFENSES 

A. Violations against school policies  1st 2nd 3rd 4th 5th 

1. Lending his / her ID to another person  
     and / or using someone else’s ID 

2 2.2 3.1 3.2 3.3 

2. Absenteeism  2 2.1 3.1 3.2 3.3 

3. Leaving the campus without  
    permission and due process 

2 2.2 3.1 3.2 3.3 

4. Not bringing the Cecilian handbook  
     Daily 

1 2 3.1 3.2 3.3 

5. Violation on laboratories / classroom  
    policies  

2 2.2 3.1 3.2 3.3 

6. Cutting classes / Truancy  2 2.2 3.1 3.2 3.3 

7. Wearing of school uniforms outside  
    school functions such as going to     
    movie house, billiard halls,  
    entertainment arcades, and other  
    similar places without the  
    knowledge of their parents/guardians. 

 
2 

 
3.1 

 
3.2 

 
3.3 

 
3.4 

8. Proven membership or participation  
   in any fraternity / sorority activities 

2 
 

3.1 3.2 3.3 4 
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 1st 2nd 3rd 4th 5th 

9. Forming a group resembling a  
    fraternity / sorority 

3.1 3.2 3.3 4 5 

10. Cyberbullying  2 3.1 3.2 3.3 5 

11. No Driver’s License not allowed to  
    use and park motorcycle anywhere in  
    the Church and School campus 

2 3.1 3.2 3.3 5 

12. Actions that resemble an activity 
performed by fraternity/sorority 

2 3.1 3.2 3.3 5 

B. Violation against school property 1st 2nd 3rd 4th 5th 

1. Destroying / tearing pages of school  
   owned books or magazines  

2 2.1 3.1 3.2 3.3 

2. Use of facilities without permission /  
   breaking into classrooms or offices  

2 2.1 3.1 3.2 3.3 

3. Gross vandalism or serious and  
   deliberate damage to school property  
   or property of others  

 
2 

 
3.1 

 
3.3 

 
3.3 

 
4 

4. Destroying school records  2 3.1 3.3 3.3 4 

5. Illegal entry in the school 2 3.1 3.3 3.3 4 

C. Violations against health and  
    sanitation, safety and security  

1st 2nd 3rd 4th 5th 

1. Possession of cigar / cigarette/ e-cigar 2.3 3.1 3.3 3.4 4 

2. Smoking inside and / or outside the  
    school wearing the school uniform 

2.3 3.2 4   

3. Possession of alcoholic drinks 2.3 3.2 4   

4. Engaging in drinking session inside  
    and outside the school wearing the    
    school uniform  

2.3 3.2 4   

5. Entering the school under the  
    influence of alcohol drinks  

2.3 3.2 4   

6. Unauthorized carrying / possession of  
    deadly, dangerous weapon 

3.1 3.3 4   

7. Gambling in any form within the  
    school premise 

3.1 3.3 4   

8. Possession or use of prohibited drug 4     

9. Distribution of prohibited drugs 4     

10. Any other acts analogous to these   
   

3.1 3.2 3.3 4  

D. Violations against school officials,  
    Employees or another person  

1st 2nd 3rd 4th 5th 

1. Malicious name-calling  2.3 3.1 3.2 3.3 3.4 

2. Disrespect or impoliteness toward a  
    school official, employee or other   
    person  

2.3 3.1 3.2 3.3 3.4 

3. Provoking incidents harmful to the  
    good name of the school officials,   
    employees or classmates /    
    schoolmate 

 
2.3 

 
3.1 

 
3.2 

 
3.3 

 
4 

4. Instigating others to commit  
    insubordination, serious disobedience  
    or act of defiance against a school  
    official or teacher  

3.1 3.2 3.3 4  

5. Propagating false and malicious order.  
    Misbehavior in the presence of school  
    official or teacher or other school  
    personnel  

3.1 3.2 3.3 4  

6. Deceiving school personnel or  
    authority  

3.1 3.2 3.3 4  

7. Hurling insults upon another person  3.1 3.2 3.3 4  

8. Using slanderous language against  
    any person  

3.1 3.2 3.3 4  

9. Inappropriate photos/ tweets /status/  
    post on social network which degrade,  
    insult, humiliate, harm any person and  
    or degrade the name of the school  

3.1 3.2 3.3 4  

10. Assaulting other person  3.1 3.2 3.3 4 5 

11. Engaging Fight: 
          11.1. Oral Fight  
          11.2. Provocation of Fight  
          11.3. Quarrel w/ slight physical       
                     injury  
          11.4. Quarrel w/ serious physical  
                     injury  

 
2 

3.1 
3.1 

 
3.1 

 
3.1 
3.2 
3.2 

 
3.2 

 
3.2 
3.3 
3.3 

 
3.3 

 
3.3 
3.4
3.4 
 

4 

 
4 
4 
4 
 

5 
 

12. Taking part in a fight or rumble with  
      or without the use of deadly weapon  

 
3.1 

 
3.2 

 
3.3 

 
3.4 

 
4 
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13. Inflicting bodily harm upon another    
     person  

3.1 3.2 3.3 3.4 4 
 

14. Hazing  3.1 3.2 3.3 4 5 

15. Any other act analogous to these 3.1 3.2 3.4 4 5 

E. Violations against moral and ethics  1st 2nd 3rd 4th 5th 

1. Use of words that are offensive,  
    vulgar, indecent or blasphemous in  
    nature  

3.1 3.2 3.3 3.4 4 

2. Possession, reading, passing a  
    pornographic material 

2.3 3.1 3.2 3.3 4 

3. Bribery  2 3.1 3.2 3.3 4 

4. Immorality  4     

5. Calumny / Slander  3.1 3.2 3.3 4 5 

6. Embezzlement of school / student  
    funds  

3.1 3.2 3.3 3.4 4 

7. Theft ( taking somebody else’s  
    property without permission  

3.1 3.4 4 5  

8. Giving or submitting false, fabricated,  
    or misleading information in any   
    official record or document  

2 3.2 3.3 3.4 4 

9. Falsifying, altering, pasting stickers  
    on, erasing any information contained  
    in his / her school ID  

2 3.2 3.3 3.4 4 

10. Acts that leads to public scandal  
     such as proven visit to indecent or ill  
     repute places  

3.1 3.2 3.3 3.4 4 

11. Any act of cheating  2.3 3.1 3.2 3.3 3.4 

12. Any act of dishonesty  2.3 3.1 3.2 3.3 3.4 

13. Plagiarism  3.1 3.2 3.3 3.4 4 

14. Claiming / passing someone’s work /  
     property as his / her  

3.1 3.2 3.3 3.4 4 

15. Extorting money from another  
     person 

3.1 3.2 3.3 3.4 4 

16. Sexual Harassment  3.1 3.2 3.3 4 5 

17. Any act analogous to these  
     violations 

3.1 3.2 3.3 4 5 

                             

                                                                 

IV. REGULATIONS ON THE USE OF SCHOOL FACILITIES 

 
1.   COMPUTER LABORATORY 

a. Students avail themselves of the opportunity to use the computer laboratory 
during class hour only. 

b. Request for the use of computer for Saturday or after the class or office hours 
require permission from the Principal or Director. 

c. Any student/user is held responsible for the use, upkeep and cleanliness of 
the computer. He/she must see to it that computers are kept in good condition 
during and immediately after using them. 

d. No borrowing of diskettes/flash drives to avoid viruses and damages such as 
bad sectors, track of bad sectors, lost chains/cluster etc. 

e. The use of the computer laboratory in the printing of projects in other subjects 
is not allowed. 

f. All computer units must be shut down when not in use. 
g. Air-conditioned unit must be switched off 35minutes before the last period 

ends in the afternoon. 
                                                                                                                                   
2.  SCIENCE LABORATORY 

a. Borrowers must present borrower slip which is signed by the group leader and 
noted by the teacher. 

b. Borrowers should be responsible for the proper handling of the apparatus 
and/or equipment. 

c. All apparatus and equipment should be properly cleaned before returning 
them to the teacher-in-charge. 

d. In case of damages, the group will be responsible for the replacement of the 
apparatus and laboratory equipment. 

e. Eating, drinking and smoking are strictly prohibited in the laboratory. 
f. Maintain the cleanliness of the laboratory. Clean and wipe tables. Turn off 

light, gas, water outlets and electric fans. 
 
3.   TLE ROOM 

a. Use of the T.L.E. room needs permission from the teacher-in-charge or the 
principal. 

b. Maintain the cleanliness and orderliness. 
c. In case of damages, the student or user will be held responsible for the 

payment of the materials. 
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4.   CANTEEN 
 Pupils/Students are expected to: 

a. Form a straight line 
b. Observe proper table manners 
c. Maintain the cleanliness of the canteen 
d. Clean up his/her own mess 
e. Observe honesty or truthfulness 
f. Show respect to all canteen personnel 

 

5.   CHURCH 
The church is the home of God. Everybody is expected to: 

a. Show respect by maintaining silence and orderliness inside it. 
b. Keep quiet and listen during the Mass especially when the homily is being 

given 
c. Pray fervently 
d. Participate in the singing of songs and giving of responses. 

 

6.   CLASSROOM 
 Students are expected to observe the following discipline in the classroom: 

a. Pass quietly to the classroom as soon as the sign for entering is given. If the 
teacher did not arrive within the first ten minutes, class president should inform 
the principal. 

b. Follow the procedure set by the teacher for an orderly entrance and exit in the 
classroom. 

c. Observe all the rules by the teachers. 
d. Be respectful and courteous at all times to everyone – teacher, classmates 

and visitors. 
e. Only the assigned maintenance staff is authorized to operate the  

air-conditioned unit. 
f. Only the teacher or his/her representative can operate the multi-media 

devices. 

 
7.   COVERED COURT 

a.  Always use the facility with care 
b. Maintain cleanliness. Dispose waste properly specially after every program. 
c. Secure permit and approval prior to the use of all facilities and equipment 
d. Always observe good discipline 
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8.   PROPER WASTE DISPOSAL 

a. Always segregate waste/garbage/trash properly. 
b. Be sure to place your wastes in their proper containers.   

                        Blue – Recyclables (Plastics) 
                        Green- Biodegradables (Leftovers) 
                        Red- Residuals (Wrappers) 
                        Yellow- Dry Paper 

9. CLINIC  
  A.  GUIDELINES 
1.     The clinic is open from Mondays to Fridays, 7:30 AM – 4:30 PM.                             
         (12:00NN to 1:00PM – Lunch Break) 
2.      Bring/Present handbook in the clinic. 
3      Students, faculty, staff and other personnel who meet accidents,  
         and or not feeling well may go to the clinic for the first aid   
         treatment. No major decision will be ever made until the  
         parents/guardians have been informed / contacted unless in the  
         opinion of the school physician or school dentist, the patient is in  
         danger to wait any longer. 
4      If the student is advised to go home, the parent/guardian should  
        be notified by the nurse or by the teacher to fetch the student.  
        A  gate pass will be issued to the student with his/her companion  
        before going home. 
5.    Students are not allowed to stay in the clinic unless they are sick   
        otherwise the nurse will report them to their advisers or to the  
        department coordinator.                                                                                     
6.    Medicines like antibiotics, anti-asthma, cough syrups and  
        injectable are not provided by the school clinic because these  
        medicines require doctor’s prescriptions. 
7.    For asthmatics (students/employees) the use of nebulizer is free but  
        we have limited stock of nebulizing solution (Salbutamol)  
        intended primarily for emergency cases. So if you are a regular  
        user of the nebulizer, we advise you to bring your own nebulizing  
        solution. 
8.     It is better for your sick child to stay at home and rest for him/her  
        to recuperate early. This will also help PREVENT the SPREAD   
        OF DISEASES like pneumonia, chicken pox, measles, mumps  
        and other communicable diseases. 
9.      Rules and guidelines of the clinic for the treatment and  
         medications are to be observed by all students, parents, faculty,  
         staff and personnel. 
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10.     Every pupil/student attended by the authorized school health  
          personnel is given a note in his/her school handbook for  
          parent/guardian information. 
11.     Pupil/Student treated by their own physician should submit to  
          the teacher/clinic their medical certificate for record purposes. 
                                                                                                                      

B. CHECKLIST CLAIMS REQUIREMENTS 

ACCIDENTAL MEDICAL REIMBURSEMENT 

1.    Claim Form (Original, Pls. Fill Up the Form Legibly). 
        2.    Attending Physician’s Statement. 
        3.    Original Copy of Narrative/Accident Report (pls. indicate the  
               date, time & place)/ Affidavit on how the accident happened. 
       4.    Police Investigation Report (any vehicular accident) 
       5.    Original Copy of the Official Receipts, Hospital Bill, Medical  
              Record, Discharge Summary, Statement of Account. 

6.   Original copy of the Official Receipts (Medicines w/doctor’s  
      prescription, pls. itemized the name of the medicine) 
7.   Original Copy of the Official Receipts (Doctor’s Fee; if the  
      amount is above P500.00 pls. itemized all the amount of the  
      materials used by the doctor’s for the operation, procedures  
      done to the patient). 
8.    Original Doctor’s Prescription (for the prescribed medicine;  
       arm sling; crutches; wheel chair; walker; etc.) 
9.    Original copy of Medical Certificate 
10.  Examination Request & Result (any laboratory request of  
       the doctor; X-Ray; MRI; etc.) 
11.  Original Copy of certification from the school that the  

                claimant is bonafide student/employee of the school at  
                the time of the accident. 

12.  60 days allowable processing of documents. 
C.  ACCIDENTAL DEATH, DISABLEMENT AND/OR DISMEMBERMENT 

1. Claim Form (Original, Pls. Fill Up the Form Legibly) 
2. Original Copy of Narrative/Accident Report (pls. indicate the date, time & place) / 

Affidavit on how the accident happened. 
3. Original Death Certificate (NSO) of the student/employee or Certified True Copy 

with original stamp of the word Certified True Copy. 
4. Original Birth Certificate (NSO) of the student/employee or Certified True Copy 

with original stamp of the word Certified True Cop   
 Original Marriage Certificate of Parents (NSO) of the student/employee or 
Certified True Copy with original stamp of the word Certified True Copy. 

5. Original Police Investigation Report / Affidavit / Narrative Report how the accident 
happened/Post-mortem Examination. 

6. Burial and Funeral Service and Expense. 
7. Original copy of certification from the school that the claimant is a bonafide 

student/employee at the time of the accident happened. 
8. 60 days allowable processing of documents.   

                                                     
d.   EXLUSIONS (Death, Disablement or injury occasioned    
       or happenings through :) 

1. A war, invasion, act of foreign enemy, hostiles or warlike operations 
(whether war be declared or not), mutiny, riot, civil commotion, strike, 
civil war, rebellion, revolution, insurrections, conspiracy, military or 
usurped power, martial law or state or siege, or any of the events or 
cause which determine the proclamation or maintenance or martial law 
or state of siege, seizure, quarantine; or any weapon or instrument 
employing atomic fission or radioactive force whether, provoked 
assault; murder, suicide or attempted suicide (sane or insane), 
congenital anomalies and conditions arising there from; earthquake, 
volcanic eruption or tidal wave; 

2. Whilst the Insured is traveling in an aircraft other than one licensed for 
public passenger service and operated by a regular Air Line on a 
published scheduled flight and in which the Insured traveling as a ticket 
holding passenger; 

3. Whilst the Insured engaging in hunting, racing of all kinds, steeple 
chasing, polo playing, mountaineering, winter sports, ice hockey, 
football. motorcycle racing or yachting. 

4. Pregnancy, childbirth, miscarriage or any related conditions with 
respect to women. 

5. Any bacterial infections, except pyogenic infections which occurred 
through accidental cut or wound; 

6. Any medical or surgical treatment except such in necessary in the 
treatment of injuries covered by the policy and performed within the 
time provided in the policy; Any pre-existing conditions; 

7. Intoxication or under the influence of liquor or prohibited drugs; 
8. Plastic or reconstructive surgery, unless as a result of an accidental 

bodily injury;Any criminal acts or unlawful activities; whilst the insured 
held in penal or correctional facility; 
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9. Poison or any poisonous substances accidentally or otherwise taken, 
administered, absorbed or inhaled; 

10. Self-destruction, self-inflicted injury or any attempt threat, while sane or 
insane; 

11. Routine eye test, dental treatment or other examination or test not 
incidental to treatment or diagnosis of an insured injury, sickness or 
disease; 

12. Underground exploration, or underwater activities involving the use of 
compressed air or gas; 

13. Engaging in motorcycle riding or driving, without a sidecar. 
 
 e.   GUIDELINES ON REIMBURSEMENT OF MAPSA  
            STUDENT ASSISSTANCE PROGRAM 

1. The parent/guardian shall report the accidental 
medical/death/disablement & or dismemberment to the Class Adviser 
and Health Services Personnel (School Nurse or School Physician) 
for submission of report on how the accident happened 
(Narrative/Accident Report). 

2. The parent/guardian will accomplish the necessary requirements and 
submit it to the Health Services Personnel. (Please see the checklist 
claims requirements.) 

3. In case the accident occurred inside the school premises, the student 
will inform the health services personnel for first aid treatment. The 
health services personnel will inform the parent/guardian about the 
accident and ask for their permission and presence in case the student 
needs to bring to the nearby hospital. Follow up checkup if any, should 
be done by the parent/guardian. Any expenses incurred will be paid 
by the parent/guardian and should be forwarded to the health services 
office for reimbursement. 

4. In case the accident occurred outside the school premises, the 
parent/guardian will be responsible for the medical treatment of the 
student. Any expenses incurred will be paid by the parent/guardian 
and should be forwarded to the health services office for 
reimbursement. 

5. All reimbursement will be evaluated by the MAPSA Personnel and 
should be supported by official receipts.  
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9. LIBRARY 
 

a. The library is open from 7:00 A.M. to 5:00 P.M. Monday through Friday. Only 
those with library cards are allowed to use the library. 

b. Students / Users are obliged to present their library cards upon entry and 
deposit their things at the place provided for. The library is not responsible for 
any lost materials or things of students/users. 

c. Pens and piece of paper are the only things allowed in the library. 
d. Silence must be strictly observed. 
e. Eating is not allowed. 
f. Outsiders are not allowed to use the library                                                                                
g. Reserved books should not be brought outside the library 
h. Reference and textbooks are allowed for overnight use at 1:00 P.M. and 

should be returned the following day at 7:00 A.M. 
i. Fines are given to those who do not return the borrowed materials promptly. 

P5.00/day for the next two hours and 50 centavos for the succeeding hours. 
j. Students/Users who are caught tearing and tampering books and other library 

materials are subject to strict disciplinary actions. The library has the right to 
suspend library privileges to the students/users who do not follow library rules 
and regulations. 

k. Library card is non-transferable. 
l. Students are not allowed to bring out books upon signing of clearance. 

m. On Internet services:  
1. The Internet use is strictly for research purposes only 
 2. Students may use the computer and surf the Internet during vacant time, 
,after classes and with special permit from faculty 

 

LIBRARY MANUAL 

THE STA. CECILIA PAROCHIAL SCHOOL LIBRARY 

  The School Library is located at the second floor near the Faculty 
Room and the Director’s Office. 
 The Library houses the following sections: 

 General reading areas, General circulation, General references 
and information, Pre-School section. 

 Computer Section and Textbook Sections 

 Students Projects 

 Maps and Fiction Books 

 Currents Serials, Working Area and personnel lounge. 
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There are: 

 General References (Encyclopedias, Atlas) 

 Sciences 

 Filipiniana 

 Math 

 Textbooks for High School and Elementary.                                      

VISION – MISSION 
Vision: 
The SCPS Library, guided by the teaching of the Catholic Institution which 

exists under the inspiration and virtue of its model, Sta. Cecilia envisions developing a 
responsible human being by utilizing the educational resources available and 
enhancing the use of the library for educational growth. 
              Mission: 

 Compliment and support the school in importing and providing 
knowledge and understanding through information necessary 
for its programs. 

 Expose students to social issues and modern technology. 

 Develop love for reading. 

 Encourage interest in research. 

 Train them in proper use of the library. 
The Sta. Cecilia Parochial School Library is an essential part of the school. It 

is committed to students, faculty and other members of the community. Its programs 
are geared towards service to God and fellowmen, molding students to become true 
Christians, constantly guided by the teaching of Christ. 

Library Rules 
1. Register upon entering the Library. 
2. Leave your bag at the table near the door. 

silence. 
3. Talking aloud, sleeping, eating and littering are strictly prohibited. 
4. Reference reserved books and periodicals are to be read inside the 

library. 
5. Ask the librarian for help on any related topics. 
6. The books are property of SCPS so use them properly. 

a. Turning the page properly. 
b. Returning the books on their proper places. 
c. Maintain its form by not folding or leaving marks on the pages. 

7. Kindly put the chairs back quietly after using. 
8. No games, meetings or dating. 
9. For research, make use of the card catalogues in the card cabinet. 
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10. No student is allowed to stay in the Library during the class hours. A letter 
from the teacher should be issued the he / she will stay inside the library. 

11. Computers are available for research. A request to use them should be 
made to the librarian a day before. 
General reference books maybe borrowed for Xerox upon request from 
the librarian. 

12. The Library is closed at 12:00 – 1:00 PM (Lunch time), but it is open from 
7:30-4:30 PM.                                                                                          

Rules in Borrowing: 

1. No student is allowed to borrow books unless he / she has a borrower’s 
card issued for the present school year. 

2. The borrower’s card is non-transferable. If you will be caught of lending 
your borrower’s card with another person you will be deprive from 
borrowing books. 

3. A lost borrower card should be reported immediately. It is replaced as 
soon as possible and a fine of Php. 10.00 is imposed. 

4. Students may borrow book for overnight. 
5. An overdue book is charged Php. 20.00 per day, the borrower’s card will 

be returned upon payment of overdue.                                                                 56                  
6. No delinquent library borrower is allowed to use the library unless he/she 

has settled all accounts due to library. 
7. Any damaged found of any borrowed materials will be charged 

accordingly. 
8. Clearance will not be signed unless accounts are settled in the library. 
9. If you have noticed some defect from the books please call the attention 

of the librarian. 
10. Newly acquired books can be borrowed after two (2) weeks on display. 
11. Books may be renewed twice upon request to the librarian. 
12. Only books with book card can be borrowed. 
13. No borrowing of books during examination days to give time for students 

to review. 
14. Only one book at a time can be borrowed. 
15. Borrowers of overdue books are posted to call the attention of the student 

and advisers. 
Procedure in Borrowing Books: 

1. Get a borrower’s card from librarian. 
2. Fill up your own borrower’s card. 
3. Choose your book to be borrowed. 
4. Fill the library card with your name; the borrower’s card with the title of 

the book shown at the library card.  
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Show the books borrowed together with the Library Card and the Borrower’s Card to 
the Librarian for you to know the date due of returning. 

 

“Happy is he who has laid up 
in his youth and held fast 

in all fortune, 
genuine and passionate 

                             love for reading.”    

                       
11.  FIRE AND EARTHQUAKE EMERGENCY PROCEDURE 

 

             A.  FIRE EMERGENCY PROCEDURE 
                   SIGNAL:  LONG BELL RINGS IN A CONTINOUS CYCLE 
 
                   1.  PROCEDURE DURING CLASS TIME 

a. Teacher and Students exit classroom and walk in 
orderly lines. 

b. Teacher and Students evacuate the building by 
designated routes and exits to the assembly area. 

c. NO TALKING IS PERMITTED!! 
d. Teacher: 

                                        Takes the emergency Kit and attendance Record 
                                        Checks that all students are out of the classroom 
                                        Checks that all exits are clear. 
                                       Closes classroom door,  DO NOT LOCK.  (Later entry            
                                        may be required.) 

e. In assembly area, teacher takes roll and accounts for 
each child. 

f. Students in classrooms other than their own are to 
remain with that class until given permission to rejoin 
their class by both teachers. 

g. Students remain in orderly and silent lines until all clear 
signal is given (one long bell). 
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2.  PROCEDURE USED BEFORE SCHOOL/ DURING LUNCH  
     OR RECESS 

a. Students WALK to the assigned place on the 
assembly/evacuation area where they meet their teacher 
before class.  

 
                3. PROCEDURE DURING P.E. CLASS OR MASS CELEBRATION 
                                a. Teacher, or supervising adult, stops the activity, organizes the  
                                    class into silent and orderly lines and conducts class the to  
                                     assembly area. 
 
                      NOTE:   ALL INDIVIDUALS INSIDE THE SCHOOL CAMPUS DURING AN  
                                      EMERGENCY ARE EXPECTED TO COMPLY WITH SCHOOL  
                                      PROCEDURE IN TIMES OF CALAMITIES. 
                                                                                                                                     

                  B.  EARTHQUAKE EMERGENCY PROCEDURES 
 

1. Intense shaking occurs. 
2. Teacher gives command “DROP”.    
3. Wait for shaking to stop. 
4. The Teacher checks for injuries and/or trapped individuals.  

Assure trapped individual/s that help will be forthcoming. 
5. After checking for blocked exits, The teacher gives 

command to evacuate to the designated 
assembly/evacuation area.  

6. The teacher takes with him the emergency kit and folder 
which contains the attendance record. 

7. At the Emergency Assembly Area, the teacher takes  roll and 
check for missing children.  Teachers account for all 
students.  

8.  The teacher checks for injuries, send class list and Missing 
Individual Report to the Incident Command Center (ICC).  
Send injured children to the First Aid Station. 

9. ICC accounts for all students and staff. 
10. EMERGENCY PLAN TEAMS BEGIN DUTIES. 
11. Teachers supervising students continue to monitor the 

health and mental status of these students and report any 
individuals needing assistance to the ICC. 
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12. The ICC will update staff members of the status of the 
emergency.  All questions/requests must be directed to the 
ICC. 

13. Children are to be released only after receiving notice from 
the ICC.  They will be escorted to the reunion gate. 

                                               

V.   HYMNS & PRAYERS 

1.  PRAYERS 
 

a. The Sign of the Cross 
In the name of the Father, and of the Son and of the Holy Spirit. 

Amen. 
 

b. The Our Father 
Our Father , Who art in Heaven, Hollowed be Thy name; Thy Kingdom 

come,  Thy will be done on earth as it is in Heaven. 
Give us this day our daily bread, and forgive us our trespasses as we 

forgive those who trespassed against us; and lead us not into 
temptation, but deliver us from evil.  

Amen. 
 

c. Hail Mary 
Hail Mary, full of grace, the Lord is with you. Blessed are you among 

women, and blessed is the fruit of your womb, Jesus. 
Holy Mary, Mother of God, Pray for us sinners, now and at the hour of 

our death. Amen. 
 

d. Glory Be 
Glory be to the Father, and to the Son and to the Holy Spirit, as it was in 

the beginning, is now and ever shall be world without end.  
Amen. 
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e. The Apostles Creed 
I believe in God, the Father Almighty, Creator of heaven and earth; 

and in Jesus Christ, His only Son, our Lord: Who was conceived by the 
Holy Spirit, born of the Virgin Mary; suffered under Pontius Pilate, was 

crucified, died and was buried. He descended into hell; the third day He 
rose again from the dead; He ascended into heaven, is seated at the 

right hand of God the Father Almighty; from there he will come to judge 
the living and the dead. 

I believe in the Holy Spirit, the Holy Catholic Church, the communion of 
Saints, the forgiveness of sins, the resurrection of the body, and life 

everlasting.Amen. 

f. Act of Contrition 
O’ my God, I am heartily sorry for having offended You, and I detest all 
my sins, because I dread the loss of heaven and the pains of hell. But 

most of all my love. I firmly resolve with the help of Your grace, to 
confess my sins, to do penance, and to amend my life. Amen. 

g. Morning Offering 
O’ Jesus, through the Immaculate Heart of Mary, I offer you all my 

prayers, works, sufferings and joys of this day, for all the intentions of 
Your Sacred Heart, in union with the Holy Sacrifice of the Mass 

throughout the world, in reparation for my sins, for the intention of my 
parents, relatives and friends, in particular for the intentions of the Holy 

Father, the Pope. Amen. 

h. Prayer to the Guardian Angel 
Angel of God, my Guardian dear, to whom His love commits me here, 

ever this day, be at my side, to light and guard, to rule and guide. Amen. 

i. Prayer after the Holy Communion 
(Anima Christi) 

Soul of Christ, sanctify me. 
Body of Christ, save me. 

Blood from the side of Christ, wash me 
O’ good Jesus, hear me. 

Never permit me to be separated from you. 
From the wicket enemy defend me. 

And bid me come to you. 
That with your saints, I may praise you. 

Forever and ever, 
Amen.  
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j. Grace Before Meals 
Bless us O’ Lord and these gifts which we are about to receive from 

your bounty, through Christ our Lord. Amen. 

 
k. Grace After Meals 

We give you thanks Almighty God, for these and all your benefits, which 
we received from your goodness, through Christ, our Lord. Amen. 

 

                                                      l. How to Pray the Holy Rosary 
1. Make the sign of the Cross and say the Apostles Creed. 
2. Say our Father 
3. Say Three Hail Mary 
4. Say the Glory be to the Father. 
5. Announce the First Mystery, then say the our Father. 
6. Say ten Hail Mary while meditating the Mystery. 
7. Say the Glory be to the Father. 
8. After such decade, say the following prayer request by the Blessed 

Mary at Fatima: “O’ my Jesus, forgive us our sins, save us from the 
fires of hell, lead all souls into heaven, especially those who have 
most need your mercy.”                                                                                                       

 
* THE MYSTERIES* 

 
The Joyful Mysteries 

(Monday and Saturday) 
1. The Annunciation (Luke 1:26 – 38; humility) 
2. The Visitation of Mary to Elizabeth (Luke 1:41 – 56; love of neighbor) 
3. The Birth of Jesus (Luke 2:1 – 7; God’s love of neighbor) 
4. Presentation of Jesus in the Temple (Luke 2:41 – 50; faithfulness to 

one’s calling) 
5. Finding Jesus in the temple 

 
The Sorrowful Mysteries 

(Tuesday and Friday) 
1. The Agony in the Garden (Mark 14:32 – 52; Jesus at prayer) 
2. Scourging at the Pillar (John 9:1; suffering for others) 
3. Crowning with thorns (Matthew 27:28 – 31) 
4. Carrying of the Cross (John 19:17; patience in suffering) 
5. Crucifixion (Matthew 27:32 – 38; supreme sacrifice of love) 
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                              The Glorious Mysteries 
(Wednesday and Sunday) 

1. The Resurrection of Jesus (John 20:1; faith in new life) 
2. The Ascension of Jesus into Heaven (Matthew 16:19; hope and 

eternal life) 
3. The descent of the Holy Spirit (Acts 2:4; the giving of gifts, wisdom, 

understanding zeal, love, fortitude etc..) 
4. The Assumption of Mary into Heaven (Revelation 12:1; devotion to 

Mary and her everlasting care for us) 
5. The Coronation of Mary as Queen of Heaven & Earth. 

 
The Luminous Mysteries or Mysteries of Light 

                                        (Thursday) 
1. The Baptism of Christ (Mt. 3:13 – 17) 
2. The Wedding at Cana (John 2:1 – 9) 
3. The Proclamation of the coming of the Kingdom of God (Mt. 4:23 – 

24) 
4. The Transfiguration (Mk. 9:2 – 7) 
5. The Institution of the Eucharist (Luke 22:14 – 20) 

                                        m.  Hail Holy Queen 
 Hail Holy Queen, Mother of Mercy, hail our life, our sweetness, and our hope. 
To you do we cry, poor banished children of Eve; to you do we send up our sighs, 
mourning and weeping in this valley of tears. Turn then most gracious advocate, your 
eyes of Mercy towards us; and after this our exile, show unto us the blessed fruit of 
your womb, Jesus. O Clement, O’ Loving, O’ Sweet Virgin Mary. 
 Pray for us O’ Holy Mother of God. 

That we may be made worthy of the promises of Christ.                                                                                                      

                                          n.   Litany of the Blessed Virgin 
Lord, have mercy on us. 

Christ, have mercy on us. 
Christ, hear us. 

Christ, graciously hear us. 
God the Father of heaven. 

Have mercy on us. 
God the Son, Redeemer of the world. 

Have mercy on us. 
God the Holy Spirit. 
Have mercy on us. 

Holy Trinity, one God. Have mercy on us  
                                Holy Mary, pray for us. 
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Holy Mary Mother of God 
Holy Virgins of virgin 
Mother of Christ 
Mother of the Divine Grace 
Mother most pure 
Mother most chaste 
Mother inviolate 
Mother undefiled 
Mother most admirable 
Mother of good counsel 
Mother of the Creator 
Mother of the Savior 
Virgin most prudent 
Virgin most venerable 
Virgin most renowned 
Virgin most powerful 
Virgin most faithful 
Mirror of Justice 
Seat of Wisdom 
Cause of our Joy 
Spiritual vessel                                                                                                 
Vessel of honor 
Singular vessel of devotion 
Mystical Rose 
Tower of David 
Tower of Ivory 
House of God 
Ark of the Covenant 
Gate of Heaven 
Morning Star 
Health of the Sick 
Refuge of Sinners 
Comforter of the afflicted 
Help of Christians 
Queen of Angels 
Queen of Patriarchs 
Queen of Prophets 
Queen of Martyrs 
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Queen of Confessors 
Queen of Virgins                                                                                     
Queen of all Saints 
Queen conceived without original sin 
Queen assumed into heaven 
Queen of the Most Holy Rosary 
Queen of Peace 
Lamb of God who takes away the sins of the world. 
Spare us O’ Lord 
Lamb of God who takes away the sins of the world. 
Graciously hear us, O’ Lord 
Lamb of God who takes away the sins of the world. 
Have mercy on us. 
Pray for us, O’ Holy Mother of God. 
That we may be made worthy of the promises of Christ. 

  

                            o. The Angelus 
The Angel of the Lord declared unto Mary 
R  And she conceived by the Holy Spirit 
Hail Mary… 
Behold the handmaid of the Lord. 
R  Be it done to me according to your Word. 
Hail Mary… 
The Word was made flesh 
R  And dwelt among us. 
Hail Mary… 
Pray for us, O Holy Mother of God. 
R That we may be made worthy of the promises of Christ. 
 Let us pray: Pour forth, we beseech you, O Lord, your grace into our 
hearts, that he to whom the incarnation of Christ your Son was made known by 
the message of an angel, may by his passion and Cross, be brought to the glory 
of His Resurrection, through the same Christ our Lord. Amen.     
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2.  SONGS & HYMNS 
 

a. LUPANG HINIRANG 
Bayang magiliw, perlas ng silanganan  

Alab ng puso sa dibdib mo'y buhay  

Lupang Hinirang, duyan ka nang magiting  

Sa manlulupig, ‘di ka pasisiil. 

Sa dagat at bundok sa simoy at sa langit mong bughaw  

May dilag ang tula at awit sa paglayang minamahal  

Ang kislap ng watawat mo'y tagumpay na nagniningning  

Ang bituin at araw niya'y kailanpama'y di magdidilim. 

Lupa ng araw, ng luwalhati't pagsinta  

Buhay ay langit sa piling mo  

Aming ligaya nang pag may mang-aapi. 

                                                  Ang mamatay ng dahil sa ‘yo. 

 

b. PILIPINAS KONG MAHAL 

Ang bayan ko’y tanging ikaw 
Pilipinas kong mahal 

Ang puso ko at buhay man 
Sa iyo’y ibibigay. 

Tungkulin ko’y gagampanan 
Na lagi kang paglingkuran 
Ang laya mo’y babantayan 

Pilipinas kong hirang. 
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c. RIZAL MABUHAY  

Intro: 
Lalawigan kang tanging-tangi. 

Mahal naming magpakailanman. 
 

 Rizal, Rizal Mabuhay 
Pangunahin kang lalawigan 

Sa kultura’t kabuhayan 
Pinagpala ng Maykapal 
Buhay nami’y nakalaan 

Maglingkod sa Inang Bayan 
Lalawigan kang tanging-tangi 

Mahal naming magpakailanman. 
     

 Ang mga Rizaleňong masisikap 
Puso’t diwa sa Diyos, Bayan at sa kapwa 

Mapalad kami na taga Rizal 
Sa pamumuno ng mga taong may dangal. 

Lalawigan kang tanging-tangi 
Mahal naming magpakailanman. 

d. CALABARZON 
Dito sa Timog Katagalugan 

Sumibol ang bagong pangalan 
Ang kaunlaran kay bilis at masagana 

Lahat kami ay nagkakaisa 
Sa mithiin ay sama-sama 

Mabuhay ang CALABARZON 
CALABARZON sa habang panahon 

Interlude: 
Lalawigang Rizal, Cavite 

Laguna, Batangas, Quezon 
at mga lungsod pa 
Antipolo, San Pablo 

Cavite, Laguna 
Batangas, Calamba 

Sta. Rosa, Tanauan at Lipa 
Hey, Hey 
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Mga kawani ay tanging-tangi 
Maglingkod ay laging gawi 

Kaylan pa man sa Diyos ang aming lahi 
Kabataan ay paunlarin 
Ito ay unang layunin 

Mabuhay ang CALABARZON 
CALABARZON sa habang panahon 

Mabuhay ang CALABARZON 
CALABARZON sa habang panahon 

Mabuhay! 

e. ALMA MATER SONG 
Original composition and music by: 

Jimmy Boy M. Avelino 
 

Hail Alma Mater, Hail Alma Mater 
Our voices raise with honor 

Now we sing with hope, with joy 
Fly high the banners of your legacy 
Of love, Faith, Hope and Simplicity 

As we move to a new dawn of our lives 
We will bear, we will share (Finale: we care) 

Lead by the standards of truth 
Inspired by your call to bear much fruit 

Armed by your grace, picture of your praise 
Vibrant echo of excellence, we shall embrace.                                                                        

f. STA. CECILIA HYMN 
Composed by: Belen Ricafort 

Sta. Cecilia, aming patrona, nais ka naming ipagdangal 
Kami’y nagpupugay sa tapat mong paggabay 

At tulad mo nawa’y aming matagpuan ang daan patungo sa bana na buhay. 
Birheng magiting, nanatili kang matulungin sa ‘yong kapwa. 

Anghel sa kabanalan, ipanalangin Mo kami. 
Kristiyano’y ipagtanggol sa kaguluhang dulot ng pagkakasala 

Sta. Cecilia, kaisa sa kaluwalhatian ng Panginoon. 
Hinirang kang isang martir dahil sa iyong pananampalataya 

Sta. Cecilia naming mahal, hanggang sa wakas, aming gabay  
Hanggang sa wakas, aming tanglaw. 
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VI. APPENDICES 

A. REPUBLIC ACT No. 6424 

DANGEROUS DRUG ACT OF 1972 

TEST AND SEARCHES SHALL BE CONDUCTED UNDER THE SUPERVISION OF 

THE SCHOOL ADMINISTRATORS 

 

The policies and rules relating to drug use infractions are deliberately 

stringent and are designed to preserve the welfare of the majority of students 

and to conform to the laws of the country. The school expects the parents / 

legal guardians and students to make themselves aware of the policy 

procedures and serious implication that may result from such violations.  

1. Any student found to be unlawfully preparing, transporting, using or 

in possession of any regulated or prohibited drugs are creating a 

VERY SERIOUS OFFENSE ( EXCLUSSION / EXPULSION ) 

2. Any student who is found to administer, sell, deliver, give away to 

another, distribute, or encourage the use of prohibited or reported 

to proper government authorities.  

3. Should the need arise, all students may be subjected to search of 

their persons, possessions or Lockers and / or urine test anytime. If 

the test or search indicates drug use or possession the student shall 

be subjected to EXCLUSION / EXPULSION.     

B. DECS ORDER NO. 20 s. 1992 

     FRATERNETIES / SECRET ORGANIZATION / SOCIETIES AND CLUBS  

PROVIDING FOR UNAUTHORIZED ASSOCIATIONS, FRATERNITIES AND 

SORORITIES IN ELEMENTARY AND SECONDARY SCHOOLS 

To protect and safeguard the right of the students to quality education, more 

particularly in the elementary and high school levels, the organization of 

illegal / unauthorized organizations, fraternities, sororities, and cult groups is 

hereby prohibited. 
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1. In order to establish a stable school environment so that learning 

may develop fruitfully and to protect students from external 

threat which usually result to physical and moral violence the 

school strictly ban “fraternities” and similar organizations, group 

or secret societies within the premises and its vicinities.  

2. Secret societies, “fraternities” and similar groups or 

organizations materially and substantially disrupt the work and 

discipline of the school since they tend to bring out undemocratic 

spirit of cast, promote vice-oriented cliques, foster a contempt 

for school authorities and tend to make the students unfraternal 

and less human. 

2.1. Membership in or affiliation to fraternities or any similar 

organization ( not recognized by the school ) merits 

EXCLUSION 

2.2. Participation in activities, which in any manner has relation 

to fraternities or secret societies whether within or outside 

the school campus either willfully or by negligence shall 

subject the student for EXCULSION   

C. LEGAL ASPECT OF SCHOOL DISCIPLINE  

     ( Sarmiento,  III Ulpiano P. MANUAL OF REGULATIONS FOR PRIVATE 

SCHOOLS. Risen Publishing, New Manila, Quezon City, 1995 Pp. 280 – 283.) 

1. AUTHORITY TO MAINTIAN SCHOOL DISCIPLINE ( SECTION 74 )  

Every private school shall maintain good school discipline INSIDE the 

school campus as well as OUTSIDE  the school premises when pupils 

or students are engaged in ACTIVITIES AUTHORIZED by the school. 

2. SECTION 17 OF BP 232 provides that – Every school administration 

shall:  

Develop and maintain a healthy school atmosphere conducive to the 

promotion and preservation of academic freedom and effective 

teaching and learning, and to progressive school-personnel 

relationship. ( sec. 17.3 ) 
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3. 1978 CONSTITUTION  specifically mandated the importance of: 

Discipline in education. It states that all-educational institution xxx 

shall teach the rights and duties of citizenship, strengthen ethical and 

spiritual values, develop moral character and personal discipline xxx. 

        Student discipline may also refer to “the desired and / or 

expected norm of conducts of students, and the corresponding 

administrative sanctions for violations for violation thereof, as set 

forth in the duly approved and promulgated school rules and 

regulations.” 

4. Paragraph 155 of the SERVICE MANUAL of Public School states that:  

School authorities are not, under ordinary circumstances, warranted 

in applying school punishment of students for acts committed 

outside of the jurisdiction of the school building and grounds xxx. As 

a rule xxx the authority and responsibility of the school stop at the 

border of the school grounds, and any action taken for acts 

committed without these boundaries should in general be left to the 

policies authorities, courts of justice and the family concerned. Any 

school for that matter has a dual responsibility to its students. One is 

to provide opportunities for learning and the other is to help them 

grow and develop into mature, responsible, effective and worthy 

citizens of the community.      

Discipline is one of the means to carry out the second responsibility. 

xxx there can be no doubt that the establishment of an educational 

institution requires rules and regulation necessary for the 

maintenance of an orderly educational program and the creation of 

an educational environment conducive to learning xxx. The general 

rule is that the authority of the school is co-extensive with its 

territorial jurisdiction, or its grounds xxxx. Jurisprudence states that 

their violation, if committed within the campus , may justify the 

imposition of serious penalties ( Jimenez, Jacinto D.: Student 

Disciplinary Practices, Current Issues, / Problems in Legal Education.” 

1994 ed. Pp. 92 – 93 ).  
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To his rule is no rigid or one without exceptions. It is the better view 

that there are instances when the school might be called upon 

exercise its power over its students xxx for acts committed outside 

the school and beyond school hours in the following: 

1. In cases of violations of school policies or regulations   

occurring in connection with SCHOOL – SPONSORED 

ACTIVITY OFF-CAMPUS; 

2. In cases where the misconduct of the student involve his  

status as a student or effects the good name or reputation of 

the school. 

Schools may compel students to keep to norms of conduct 

expected of members of the academic community, whether 

on or off campus. Therefore, when students misbehave 

outside the campus and the misconduct complied of directly 

affects the offender’s status as a suitable member 

disciplinary sanctions on him.      

5. The NEW FAMILY CODE, another important legal authority on 

student discipline, provides that: 

The school, its administrators and teachers, or the individual, entity 

or in childcare shall have SPECIAL PARENTAL AUTHORITY and 

responsibility over the minor child while under their supervision, 

instruction or custody. 

Authority and responsibility shall apply to all authorized activities 

whether inside or outside the premises of the school, entity or 

institution. 

6. SECTION 78. AUTHORITY TO PROMULGATE DISCIPLINARY RULES. 

Every private school shall have the right to promulgate reasonable 

norms, rules and regulations it may deem necessary and consistent 

with the provisions of this Manual for the maintenance of good 

school discipline and class attendance. Such rules and regulations 

shall be effective as of the date of promulgation and notification to 

students in an appropriate school issuance or publication. (Manual of 

Regulation for Private Schools – Annotated by Ulpiano P. Sarmiento, 

III, Esq., p. 316. )                            97                                                                                                     

POLICICES AND REGULATIONS REGARDING CO-CURRICULAR AND EXTRA 

CURRICULAR ACTIVITIES 

For more balanced education, Sta. Cecilia Parochial School offers ample 

opportunities for participation in various co – and extra – curricular 

activities. However, every student must bear in mind that studies are always 

to be his / her priority. Students are advised to carefully read the policies 

and regulations’ written below: 

1. Club Moderators shall be given corresponding remuneration 

depending on the number of loads and the nature of the club or 

organization they are assigned to manage.  

2. Any teacher or student leader who is planning to hold an activity, 

whether co- or extra- curricular, must first secure an ACTIVITY Form 

from the Student Activity Coordinator, noted by  Club Moderator, 

Prefect of Discipline and approved by Principal. The approved 

schedule and reservation must be at least ONE WEEK BEFORE THE 

PROJECTED DATE OF THE ACTIVITY. Copy of the permit together with 

the list of student participants must be submitted to the Guard on 

Duty upon approval. 

3. The Club Moderator must be present during the activity. 

4. PARENTAL WAIVERS are required for the activities which 

a. Require students to leave the campus for competition, 

outreach, socio-cultural exposure or educational fieldtrips. 

b. Require to stay overnight, whether in or out of the campus. 

Each student involved in such activities must have a waiver 

signed by the parents or guardians and returned to the 

moderator or teacher organizing the activity. 

c. Activities which are already in the school CALENDAR OF 

ACTIVITIES shall be given priority but the sponsor of this ALSO 

NEED TO FOLLOW THE PROCEDURES MENTIONED ABOVE. 

(The Calendar of Activities is prepared before the beginning 

of each school year by the Student Activity Coordinator and 

Club Moderator .               
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5. Any activity may be disapproved on any of the following grounds. 

a. If the activity runs into conflict with the mission statement of 

the school; 

b. If the activity has no moderator / adult leader to supervise it;  

c. If the activity runs into conflict with other previously 

approved activities; 

d. If the activity shows evidence of poor preparation and 

planning. 

6. Each student is only allowed to join one club or organization. This is 

to avoid conflicts in meetings, provide students with more time for 

academic matters, and give other students opportunities to serve as 

club officers. 

7. Clubs and organizations are required to submit copies of their 

constitution and by-laws, list of members and officers, and list of 

activities to be undertaken for the school year.  

8. Students are not allowed to transfer to another club or organization 

after their registration with the core club. 

9. Evaluation is needed after each activity of the club, to be submitted 

to the Student Activity Coordinator. 

10. FRATERNITIES, SORORITIES AND OTHER SIMILAR ORGANIZATIONS 

ARE NOT RECOGNIZED BY THE SCHOOL. THE SCHOOL DISALLOWS 

MEMBERSHIP OF ITS STUDENTS IN SUCH UNAUTHORIZED AND 

NEGATIVE ORGANIZATION.  

APPENDIX 

Republic of the Philippines 

DEPARTMENT OF EDUCATION, CULTURE AND SPORTS 

Meralco Drive, Pasig, Metro Manila 

DECS Order No. 35, s. 1993 

June 7, 1993 
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ALLOWING STUDENT ABSENCES IN EXCESS OF 20 PERCENT IN INDIVIDUAL 

CASES IN PRIVATE SCHOOLS 

1. In view of a number of instances where absences by students in 

private schools for valid reason may exceed the twenty percent limit 

set forth in the Manual of Regulations for Private School, heads of 

private schools, colleges and universities may henceforth exercise 

their discretion in permitting absences by individual students in 

excess of such a limit. In effect, a student with excess absences may 

still be given a passing grade, if in the opinion of the school head the 

excess were for valid reasons. 

2. Section 73 of the 1992 Manual of Regulations for Private School is 

hereby amended as follows: 

“Section 73. Absences. A student in a private school who incurs 

absences of more than twenty percent of the prescribed number of 

class or laboratory periods during the school year or term should be 

given a failing grade and given no credit for the course of subject. 

However, the school may adopt an attendance policy to govern 

absences of its students who belong to the upper half of their 

respective classes. Furthermore, the school head may at his 

discretion and in the individual case exempt a student who exceeds 

the twenty percent limit for reasons considered valid and acceptable 

to the school.” 

 “Such discretion shall not excuse the student concerned from 

responsibility in keeping up with lesson assignments and taking 

examinations where indicated. The discretionary authority is vested 

in the school head, and may not be availed of by a student not 

granted by a faculty member without the consent of the school 

head”. 

3. This order shall be effective immediately. 

(SGD.) ARMAND V. FABELLA 
                                                   Secretary  
                       Reference :DECS Order: No. 92, s. 1992 
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APPENDIX 

INTERNET POLICY 

 

 While the school encourage the expertise of students in the use of 

technology in learning, we strongly uphold personal and individual 

responsibilities and moral obligation in the use of the social media both for 

personal and school purpose. 

 Along this line, the school hereby implement the following as 

measures in safeguarding the privacy and the moral concern of everyone in 

school.  

1. No student should use the name of the school on any matters that 

would put its name and credibility in question. Such act when proven 

shall be sanctioned with exclusion.  

2. No student should post any blogs, comments or pictures be it 

personal and for public consumption that will violate the school’s 

code of conduct and discipline. Such violation shall be sanctioned 

with exclusion.         

3. No student should use the internet services for any purposes or 

reasons that will be detrimental to its faculty, administration and 

staff, Such violation shall be sanctioned with exclusion.  

4. Posting of sexy or suggestive photos that will violate the school code 

of discipline shall merit exclusion.  

5. Posting of any malicious message, photos and blogs against fellow 

students, school officials shall merit automatic exclusion. 

Every student in school is encouraged to use the internet as a venue for 

healthy and educated interactions. This along with the concern of the 

school to develop responsible and God-fearing individual.  
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APPENDIX 

POLICY ON THE UPLOADING OF MATERIAL IN THE INTERNET 

 

IT IS HEREBY understood that any internet e-mail address, facebook or 
twitter or any social networking account in the name of student is his / her 
own. As such he / she is responsible for any picture, representation or any 
material that is uploaded, published or printed in the said account. It is 
therefore improper, unprofessional or down right immoral for any student 
to upload, publish or print any picture, representation or any material of or 
about himself / herself or of or about another 

 
Responsibility on Student Discipline 
 The administration shall be responsible for the maintenance of good 
discipline among students inside the school campus, as well as outside the school 
premises as long as they vowed to enroll until their graduation. 
 As a Catholic institution, primarily concerned not only on pupil/student 
academic development but also on the formation of pupil/student character, SCPS 
pupils/students are expected to concretize and embody the kind of ideal person 
worthy of emulation by the community. They are therefore models in speech, action, 
and behavior. They are refined and tactful, morally upright, just and respectful in their 
dealings with others. 
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VII.  HOME-SCHOOL CORRESPONDENCE 

1.   PERMISSION TO LEAVE CAMPUS 

PERMISSION TO LEAVE CAMPUS 

Name:_____________________________Date:____________ 

Grade & Section:__________________________________ 

REASON:________________________________________ 

________________________________________________ 

Recommended:    Approved: 

_____________________                ________________________ 

Health Officer/Adviser/Parent                                Principal 

  
     PERMISSION TO LEAVE CAMPUS 

Name:_______________________________Date:____________ 

Grade & Section:__________________________________ 

REASON:________________________________________ 

________________________________________________ 

Recommended:    Approved: 

_____________________                ________________________ 

  Health Officer/Adviser/Parent                              Principal 

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

       PERMISSION TO LEAVE CAMPUS 

Name:_____________________________Date:____________ 

Grade & Section:__________________________________ 

REASON:________________________________________ 

________________________________________________ 

Recommended:    Approved: 

_____________________                ________________ 

 Health Officer/Adviser/Parent                        Principal 
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PERMISSION TO LEAVE CAMPUS                                                                                             

 Name:_______________________________Date:____________                                                                        

Grade & Section:__________________________________ 

REASON:________________________________________ 

________________________________________________ 

 Recommended:    Approved: 

_____________________                ________________________ 

Health Officer/Adviser/Parent                               Principal 

 

 

        PERMISSION TO LEAVE CAMPUS 

Name:_____________________________Date:____________ 

Grade & Section:__________________________________ 

REASON:________________________________________ 

________________________________________________ 

Recommended:    Approved: 

_____________________                ________________________ 

Health Officer/Adviser/Parent                              Principal 

  
     PERMISSION TO LEAVE CAMPUS 

Name:_______________________________Date:____________ 

Grade & Section:__________________________________ 

REASON:________________________________________ 

________________________________________________ 

Recommended:    Approved: 

_____________________                ________________________ 

 Health Officer/Adviser/Parent                            Principal 
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EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal        Parent’s/Guardian’s Signature 

EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal        Parent’s/Guardian’s Signature 

EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal        Parent’s/Guardian’s Signature 

2.  EXCUSE SLIP 
EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal                 Parent’s/Guardian’s Signature 

EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal        Parent’s/Guardian’s Signature 

EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal                Parent’s/Guardian’s Signature 
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 3. CORRESPONDENCE 
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EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal                 Parent’s/Guardian’s Signature 

EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

Adviser/Subj. Teacher/ Principal              Parent’s/Guardian’s Signature 

 

EXCUSE SLIP 

                                                    Date:________________________ 

Please excuse__________________________________________ 

For having been absent on ______________________________ 

Reason:_______________________________________________ 

             ________________________________________________ 

Noted by: 

_________________________           ________________________ 

 Adviser/Subj. Teacher/ Principal                Parent’s/Guardian’s Signature       

                                                                                                          

CORRESPONDENCE 

    Date: _______________ 

Dear___________________________________________________________

_______________________________________________________________

_________________________________ 

          

        Noted by : 

    Adviser/Teacher/Principal        _________________________ 

                                                         Parent’s/Guardian’s Signature 

          

CORRESPONDENCE 

    Date: _________________ 

Dear____________________________________________________________

________________________________________________________________

_______________________________ 

      

          Noted by:                            __________________________ 

     Adviser/Teacher/Principal         Parent’s/Guardian’s Signature 
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4.  CLINIC STUDENT – LOG IN-OUT SHEET                                     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

110 

DATE REASON 
TIME 

IN 
TIME 
OUT 

REMARKS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

CORRESPONDENCE 

    Date: _______________ 

Dear_________________________________________________

_____________________________________________________

_____________________________________________________ 

          

        Noted by : 

    Adviser/Teacher/Principal        _________________________ 

                                                     Parent’s/Guardian’s Signature 

   

CORRESPONDENCE 

    Date: _________________ 

Dear_________________________________________________

_____________________________________________________

_____________________________________________________ 

      

          Noted by:                            __________________________ 

     Adviser/Teacher/Principal         Parent’s/Guardian’s Signature 

 

 



 

5.  DENTAL FORM 

 

Sta. Cecilia Parochial School 
Maly, San Mateo, Rizal 

 

Name of Pupil/Student:________________________________________ 
   Surname              First Name              Middle Name 
Grade & Section:______________________________________________ 
 
 
Dear Parents/Guardians, 
 Your child’s oral health is our concern.  Early treatment will help to 
avoid pain and inflammation, loss of teeth or any other serious 
complication. You are advised to visit your family dentist as soon as possible 
for proper treatment. 
 
 Oral Findings & Recommendation     Treatment Date      Dentist Signature 
(   ) Oral prophylaxis/Flouridation        ________________      _______________ 

(   ) Pits & Fissure sealant                      ________________      ________________ 

(   ) Restoration                                       ________________      ________________ 

(   ) Extraction                                        _________________     ________________ 

(   ) Others ( pls. specify)_________     _________________     ________________ 

 

                       Kindly return this form accomplished and signed by your family 
dentist.  This will be a requirement for your child’s clearance at the end of 
the school year.  Thank you very much for your cooperation. 
 
                                                                                                         Dr. Teresa Amado 
                  Dentist 
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6.  PREFECT OF DISCIPLINE – PUPIL/STUDENT  

                     LOG- IN- OUT SHEET 
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DATE REASON 
TIME 

IN 

TIME 

OUT 
REMARKS 
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7.  GUIDANCE OFFICE   - LOG IN-OUT SHEET 
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8.   SUNDAY MASS ATTENDANCE 

109 

DATE REASON 
TIME 

IN 

TIME 

OUT 
REMARKS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

                                   

Date  Church 
Priest/Lay 
Minister 

Signature 
Date Church 

 
Priest/Lay 
Minister 

Signature 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      



 

 

9.  CLEARANCE 
STA. CECILIA PAROCHIAL SCHOOL 

Maly, San Mateo, Rizal 
 

PUPIL’S/ STUDENT’S CLEARANCE 
S.Y. 2019-2020 

 
This is to certify that Mr./Ms. _____________________________Grade/Year & Section 
______________________ is cleared of any financial and property obligations in this school. 
He/She has also completed/submitted the requirements required of him/her. 
                   DEPARTMENT                       SIGNATURE  DATE 

Accounting                             _______________         _____________ 
Registrar                 _______________         _____________ 
Cashier                                _______________         _____________ 
Guidance Office                _______________        _____________ 
Student Affairs                _______________        _____________ 
Prefect of Discipline               _______________        _____________ 
School Clinic                _______________        _____________ 
Property Custodian                _______________        _____________ 
Librarian                 _______________        _____________ 

 

SUBJECT TEACHER SIGNATURE DATE 

CLE    

FILIPINO/MOTHER TONGUE    

ENGLISH    

MATHEMATICS    

SCIENCE    

AP/HEKAS    

MAPEH    

TLE    

COMPUTER    

ESP    

CLASS ADVISER                                                                

PRINCIPAL    
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10.  DROPPING OUT FORM 

Sta. Cecilia Parochial School 
Maly, San Mateo, Rizal  

 
OFFICIAL DROPPING/ 

TRANSFERRED-OUT FORM 

Name: ___________________________________________________________________ 

Grade / Year / Section: _______________________________Date:___________________ 

Reason: _________________________________________________________________ 

__________________________________________________________________________

__________________________________________________________________________

_________________________________________________________________________ 

                                                                   _______________________________ 
                                                                                       Parent’s/Guardian’s Signature       

Recommending Approval: 
 
_______________________ 
   Mrs. Narcisa E. Quejado 
          Finance Officer 
Recommendation: 

Approved: 
________________________ 
Ms. Josephine T. Cadete 
Registrar 
 
________________________ 
Mrs. Tessie A. Pertudo 
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11.  DESIDERATA 

Go placidly amid the noise and haste and remember what peace there may be in silence. As 

far as possible without surrender, be on good terms with all persons. Speak your truth quietly 

and clearly; and listen to others, even the dull and ignorant; they too have their story. Avoid loud 

and aggressive persons; they are vexations to the spirit. 

If you compare yourself with others, you may become vain and bitter. For always there will be 

greater and lesser persons than yourself. Enjoy your achievements as well as your plans. Keep 

interested to your own career, however humble; it is a real possession in the changing fortunes 

of time. 

Exercise caution in your business affairs; for the world is full of trickery. But let this not blind you 

to what virtue is. Many persons strive for high ideals; and everywhere life is full of heroism. 

Be yourself. Especially, do not feign affection. Neither be cynical about love; for in the face of 

all aridity and disenchantment it is perennial as the grass. 

Take kindly the counsel of the years gracefully surrendering the things of youth. Nurture strength 

of spirit to shield you in sudden misfortune. But do not distress yourself with imaginings. Many 

fears are born of fatigue and loneliness. 

Beyond a wholesome discipline be gentle with yourself. You are a child of the universe, no less 

than the trees and the stars; you have a right to be here. And whether or not is clear to your, no 

doubt the universe is unfolding as it should. 

Therefore, be at peace with God, whatever you conceive him to be and whatever your labors 

and aspirations, in the noisy confusion of life, keep peace witty your soul. With all its sham, 

drudgery and broken dreams, it is still a beautiful world. Be careful.. strive to be happy. 

 

Found in old St. Paul’s Church 

Baltimore, dated 1692 
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