
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSONAL INFORMATION 

 

Name: ___________________________________________________ 

Grade/Year/Section: _______________ Adviser: _________________ 

Address: _________________________________________________ 

________________________________________________________ 

Tel. /Mobile No.: _______________ Birthday: ___________________ 

Father’s Name: _________________________________________ 

Mother’s Name: ___________________________________________ 

Person to contact in case of emergency: 

Name: ___________________________________________________ 

Address: _________________________________________________ 

_________________________________________________________ 

Contact No.: ______________________________________________ 

 

 



 

 

 

 



 

LUPANG HINIRANG 

(Pambansang Awit ng Pilipinas) 

Musika ni: Juan Felipe       

Titik ni: Jose Palma 

 

 

Bayang magiliw  

Perlas ng silanganan  

Alab ng puso  

Sa dibdib mo’y buhay. 

 

Lupang hinirang  

Duyan ka ng 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  

Kailan pa ma’y di magdidilim. 

 

Lupa at araw, ng luwalhati’t pagsinta  

Buhay ay langit sa piling mo.  

Aming ligaya na pag may mang-aapi  

Ang mamatay nang dahil sa iyo. 



PANUNUMPA NG KATAPATAN SA WATAWAT NG PILIPINAS 

Ako ay Pilipino 

Buong katapatang nanunumpa 

Sa watawat ng Pilipinas 

At sa bansang kanyang sinasagisag 

Na may dangal, katarungan at kalayaan 

Na pinakikilos ng sambayanang 

Maka-Diyos, Makatao, Makakalikasan at Makabansa. 

 

 

PANATANG MAKABAYAN 

Iniibig ko ang Pilipinas, aking lupang sinilangan, 

Tahanan ng aking lahi, kinukupkop ako at tinutulungang 

Maging malakas, masipag at marangal 

Dahil mahal ko ang Pilipinas, 

Diringgin ko ang payo ng aking magulang, 

Susundin ko ang tuntunin ng paaralan, 

Tutuparin ko ang mga tungkulin ng isang mamamayang makabayan, 

Naglilingkod, nag-aaral at nagdarasal nang buong katapatan. 

Iaalay ko ang aking buhay, pangarap, pagsisikap 

Sa bansang Pilipinas. 

 

 

RIZAL MABUHAY 

 

Intro:  

I. Rizal, Rizal Mabuhay 

Pangunahin kang lalawigan 

Sa kultura't kabuhayan 

Pinagpala ng Maykapal 

 

II. Buhay nami'y nakalaan 

Maglingkod sa Inang Bayan 

Lalawigan kang tanging-tangi 

Mahal namin magpakailan man. 

 

Interlude: 

Ang lahat ng Rizaleno'y masisikap 

Puso't diwa sa Diyos, bayan at sa kapwa 

Mapalad kami na Taga-Rizal 

Sa pamumuno ng mga taong may dangal. 

 

Coda:  

Lalawigan kong tanging-tangi 

Mahal namin magpakaylanman 

 

 

 

 

 



F  O  R  E  W  O  R  D 

 

Dear Parents and Pupils, 

Greetings of Peace! 

This Handbook has been prepared to help the students who are enrolled in Sacred 

Heart Catholic School of Cainta to grow in full awareness of his/her role in the school. 

This Handbook is also meant to help the students make school life more pleasant 

and self-fulfilling. Each student is held responsible for knowing all the information and 

provisions in the Handbook. 

Aside from the policies and rules contained in the Handbook, students should also 

comply with announcement issued by the Administration of the school which are 

posted in the Bulletin of Information. 

 

M E S S A G E 

Dear Students, 

The mission of schools is to pursue cultural goals and the human formation of youth. 

Catholic schools “proper function”, as stated in Section 8 of Gravissum Educationis 

(1965), “is to create for the school community special atmosphere animated by the 

Gospel spirit of freedom and charity, to help youth grow according to the new 

creatures they were made through baptism as they develop their own personalities, 

and personalities, and finally to order the whole of human culture to the news of 

salvation so that the knowledge the students gradually acquire of the world, life and 

man is illumined by faith.” 

This Student Handbook aims to realize that purpose and more specifically Sacred 

Heart Catholi School of Cainta’s (SHCSC) vision and mission: “transforming lives 

in serving God and community while providing Christian quality education” and 

“to witness the Gospel in our lives in the apostolate of evangelization”. 

We, the Faculty and Staff of SHCSC, hope this Handbook will guide you during your 

stay here. Remember that catholic faith does not end with instruction; it will only be 

complete if you live that faith in your daily lives. 

     

 

 

,  

 

REV. MSGR. PETER CAÑONERO 

School Director 

July 5, 2019 

Cainta, Rizal 
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HISTORY OF THE SCHOOL 

 

 The Sacred Heart Catholic School of Cainta was established on December 

8, 1982 by Rev.Fr. Moises Maramba, a Diocesan priest of Antipolo.   

For some time, the school was named Light Child Care Centre (LCCC) that 

catered to pre-school children. With its primary goal, to serve the underprivileged 

children of the neighbouring communities of Brookside Hills Subdivision, Cainta, 

Rizal. 

Light Child Care Centre survived through the generosity of the benefactors. 

Different fund raising activities were held to generate funds that would finance its 

maintenance. 

When Fr. Moises left for the USA, the centre was managed by Board of 

Trustees until 1995. The following year, the centre, which was a small, old structure 

with one classroom, was turned over to the Diocese of Antipolo under the Most. Rev. 

Protacio Gungon, D.D. Bishop of Antipolo in 1997. Sr. Mary Celeste M. Perez, OSB, 

was appointed to manage and supervise the school. 

Rev Msgr. Mariano T. Balbago, Jr. then the Parish Priest of Our Lady of 

Light, and President of Cainta Catholic College changed light Child Care Center’s 

name to Sacred Heart Catholic School of Cainta to synchronized with the name of the 

Parish in Brookside which is Sacred Heart of Jesus Parish  

The concerted effort of the new management paved the way to the opening 

of the Grade One class. Thereafter, one grade level was added every year. In 2001, 

the school had graduated its first batch of Grade Six pupils.      An increasing number 

of enrolees prompted Sr. Celeste to initiate the construction of a new building for the 

Secondary Course. School year 2003-2004 was the birth of the first batch of First 

Year High School with Twenty Six students. 

In 2005, the school acquired the lot in front of the old building, and the 

construction of the three-story building started. 

Since School Year 2003-2004, this new building has become the High 

School Department and other key offices.  

In the year 2006-2007, DepEd issued a certificate of Government 

Recognition for a Complete Secondary Course. The following year, 20082009 the 

Elementary course was also granted the Government Recognition by the DepEd.   

Since then, Sacred Heart Catholic School of Cainta offered complete Basic 

Education Course. 

The year 2013 was another milestone for SHCSC. The certification of 

(FAPE) Fund Assistance for Private Education (ESC-FAPE ) Certification. This 

program of the government provides the present and succeeding Grade 7 students a 

certain monetary subsidy or partial scholarship, until these concerned students 

graduated the Secondary Course. 

Another breakthrough was added to the school’s history on SY 2015-2016. 

During this year the school was granted the Certification from the Department of 

Education to offer the Senior High School Program with the Academic Tracks ABM 

(Accountancy, Business and Management) and GAS (General Academic Strand) with 

Specialization Subjects in HUMSS (Humanities and Social Sciences). By SY 2016-

2017, SHCSC had its first batch of Grade 11 students in both ABM and GAS.  



PART I. PHILOSOPHY VISION-MISSION GOALS AND OBJECTIVES 
 

1.   PHILOSOPHY OF THE SCHOOL 

As an ACADEMIC, Sacred Heart Catholic School of Cainta affirms the students’ 
inherent right to quality education. Sacred Heart also recognizes the cooperative 
involvement of his constituents in search for truth. 

As a FILIPINO, Sacred Heart is committed to instil the spirit and values of: respect, 
compassion, sharing, and commitment, apostolate of evangelization, hospitality, 
competence, God -Loving, dedication, love and stewardship. 

As a DIOCESAN SCHOOL, Sacred Heart operates as a service arm for the 
promotion and realization of the diocesan truths; religious vocation, evangelization 
and formation of the Basic Christian Communities. 

As a CATHOLIC SCHOOL, Sacred Heart embraces the task of deepening in the 
constituents the Catholic faith through the affirmation of Christian doctrines, Morals 
and Worship. Inspired by the Sacred Heart of Jesus and the devotion to the Blessed 
Virgin Mary and faithful services to his people, SHCSC commits to be living witness 
of Christ. 

2.   VISION 

 A steward of love and compassion, transforming lives in serving God and 
community while providing Christian quality Education.       

 3.   MISSION 

 As a sign of our commitment to the vision, we pledge to develop a 
Community gifted with the burning love of Sacred Heart of Jesus. We further commit 
to witness the gospel in our lives in the apostolate of    evangelization. 

 We dedicate to be of service to our community by sharing our time, talents 
and treasures, thereby transforming the hearts and minds to a God-loving human 
being making our institution highly competent in both academics and spiritual 
aspects.  

4.   CORE VALUES 

As a member of  DACSA/MAPSA, SHCSCians are the children of God that has mind, 
heart and body to serve God, fellowmen and country 
 
COMPASSION SHARING TRANSFORMATION COMPETENCE 

APOSTOLATE OFANGELIZATION  GOD-LOVING COMMITMENT 

LOVE  STEWARDSHIP  HOSPITALITY 

5.  GOALS AND OBJECTIVES 

1. Form God-loving human beings committed to promote the gospel by 

being witness of Christ through their everyday acts and deeds. 

 

2. Provide a 21st century learning environment, with competent and 

supportive educators wherein a child can maximize his/her potential 

through academic excellence and innovations. 

 

3. Develops individuals who are stewards of God’s creation and has 

genuinely concern and respect towards life. 

 

4. Provide support to the community by actively participating in 

community-based programs that uplift student’s values of love and 

compassion. 

 

5. Produce competent and innovative citizens who can adapt to the rapidly 

changing needs of the economy and society. 

 
  



PART II. GENERAL POLICIES FOR STUDENTS 
 

     ADMISSION POLICIES AND PROCEDURES 
 

1.    ADMISSION PROGRAM 
 
 Every school reserves the right to admit or refuse any student applicant, 

seeking entrance in the school. For our school, it is only when the 

parents/guardians have agreed to subscribe to the Philosophy, Vision-Mission 

and Objectives of the Sacred Heart Catholic  School of Cainta, the Ideals of 

Catholic Education, and to comply with Scholastic Standards of the School, as 

well as to observe all its rules and regulations that a student applicant can be 

admitted. 

2 . ADMISSION POLICIES 

    Admission is a very important task of the school. Thus, policies on admission, 

retention, and transfer of the students have been formulated. 

a. New Students 

 are preferably baptized and practicing Catholics 

 must submit complete requirements upon enrolment (see Admission 
Program no. 4) 

 should pass the entrance test and interview for appropriate placement 
  

b. Junior/Senior High School Students on Academic/Disciplinary 
Probation 

 should sign up a contract at the Guidance or Student Affairs Office before 
registration  

 dismissed students shall not be admitted /readmitted 
 

c. Returning Students 

 must submit complete requirements 

 should pass the entrance test and interview for appropriate placement 
 

d. Students for Further Assessment 

 Certain students may be required to undergo further evaluation from 
authorized specialists when the committee deemed it necessary. 
Assessment results and specialists’ recommendations must be submitted 
to the Guidance Centre before the beginning of regular classes 

 
 

 
3.  ADMISSION COMMITTEE 
    The Admission Committee is organized and tasked with the following 
responsibilities: 

 to handle all matters related to admission according to the stated 
standards, policies and objectives of the school as a whole and the 
department in particular; 

 to evaluate the standards, norms and procedures on admission and 
coordinate with the Guidance Office on the proper placement of the 
students; 

 to recommend for the proper and efficient registration of students; 

 to help formulate definite policies regarding the academic probation and 
withdrawal of students; 

 to decide on all irregular applications. 
 

4.  MEMBERS OF THE ADMISSION COMMITTEE 
 
     The following shall be the members of the Admission Committee: 

 Principal 

 Academic Coordinator 

 Guidance Counsellor  

 Registrar 
 

5.  ADMISSION REQUIREMENTS 
 
    A. New and Transferee  
 
     Admission of students is a sole prerogative of the institution.   Hence, the school 
reserves the right to admit or reject any   student seeking admission in the 
school.However, a student   may only be admitted after she/he accomplishes/ 
submitted the   following requirements:  
 
a. Photocopy of Birth certificate (Original and Photocopy) PSA Authenticated  
 b. Baptismal Certificate (Original and Photocopy)  
 c.     Photocopy Confirmation Certificate (For H.S Applicant only)  
 d.     Report Card / Form 138 (Original)  
 e.     Certificate of Good Moral  
 f.      3 pcs. 1x1 ID pictures  
 g.     One long folder for all documents to be submitted to the Registrar’s Office  
 h. Entrance Examination Fee Php. 150.00 (Not entrance exam for SHS) 
 i.  Must pass the entrance exam (written and oral)  
 j.  No failing grades in academics in any quarter.  



k. Voucher Certificate (for incoming SHS) 
B.  Additional Requirements for Foreign students 
 
a.  Photocopy of B.I Blacklist & Watch list Certificate 
b.  Photocopy of I-Card 
c.  Photocopy of Passport bio-page and latest admission with valid authorized stay. 
d.  Two (2) copies of Duly accomplished CGAF (BI Form-CGAF-Rev 0) 
 
C.  Admission for New/Transferee Students: 
 
1.NSO/PSA Birth Certificate (Original & Photocopy) 
2. Baptismal Certificate (Original & Photocopy) 
3.Report Card/Form 138 (Original) with LRN 
4.Certificate of Good Moral Character 
5. 2 pcs. 1x1latest I.D. Pictures 
6. One (1) Long Folder for all the documents to be submitted to the Registrar’s Office 
7.Entrance Examination Fee PhP. 150.00 
8.Oral Interview  
 
 
Entry Age:  

a. Nursery  4 years old by the end of school year  
b. Kinder  5 years old by the end of school year  
c. Grade 1  6 years old by the end of school year 
d. Junior High School  Grade 6 Graduate 
e. Senior High School Junior High School Completer  

 

Note: When a pupil or student is unable to present the prescribed report 

card, a certificate of eligibility issued by the Secretary of Education to his/her 

duly authorized representative is required. 

 

D.   Admission Procedures 

1. The applicant submits all the required documents to the   Registrar’s Office. 

2. Qualified applicants will be issued a Payment Slip for the Entrance Fee atthe 

cashier. The fee is non- refundable and non-transferable.  

3. The applicant presents the official receipt to the Guidance Office   and 

accomplishes the SHCSC Application Form, and an   examination permit will be 

issued.  

4. The applicant will take the entrance examination on the date and   time specified 

on the examination permit. In case, he/she fails to   take the test during the given 

schedule, he/she should inform the Guidance counsellor and request for a new 

schedule. 

5. If the examination result is satisfactory, the applicant will have   an interview with 

the Guidance Counsellor and the Principal or   his/her representative. He/ She 

must be accompanied by her/his   parent/guardian during the interview. 

6. Follow the schedule of enrolment written on the admission form. 

 

E. Enrolment Procedures 

For Old /New pupils/students/ Transferee  

1. Present the Report Card and Admission Form to Window 1 for   

verification/cancellation.  

       2. Fill-up the Registration Form and mode of payment   

       3. Return the accomplished form for assessment.  

       4. Pay Tuition Fees, Books, Uniforms at the school cashier  

       5. Claim Books and Notebooks at the Bookstore 

 

F.  Tuition Fees 

“Tuition and School Fees: Each private school shall determine its rate of 

tuition and other fees and charges. The rates and charges adopted by school 

pursuant to this provision shall be collectible, and their application or use authorized, 

subject to the rules promulgated by the Ministry (Department) of Education, Culture 

and sports. “(Section 42 of Batas Pambansa 232) 

 

The enrolment of a student in Sacred Heart School becomes official   upon 

payment of the tuition and fees due him/her prior to the start of classes for the current 

school year. 

 

G.  Accounting Policies 

 

1. All payments and financial concerns should be transacted at the Finance 

Office. Always ask for a receipt for any payment made.    (Please check your 

receipt and count your change before leaving   the counter.  

2. For non-cash basis, please pay according to your preferred mode/schedule 

of payment to avoid penalties.  



3. For those paying through banks, please notify the Finance Office, and bring 

the proof of bank remittance.  

4. For check payment, provisional receipt will be issued instead; Official receipt 

can be claimed after 3 days of clearing of said check.  

5. “Pay as you order” on school uniforms, and books, etc. Please ensure you 

have the correct size (S / M/ L/ XL) of uniforms ordered to avoid the 

inconvenience of returns. Prototypes of your   requirements will be on 

display at the bookstore.  

6. Locker payment in the amount of php300.00 must be paid in full   for the use 

of locker for the entire school year. 

 

6.   Policy on Discounts 

 

1. Cash Discount – 5 % discount in tuition fee for cash basis (Plan A) 

2. Early Enrolment Discount – 3 % additional discount on top of   cash discount   

    for enrolment registered at least 25 days earlier before start of classes. For  

    plan B, C, D basis, the 3 % discount will be applied on the last instalment  

    basis.  

3. Sibling Discount – 5 % discount on tuition fee each for the 3rd child, and  

    succeeding sibling/s.  

4. Academic excellence discount – 100 % tuition fee for student with 1st  

    Honors, 50 % on tuition fee for student with 2nd Honors 

7. Athletic Scholarship – 100% discount 

 

6.  SPORTS SCHOLARSHIP 
 

a. A Sports Scholarship is awarded to outstanding athletes upon the 
endorsement and recommendation of the Sports Coordinator and approval 
of the School  Scholarship and Grants Committee.  
 
 
a.1. Basic Criteria 

1. Must have been a student of SHCSC  for at least one year unless highly 
recommended by the school coach. 
2. Has a year-end average of not lower than 80%  with no failing marks in 
any quarter/semester. 
3. Has not been subjected to any disciplinary action. 

4. Must be a member of the varsity team. 
5. Must be a multi-awarded athlete. 

a.2. Requirements and Procedures 

1. The Moderator  of the SHCSC Varsity Team, with the endorsement of the 
School Principal, informs the Finance Officer in writing of the candidate/s 
for the Sports Scholarship. 

2. The student secures application form from the Registrar’s and Grants 
Office. 

3. The student submits the application form together with the other 
requirements. For list of requirements, please inquire from the Registrar’s 
and Guidance Office. 

4. The Scholarship and Grants Committee meets to assess the merits of the 
application. If approved, the applicant is informed in writing. 

5. The scholar signs the contract. 
 
a.3. Maintenance Requirements 

1. Attends the school’s training regularly. 
2. Has no failing grades and has complied with the grade maintenance 

requirements. Grade School/High School – 80% average. 
3. Has won in at least two (2) major leagues (or its equivalent as determined     

by the Coach) during the school year or participation/performance  
     helped improve the team’s standing 
4. Has not been subjected to any serious disciplinary action 
5.  Violation of any of the aforementioned requirements, will lead to  

automatic disqualification in the scholarship grant. 
 
a.4. Renewal of Scholarship 

The Scholarship can be renewed before the start of the school year.  The 
scholar is qualified to apply for renewal if she/he meets the following criteria: 

1. Application form for renewal of scholarship 
2. Athlete’s statistics/scorecard/training record form duly signed by the   
Coach and Sports Coordinator. 
3. Recommendation letters from SHCSC Varsity Team Moderator and 
Student Activity Coordinator. 
4. Photocopy of latest report card certified true and correct by the Registrar’s 
Office. 



5. Photocopy of certificates/awards received since last application including 
photos taken (properly labelled). 
6. Certificate of Good Health from the family or sports doctor duly endorsed 
by the parents. 
a.5. Requirements: 
 
1.  Report Card 
2.  Latest 1x1  ID picture 
3.  Recommendation letter (Coach Moderator) 
4.  Certification letter that he/she is a varsity of his/her previous school. 
5.  Certificate of Good Health from the family or sports doctor duly endorsed 
by the parents. 
6.  Endorsement of the School Principal 
7.  Certification of ESC/School Voucher 

 
 
 b.   Senior High Schoolwith voucher.  Scholars may enjoy scholarship  to full 
discounts (100%) on tuition fee and other miscellaneous  fee (except retreat, JS Prom 
and educational fieldtrip) for one year and may apply for renewal of the scholarship 
every year  thereafter provided maintenance requirements are complied with. 
 
c.    Junior High School with ESC.  Scholars may enjoy  the scholarship  to full 
discounts (100%) on tuition fee  for one year and may apply for renewal of the 
scholarship every year  thereafter; provided  maintenance requirements are complied 
with. 
 
d.   Junior High School and Elementary (None ESC). Scholars may enjoy discount  
(50%) on tuition fee for one year and may apply for renewal of the scholarship every 
year thereafter; provided maintenance  requirements are complied with. 
 
 
7.  FAPE (ESC) GRANTEES EDUCATIONAL SERVICE CONTRACTING (ESC) 
 
The Educational Service Contracting scheme, or ESC, is a program provided for by 
Republic Act 8545 (amending R.A. 6728), or the “Expanded Government Assistance 
to Students and Teachers in Private Education, or GASTPE. Its main objective is to 
decongest public secondary schools by “contracting” the excess capacities of private 
high schools through the provision of subsidies for students who, otherwise, would 
have gone to the public high schools 
 
 

NOTE: SHCSC is under no obligation to grant scholarship or financial 
assistance to any student or individual. 

 

 

8.    POLICY ON FINES AND SURCHARGES 

 

1. 2 % surcharge on accounts paid 30 days from due date.  

2. 2 % surcharge for cancellation of enrolment on amount paid upon      

    enrolment and requested for refund. This transaction should   be made prior  

    to start of classes. This is exclusive additional amount of Five Hundred  

    Pesos (php500.00) for Registration and other needed documentation. 

 

9.   POLICY ON WITHDRAWAL OF ENROLMENT / REFUNDS 

 

Refunds are governed by the Manual of Regulations for Private   Schools Article XIII, 

Section 66 Revised 1992 when a student   registers in a school, it is understood that 

he/she is enrolling for   the entire school year for elementary and secondary courses”. 

A student who withdraws from the school is entitled to a refund of   his/her tuition and 

other fees, in accordance with the following    rules:  

 

a. Any pupil/student who transfers or otherwise withdraws in   writing before  

the opening of the classes shall be given full refund   of all tuition fees paid, 

subject to the service fee charged by the   school.  

b. Any pupil/student who transfers or withdraws in writing within   one week  

after the beginning of classes shall be charged 10% of   the total tuition and fees 

for the school year, within two weeks   shall be charged 20% of the total tuition and 

fees for the school   year, regardless of whether or not he/she has actually 

attended   classes, subject to the service fee charged by the school.  

 c.. The pupil/ student shall be charged all the tuition and fee in full if   he/she  

    withdraws after the second week of classes.  However, if the transfer or  

    withdrawal is due to justifiable   reason, the pupil/student shall be charged  

    the pertinent fees only   up to and including the last month of attendance,  

    subject to the   approval by the school director. 

d. The day of the pupil’s/student’s submission of written withdrawal   duly  

    signed by the parent or guardian, shall be considered the date of       

    withdrawal.  



e. Verbal notice of withdrawal shall be entertained.  

f. No. 2 of letter C will apply on Refunds for Tuition Fees.  

g. No refund will be accommodated for purchases made for   school /P.E,  

Uniforms, Books and other school supplies. Please   recheck your purchases 

against issued receipt before leaving the   counter. Our responsibility ceases upon 

your receipt of product/s   purchased in good condition.  

h. If the student consumed the 20% allowable number of days to   drop, it is 

understood that she/he enrolled for the entire academic   school year and     

    that if no refund has been made exceeding 20% of non- attendance and no  

   official dropping form, automatically the child dropped from the registrar.  

   No refund shall be availed of. 

i. If not officially dropped, the student shall pay the remaining   balance for  

    the entire school year and the down payment shall not   be refunded. 

 

NOTE: Report Cards and other student records will not be released if there  

              are unsettled financial accounts. 

 

10.  Schedule / Mode of Payments 

 

Type of Plan Mode of Payment  Schedule of 
Payment 

Plan A Cash Basis Payment upon 
enrolment 

Assessment less 
cash discount 

Plan B Semestral Basis Initial Payment Upon enrolment 

  Next Payment September 

 
Plan C 

 
Quarterly Basis 

Initial Payment Upon enrolment 

Next Payment July 31 

Next Payment October 31 

Next Payment January 31 

 
 
 
 
Plan D 

 
 
 
 

Monthly Basis 

Initial Payment Upon enrolment 

Next Payment July 2 

Next Payment August 2 

Next Payment September 2 

Next Payment October 2 

Next Payment November 2 

Next Payment December 2 

Next Payment January 2 

Next Payment February 2 

 

11.  POLICY ON PERMIT TO TAKE THE EXAM 

a.   The accounting office will issue statement of account regularly   with reply slip at 

least one week before the due date depending on   the mode of payment. 

b.  To give pupils/students sufficient time to secure their examination   permits,  

parents/guardians are requested to settle their accounts at   least three days   before 

the scheduled quarterly examinations.  

 

c.  The lists of students who have paid their accounts prior to the   examination    

period is submitted by the Accounting Office to the   class advisers. Only   

pupils/students whose names appear in the   lists should be given the   quarterly 

examinations. [The lists serve   as the examination permit].  

 

d.    Parents or guardians who fail to settle their accounts on time [Hence, the names 

of their children are not in the lists] may secure an     approval from the Directress or 

her representative to   take the examination at least three days before the schedule.   

 Obtain a request form, including the amount due, from the Cashier.   

 Submit the form, together with a handwritten promissory note, to the 

Cashier.   

 Secure from the cashier the approved form.   

 Submit the approved form to the Class Adviser.  

 

e.   The test papers of pupils/students who take the examinations   using the    

approval form of the Directress or his representative   will be checked and grades are 

computed by the subject teachers and their report cards not to be  

 released unless the accounts are   settled.   

 

f.    The Accounting Office will advise the class advisers the names of       

 pupils\students whose accounts have been settled from time to   time. 

 

Promissory note may be allowed as examination permit provided a student gives a 
partial payment of his/her account due.  No examination permit or promissory note 
will be issued on the day of the examination.  Fines will be collected to those students 
who are going to take special examinations because of invalid reasons. 

 

12.  PROCEDURE FOR DROPPING/ TRANSFER 

 



A.  The parent/guardian secures an official Dropping Form from the   Office of the 

Registrar.  

B.   Secure Clearance from the following   

 

     a. Subject Teachers   

     b. Class Adviser   

     c. Librarian   

     d. Guidance Counsellor 

     e. Discipline Board 

     f. Principal  

     g. Accounting Office   

     h. Registrar 

 

13.  RESERVATION FEE 

 

A reservation fee of php500.00 per student shall be paid before the close of 

the school year. This will be part of the Tuition Fee upon enrolment. Reservation Fee 

is non-refundable.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part III:  ACADEMICS AND ACTIVITY 

 

A. SHCSC CURRICULUM  

 

        The SHCSC Curriculum Program is made up of the Academic     Program 

and the Activity program. It is the school’s belief that teaching   has three main tasks: 

Instruction, Motivation and Education.  Instruction is done mainly in the classroom. 

Education is pressed through student’s participation in clubs and organizations. 

Motivation is done mainly through the school practices. 

 

B. SUBJECT DESCRIPTION 

 

1. PRE-SCHOOL DEPARTMENT (THE AREAS OF DEVELOPMENT) 

 

 a. Personal and Social Development 

This involves skills and behaviors pertaining to the independence   and 

social behavior. It includes the development of health habits   and independence in 

dressing, eating, sleeping and toileting, relating with teachers, peers and other people 

through group play   or interaction. It  also deals with the with development of the 

ability to follow rules and   routines; learning about family and   other people like the 

communityhelpers are part of the concerns in   the area  

 

b. Affective Development   

This includes experience that helps children develop love for God, self, 

others and community. This also helps the children develop   awareness of their 

feelings and sense of right and wrong. 

 

c. Cognitive Development   

This includes development in the areas of communication skills    

andsensory perceptual and numeracy concepts and skills.   Communication refer to 

competencies in expressing one’s   ideas and feelings both English and Filipino. It 

includes facility   for oral expression and basic readiness skills of listening, pre-

reading and writing.  



 

d. Sensory-Perceptual and Numeracy Development  

Skills include the development of concepts through the ability to observe, 

discriminate and see details, similarities and differences   and to understand,  count, 

read and write numbers. Development   of numeracy involves the development of 

skills in describing, classifying and ordering (sequencing).  Money value and telling   

time may be introduced.  

 

e. Creative-Aesthetic Development   

In this area includes the exploration of sounds, music, creating   

songs,singing and creative movements, different arts activities   like exploring the use 

of art media such as crayons and paints   and drawing fall under this     area.   

Communication skills activities   such as creation of poems.  

 

f. Multiple Intelligences   

1. Linguistic (Word Smart: Read and Write and talk about it)   

2. Logical-Mathematical (Number Smart or Logic Smart: Quality it, think  critically 

about it, and conceptualized, and     conceptualized it)   

3. Spatial intelligence (Picture Smart, draw it, visualize it, Color it, Mind map    it)   

4.  Naturalistic (Science Smart)   

5. Interpersonal (Self-Smart, connect it to your own life, makechoices connected with 

it)   

6.  Interpersonal (People Smart: Teach it, Collaborate on it)   

7. Musical (Music Smart: sing it, rap it, Chan it, and listen to it) 

8. Bodily kinesthetic Intelligence (Body Smart: built it, Act it, Touch it, Get a” gut-

feeling” of it, and dance it) 

 

2. PROGRAM OF STUDIES (GRADE SCHOOL DEPARTMENT) 
 
a. Christian Living 

     This course deals with the fundamental knowledge of moral and religious 
truth: the promotion of spiritual and moral development through service and 
sincere living of the students’ sacramentaland liturgical life: the awareness and 
improvement of social   conditions of the students’ community in line with the 
teaching of   Sacred HeartJesus. To pursue the goals of SHCSC, Religion   was 
made thecore and reference of all courses. 

 
b. Filipino 

This course develops the following macro skills: listening, speaking,reading, 
writing, and thinking in our national language. In Grade 3-6, these specific skills 
shall be developed in   communication situations using varied materials to the 
point of   mastery. Children are introduced to materials such as rhymes, poems, 
jingles, storiesand dialogues suited to their grade. Likewise, some contents from 
Social Studies are taught.    Integrated Language Arts, Mother  Tongue, Filipino, 
English (K-12 Curriculum) Focused on the development of literacy and 
numeracy skills and learning of concept first in the Mother Tongue from Grades 
1-3and later transfer to second language (Filipino and English) The macro skills-
listening, Speaking, reading, and viewing   spiral across grade levels and across 
languages. The ultimate goal   is communicative competence both oral and 
written in three   languages. 

 
c. English 

This course is one of the learning areas that will that develop   thelearner’s 

confidence and ability in using language for effectiveand critical thinking in the 

real world. The basic   tool subject develops these macro skills; listening, 

speaking, reading, writing, and thinking in English. 

 
d. Science and Health 

This course is one of the learning areas that will apply Science concepts and 

principles in varied life situations, and demonstratescientific attitudes and values 

in solving day-to-day problemspertaining to natural phenomena, the 

environment the health and   sanitation, food production and the use and 

conservation of resources. 

Science aims to develop scientific literacy among students that  will prepare 

them to be informed and participative citizens who are able to make judgments 

and decisions regarding application of scientific knowledge that may have 

social, health, or environmental impacts. The science curriculum recognizes the 

places of science and technology in everyday human affairs; it integrates in the 

civic, personnel, social, economic, and the values and the ethical aspect of. It 

promotes a strong link between science and technology, including indigenous 

technology, keeping our countries cultural uniqueness and peculiarities intact. 

 

e. Mathematics 

 This learning area will demonstrate skills in computing accurately, estimating 

communicating, thinking analytically and creatively, and solving problems in 

daily life using appropriate technology. 



It covers basic concepts and ideas, skills and processes on numbers and 

number sense-geometry, measurement, patterns and algebra, probability and 

statistics as enlist, using appropriate technology in critical thinking, problem 

solving, reasoning, communicating, making connections, representations and 

decisions in real life. 

 

 

f. Araling Panlipunan (K to 12 Curriculum) 

Ito ay asignatura na nagtuturo ng mga konsepto sa pananagutang pansarili, 

pampamilya, kapwa, bansa/daigdig at Diyos; pananagutan para sa kabutihang 

panlahat upang mamuhay na may kaayusan, katiwasayan, kaunlaran tungo sa 

kaligayahan ng tao. 

 

g. Edukasyong Pantahan at Pangkabuhayan (EPP) 

It develops knowledge, skills, values and attitude in 

Agriculture,Entrepreneurship and Information Communication Technology (ICT). 

Home Economics and Industrial Arts that can help improve self-family and 

community life considering sustainable development. 

 

h. Music, Arts, Physical Education and Health (MAPEH) 

The Music Program focuses on the learner as the recipient of the 

knowledge,skills and values necessary for artistic expression and cultural 

literacy. 

The Arts Program provides with art experiences that includes recognizing, 

creating, appreciating, and critiquing their own artistic works and the works of 

others. 

The Physical Education Program is anchored on the tenet “Move to Learn 

and Learn to Move” with ultimate goal of achieving lifelong fitness. It shall 

contribute to the development of fitness, health and wellness among school-age 

students as provided in the program’s rich in challenging physical activity 

experiences. 

The Health Program focuses on the physical, mental, emotional, social, 

moral, and spiritual dimensions of health and enables the learners to acquire 

essential knowledge, attitudes and skills necessary to promote good nutrition, 

prevent and control diseases and substance use and abuse, reduce health 

related risk behaviors to prevent and control injuries with the end in view of 

maintaining and improving personal, family community, national and global 

health. 

 

i. Edukasyon sa Pagpapakatao (ESP) 

Ito ay asignaturang bahagi ng K to 12 na gagabay at huhubog sa mga 

kabataan. Ang tunguhin o outcome ng EsP ay kabataang nagpapasya at kikilos 

ng mapanagutan tungo sa kabutihanng panlahat. Nangangahulugan ito na 

lilinanging at papaunlarin ang pagkataong etikal ng bawat magaaral. 

 

 

 

 

3.   PROGRAM OF STUDIES (JUNIOR HIGH SCHOOL DEPARTMENT)  

 

a. Christian Living 

            This course deals with the fundamental knowledge of moral and religious 

truth; the promotion of spiritual and moral development through service and 

sincere living of the students’ sacramental and liturgical life: the awareness and 

improvement of social conditions of the students’ community in line with the 

teaching of Sacred Heart of Jesus. To pursue the goals of SHCSC, religion was 

made the core and reference of all courses. 

 

b. Filipino 

            Dalawa ang pangunahing dahilan kung bakit itinuturo ang Filipino sa 

ating mga paaralang pambansa. Ang mga dahilang ito ay nakatadhana sa 

umiiral sa patakarang Edukasyong Bilingwal. Una, ituturo ito bilang isang 

asignaturang pangwika. Ikalawa, upang magamit ang wikang ito bilang  wikang 

pang silid-aralan sa iba pang asignatura na gumagamit ng Filipino bilang wikang 

panturo.Malinaw ang pagkakaiba ng dalawang layunin subalit  magkatuwang ng 

kaganapan sa pagkatuto. Kinakailangang matutunan ang Filipino bilang isang 

wikang may sariling kakayahan upang magamit ito ng epektibo sa pagkatuto ng 

iba pang asignatura na itinuturo sa Filipino. 

Ito ay naglalayong malinang ang (1) kakayahang komunikatibo at 

(2)kahusayan sa pag-unawa at pagpapahalagang pampanitikan ng mga 

magaaral. Lilinangin ang makrong kasanayan (pakikinig, pagsasalita, pagbasa, 

pagsulat at panunuod ) sa tulong  ng ibat-ibang dulog atpamamaraan tulad ng 

Komunikatibong Pagtuturo ng Wika (KPK),Pagtuturo Batay sa Nilalaman (PBL) 



ng ibat-ibang akdangpampanitikan at Pagsasanib ng Gramatika sa Tulong ng 

ibat-ibang Teksto (PGRT), at isinasaalang-alang din ang pagsasanib ng mga  

pagpapahalagang pangkatauhan sa pag-aaral at  pagsusuri ng ibat-ibang 

akdang pampanitikan. 

 

c. English 

The secondary English language seeks to develop citizenship and to 

address the communication needs (i.e. interpersonal, informative and aesthetic) 

of Filipino students for English, which is emerging as the international Lingua 

Franca. In line with development in applied linguistics and pedagogy, and in 

consonance with the government thrusts and globalization, this emerging English 

curriculum adopts a communicative interactive collaborative approach to learning 

as well as reflection and introspection with the aim in view of developing 

autonomous language learners aware of and able to cope with global trends. 

 

d. Science 

            It is designed to promote student’s awareness of the relevance of 

Science and develop critical and creative thinking as well as skills in problem 

solving through the teaching of science in an outdoor environment and 

cooperative learning. More than the understanding of science concepts to 

improve the environment and the quality of life. 

This course deals with the basic concepts in Biology, Chemistry, Physics 

and Earth/Space Science. Every quarter presents the different science 

disciplines across grade levels in increasing complexity. The course is focused 

on the development of awareness and understanding of practical everyday 

problems that affect the learners’ lives and those around them. 

 

e. Mathematics 

            It deals with the practical application to life of the geometry of   shape and 

size, geometric relations, triangle congruence, properties of quadrilaterals, 

similar circles, and plane coordinate geometry, integrated spiral mathematics 

includes algebra, geometry, statistics and a unit of trigonometry. 

          It includes key concepts and principles of number sense, measurement, 
algebra, geometry, probability and statistics as applied, using appropriate 
technology, in critical thinking, problem solving, reasoning, communicating, 
making connections, representations and decisions in real life. 
 

f. Araling Panlipunan 

          Ito ay naglalayong tumalakay sa kasaysayan ng Pilipinas gamit ng sipi ng 

mga piling primaryang sanggunian mula sa ibat-ibang panahon at uri at 

magpamalas ng malalim na pang-unawa sa mga pangunahing kaisipan at mga 

napapanahong isyu sa pag-aaral ng kasaysayan, pamahalaan, kultura at lipunan 

ng mga rehiyong Asyano; kasaysayang pandaigdig at napapanahong isyu sa 

ekonomiks at pambansang pag-unlad. 

 

g. Technology and Livelihood Education (TLE) 

          It provides an enriched general education that will prepare our graduates 

for higher education, world of work and lifelong learning. The integration of 

Entrepreneurship concepts such us Personal Entrepreneurial Competencies 

(PECS). Environment and Market (E & M), and Process and Delivery prepares 

the students for gainful employment and set up their own business in the areas 

of Agri-Fishery Arts, Industrial Arts,Home Economics and Information and 

Communication Technology.  

 

h. Music, Arts, Physical Education and Health (MAPEH) 

          Music and Art deal with the study of man’s aesthetic expression through 

sound (music) and visual (art) mirroring the sentiments and ideas of society and 

culture, and contributing to the development of individual and collective identity. 

          Physical Education and Health promote the development of active and 

healthy lifestyle. Physical education focuses on five strands namely: body 

management, movement skills, games and sports, rhythm and dance and 

physical fitness. Health Program focuses on the physical, mental , emotional, 

social , moral, and spiritual dimensions of health and enables the  learners to 

acquire essential knowledge, attitudes and skills necessary to promote good 

nutrition, prevent and control diseases and substance use and abuse, reduce 

health-related risk behaviors to prevent and control injuries with the end in view 

of maintaining and improving personal, family community, national and global 

health.  

 

i. Edukasyon sa Pagpapakatao (ESP) 

        Ito ay naglalayong malinang at mapaunlad ang kakayahan ng mga mag-

aaral sa moral na pagpapasya at paggawa ng mga pasyang batay sa idinidikta 

ng tamang konsensya. 

 



Apat na tema ang nalilinang sa paraang expanding spiral mula kindergarten 

hanggang Grade 10: 

 

(a) Pananagutang Pansarili at Pagiging Kasapi ng Pamilya  

(b) Pakikipagkapwa at Katatagan ng Pamilya  

(c) Paggawa Tungo sa Pambansang Pag-unlad at Pakikibahagi sa   

      Pandaigdigang Pagkakaisa, at  

(d) Pagkamaka-Diyos at Preperensya sa Kabutihan 

 

 

 

 

 

 

4. PROGRAM OF STUDIES (SENIOR HIGH SCHOOL DPARTMENT) 

Grade 11 1st Semester 

CORE SUBJECTS 

Oral Communication in Context 

The development of listening and speaking skills and strategies for effective 

communication in various situations. 

 

Komunikasyon at Pananaliksik sa Wika at Kulturang Pilipino 

Pag-aaral tungo sa pananaliksik ukol sa kalikasan, katangian, pag-unlad, 

gamit at paggamit ng Wikang Filipino sa mga sitwasyong komunikatibo at kultural sa 

lipunang Pilipino. 

 

General Mathematics 

            At the end of the course, the students must know how to solve problems 

involving rational, exponential and logarithmic functions; to solve business-related 

problems; and to apply logic to real-life situations. 

 

Earth and Life Science  

This learning area is designed to provide a general background for the 

understanding of Earth Science and Biology. It presents the history of the earth 

through geologic time. It discusses the Earth’s structure, composition, and processes. 

Issues, concerns, and problems pertaining to natural hazards are also included. It 

also deals with the basic principles and processes in the study of biology. It covers 

life processes and interactions at the cellular, organism, population, and ecosystem 

levels. 

 

 

 

Personal Development 

This course makes senior high school students aware of the developmental 

stage that they are in, for them to better understand themselves and the significant 

people around them as they make important career decisions as adolescents. The 

course consists of modules, each of which addresses a key concern in personal 

development. Using the experiential learning approach, each module invites students 

to explore specific themes in their development. Personal reflections, sharing, and 

lectures help reveal and articulate relevant concepts, theories, and tools in different 

areas in psychology. 

Understanding Culture, Society and Politics 

This course uses insights from Anthropology, Political Science, and 

Sociology to develop students’ awareness of cultural, social and political dynamics, 

and sensitivity to cultural diversity; provide them with an understanding of how 

culture, human agency, society and politics work; and engage them in the 

examination of the country’s current human development goals. At the end of the 

course, students should acquire ideas about human cultures, human agency, society 

and politics; recognize cultural relativism and social inclusiveness to overcome 

prejudices; and develop social and cultural competence to guide their interactions 

with groups, communities, networks, and institutions. 

 

Physical Education (Health Optimizing Physical Education 1) 

           Physical Education and Health offers experiential learning for learners to adopt 

an active life for fitness and lifelong health. The knowledge, skills and understanding 

which include physical and health literacy competencies support them in accessing, 

synthesizing and evaluating information; making informed decisions; enhancing and 

advocating their own as well as other’s fitness and health. 

        This course on exercise for fitness enables the learner to set goals, monitor 

one’s participation in aerobic and muscle- and bone-strengthening activities and 

constantly evaluate how well one has integrated this into one’s personal lifestyle. It 

consists of an array of offerings which learners can choose from. 



 

CONTEXTUALIZED SUBJECTS 

English for Academic and Professional Purposes 

        The development of communication skills in English for academic and 

professional purposes. 

 

Practical Research 1 

       This course develops critical thinking and problem-solving skills through 

qualitative research. 

 

 

 

Grade 11 2nd Semester 

CORE SUBJECTS 

Reading and Writing Skills 

The development or reading and writing skills as applied to a wide range of 

materials other than poetry, fiction and drama 

 

Pagbasa at Pagsusuri ng Iba’t Ibang Teksto Tungo sa Pananaliksik 

           Pag-aaral sa proseso ng pagbasa at pagsusuri ng iba’t ibang anyo at uri ng 

teksto na nakatutulong sa pagbuo at pagsulat ng sistematikong pananaliksik. 

 

Statistics and Probability 

          At the end of the course, the students must know how to find the mean and 
variance of a random variable, to apply sampling techniques and distributions, to 
estimate population mean and proportion, to perform hypothesis testing on population 
mean and proportion, and to perform correlation and regression analyze on real-life 
problems. 
 
Physical Science 

Evolution of our understanding of matter, motion, electricity, magnetism, 

light, and the universe from ancient times to present; applications of physics and 

chemistry concepts in contexts such as atmospheric phenomena, cosmology, 

astronomy, vision, medical instrumentation, space technology, drugs, sources of 

energy, pollution and recycling, fitness and health, and cosmetics. 

 

Physical Education (Health Optimizing Physical Education 2) 

Physical Education and Health offers experiential learning for learners to 

adopt an active life for fitness and lifelong health. The knowledge, skills and 

understanding which include physical and health literacy competencies support them 

in accessing, synthesizing and evaluating information; making informed decisions; 

enhancing and advocating their own as well as other’s fitness and health. 

 

This course is comprised of individual, dual and team sports in competitive 
and recreational settings. It consists of an array of offerings which learners can 
choose from. 

 

 

CONTEXTUALIZED SUBJECTS 

Empowerment Technologies: ICT for Professional Tracks 
Information and communication technologies as a tool for curating, 

contextualizing, collaborating, and creating content and experiences for learning in 
the professional tracks 
 
SPECIALIZATION SUBJECTS (ABM) 

Business Mathematics 
This course will provide an understanding of the basic concepts of 

mathematics as applied in business. It includes a review of the fundamental 
mathematics operations using decimals, fractions, percent, ratio and proportion; 
mathematics concepts and skills in buying and selling, computing gross and net 
earnings, overtime and business data presentation, analysis and interpretation. The 
use of computer and software applications for computation and data presentation is 
encouraged. 
 
Organization and Management 

This course is designed to familiarize the students with the basic concepts, 
principles, and processes related to business organization, and the functional areas 
of management. Particular emphasis will be given to the study of management 
functions like planning, leading, and controlling, and orient the students on the 
importance of these functions and the role of each area in entrepreneurship. 

 
Fundamentals of Accounting, Business and Management 1 



This is an introductory course in accounting, business, and management 
data analysis that will develop students’ appreciation of accounting as a language of 
business and an understanding of basic accounting concepts and principles that will 
help them analyse business transactions. 

 
Grade 12 1st Semester 

CORE SUBJECTS  

21st Century Literature from the Philippines and the World 
This course aims to engage students in appreciation and critical study of 21st 

Century Literature from the Philippines and the World encompassing their various 
dimensions, genres, elements, structures, contexts and traditions. 

 
Introduction to the Philosophy of the Human Person  

An initiation to the activity and process of philosophical reflection as a 
search for a synoptic vision of life. Topics to be discussed include the human 
experiences of embodiment, being in the world with others and the environment, 
freedom, intersubjectivity, sociality, being unto death. 

 
Contemporary Philippine Arts from the Regions 

The subject covers various contemporary arts practices of the region where 
the school is located. It aims to provide students with an appreciation of a broad 
range of styles in the various disciplines with consideration on their elements and 
principles, and engage them to an integrative approach in studying arts. Through this 
subject, students will broaden and acquire the necessary creative tools that open 
opportunities in pursuing their individual career goals and aspirations.  

 
Media and Information Literacy 

The course introduces the learners to basic understanding of media and 
information as channels of communication and tools for the development of 
individuals and societies. It also aims to develop students to be creative and critical 
thinkers as well as responsible users and competent producers of media and 
information. 

 
Physical Education (Health Optimizing Physical Education 3) 

Physical Evacuation and Health offers experiential learning for learners to 
adopt an active life for fitness and lifelong health. The knowledge, skills and 
understanding which include physical and health literacy competencies support them 
in accessing, synthesizing and evaluating information; making informed decisions; 
enhancing and advocating their own as well as other’s fitness and health. 

 

This course on dance includes rhythmical movement patterns; the promotion 
and appreciation of Philippine folk dance, indigenous and traditional dances as well 
as other dance forms. It consists of an array of offerings which learners can choose 
from. 

 
 

CONTEXTUALIZED SUBJECTS 
Practical Research 2 

This course develops critical thinking and problem-solving skills through 
qualitative research. 

 
SPECIALIZATION SUBJECTS (ABM) 

Fundamentals of Accounting, Business and Management 2 

The course deals with the preparation and analysis of financial statements of 
a service business and merchandising business using horizontal and vertical 
analyses and financial ratios. Knowledge and skills in the analysis of financial 
statements will aid the future entrepreneurs in making sound economic decisions. 

 
 

Business Finance  
This course deals with the fundamental principles, tools, and techniques of 

the financial operation involved in the management of business enterprises. It covers 

the basic framework and tools for financial analysis and financial planning and 

control, and introduces basic concepts and principles needed in making investment 

and financing decisions. Introduction to investments and personal finance are also 

covered in the course. Using the dual-learning approach of theory and application, 

each chapter and module engages the learners to explore all stages of the learning 

process from knowledge, analysis, evaluation, and application to preparation and 

development of financial plans and programs suited for a small business. 

 

Grade 12 2nd Semester 

CORE SUBJECTS 

Physical Education (Health Optimizing Physical Education 4)  

Physical Evacuation and Health offers experiential learning for learners to 

adopt an active life for fitness and lifelong health. The knowledge, skills and 

understanding which include physical and health literacy competencies support them 



in accessing, synthesizing and evaluating information; making informed decisions; 

enhancing and advocating their own as well as other’s fitness and health. 

This course on recreational activities is associated with outdoor, naturalor 

semi-natural settings; it enables learners to move safely and competently in these 

settings while making a positive relationship with natural environments and promoting 

their sustainable use. It consists of an array of offerings which learners can choose 

from. 

CONTEXTUALIZED SUBJECTS 

Entrepreneurship  

This course deals with concepts, underlying principles, processes and 

implementation of a business plan. The preliminaries of this course include the 

following: 1) discussion on the relevance of the course; 2) explanation of key 

concepts of common competencies; 3) explanation of core competencies relative to 

the course; and 4) exploration of career opportunities 

Pagsulat sa Filipino sa Piling Larangan (Akademik) 

Pagsulat ng iba’t ibang anyo ng sulating lilinang sa mga kakayahang 

magpahayag tungo sa mabisa, mapanuri, at masinop na pagsusulat sa piniling 

larangan. 

 

SPECIALIZATION SUBJECTS (ABM) 

Applied Economics 

This course deals with the basic principles of applied economics, and its 

application to contemporary economic issues facing the Filipino entrepreneur such as 

prices of commodities, minimum wage, rent and taxes. It covers analysis of industries 

for identification of potential business opportunities. The main output of the course is 

the preparation of a socioeconomic impact study if a business venture. 

 

Business Ethics and Social Responsibility 

This course deals with the fundamental concepts, principles, and practices 

of ethical standards in the business environment. It combines the theoretical 

foundations of setting u business enterprises with the conduct of entrepreneurial 

activities in the context of one’s accountability and social responsibility. 

Specifically, the course aims to: (1) provide students with a basic 

understanding of the mechanisms whereby companies can be made to act in the best 

interest of shareholders, other stakeholders, and society as a whole; (2) provide 

students with knowledge of general ethical principles as applied to the special 

situations of business and the ability to make informed judgments through case 

analyses; and (3) equip students with the ability to formulate basic strategies in 

relation to corporate ethics and governance. 

Principles of Marketing  

The course deals with the principles and practices in marketing goods and 

services. It also focuses on the development of integrated marketing programs that 

will help grow businesses 

. 

Business Enterprise Simulation 

This course integrates all the key concepts and processes of Accounting, 

Business and Management (ABM) as applied in real-life activities following the 

business cycle: business opportunity search, product/service development, business 

formation and organization, business implementation and control, business wind-up 

and relevant management reporting in the context of ethical standard and social 

responsibility. Technologies are used in a business enterprise as appropriate. 

 

HUMSS Specialization Subjects  

Philippine Politics and Governance 

This course introduces the students to the basic concepts and vital elements 

of politics and governance from a historical-institutional perspective. In particular, it 

attempts to explain how the important features of our country’s political 

structures/institutions, processes, and relationships developed across time. In the 

process, the course helps the learners gain a better appreciation of their rights and 

responsibilities as individuals and as members of the larger socio-political community 

to strengthen their civic competence. 

Trends, Networks, and Critical Thinking in the 21st Century 

The course provides opportunities for students to discover patterns and 
extract meanings from emerging trends. It aids in developing their critical and creative 
thinking skills-- essential tools for decision making and understanding “ethics of care”. 
Global trends in the 21st century are examined and are either accepted or rejected 
on a sound set of criteria. Students will be asked to create and analyze scenarios that 
will challenge them to (1) formulate their stances on issues or concerns; (2) propose 
interventions and; (3) formulate alternative futures. The students will realize the 
interconnections between their neural connections and social realities. 
 
C. CURRICULAR PROGRAM 



               The school offers Preschool Education, Grade School education, Junior 

High School Education and Senior High School. To further advance the knowledge of 

the students, Computer subjects are also included in the curriculum of all levels. 

 

Preschool    Grade School 
Christian Living    Christian Living 
EsP      EsP 
Reading     English 
Language    Filipino 
Science     Science 

Mathematics    Mathematics 

Filipino     MAPEH 

Writing     HELE 

Music        A.P 

Art Education    Computer (Grades 1-3) 

Physical Education   Conduct 
Science    
Computer 
Conduct 
A.P. 
 
Junior High School    

Christian Living    

EsP   

English  

Filipino 

Science & Technology 

Mathematics / Geometry 

TLE 

MAPEH  

Conduct  

  

 

 

  

 

REMEDIAL EDUCATION PROGRAM 

I. Objective 

The Remedial Education Program (REP) is an instructional program designed for 

students in grades 1-10 who have identified deficiencies in major subjects (Math, 

English, Science and Filipino).  The REP Program provides a structure for additional 

instruction to ensure students meet grade level expectations at the primary to high 

school level. 

 

II. Eligibility 

1. Students in grades 1-10 may be eligible for services if they meet two or 

more of the following criteria: 

a. The student has been through the Pre-assessment Examination at the 

start of the school year in the subjects of (Math, English, Science and 

Filipino). 

b. The student has failed any of the subjects mentioned above in the 

Pre-assessment examination. 

c. Students who were found to have difficulties in any of the subjects 

mentioned above in the middle of any quarters of the school year. 

d. The student has been recommended by the teacher who has 

documented any of the following student information: 

 Low performance in one or more of the subjects mentioned above. 

 Inability to verbally express ideas or to write or dictate a meaningful 

sentence 

 Inability to read with ease and comprehension 
 

III. Implementation 
 

A. REP Class Size 

Each REP class will have a maximum class size of 5 students in each subject. 

 

B. Scheduling 

Each REP class will only be 1 hour per subject and will be done after classes 

from Monday-Thursday only. 

C. Procedures 
 

a. Students who failed the Pre-Assessment Examination will be 
recommended to undergo the REP. 

b. Subject teachers will have to inform the class adviser which student/s in 

his/her subject is in need to attend the REP class. 

c. Students will have a maximum of 3 REP classes to attend. 

Senior High School 

Oral Communication in Context 

Komunikasyon at Pananaliksik sa Wika at Kulturang Pilipino 

General Mathematics 

Earth and Life Science 

Personal Development / Pansariling Kaunlaran 

Understanding Culture, Society and Politics 

Physical Education and Health 

 

Senior High School 

English for Academic and ProfessionalPurposes 

Research in Daily Life 1 

Reading and Writing Skills 

Pagbasa at Pagsusuri ng Iba’tIbang 

Teksto Tungo sa Pananaliksik 

Disaster Readiness Risk Reduction 

 



d. REP teachers will prepare a personalized IEP (Individualized 

Educational Program) for each student. Topics included in the IEP will 

be based on the area/s that the student failed in the Pre-assessment 

Exams (e.g. Reading – Reading Short Stories, Answering WH 

questions) 

e. REP teachers will set specific goals for each student on what to attain 

and should learn in the duration of the REP class. 

f. The REP teacher will also set the timeline for students for the 

scheduling of the attainment of the goals indicated in the program. 

g. The REP teachers will consistently update the class adviser, subject 

teacher, REP Coordinator, and the parents regarding the status of the 

student’s performance in the REP class. 

h. If the student has exhibited evident improvement in the area/s he/she 

needs improve and has successfully attained the target topics in his/her 

IEP, the REP teacher may recommend the student to no longer attend 

the REP class. 

i. Student/s who will be showing signs of difficulty in any of the subjects 
included in the REP as based on their classroom performance, scores 
and grades in their Formative and Summative Assessments, scores and 
grades in their Performance Tasks in the middle of the quarter may also 
be recommended to undergo the REP class. 
 

IV. Rate and Payment Methods  
 

A. Rate 
Students who will be attending the REP class will have to pay 200Php/subject. 
 

B. Payment Methods 

 Per class – 200Php 

 Monthly – 3,200Php  

 Parents/guardians will directly pay to the cashier. NO PAYMENT will be 

given directly to the REP teachers by the parents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART IV: EVALUATION OF STUDENT ACHIEVEMENT 

 

NEW GRADING SYSTEM 

K TO 12 BASIC EDUCATION PROGRAM (BEP) 

DepEd Order No. 8, s. 2015 

 

A. What is Classroom Assessment? 

 

Assessment is a process that is used to keep track of learners’ progress in relation 

to learning standards and in the development of 21st century skills; to promote self-

reflection and personal accountability among students about their own learning; and 

to provide bases for the profiling of student performance on the learning 

competencies and standards of the curriculum. Various kinds of assessment shall be 

used appropriately for different learners who come from diverse contexts, such as 

cultural background and life experiences. 

 

There are two types of classroom assessment, namely, formative and summative. 

 



A. Formative assessment may be assessment for learning so teachers can make 

adjustments in their instruction. It is also assessment as learning wherein students 

reflect on their own progress. According to the UNESCO Program on Teaching and 

Learning for a Sustainable Future (UNESCO-TLSF), formative assessment refers to 

the on-going forms of assessment that are closely linked to the learning process. It is 

characteristically informal and is intended to help students identify strengths and 

weaknesses in order to learn from the assessment experience.  

 

Formative assessment may be given at any time during the teaching and 

learning process. It is also a way to check the effectiveness to instruction. 

 

Formative assessment involves teachers using evidence about what 

learners know and can do to inform and improve their teaching. Teachers observe 

and guide learners in their tasks through interaction and dialogue, thus gaining 

deeper insights into the learners’ progress, strengths, weaknesses, and needs. The 

results of formative assessments will help teachers make good instructional decisions 

so that their lessons are better suited to the learners’ abilities. It is important for 

teachers to record formative assessment by documenting and tracking learner’s 

progress using systematic ways that can easily provide insight into a student’s 

learning. Such monitoring will allow teachers to understand their students and thus 

teach them better. Formative assessment results, however, are not included in the 

computation of summative assessment. 

 

Formative assessment must also provide students with immediate feedback on 

how well they are learning throughout the teaching/learning process. 

Recommendations on how they can improve themselves should be given by the 

teachers. Formative assessment enables students to take responsibility for their own 

learning, and identify areas where they do well and where they need help. As a 

result, students will appreciate and make their own decisions about their progress. 

 

B. Summative assessment, on the other hand, may be seen as assessment 

of learning, which occurs at the end of a particular unit. This form of 

assessment usually occurs toward the end of a period of learning in order to 

describe the standard reached by the learner. Often, this takes place in 

order for appropriate decisions about future learning or job suitability to be 

made. Judgments derived from summative assessment are usually for the 

benefit of people other than the learner (UNESCOTLSF). Summative 

assessment measures whether learners have met the content and 

performance standards. Teachers must use methods to measures student 

learning that have been deliberately designed to assess how well students 

have learned and are able to apply their learning in different contexts. The 

results of summative assessments are recorded and used to report on the 

learners’ achievement. Primarily, the results of summative assessment are 

reported to the learners and their parents/guardians. In addition, these are 

reported to principals/ school heads, teachers who will receive the child in 

the next grade level, and guidance teachers who should help students cope 

with challenges they experience in school. 

 

II. What is assessed in the classroom? 

 

A. Content Standards identify and set the essential knowledge and understanding 

that should be learned. They cover a specified scope of sequential topics within each 

learning strand, domain, theme, or component. Content standards answer the 

question, “What should the learners know?” 

 

B. Performance Standards describe the abilities and skills that learners are 

expected to demonstrate in relation to the content standards and integration of 21st-

century skills. The integration of knowledge, understanding, and skills is expressed 

through creation, innovation, and adding value to products/performance during 

independent work or in collaboration with others.  

 

Performance standards answer the following questions: 

1. “What can learners do with what they know?”  

2. “How well must learners do their work?”  

3. “How well do learners use their learning or understanding in       

     different situations?”  

4. “How do learners apply their learning or understanding in    real-life  

     contexts?”  

5. “What tools and measures should learners use to demonstrate what    

       they   know?” 

 

C. Learning Competencies refer to the knowledge, understanding, skills, and 

attitudes that students need to demonstrate in every lesson and/or learning activity. 

 



Concept Development. The learning standards in the curriculum reflect 

progressions of concept development. The Cognitive Process Dimensions adapted 

from Anderson & Krathwohl (2001) may be a good way to operationalize theses 

progressions. It provides a scheme for classifying educational goals, objectives and 

standards. It also defines a broad range of cognitive process from basic to complex, 

as follows: Remembering, Understanding, Applying, Analyzing, Evaluating, and 

Creating. 

 
Table 1. Adapted Cognitive Process Dimensions* 

Cognitive 
Process 

Dimensions 
Descriptors 

Remembering 
The learner can recall information and retrieve relevant 
knowledge from long-term memory: identify, retrieve, recognize, 
duplicate, list, memorize, repeat, reproduce 

Understanding 
The learner can construct meaning from oral, written, and 
graphic messages: interpret, exemplify, classify, summarize, 
infer, compare, explain, paraphrase, discuss 

Applying 

The learner can use information to undertake a procedure in 
familiar situations or in a new way: execute, implement, 
demonstrate, dramatize, interpret, solve, use, illustrate, convert, 
discover 

Analyzing 

The learner can distinguish between parts and determine how 
they relate to one another, and to the overall structure and 
purpose: differentiate, distinguish compare, contrast, organize, 
outline, attribute, deconstruct, evaluate 

Evaluating 
 The learner can make judgments and justify decisions: 
coordinate, measure, detect, defend, judge, argue, debate, 
critique, appraise, evaluate 

Creating 

The learner can put elements together to form a functional 
whole, create a new product or point of view: generate, 
hypothesize, plan, design, develop procedure, construct, 
formulate, assemble, design, devise 

 
The following are the steps in computing for the Final Grades. 
 
Step 1: Grades from all students’ work are added up. This results in the total score 
for each component, namely Written Work, Performance Tasks, and Quarterly 
Assessment. 
 
 

Table 3. Components of Summative Assessment 

Components Purpose When Given 

Written Work 

(WW) 

1. Assess learners’ understanding of 
concepts and application of skills in written 
form. 

2. Prepare learners for quarterly 
assessments 

At end of the 

topic or unit 

Performance 

Tasks (PT) 

1. Involve students in the learning process 
individually or in collaboration with 
teammates over a period of time. 

2. Give students opportunities to 
demonstrate and integrate their 
knowledge, understanding, and skills 
about topics or lessons learned in a 
specific real-life situation by performing 
and/or producing evidence of their 
learning. 

3. Give students the freedom to express their 
learning in appropriate and diverse ways. 

4. Encourage students inquiry, integration of 
knowledge, understanding, and skills in 
various contexts beyond the assessment 
period. 

 

At end of a 

lesson 

focusing on a 

topic/skill 

lesson 

 

Several times 

during the 

quarter 

Quarterly 

Assessment 

(QA) 

Synthesize all the learning skills, concepts, and 
values learned in an entire quarter. 

Once, at end 

of the quarter 

 
Raw scores from each component have to be converted to a Percentage Score. This 
is to ensure that values are parallel to each other. 
 
 
Step 2: The sum for each component is converted to the Percentage Score. To 
compute the Percentage Score (PS), divide the raw score by the highest possible 
score then multiply the quotient by 100%. This is shown below: 
 

 

PERCENTAGE SCORE (PS) =                                                            x 100% 

 

 
 

Learner’s total raw score 

  Highest possible score 



Step 3: Percentage Scores are then converted to Weighted Scores to show the 
importance of each component in promoting learning in the different subjects. 
 

 
Weighted Score (WS) = Percentage Score x Weight of Component 
 

 

Table 4. Weight of the Components for Grades 1 – 10 

 Component

s  

Langua

ge  

A

P 

ES

P 

C.L 

Scien

ce 

Math MAPEH EPP/TLE 

COMP. 

1 

to 

10 

Written 

Work 

 

30% 40% 20% 

Performanc

e Task 
50% 40% 60% 

Quarterly 

Assessmen

t 

20% 20% 20% 

 
Step 4: The sum of the Weighted Scores in each component is the Initial Grade. This 
Initial Grade will be transmuted using the given transmutation table  
 
Step 5: The Quarterly Grade for each learning area is written in the report card of the 
student 
 
Table 7. Steps for Computing Grades 

STEPS EXAMPLE 

1. Get the total 

score for each 

component 

                                   Learner’s Raw               Highest Possible 
Score                           Score 
Written Work 1                    18                                    20 
Written Work 2                    22                                    25 
Written Work 3                    20                                    20 
Written Work 4                    17                                    20 
Written Work 5                    23                                    25 
Written Work 6                    26                                    30 
Written Work 7                    19                                    20 
 

TOTAL    145                                 160 
 
                                   Learner’s Raw               Highest Possible 
                                          Score                               Score 
Performance Task 1              12                                    15 
Performance Task 2              13                                    15 
Performance Task 3              19                                    25 
Performance Task 4              15                                    20 
Performance Task 5              16                                    20 
Performance Task 6              25                                    25 
TOTAL      100                                 120 
 
                                    Learner’s Raw              Highest Possible 
                                             Score                               Score 
Quarterly Assessment          40                                     50 
 

2. Divide the total 

raw score by 

the highest 

possible score 

then multiply 

the quotient by 

100%. 

 

Percentage Score (PS) =                                   x  100% 

 

PS of Written Work is 90.63. 

 

Percentage Score (PS) =                                   x  100% 

 

PS of Performance Task is 83.33. 

 

Percentage Score (PS) =                                   x  100% 

 

PS of Performance Task is 80.00. 

 

3. Convert 

Percentage 

Scores to 

Weighted 

Scores to 

Weighted 

Scores. 

Multiply the 

Percentage 

Score by the 

 
Written Work for English Grade 4 is 30% 
Weighted Score (WS) = 90.63 x 0.30 
The Weighted Score of Written Work in 27.19. 
 
Performance Tasks for English Grade 4 is 50%. 
Weighted Score (WS) = 83.33 x 0.50 
The Weighted Score of Performance Task in 41.67. 
 
Quarterly Assessment for English Grade 4 is 20%. 
Weighted Score (WS) = 80.00 x 0.20 

100 
120 

40 
50 

145 
160 



weight of the 

component 

indicated in 

Table 4 and 

Table 5. 

 

The Weighted Score of Quarterly Assessment in 16. 
 
(The scores can be found in the sample class record on Table 
6.) 

4. Add the 

Weighted 

Scores of each 

component. 

The result will 

be the Initial 

Grade. 

 

Component Weighted Score 
Written Work = 27.19 
Performance Tasks = 41.67 
Quarterly Assessment = 16.00 
 
TOTAL 84.86 
The Initial Grade is 84.86. 

5. Transmute the 

Initial Grade 

using the 

Transmutation 

Table in 

Appendix B. 

The Initial Grade is 84.86 
 
The Transmuted Grade is 90. 
 
The Quarterly Grade is English for the 1st Quarter is 90. 
 
This is reflected in the Report Card. 

 
For MAPEH, individual grades are given to each area, namely, Music, Arts, Physical 
Education and Health. The quarterly grade for MAPEH is the average of the quarterly 
grades in the four areas. 
 

 
Quarterly Grade = QG for Music + QG for Arts + QG for PE + QG for Health 
(QG) for MAPEH    4 
 

 
How are grade computed at the end of the school year? 
 
For Kindergarten 
There are no numerical grades in Kindergarten. Descriptions of the learners ‘progress 
in the various learning areas are represented using checklists and student portfolio. 
These are presented to the parents at the end of each quarter for discussion. 
Additional guidelines on the Kindergarten program will be issued. 
 
For Grades 1-10 

The average of the Quarterly Grades (QG) produces the Final Grade. 

 
Final Grade by = 1st-quarter grade + 2nd-quarter grade + 3rd-quarter grade + 4th-
quarter grade 
Learning Area                                                       4 
 

 
The General Average is computed by dividing the sum of all final grades by the total 
number of learning areas. Each learning area has equal weight 
 

General Average     =              Sum of Final Grades of All Learning Areas 
                                              Total number of Learning Areas in a grade level 

The Final Grade in each learning area and the General Average are reported as 
whole number.  
 

POLICY GUIDELINES ON AWARDS ANDR ECOGNITION FOR THE  
K TO 12 BASIC EDUCATION PROGRAM 

(DepEd Order No. 36, s. 2016) 
I. Rationale  
 

The Policy Guidelines on Awards and Recognition for the K to 12 Basic 
Education Program articulates the recognition given to learners who have shown 
exemplary performance in specific areas of their school life. These guidelines are 
anchored in the Classroom Assessment for the K to 12 Basic Education Program 
(DepEd OrderNo.8 s.2015), which supports learners’ holistic development in order for 
them to become effective lifelong learners with21st-century skills. This policy aims to 
give all learners equal opportunity to excel in relation to the standard set by the 
curriculum and focus on their own performance rather than to compete with one 
another. It recognizes that all students have their unique strengths that need to be 
identified, strengthened, and publicly acknowledged. The giving of awards and 
recognition is but one of the many ways by whichteachers and schools provide 
students with positive feedback and affirmation,which can improve the learner’s 
confidence, self-awareness, and enthusiasm forlearning. Other ways by which 
teachers can provide learners with informationabout their competence or the value of 
their accomplishments can be explored. Amotivating environment that promotes 
respect for student diversity and dedicationto learning contributes to the creation of a 
positive school climate that supports thewell-being and achievement of all students. 
 
II. What awards do we give? 
 
Classroom Awards are recognition given to learners in each class or section. A 
simple recognition may be given per quarter, semester, or at the end of the school 



year. Awardees are given merit by the adviser and/or other subject teachers in 
recognition of the learners’ outstanding performance in class. 
 
Grade-level Awards are given to qualified learners for every grade level at the end of 
the school year. Candidates for the awards are deliberated by the Awards Committee 
(AC) if they have met the given criteria. 
 
Special Recognition is given by the school to the learners who have represented 
and/or won in competitions at the district, division, regional, national, or international 
levels. This is to publicly affirm learners who have brought honor to the school. 
 
A. Classroom Awards 
 
1. Performance Awards for Kindergarten 
Learners in Kindergarten should be recognized for their most evident and most 
prominent abilities. They can also be recognized for showing significant improvement 
in a specific area (e.g., from having poor fine-motor skills to being able to draw or 
write well). Since kindergarten learners have no numerical grades, teachers are 
advised to recognize outstanding achievement of learners based on the different 
domains and/or learning competencies of the kindergarten curriculum at the end of 
every quarter. 
 
 
2. Conduct Awards  
Awards shall be given for best in Conduct if the pupil/student obtained an average of 
90% and no grade lower than 85% in any subject.  
 

Distinguished  
(5) 

Proficient 
(4) 

Developing 
(3) 

Beginning 
(2) 

Measure 

a. Behavior 
helps the 
student excel in 
class.  

a.  Behavior 
helps the 
student’s 
performance in 
class 

a.  Behavior 
occasionally 
interferes with 
the student’s 
performance 

a. Behavior 
hinders the 
student’s 
performance. 

 

b. Behavior 
consistently 
supports others 
in the classroom, 
school and 
community. 

b. Behavior 
adequately 
supports others 
in the classroom, 
school and 
community. 

b.  Behavior 
does not support 
others in the 
classroom, 
school and 
community 

b. Behavior 
often disrupts 
the classroom 
environment 

 

c. Consistently 
accepts 

c. Often accepts 
responsibility for 

c. Seldom 
accepts 

c. Rarely 
accepts 

 

responsibility for 
personal 
decisions and 
actions. 

personal 
decision and 
actions. 

responsibility for 
personal 
decision and 
actions. 

responsibility 
for personal 
decision and 
actions. 

d. Consistently 
demonstrate 
ethical behavior 
and moral 
courage 

d. Often 
demonstrates 
ethical behavior 
and moral 
courage 

d. Seldom 
demonstrates 
ethical behavior 
and moral 
courage 

d. Rarely 
demonstrates 
ethical 
behavior and 
moral 
courage. 

 

e. Consistently 
demonstrates 
respect for 
diversity 

e. Often 
demonstrates 
respect for 
diversity 

e. Seldom 
demonstrates 
respect for 
diversity  

e. Rarely 
demonstrates 
respect for 
diversity. 

 

Total  

 
3. Academic Excellence Award 
 
The Award for Academic Excellence within the quarter is given to learners from 
grades 1 to 12 who have attained an average of at least 90 and passed all learning 
areas. 
 
The Average Grade per Quarter is reported as a whole number following DepEd 
Order No. 8, s. 2015. 

Academic Excellence Award Average Grade per Quarter 

1. With Highest Honors/ May 
Pinakamataas na Karangalan  

98 – 100 

2. With High Honors/ May Mataas na 
Karangalan 

95 – 97 

3. With Honors/ May Karangalan 90 – 94 

 
4. Recognition for Perfect Attendance 
 

This award is given at the end of every quarter to encourage learners to attend 
and actively participate in class. Perfect attendance means that a learner must be 
present in all of his/her classes and must have no absences and lates for the entire 
quarter. 

Learners who are representing the school for various purposes (e.g., in-school or 
off campus activities) may also qualify for this award. 
 
B. Grade-level Awards 



 
1. Academic Excellence Award 

At the end of the school year, the Academic Excellence Award is given to 
learners from grades 1 to 12 who have attained a General Average of at least 90 and 
a passing Final Grade in all learning areas. The General Average is reported as a 
whole number following DepEd Order No. 8, s. 2015. The class advisers will give to 
the AC the list of qualified learners to be awarded during a school ceremony.  
 
2. Leadership Award 

The leadership award is given to learners in grades 6, 10, and 12 who have 
demonstrated exemplary skills in motivating others and organizing projects that have 
significantly contributed to the betterment of the school and/or community.This award 
is given during the completion or graduation ceremony. 
 
To qualify for this award, a learner must: 

1. Have no failing grades in any of the learning areas. 
2. Have not committed any offense punishable by suspension or higher 

sanction according to the Department’s service manual and child protection 
policies in the current school year. 

3. Be a class officer or an active member/officer of any recognized school club, 
team, or organization. 

 
Criteria for Leadership Award 

 

Criteria Weight 

Advisers Peers 

1. Motivational Skills (40%) 
a. Communicates effectively 
b. Shows initiative and responsibility 
c. Engages group and/or club mates to participate 

actively 
d. Establishes collaborative relationships 
e. Resolves conflicts 

24% 16% 

2. Planning and Organizational Skills (40%) 
a. Plans and designs relevant activities for the class, club 

and/or school 
b. Implements planned activities effectively and efficiently 
c. Monitors implementation of plans and tasks 
d. Manages and/or uses resources wisely 

24% 16% 

3. Contribution to the School and/or Community (20%) 
Renders service and/or implements activities relevant to the 
school population and/or community. 

12% 8% 

Total 60% 40% 

 
3. Award for Outstanding Performance in Specific Disciplines 

These awards are given to recognize learners in grades 6, 10, and 12 who 
have exhibited exemplary skills and achievement in specific disciplines. These 
disciplines are Athletics, Arts, Communication Arts, Mathematics and Science, 
Social Sciences, and Technical-Vocational Education (Tech-Voc). These awards 
also value the learner’s achievement in a specific discipline that has contributed 
to the school and/or community.  

There may be more than one category of awards under the following 
disciplines: Athletics, Arts, Communication Arts and Technical-Vocational 
Education (Tech-Voc). There will be no separate awards for special programs. 

3.1 Athletics 
This award is given to learners who have shown outstanding skills in 

athletics (particularly in games and sports) through participation and victories in 
competitions, as well as discipline in training and sportsmanlike conduct and 
character. 

The academic rating that will be considered for this award would be the 
student’s final grade in Physical Education. 

 
3.2 Communication Arts 

This award is given to learners who have demonstrated proficiency in any 
language (Filipino, English, or other foreign languages), in written or in oral 
communication, shown creativity in expressing ideas in written or oral activities in 
various subjects, and contributed to the school community. 

The academic rating that will be considered for this award is the student’s 
final grade in Filipino, English, or other foreign-language subjects and related 
learning areas in Senior High School specific to the award. 

 
3.3 Science 

This award is given to learners who have high academic standing in 
Science, demonstrated passion for science expressed through an excellent 
attitude toward science work, shown enthusiasm for science which positively 
influences other students in class and the wider school community, and 
displayed inquisitiveness about the environment, how things work, and how 
natural processes occur. The academic rating that will be considered for this 
award is the student’s final grade in Science for grades 6 and 10, or the average 
rating for the two core Science subjects in SHS. 

 
3.4 Mathematics 

This award is given to learners who have high academic standing in 
Mathematics, demonstrated passion for math expressed through an excellent 



attitude toward math work, and shown enthusiasm for math, which positively 
impacts other students in class. 

 
The academic rating that will be considered for this award is the student’s 

final grade in Mathematics for grades 6 and 10, or the average rating for the core 
Mathematics subjects in SHS. 

 
3.5 Social Sciences 

This award is given to learners who have high academic standing in social 
sciences. They have consistently demonstrated the willingness and ability to 
contribute to and participate in activities that serve the common good. They have 
used their knowledge, skills, and disposition in history, geography, economics, 
and other areas of the social sciences to promote the common good and to 
achieve shared ends for others in the school and/or community above and 
beyond their personal good. 

 
The academic rating that will be considered for this award is the student’s 

final grade in Araling Panlipunan for grades 6 and 10, or the average rating for 
the core Social Science subjects Personal Development/Pansariling Kaunlaran 
and Understanding Culture, Society, and Politics) in SHS. 

 
3.7 Technical-Vocational Education 

This award is given to learners who have consistently exhibited exemplary 
skills and achievement in their area of specialization in technical-vocational (Tech-
Voc) education. They have applied their knowledge and skills in Tech-Voc to 
projects and activities that have contributed to the school and/or community. The 
academic rating that will be considered for this award is the student’s final grade 
in Technology and Livelihood Education (TLE) for grades 6 and 10, or the average 
rating for the specialized Tech-Voc subjects in SHS specific to the award.  

 
 

4. Award for Work Immersion 
Award for Work Immersion is specific to Senior High School (SHS) tracks. This 

award may be given to grade 12 graduating students 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. The 
awardee(s) must have received high efficiency rating for their diligence and 
consistency in performing their duties and responsibilities throughout the 
immersion program. 

 
Only those learners who have received an outstanding academic rating in the 

Work Immersion subject (at least 90%) shall be awarded. This rating in the report 

card consists of the learner’s performance and/or output during the Work 
Immersion. 

 
5. Award for Research or Innovation 

Award for Research or Innovation is specific to the SHS tracks. Grade 12 
graduating students—individuals, pairs, or groups of not more than four 
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. 

 
Research criteria and weights 

Criteria Weight 

1. Research Grade 20% 

2. Output 
a. Usefulness / Significance of Research 
Usefulness to the school and/or community or contribution of the research 
to the existing body of information related to the study 
 
b. Rigor 
Soundness of methodology (research design, data collection, and data 
analysis) 

 
 

35% 
 
 
 

30% 

3. Research Presentation 
Presentation and defense of research output 

15% 

 
6. Award for Club or Organization Achievement 

This award is given to a duly recognized club or 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 taken great strides to help its members develop their potentials. 

 
Criteria and weights for awards for Club or Organization Achievement 

Criteria Weight 

1. Club/Organization Performance 
a. Plans and develops club/organization’s objectives, projects, and 
activities 
b. Implements projects and activities, and delivers services based on the 
club/organization’s objectives and plans 
c. Manages and/or uses resources wisely 
d. Shows teamwork and collaboration among its members 

50% 

2. Exemplary Output 30% 



Delivers a concrete output related to the objectives and purpose of the 
organization and the school 

3. Contribution to the School or Community 
Benefits the members of the club/organization and the greater 
majority of the school population and/or community 

20% 

 
C. Special Recognition 

Learners who have represented and/or won in competitions at the district, 
division, regional, national, or international levels will be recognized. These 
awardees have demonstrated their exemplary performance in academics, 
athletics, and the arts, and/or represented the school in DepEd-recognized 
activities. 

 
In addition to the above awards, the schools may give due recognition to 

learners who have brought honor to the school. The actual certificates, medals, 
trophies and/or plaques received by the learners from the various activities or 
competitions shall be used to publicly affirm and acknowledge the contribution of 
the awardees in giving honor to the school. This will be done during a flag 
ceremony or in a school-awarding ceremony. 

 
III. What do awardees receive? 
 

The grade-level awardees shall receive certificates, medals, and/or plaques 
from the school, bearing the official seal of the Department (DepEd Order No. 63, 
s.2011). Schools are required to follow the specifications to ensure the quality of 
awards, certificates, and medals and uphold the prestige of the awards. 

 

MONTHLY AND QUARTERLY EXAMINATION 

 

1. Every student, regardless of class standing, is required to take all scheduled 

examinations. Any student who fails to take the scheduled examination for 

no valid reason shall be given a failing grade for that examination. 

2. A student who fails to take any scheduled examination for valid reasons may 

be allowed to take a special examination upon submission of the pertinent 

document to validate his/her reason upon approval of the Class Adviser as 

recommended by the School Principal. Failure to take the special exams 

shall mean zero in the said exams. 

3. Quarterly exams are given four (4) times in the school year. Tuition fees 

must be settled on or before the examination’s days. In case of unsettled 

tuition fees, parents must write a promissory note to the Principal three (3) 

days before the first day of exam. 

 

SILENCE DURING EXAMINATION PERIOD. Silence must be strictly observed 

during examination period. When a student has completed his/her examination 

he/she must review his/her answer and wait for the specified time of submission. 

Students may review the next subject during the study period. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART V: STUDENT ACTIVITY PROGRAM 

 

I. STUDENT ORGANIZATIONS 

The school offers excellent opportunities for the development of the students’ 

intellectual, cultural, spiritual, and physical growth, whereas an extensive 

program of co-curricular and extra-curricular activities organized by different 

students’ clubs /organizations in the school. 

1. CLUSTER OF STUDENT ORGANIZATIONS 
A student organization is an association, society or any group of students 

organized for purposes not contrary to law and the rules and regulations of the 

school, and duly recognized as such by school authorities. 

1.1 CO-CURRICULAR 
a. FILIPINO& ENGLISH:  ComArts Cub 
b. MATH  : Math Club 
c. SCIENCE: Health is Wealth Club 



d. CHRISTIAN LIVING EDUCATION: LCPKOA Club 
e. TECHNOLOGY (TLE/ICT): Young Entrepreneurs 
f. MUSIC : Glee Club 
 

1.2 EXTRA-CURRICULAR 
Supreme Student Council , Indayog Dance Club (Elem. & High School),  

Yearning (Student Org), Eco Warriors, Varsity 

2. ORGANIZATION REQUIREMENTS 

2.1 No club/organization shall exist, hold, manage, or promote any activity, directly 

or indirectly, within the school or use its name unless such student 

club/organization has been duly organized in accordance with the rules and 

regulations of the School and the Department of Education. 

2.2 Recognition shall be extended to any student club/organization upon approval 

of its application by the Directress, after careful evaluation of the Principal and 

recommendation of the Office of the Student Activity Coordinator (SAC). The 

application shall be accompanied by four copies of the Constitution and By-

Laws containing the purposes, the organizers and the name of the faculty-

moderator. 

2.3  The Club/organization should promote scientific, civic, moral, cultural and 

religious values. 

2.4 For better supervision and coordination, the appointed teacher as club / 

organization moderator is given the over-all authority in programming its 

activities. The moderators of co-curricular are recommended by the Subject 

Area Coordinator who monitors the activities that are aligned with the 

department’s academic thrust and endorse to the Student Activity Coordinator. 

The Student Activity Coordinator appoints the extra-curricular moderators upon 

the consultation with the principal. 

2.5 All activities are under the supervision of the Student Activity Coordinator who 

coordinates all co-curricular and extra-curricular activities. 

2.6 All clubs/organizations are required to submit the following to the OSA; 

2.6.1    List of club officers and members at the start of the school year. 

2.6.2    Activity proposal at the start of every quarter 

2.6.3    Minutes of the meeting at the end of the month 

2.6.4    Quarterly grades of club members 

 

2.7   Organization Membership and Operations 

2.7.1   Every student is required to join and participate in clubs/organization 

recognized by the school. 

2.7.2 Students may elect the club officers or appointed by the moderator. 
2.7.3 All members must attend the regular club/organization meetings and 

activities. 
2.7.4 The activity must be initiated by the officers and moderator and the 

members must participate in actively.  
2.7.5 The meetings and activity period is tantamount to cutting classes. 

Sanctions stipulated in the Student Handbook shall be applied. 
2.7.6 All club/organization moderators and heads are required to attend 

meetings, workshops and seminars called or organized by the OSA. 
 
II. ACTIVITY GUIDELINES  

1. Student Participation in Sports (District meet, Regional & National 
event) Students / Varsity players must meet the following requirements for 
consideration in any sports team: 

 No failing grades in all subjects 

 No failing conduct grades 

 Not on academic or disciplinary probation 

 

1.2 Athletes with failure in any quarter, the following rules are applied: 
1.2.1 If an athlete has a failing grade, he/she may continue to 

participate in the team unless he/she submits a written 

permission from his parents to the Principal/Asst. Principal. 

1.2.2   If an athlete has failing grades in two or more subjects, he is 

suspended from all the activities of the team until he gets passing 

grades in the said subjects. 

2. Practices / Group Projects / Class Presentation 
2.1 All students can stay in their class room until 4:00 p.m.  
2.2 Only students who have permission from the OSA may remain on 

campus until 4:00 p.m. Teacher-in-charge must accompany the 
students. 

2.3 No practices are allowed during class hours. In case there is a 
need arises only the OSA and the Principal can make the approval 
of the said practices. 

2.4 Practices outside the school are strictly prohibited. 



 
3. In- Campus Activities 

School activities shall be limited to those which are geared towards positive 

ends, enhance classroom situations and in accordance to the school’s 

Vision and Mission. 

3.1 Use of Facilities 

3.1.1 Clubs/organizations recognized by the school are subject to the 

prescribed rules and regulations according to the purpose 

indicated in the permit. 

3.1.2 Moderator/student must secure permit from the OSA and the 

General Services Unit (GSU) in using the school facilities. 

 

3.2 Liability for use 

3.2.1 Teacher – moderator should ensure cleanliness of the rooms / 

facilities after use. 

3.2.2 All students and teacher-in-charge are liable for any damage or 

loss and destruction of any school facilities within the time of the 

activity. 

 

3.3 Posting of Announcements 

3.3.1 Any poster, announcement, distribution or circulation within the 

school premises must be signed by the Activity Coordinator 

3.3.2 Student may only post announcements on respective bulletin 

boards; thus, posting on walls is not allowed. 

 

4. Off-Campus Activities 

Off campus activities may be allowed for their educational purposes and 

socio-spiritual values. These activities expose the students in real life 

learning. 

4.1 These are some activities allowed by the school with permission of the 

Principal; 

4.1.1   Inter-school competition 

4.1.2   Quiz bee 

4.1.3   Conference / Seminars 

4.1.4   Workshop / Training 

4.1.6   District, Regional, National Meet 

4.2 The departments, classes, or clubs organizing such activities must 

secure a letter of permission for the approval of the Principal two weeks 

before the proposed activity. 

4.3 All letter of proposal must be noted and endorsed by the respective 

Principal, Academic Coordinator, and Student Activity Coordinator. 

4.4 A letter signed by the concerned authorities will be sent to parents 

explaining the details of the approved activity to seek their permission 

for their son/daughter to join the activity. 

4.5 A reply slip signed by his/her parents or guardian must be presented. In 

case of lost reply slip, a handwritten letter of permission from his 

parents or guardian may be presented. 

4.6 One or more faculty members must accompany the students during the 

activity depending on the number of participants. 

4.7 The students will handle expenses not covered by their payment.  

4.8 School policies are applied during these activities. 

 

5. Educational Tour 

The school ensures students worthwhile learning during the tour.   

5.1  School policies are applied during the tour. 

5.2 Sanctions will be given to the student who violates the policies. 

 

 

6. Recollection / Retreat 

Spirituality is the core of the curriculum of the school. As part of the school 

Integral Evangelization the students are required to attend recollection/ 

retreat.  

      7.     Parish Involvement  

All Grade 10 students are required to join one youth organization of his/her 

parish.  The organization must be a recognized Catholic Church youth or 

parish organization with regular weekly or monthly meetings.  Joining the 

organization officially begins on July and ends January of the academic 

year.  Students are compelled to accumulate 30 hours of exposure in the 

activities and programs of the organization. The following are the legitimate 

parish youth organization:   

 Parish Youth Ministry  

 Choir Group 

 Altar Servers  

 Legion of Mary  

 Youth for Christ  



 Charismatic Community 

 The Feast Community   

 Columbian Squires (parish based) 

 

 The Centre for Christian Formation (CCF) through the Christian Living 

Education (CLE) 10 Teacher will issue an official form to monitor the 

attendance.  Submission of the form is scheduled every first Monday of the 

month 

Furthermore, SHCSC students are required to attend the Youth Mass ever 4th 

Sunday of the month 

9       Community Involvement  

 The CLE and the Community Involvement Program (CIP) work hand-in-hand 

with the Community Extension in implementing programs and projects in its 

adopted communities and other charitable institutions.  Grads 6,9 and 10  

students are required to attend the Community Service program/Outreach 

Program  of the school.  Students are immersed in the life and culture of the 

community and a perfect opportunity for them to live the teachings of Christ.   

 

 

TRANSMUTATION FOR CO-CURRICULAR ACTIVITIES 
Honor students of the graduating class are evaluated on their involvement in 

the extra-curricular activities using the transmutation table given below 
(Enclosure no.2 of the DepEd order No.92, s.2009). 

 

A. Official Contests and competitions sanction by DepEd order or 

Memorandum Issued by the National, Regional, Division and District Offices, 

School-wide initiated contests should be approved in writing by the School 

Head. 

Points Given 

Level of 

Participation 

FIRST SECOND THIRD PARTICIPANT 

Gold Silver Bronze  

International 15 10 8 6 

National 10 8 6 4 

Regional 8 6 4 2 

Division/MAPSA 6 4 2 1 

District/Barangay 4 2 1 .75 

School/Parish 2 1 .75 .50 

 

B. Student Leadership shall refer to Supreme Pupil Government (SPG) 

pursuant to DepEd Order No. 45, s.2007 and Supreme Student Government 

(SSG) pursuant to DepEd Order No.79, s.2009. 

Position Points Given 

 National Regional Division District/ 

School 

President/Mayor 15 12 10 8 

Vice Pres./ Mayor 12 10 8 6 

Secretary/ Treasurer 10 8 6 4 

Auditor, Peace Officer, 

Public Info. Officer 

8 6 4 2 

Representative/Councilor 6 4 2 1 

COMELEC and 

Committee 

4 2 1 .75 

COMELEC and 

Committee Member 

2 1 .75 .50 

Homeroom President    1 

Other Homeroom 

Officers 

   .75 

Other Officers     

 

C. Campus Journalism (shall be considered only if the School Paper 

Organization has released a publication) 

POSITION POINTS GIVEN 

Editor-In-Chief 6 

Associate Editor 5 

Managing Editor 5 

Section Editor 4 

Contributor 3 

Others 2 

 

D. Officership and Membership in DepEd established or organized 

organizations (such as STEP, YECS, YES-O, Scouting) other that SPG, 

SSG and the school paper. The establishment for recognition must be 



contained in a DepEd Order or Memorandum issued by the National, 

Regional, Division and District Offices. School initiated organizations or 

clubs must give recognition in writing by the school head. 

 

Position Points Given 

Level of 

Participation 

President or 

Equivalent 

Vice 

President or 

Equivalent 

Secretary, 

Treasurer and 

Other Officer or 

Equivalent 

Members 

International 10 8 6 4 

National 8 6 4 3 

Regional 6 4 3 2 

Division/ MAPSA 4 3 2 1.5 

District/ Barangay 3 2 1.5 1 

School/Parish 2 1.5 1 .75 

 

E. Participation or Attendance in DepEd recognized seminar, camp 

exchange programs, trainings, conference or workshop and other similar 

activities. Authority to conduct the seminar, camp training, conference or 

workshop or other related activities must be contained in a DepEd Order or 

Memorandum from the National, Regional, District and District Offices. 

School initiated similar activities must be sanctioned in writing by the School 

Head. 

 

 

POSITION POINTS GIVEN 

International 8 

National 6 

Regional 4 

Division/MAPSA 2 

District/Barangay 2 

School/Parish 1 

 

NOTE: 

 Computation of points shall be cumulative. However, points for 

concurrent position held in violation of existing DepEd policies shall not be 

considered in which case only the position with the highest points shall be 

included. (Section 8 Article VIII, DepEd Order No. 79, S.2009 on the 

Revised Constitution and by Laws of the Supreme Student Government in 

Secondary Schools) 

 To be considered as points, copies of all documentary and 

evidentiary requirements (DepEd Order, DepEd Memorandum, Written 

authorization from the School Head, certificates, medals, trophies, plaques 

and others) shall be presented.  

 To be considered as points, officers and organizations seeking 

ranking shall present an accomplishment report verified thru certifications by 

proper authorities.   

 

POLICY ON CO-CURRICULAR AWARDS 

 

For Undergraduates: 

1. Must have a general average of 90% and above must have no grade lower 

than 85% in any subject. 

2. Must maintain a general average of 85% in conduct and no disciplinary 

cases. 

 

A. Deliberation of Grades 

To determine the candidates for outstanding as well as failing students, 

concerned academic heads and faculty members convene to deliberate on the 

students’ academic standing. Once deliberated upon by the group and approved 

by the principal, any change in the grade without prior consent from the School 

Principal is deemed unofficial and therefore invalid. 

 

B. Graduation  

To be eligible for graduation, a student should have completed all academic 

requirements prescribed by the Department of Education (DepEd). A student 

with failing grade even with one subject will not be allowed to attend the 

graduation ceremonies since he is not considered as a candidate for graduation. 

A diploma is given to a student who has completed all the school requirements. 

Transferees, however, who wish to enroll in Grade VI and Grade Ten High 

School, will not be issued a Diploma; rather a Certificate of Completion be given. 

A simple graduation and recognition exercises are done to end the academic 

school year. 



 

 

 

C. Report Cards 

1. Report cards shall be given to contain the performance of the student in 

school. 

2. Report cards will be issued after every grading periods. However, 

parents are advised to come and check the performance of their child. 

3. All clarifications regarding grade have to be conferred with the Principal 

within one week after the release of the cards. No complained will be 

entertained at the end of the school year. The best time for parents and 

teachers to discuss the progress of their children is hen the parent 

come to get their children’s report card. 

4. Report card must be signed by the parents or authorized guardian 

properly.   

 

 

 

 

  



PART VI – STUDENT OFFICIALS AND STUDENT SERVICES 

 

STUDENT OFFICIALS 

 

THE STUDENT COUNCIL (GRADE SCHOOL AND HIGH SCHOOL) 

 

All duly elected members of the studentry are member of the Student Council. The 

main officers are the President, Vice-President, Secretary, Treasurer, and Auditor. 

 

The officers shall be aided by a duly appointed faculty member/ moderator who shall 

be the direct representative of the Administration. The SC seeks to promote the 

individual and group welfare of the students by fostering goodwill, cooperation and 

school spirit among the different classes. 

 

The SC undertakes projects, makes recommendations, and submits proposal to the 

Administration which will redound to the total welfare of the student body/school. 

 

STUDENT SERVICES 

 

A. DISCIPLINE COMMITTEE 

 The Discipline Committee consists of the Principal, Discipline Head, Guidance 

Counsellor, Student Activity Coordinator, Home Parent President, Barangay Official 

Representative and Advisers.  They are the fact-finding body to decide on any 

offense/s for exclusion or expulsion. 

B. REGISTRAR’S OFFICE 

The office is in charge with the responsibility of keeping the pupils’/ students’ 

academic records. The Registrar is the head of this office as recommended by the 

Principal and approved by the Directress.  

 

C.  CENTER FOR CHRISTIAN FORMATION (CCF) 

The task of evangelizing all people constitutes the essential mission of the 

Church. Evangelizing is in fact the grace and vocation proper to the Church, her 

deepest identity. She exists in order to evangelize, that is to say, in order to preach 

and teach, to be the channel of the gift of grace, to reconcile sinners with God, and to 

perpetuate Christ’s sacrifice in the Mass(EN, 14). 

 The proclamation of the Good News becomes the foundation of the 

Church’s mission. Our School is a potent means of this Integral Evangelization by 

providing a distinct venue for a systematic understanding of Faith and Life through a 

curriculum where Religion is the core.  

 The goal of every Catholic School is the integration of Faith and Life. To 

achieve this goal there is a need to consider the three dimensions of living the 

Christian Faith. The SHCSC CCF is created to provide its member the opportunities 

and venues to experience, know and share the Faith through the following: 

 

 • The Campus Ministry 

Where the members can relate faith in Jesus’ redemptive words and deeds 

and experience God’s wonder and goodness in various activities, liturgical 

sacramental celebrations. 

 

 • Religious Education 

Faith needs to be understood. It needs to be processed towards the 

formulation of principles of action and statement of beliefs. Student-centered 

curriculum is provided to make learning about God more interesting and lovable. 

 

 • Community Outreach  

Faith without good works is dead. Members can participate and see 

themselves as part of the Church’s responsibility in the transformation of the society. 

 

D.  GUIDANCE SERVICES  

The Guidance Centre serves the pupils, students, the parents, the faculty, 

the staff and the Administrators. It offers a program of services designed to meet the 

various needs of the students as well as to assist the faculty Administration in the 

educational process of the school. 

 

E.  HEALTH SERVICES (Medical and Dental Clinic) 

The school Clinic shall give first aid services to all pupils/students and 

school personnel on campus. Our program is designed to assist parents to discover 

health problem early. 

We provide the following:     

a.  Annual, medical and dental check-up of the pupils/students.    

b. Health counselling, disease prevention and treatment     

c.  Implementation of School health program.     

d.  Free medical 

e.  Random drug testing for high school 



Governing Rules and Policies: 

1. The Physician or the nurse (in the absence of the physician) may send a 

pupil/student home in any of the following:   

a. Temperature of 37.8 degrees Centigrade and above   

b. Suspected conjunctivitis (Sore/Red Eyes)   

c. Repeated episodes of diarrhea and vomiting   

d. Unrelieved headache, abdominal pain, or difficulty of breathing    in spite of 

first aid treatment   

e. .  Body weakness or body malaise with suspected history of    febrile illness 

a few days prior   

f. Severe pain or Dizziness   

g. Repeated consultations on the same day because of the same    complaint 

2. If the patient insists on going home even if the clinic staff does not see the need 

for it, the disposition will be “Home per request”. 

3. The parent /guardian will be informed that the child wants to go home.  

4. The guard is informed by a clinic staff that the pupil/student is advised to go 

home and that the pupil/student will be fetched in the school clinic 

 

F. CANTEEN SERVICES 

    The canteen is in a unique position and has a positive contribution to students and 

school personnel health and welfare.  The school canteen provides a variety of 

nutritious and attractively appetizing food and drinks at reasonable cost.     We abide 

by “NO to JUNKFOOD” policy 

 

G.  LEARNING RESOURCE CENTER PROGRAM 

The school   library provides a model for inquiry learning and building 

knowledge and confidence in seeking and processing information.   

It is designed to supplement the needs of the academic program of the 

school. It provides books and educational materials to enhance reading interest 

among students and faculty members. It also provides audio visual materials to 

enhance the learning activities and to further widen knowledge.   

Library instruction is developed for the awareness of the students/ pupils on 

the proper use of library facilities. It provides internet services for research purposes, 

anytime the students are free from Monday to Friday. 

 

Governing Rules and Policies: 

1. Service Hours are as follows:   

a. It is open from Monday to Friday, from 7:00 A.M. to 4:00 P.M.  

b. School ID card is presented when you enter the library and Library Card 

is used when you borrow or return library materials.     

c. Library Card is non-transferable, and the owner is responsible for 

whatever library materials that are borrowed.    

d. Schedule of borrowing library materials will be Monday to    Friday 

during Lunch and dismissal time only. 

 

G.   COMPUTER TECHNOLOGY PROGRAM 

The school offers formal computer courses from Pre –elementary to High 

School using advanced computer based on K-12 program.  Students are required at 

least 2 hours combined lecture and laboratory per week. 

 

H.  LABORATORY DEVELOPMENT PROGRAM 

The school provides Speech, Science, and Home Economics laboratories, 

to develop program for the state of art of providing conducive facilities and equipment 

for the student’s learning. 

It helps the pupil/students to develop manipulative skills by exposing them to real 

life situation, exploring the things around them and experiencing how things work. 

These experiential ways of learning deepen their understanding and skills in facing 

the challenges of life. 

 

I. FORMATION PROGRAM 

1.  Liturgical/Sacramental & Marian Celebrations 

 Liturgy is a real-time encounter between God and humanity that, if it is 

approached in living faith it has the power to transform hearts and minds of a person. 

It is done through daily prayer, First Friday Mass, Family Sunday Mass, Marian 

Feasts, reception of sacraments and other celebrations. 

Prayer is communication with God; the greatest privilege we have. We have done this 

during the day; Morning Offering, before and after each class, Angelus, 3 O’clock with 

full attention to develop spirituality. 

 

2.  Retreat / Recollections 

Retreat and Recollection is a time when a student experiences the presence 

of God in the soul. It includes solitude in which God experienced in the activities like 

personal reflection prayer or meditation, reconciliation and Eucharistic Celebration. 



Recollection is given to Grade 4, 5,7, 8 & 9 students and parents, while 

retreat is given to Grade 6, 10, 11 & 12 students and employees. 

 

3.  Feast day Celebrations 

Saints are men and women friends of God. They lived exemplary lives and 

provided good examples to follow.  

Each class is assigned a patron saint’s feast day; they will hold a celebration 

in honor of patron saint. They watched and discuss the life of saint, pray the Rosary, 

community service, sharing of talent and food. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART VII – CODE OF DISCIPLINE 

 

A.  POLICY STATEMENT ON DISCIPLINE 

Discipline is concerned with the development of internal behavior that 

enables individuals to manage themselves.  Every school is required by government 

regulations to maintain discipline and to issue disciplinary rules for strict compliance.  

They are designed to develop among students the highest standard of decency, 

morality and good behavior.  Concrete, reasonable and fair discipline is the 

foundation of an effective and efficient institution. 

 

1. PERSONS IN AUTHORITY 
a. School Director and Principal 

The Director and the Principal articulate the SHCSC Vision-Mission and 
Objectives and see to it that decisions, policies and programs are aligned with 
the school’s philosophy.  They ensure the proper implementation of policies 
and procedures through proper communication.  The Directress and the 
Principal are the final authorities and have the final decision in any offenses 
committed by the students. 
 

b. Discipline Head 
The Discipline Head supervise teachers and students in their grade level.  

They are the extension of the principal’s authority.  They report directly to the 

principal about any misconduct that they have observed.  They conduct parent 

conference. 

c. Discipline Committee 
The Discipline Committee consists of the Principal, Discipline Head, Guidance 

Counsellor, Student Activity Coordinator, Home Parent President, Barangay 

Official Representative and Advisers.  They are the fact-finding body to decide 

on any offense/s for exclusion or expulsion. 

d. Teachers, Class Advisers and other Employees  
All teachers/advisers, school officials, maintenance/security personnel and 

other non-teaching employees are duty-bound to help enforce school policies 

and rules of discipline. They shall report to the Prefect of Students for any 

violations that students committed. 

e. Student Leaders  
All officers of the class and organizations/clubs are expected to be IDEAL 

SHCSCian who help in the enforcement of school policies and rules. If the 

officers do not do what is expected of them, they shall be issued a violation slip 



for the first minor offense and shall be removed from their respective positions 

for the second offense or first major offense. 

 

2.CONDUCT INSIDE THE SCHOOL 

Students are expected to: 

a. Always behave properly ; 

b. maintain silence in classroom, corridors, auditorium, church, offices and library; 

c. wait quietly inside the classroom in case of teacher’s absence and to 

review/study their lessons while waiting for the substitute teacher to come. The 

class president should report to the office of the Academic Coordinator for a 

substitute teacher; 

d. greet the teachers, school personnel, administrators, and visitors to show 

respect whether inside or outside the classroom; 

e. observe cleanliness and orderliness at all times; 

f. keep their chairs, tables and walls clean and free from writings, drawings, ink 

and paint stains or marks caused by a pointed object; 

g. safeguard their personal belongings and must not leave books, school bags, 

rubber shoes in their classrooms, in the corridors, at the guard post or near the 

gate before and or after dismissal because the school will not be liable for any 

lost belongings as a result of student’s direct negligence; 

seek permission from the Principal’s Office or Office of the Coordinator for 

Student Activities before using classrooms for meetings beyond official 

schedule of activities; 

h. conserveelectricity by turning off lights and electric fans when not in use; 

i.  observe limitations such as off-limits and overstaying in other classrooms, 

faculty rooms and offices; 

j. follow curfew time inside the school premises up to 5:00 p.m. only. (Activities 

beyond the curfew time are subject to the approval of the Principal and Student 

Activity Coordinator. If the student cannot present a permit, the activity will be 

cancelled.) 

3.CONDUCT OUTSIDE THE SCHOOL 

SHCSCian always carry the name of the school. They should therefore be aware of 

their responsibilities in upholding and in projecting a good image of the school; thus, 

they are expected to: 

a. Always observe proper decorum; 
b.   refrain from associating themselves with person/s of questionable 

character (Students who disregard this code shall be subject to disciplinary 
action.); 

c.   avoid fraternities, sororities and any organization of ill-repute. 
(Membership of this group would mean outright dismissal.) 

 

The school authorities do not hold themselves responsible for the conduct of the 

students outside the school premises, but for the good name of the institution, 

they will hold students to strict accountability for serious fault wherever committed. 

In this connection, the Administration assumes that absolute right to dismiss 

students for the commission of whatever misdemeanors it may deem justly 

punishable by dismissal. 

 

4.PROCEDURES FOR DISCIPLINARY ACTIONS 

 

Any student who, after due investigation, has been found guilty of violating any 

disciplinary rule, shall be penalized in accordance with the provisions as specified 

in the SHCSC Student’s Handbook.  The following are the procedures being used 

in dealing cases, offenses and violations of the students: 

a. All offenses covered by the Student Handbook’s Code of  Discipline shall be 
subject to the initial evaluation of the Homeroom Adviser/Subject teacher, who 
in the exercise of better judgment, shall be responsible for preparing and 
submitting  a written incident report to the Office Discipline Head  of the acts or 
omissions allegedly constituting as an offense within twenty-four (24)  hours 
from the commission of the said act or omission indicating (a) name of parties 
involved; (b) acts or omissions committed; (c) date, time and place of 
commission; (d) name of witnesses if any; (e) object, documentary or 
testimonial evidence; and (f) other relevant material particulars. 

 
b. The students are asked to make a narrative report of the incident or violation 

committed.  
 
c. One-on-one investigation shall be conducted after doing the narrative report; 

this would help the Discipline Committees to see the validity of the written 
report and interpret the narrative in the spirit of justice and fairness. 

 
d. Students who committed an offense against the set rules and regulations of 

the school shall be issued a violation slip in duplicate (one for the 



student/parent and one for the Discipline Head). The student is hereby 
directed to: 

 

 explain to their parents/guardians the truth why they were given such and 
have them sign below the slip, and   

 return the signed violation slip to the Prefect of Students two (2) school days 
after receipt of such slip. Failure to do the above instructions would result in 
a further issuance of violations slips. Forging of parent’s or guardian’s 
signature is a disciplinary infraction which means grave sanctions. 

 
e. Alongside the violation slip, the guardian or the parent should be immediately 

informed about the incident through a call, letter (parent-teacher conference 
form) or letter through the handbook. If necessary, the parent is requested to 
come to school for a conference. 

 
f. Any student who, after due investigation, has been found guilty of violating any 

disciplinary rule shall be given sanctions in accordance with the provisions as 
specified in the Student Handbook not later than seven (7) school days from 
the submission of violation slip to the Discipline Head. 

 
g. Sanctions or administrative penalties shall be recommended by the Discipline 

Head and subject to the approval of the principal. 
  

h. Violation slip, suspension, and dismissal form are being used to serve the 
approved disciplinary action taken. 

 
i. After implementing disciplinary action, the Discipline Head will make a 

recommendation to the Guidance Counsellor for a follow-up and counselling. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
B.  FLOWCHART FOR DISCIPLINARY ACTION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student who committed 

offense/s 

The adviser/subject teacher will 

conduct an initial investigation. 

 

Committee on Discipline  will 
conduct  one-on-one investigation. 

 

Recommendation to the Guidance 
Counselor for follow-up and 

counseling (Formation Program) 
Adviser/subject teacher will write 

an incident report and students 

are asked to make a narrative 

report 

 

Committee on Discipline will determine 

the gravity of the offense with the 

student handbook as the basis 

Principal/Director  

will give the final decision 

 

Case closed 

 

If the student is 

proven guilty 



 

 

5.   SANCTIONS FOR VIOLATIONS 

Any students found violating the rules on discipline shall, after due investigation, 

be subject to the following penalties depending upon the nature and gravity of 

the offense committed. 

a. Oral Reprimand/Warning 

b. Issuance of the violation slip for minor or major offenses to be signed by 

parents or guardians and to be returned to the Discipline Head 

c. Parent-Teacher Conference 

d. Referral to the Guidance Counselor  

e. Suspension 
 Suspension is barring of a student from entering the school premises and 

from attending classes.  It is a sanction for serious offenses and may be given 

when a student is placed under disciplinary warning or probation status or 

committed major infractions.  A student placed on suspension shall not be 

allowed to take any makeup exams for missed quizzes or long test; therefore, 

his grade on his missed test will automatically be zero.  No suspension shall 

be served during periodical examinations.  The school is allowed to deny or 

deprive an erring student of attendance in classes a maximum suspension as 

penalty for a period not exceeding twenty (20%) percent of the prescribed 

class days for the school year or term.  The decision of the school on every 

case involving the penalty of suspension exceeds twenty ( 20%) percent of 

the prescribed school year of term shall be forwarded to the DepEd Division 

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

investigation of each case for its information.  

 Ordinary Suspension: prohibits the attendance in regular classes but 

demands student’s presence in the Library or any school related work. 

 

 Preventive Suspension: prohibits the student’s presence in school 
or in any school-related activity outside the campus. 

 
f. Academic Service 

 The Student Activity Coordinator and Community Extension Coordinator 
shall impose and monitor academic service.  The head of the office 

where the erring student is assigned to serve the academic service shall 
certify the completion of time required for academic service. 

 Academic service shall be clerical work/and or slight manual work in 
any of the offices in the school as maybe assigned by the imposing 
discipline officer in coordination with the head of the offices concerned. 

 Academic service shall be imposed immediately or daily after the last 
period in the afternoon. An erring student is required to serve at least 
one hour a day but shall not exceed more than two hours a day.  

 Academic service shall not be imposed a week before the summative or 
periodical test.   
 

g. Disciplinary Probation Status (DPS) 

 A student who has been proven unsatisfactory through repeated violations 
is placed on disciplinary probation status (DPS). 

 Students under DPS list are identified base on their disciplinary records 
from the previous year (old students) and recommendation from the 
previous school (new students/transferees)  

 Such probation is considered a serious warning that any subsequent 
violation shall be a basis for dismissal or expulsion. Sanction will depend 
on the gravity of the offense. 

 Enlisted students are required to attend the regular group dynamics 
sessions and to submit monthly narrative report of his behavioral 
improvements. 

 The Committee on Discipline shall conduct an evaluation, as a result of 
which the Committee on Discipline may lift the DPS or allow it to run its full 
course.  
 

h. Disciplinary Warning Status (DWS) 

 A student is placed on DWS for minor or major offenses depending on the 
gravity of violation committed during the school year.  This status usually 
also implies other forms of penalties such as suspension from a particular 
period or community service and the like.  

 Such probation is considered first warning that any subsequent violation 
shall be a basis for suspension.  

 If, after further evaluation the Committee still finds no evidence of 
significant improvement, the student may raise the DWS to DPS during 
the school year.  

 The Committee on Discipline shall conduct an evaluation, as a result of 
which the Committee may lift the DPS or allow it to run its full course. 

 Students who after a year persist in unruly behavior, especially in non-
observance of the school rules and regulation shall be refused 
readmission for the next school year.  However, the discipline committee 



shall meet and evaluate the students if he/she deserves to be given a 
chance to enroll the next year depending on the gravity of the offenses 
committed within the DPS period.  
 
 

i. Exclusion or Dismissal 
Exclusion or dismissal is a penalty in which the school is allowed to exclude 

or drop the name of the erring student from the school roll for being 

undesirable; and transfer credentials immediately issued.  A summary 

investigation shall have been conducted and no prior approval by the DepEd 

is required in the imposition of the penalty. The decision of the school on 

every student involving the penalty of exclusion from the roll, together  with all 

the pertinent papers therefore, shall be filed in the school for a period of one 

year in order to afford the DepEd of opportunity to review the case in the 

event an appeal is taken by the party concerned. 

j. Expulsion 
Expulsion is an extreme penalty on an erring student consisting of exclusion 

from admission to any public or private school in the Philippines and which 

requires the approval of the Secretary, the penalty may be imposed for acts 

or offenses constituting gross misconducts, dishonesty, hazing, carrying 

deadly weapons, immorality, selling and / or possession of prohibited drugs 

such as marijuana, drug dependency, drunkenness, hooliganism, and other 

serious school offenses such as assaulting a student or school personnel 

from entering the school premises or attending classes or discharging their 

duties, forgoing or tampering with school records or school forms and 

securing or using forged school records, forms and document.  The decision 

of the school on every case involving the penalty of expulsion, together with 

the supporting papers shall be forwarded to the DepEd Division Office 

concerned within ten (10) days from the termination of each case. 

6.   EXTENT OF AUTHORITY TO DISCIPLINE 

a. School Vicinity  

 Anywhere within the school premises  

 The school’s vicinity, namely, an area within one (1) kilometre from the 
nearest school boundary 

b. Outside the School  

 At school-related activities, like on the school transport service, during 
games, field trips, recollection, retreat, assemblies, contests, or similar 
event.  

 Whenever a student is wearing the school uniform no matter where he is.  

 Whenever, by circumstances, it would be clear to an observer that the 
student is an SHCSCian; within the campus of any other school or 
wherever by the circumstances if s/he is identified as an SHCSCian.  

 In all cases where the misconduct of the student, although committed 
outside the school campus and/or beyond school hours, involves his 
status as students or affects the good name/reputation of the school.  

 

C.  GENERAL SCHOOL RULES AND REGULATIONS 

1. PERSONAL APPEARANCE 

a. School Uniform 
Students should wear the prescribed school uniform whenever they are on 

campus during class days.  

A. Prescribed Daily Uniform 

Boys:   From K-1 to Gr.3 Maroon short pants and cream polo jacket     

with school  patch ,  from Gr. 4 to 4th year Maroon  long pants    

in  accordance with the prescribed cut  and  cream polo  shirt    

with school patch on the pocket  over white sando. Black    

leathered shoes with white socks.  

Girls:   From Kinder to 4th Year shall wear a maroon dress with a   

school patch and with a cream belt and tie. 

 

B.  P.E. Uniform 

Both:  White shirt with logo and red neck piping, long red jogging pants 

with 2 white stripes at the side. 

 

b. Club/Organization/Sportsfest Uniform 

 Permitted by the school to bring as an extra t-shirt during PE time. 
 

 
SANCTION FOR NOT WEARING THE PRESCRIBED UNIFORM 

First Offense First Warning (oral and written). Violation Slip  

Second Offense Final Warning (oral and written). Parent Conference. 
1-hour Academic Service  



Third Offense Violation Slip. Parent Conference. 2-hour academic service. 

 
c. Accessories 

 Proper grooming shall be observed at all times. No unauthorized 
patches, scarves, caps, jewelry (dangling necklaces, brooches, loom 
bands and ballers, silvers) are allowed.   

 

 Earrings are for girls only.  They are only allowed to wear one pair of 
earring.  Earrings for boys and body piercing for both boys and girls are 
strictly prohibited.  Once caught, earrings will be confiscated right away.  

 

 Tattoo (henna) for the boys and girls are strictly prohibited; anyone who 
violates this strict rule is subjected for suspension.  Student with 
permanent tattoo will not be admitted for the following year. 

 

 Female students are not allowed to wear make-up in campus.  Use of 
nail polish for all students is also not allowed, immediate removal shall 
be implemented.  If part of T.L.E. subject, the teacher should seek 
permit from the discipline office a week before the activity.  

 

 Wearing of colored and/or designed contact lenses is strictly prohibited. 
Students are advised to wear transparent contact lenses.  

 

 All accessories shall be confiscated from the student and shall be 
claimed at the end of the quarter. Parents and authorized guardians are 
the only ones allowed to claim confiscated items. 

 
d. Identification Card 

Students shall be provided with I.D. cards by the school with a uniformed 

strap.  

 All students shall have to wear their I.D. cards when entering the school 
premises during class days, as well as in important activities where their 
attendance is required in and out of school campus.  

 

 Lost I.D. cards can be replaced with the payment of pertinent fees.  
Students will only be given one week to request for replacement. 

 

 Temporary I.D. cards should be secured in case of lost I.D. Late I.D. 
application constitutes a corresponding community service. 

 

 Improper wearing of I.D. will constitute a corresponding community 
service. 

 

The following are considered MAJOR OFFENSES in the use of the ID 

(meriting a major discipline case): 

 Tampering the I.D. Card (i.e. defacing ID picture, putting stickers, changing 
information)  

 

 Using another person’s ID or allowing another person to use one’s ID 
 

 Faking SHCSC Student I.D. card. 
 

e. Haircut and Proper Grooming 
 

 GIRLS: Girls are expected to wear a well-combed, properly kept hair. 
Colored or highlighted hair is not allowed. Inappropriate haircut and 
hairstyle are not allowed. Hair Treatment resulting to colored hair is not 
permitted.  

 

 BOYS: Boys must be in prescribed haircut (2 x 3). Hair must not touch 
the standard shirt collar and the eyebrows. Sideburns should not touch 
the earlobes. Mustache must be properly trimmed.   

 

 SHCSC does not consider asymmetrically or partially shaved heads, 
mohawks, Chicano, wedges, dreadlocks, tails, corn rows, beards, semi-
skin heads, or skin heads or any hairstyle that brings undue attention to 
the student as acceptable.  

 

 Dying and highlighting of hair that brings undue attention to the student 
is also unacceptable. The use of gel, hair wax and clay dough is not 
allowed if it is intended to conceal long hair or unauthorized 
haircut/hairstyle.  

 

 Haircut shall be inspected every first Monday of the month, or the 
following day in case Monday is a no-class day during the assembly.  
Class advisers are responsible for inspection of their respective classes 
a week before or Friday before the first Monday of the month.  Anyone 
caught without the prescribed haircut shall be given the following 
sanctions:  

 



 FIRST OFFENSE, on the first day of violation student will be 
given a final warning and Discipline Committee  will call the 
attention of the parent/guardian.  

 

 If the student was not able to fix his/her hair on the second day a 
mandatory haircut supervised by the Discipline Head  will be 
done. 

 

 SECOND OFFENSE is tantamount to 1 day suspension. 
 

 Habitual (3 times violation) non-compliance means two days 
suspension and recommended for non-admission for the 
following year. 

 

2. ATTENDANCE AND PUNCTUALITY 

2.1 TARDINESS 

a. The student is considered late once he or she arrives (at) after 7 am. During 

Mondays the students are required to attend the flag ceremony which starts at 

exactly 6:45 am. For the third (3) time the student fails to attend the flag 

ceremony in a month, parent-conference will be called by the Discipline 

Committee. 

b. If the student is tardy, he/she shall follow these procedures; 

(a) log in the security guard record book. 
(b) do the assigned community service after dismissal upon receipt of 

tardy slip issued by the Discipline Head based on corresponding 
sanctions. 

c. The teacher will not accept late students without signing from the TARDY 

RECORD SLIP. 

d. In case of extended tardiness beyond the first period, a student is required to 

present a letter written by parents to secure an admission slip. Failure to 

comply means non-admission.  

e. The Office of the Discipline Head shall release a copy of monthly summary of 

tardy. 

f. Three incidents of unjustified tardiness in a week constitute an absence and 

the parents/guardian shall see the class adviser, the discipline committee, and 

if necessary, the principal. 

g. Student will no longer be admitted to class/school after 8 o’clock in the 

morning.  Parents should be informed about the non-admission. Students who 

suspend him/herself from his/her class without the knowledge of the office is a 

form of truancy.  

h. Parents need to write a note in the handbook for any reason of unavoidable 
tardiness of the student.  Only excused tardiness is entitled to admit to class 
and to take up make-up works while unexcused tardy are not entitled for 
make-up works for missed quizzes and other class activities.  

i. Frequent unexcused tardiness will be recommended for suspension. 
 

 

SANCTION FOR THE COMMISSION OF THE OFFENSES (Tardiness) 

First Offense First Warning (oral and written) to be given by the 

adviser/subject teacher/prefect of students. 

Second Offense Final Warning (oral and written) to be given by the 

adviser/subject teacher/guidance counselor. 

Third Offense The adviser will report the student to the Discipline 

Head  to be subjected to a 2-hour academic service. 

The Head will also give a violation slip. A parent-

conference is recommended. If the parents/guardian 

failed to appear or was not able to return the reply 

slip, the student shall not be admitted. 

For another sets of three 

or more tardiness in a 

month 

Violation slip, Parent-teacher conference and 2-day 

suspension. 

For subsequent 

tardiness 

Violation slip, Parent-teacher conference, community 

service and 3-day suspension, The pupil/student shall 

put in the Disciplinary Probation. 

 

2.2 ABSENCES 

a. In case of an absence, a student must present an excuse slip signed by the 
Parents/guardian, stating the reason(s) for the absence.  No student is 
allowed to make an excuse slip in place of his parents / guardian. 

b. A student will be marked absent if he/she comes in an hour after the bell has 
been rung for the start of classes, and thus shall no longer be admitted to 
class.  



c. A student who cuts classes or committed truancy shall not be admitted in all 
his/her classes the next day unless accompanied by his/her parents or 
authorized guardian. 

d. The student will be held responsible for all assignments and related 
classroom work missed during the absence. 

e. Three consecutive tardy marks will also constitute an absence. 
f. After three incidents of unjustified absences, the parents shall be asked to 

see the adviser, guidance counselor, and if necessary, the principal.  Six (6) 
accumulated unexcused absences will be subject to parent-teacher 
conference and possible suspension. 

g. Any student who incurs 20% of the total number of the class hours shall be 
automatically dropped from the school roll and will be given a failing grade, 
unless for justifiable reasons, the Director decides otherwise. 

 
2.3 TRUANCY 

a. Unapproved absence from school, usually without a parent’s knowledge. 
b. Leaving the classroom without the knowledge of the subject teacher/adviser. 
c. Truancy is considered a major offense constituting a 2-day suspension. A 

discretionary failing grade may be given to any missed activities. 
 
3.  PERMITS TO LEAVE 

3.1. ON LEAVING THE CLASSROOM 

a. Call Slip  
No Student is allowed to leave the room during class time, except when 

he is served a CALL SLIP signed by any of the following:  the Principal, 

the Guidance Counselor or the Student Activity Coordinator.  A student 

may leave the room only when given a slip marked URGENT and signed 

by the Principal.  

b. Student Pass 
Students are expected to remain in class for the entire period.  They are 

not allowed to leave the classroom without permission from the teacher.    

Teachers will issue a STUDENT PASS ID (Clinic Pass, Office Pass, 

Restroom Pass) when it is appropriate to allow a student to go out of the 

classroom. 

c. Student Permit/Pull-out Pass 
Students must secure a Student Permit when they have to leave the 

classroom for school activities during class hours.  Club moderators or 

Academic coordinators are responsible for requesting student permits 

using PULL-OUT FORM to be issued by the Office of the Student Activity 

Coordinator.  Any student caught without a PULL-OUT PASS while 

attending school activities during class hours will be sent to the Office of 

the Student Activity Coordinator.  He/She will be given a warning and then 

will be sent back to the classroom.  Three incidents of violation will mean 

one incident report and 2-hour academic service. 

3.2. ON LEAVING THE SCHOOL PREMISES  

No student will be allowed to leave the school premises during class hours 

unless a permit slip is presented to the guard, duly signed by the student and 

class adviser, with the approval of the directress, principal, assistant principal 

or Discipline Head.  The guard on duty will write a report on security logbook.  

 

OFFENSES AND CORRESPONDING DISCIPLINARY MEASURE 

The following offenses are classified according to gravity with corresponding 

sanctions: 

1.  OFFENSES PUNISHABLE WITH ACADEMIC SERVICE 
The following is punishable by Academic Service but not limited to; 
a. Minor Offenses 

b. Tardiness 

c. Leaving the classroom without the student pass or pull-out  

d. Canteens, corridors, stairways  and comfort rooms misbehavior 

e. Not wearing proper school uniform. 

 

2. SUPERVISION CATEGORY 

 To be handled by the class adviser/subject teacher, sanctions for the 

commission  of these offenses are: 

First Offense Counseling by the class adviser/subject teacher. 

Oral/Written Warning 

Second Offense Notice to the parents or guardian for conference. The 

adviser will report the case to the Guidance Counselor. 

Third Offense The adviser will report to the Discipline Head for  1 day 

suspension. 

Fourth Offense 2-day suspension and recommended for Disciplinary 

Warning Status (DWS). 

 

a. Failure to present letter of excuse for his/her absence. 



b. Failure to bring student handbook. 

c. Not wearing and improper wearing of ID within school premises and during 

class hours. 

d. Loitering and walking along corridors without student pass. 

e. Going and using the locker during class hours. 

f. Creating loud, distractive noise in classes, corridors, comfort rooms and other 

facilities and or school offices.  

g. Not following classroom rules and instructions 

h.  Non-participation during flag ceremony, prayers, meetings and other official 

activities. 

i. Littering 

j. Playing any ballgame inside the classrooms or along the corridors. Any 

damages created will be shouldered by the student. 

k. Sleeping during class periods. 

l. Unbecoming conduct in places of worship. 

m. Staying on dark places, unlighted rooms or corners. 

n. Playing during recess time and assembly time 

o. Sitting on teacher’s chair/table and classroom arm rest chairs.  

p. Any offenses analogous to any of the above 
 

3. MINOR INFRACTIONS CATEGORY 
a. Misbehaving during classes, assemblies, programs, change of periods and 

other related school activities  
b. Misbehaving during flag raising and flag retreat ceremonies  
c. Non-presenting of tardy record slip. 
d. Disrespect and indifference toward classmates. 
e. Non-attendance in intramurals, and other school related activities without any 

valid reason. 
f. Sitting on the ledge of the windows, playing/sliding on the railings of the 

staircase.  
g. Staying in the classroom after the curfew time / Staying in an “off limits to 

student” area 
h. Failure to submit/return slips of official correspondence 
i. Running, shouting, loud talking, laughing along the corridors, canteen, or in 

any school areas where disturbance is evident. 
j. No excuse slips after absence/tardiness.  

k. Skipping school activities/deliberately not attending the morning assembly 
without a justifying reason / loitering.  

l. Entering school campus during non-school days without authorized permit. 
m. Going to canteen during class hours. 
n. Trespassing 
o. Unauthorized use of school properties. 
p. Violation of off-limits premises and violation of test/exam protocol. 
q. Violation of valid order from a competent authority.  
r. Disregarding violation slips and other school correspondences. 
s. Borrowing and lending of money 
t. Any offense similar to any of the above.  
u. Note: Multiple infractions in any violation may be accumulated as second or 

third offense. 
 

4. MAJOR INFRACTIONS CATEGORY 
a. Leaving scheduled activities without permission 
b. Violation of safety and security rules. 
c. Putting chewing gums on chairs, tables and other school property 
d. Damages to school property. Reparation shall be made immediately. 
e. Any forms of bullying 
f. Use of profane or indecent languages and obscene gestures.  
g. Disrespect of any person in the school community or defiance of school 

authority/rules. Threatening persons in authority or fellow students. 
h. Fighting or brawl regardless who of who received injuries or who started the 

fight. Any student who is caught instigating, promoting, provoking, 
encouraging, sheering and/or jeering other students and/or persons to fight or 
to continue to fight shall also be subject to serious disciplinary sanction.  

 Oral fight  

 Provocation of fight  

 Quarrel with slight physical injury  

 Quarrel with serious physical injury  
i. Truancy is unapproved absence from school, usually without a parent’s 

knowledge. 
j. Smoking/possession of cigarette or e-cigarette in campus and out campus 

school related activities 
k. Drinking/possession/ of any alcoholic beverages / Coming to school under the 

influence of alcohol / Engaging in drinking in its immediate vicinity     
l. Bringing/downloading/possession/exhibition of any obscene or pornographic 

magazine or picture within the school premises/browsing pornographic sites in 
the internet   

m. Public display of intimacy (PDI) in or off-campus. Engaging in immodest acts.   
n. Possession of firecrackers or any harmful weapon  



o. Vandalism  

   Minor (chalk writings on the board, wall and the like)  

   Major (indelible writings on walls, desks, chairs, campus bulletin boards, 
damaging school properties, tearing of pages from library materials).  
Replacement is part of penalty.  

p. Climbing/passing over the window steel bars, sidewalk railings, school wall, 
fence, fire exit and trees)  

q. Any form of gambling   
r. Any offense committed off-campus that will identify the person as an 

SHCSCian.  
s. Any offense tantamount to grave misconduct or gross immorality and is 

degrading to the good name of the school or to one’s status as an SHCSCian. 
 
 
 
 
 

SANCTION FOR MINOR AND MAJOR INFRACTIONS 

 MINOR INFRACTIONS MAJOR INFRACTIONS 

First offense Violation slip, Oral-First 

warning and 1-hour 

Academic Service 

Violation slip, parent 
conference, 2-days suspension. 
Referral to the Guidance 
Counselor. 

Second 

offense 

Violation slip, Oral/Final 
Warning, parent conference, 
2-hours Academic Service. 
Referral to the Guidance 
Counselor. 

Second offense: Violation slip, 
parent conference, 5-days 
suspension .Referral to the 
Guidance Counselor. 

Third offense 1-day suspension .Referral to 
the Guidance Counselor. 

Disciplinary Probation Status 
(DPS) or Possible dismissal 

 
Note: Multiple infractions in any violation may be accumulated as second or third 
offense 

 
5. OFFENSES PUNISHABLE WITH AUTOMATIC EXCLUSION/DISMISSAL 

a. Pregnancy for females  
b. Illicit relationship with a school personnel  
c. Rebellious actions/remarks against the school  
d. Violation in terms of probation 
e. Sanctions: First Offense - dishonorable dismissal 

 
6. OFFENSES PUNISHABLE WITH EXPULSION 

a. Organizing, recruiting and joining any fraternity/sorority unauthorized by the 
school  

b. Hazing in any form 
c. Extortion. Shakedown, outwrestling, and exaction to obtain money, property, 

or services from a person 
d. Possession, sale or use of deadly weapons and ammunitions and all forms 

of explosives  
e. Threatening fellow students, teachers and staff, and/or persons in authority 

using deadly weapons  
f. Gross immorality or grave misconduct 

 
7. OTHER SPECIFIC CONCERNS  

  
6.1 DISHONESTY POLICY 

All cases involving dishonesty will be treated as major case/offense. 

 

 

 

A.  Cheating 

Cheating is any attempt to by-pass the evaluation process. Cheating is getting of 

reward for ability by dishonest means or finding an easy way out of an 

unpleasant situation. If cheating is discovered, a teacher should handle the 

situation as he sees fit, taking care that the student does not suffer from 

embarrassment, insult or ridicule.Cheating includes but is not limited to the 

following categories:  

 

1.  Improper Test/Quiz–Taking Behavior 

a. looking towards other students’ papers 

b. transferring seats while inside the testing room 

c. talking or other forms of communication while inside the testing room 

d. the use of “crib” sheets or having notes/answers out 

e. any form of unauthorized communication 

f. making unnecessary noise (e.g. talking to one’s self) 

g. calling the attention of others 

h. possession, or presence attributed to the person, and/or use of 

unauthorized notes or of any materials or equipment that may have 

relevance or usefulness to the subject of an ongoing examination, or that 

may be used in a dishonest act related to the examination 

i. using cellphones, tablets and other gadgets during examinations. 



j. borrowing calculators, crayons or any school supply during examination 

without the permission of the teacher. 
 

2.  Sharing Answers, Homework, Projects, or other Assignments 

a. Sharing answers, homework and other activities. 

b. Using activity sheets, notebooks and projects for own purposes. 
 

B.  Forging 

a. Falsification of any school documents, school correspondence, parent 
slip. 

b. Using the clearance of others and use it for personal reason. 
c. Fabrication or submission of falsified data, information, citation, source/s, 

or results in an academic exercise. 
d. Tampering name, date and signature, 
e. Changing answers and scores during test/activities. 

 

C.  Plagiarism 

Plagiarism includes knowingly representing by paraphrasing or direct 
quotation, the published or unpublished work of another person as one’s own 
in any academic exercise or activity without full and clear acknowledgment. It 
also includes the unacknowledged use of materials prepared by another 
person or agency in the selling of term papers or other academic materials. 
All full-length papers must be turned into before they are turned in to me. 

 

D. Lying during Investigation 

Lying during investigation process is not limited to creating a fake stories or 
statements in writing an incident and narrative reports and lying during 
hearing. 
 

E. Stealing 

a. Stealing property of classmates, teachers, personnel and school. 
b. Using or getting the property of someone without the knowledge or 

permission of the owner. 
c. Hiding classmate’s property whether in a form of a joke or intended. 
 

6.2 FORMS OF BULLYING  

Republic Act No. 10627, otherwise known as the Anti-bullying Act of 2013 

defined “Bullying” as  any severe, or repeated use by one or more students of a 

written, verbal or electronic expression, or a physical act or gesture, or any 

combination thereof, directed at another student that has the effect of actually 

causing or placing the latter in reasonable fear of physical or emotional harm or 

damage to his property; creating a hostile environment at school for the other 

student; infringing on the rights of another student at school; or materially and 

substantially disrupting the education process or the orderly operation of a 

school; such as, but not limited to, the following: 

a. 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; 

 
b. Any act that causes damage to a victim’s psyche and/or emotional well-

being; 
 
c. Any slanderous statement or accusation that causes the victim undue 

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

 
d. “Cyber-bullying” or any bullying done through the use of technology or any 

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

 
e. “Social bullying” – refers to any deliberate, repetitive and aggressive social 

behavior intended to hurt others or to belittle another individual or group. 
 

f. “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). 

 
g. The school has strict policy that any form of bullying is considered as a 

major offense. 
 

6.3 PROHIBITED ITEMS 

The school wishes to impart to its students the value of living a life of simplicity.  

In this context, the school prohibits bringing of expensive objects or equipment 

such as cellular phones, ipods, iPADs, tablet, monopod/tripod, music players, 

digital cameras, stereos, electronic devices, or any other irrelevant materials.   

 

http://www.gov.ph/2013/09/12/republic-act-no-10627/


Confiscation is the exclusive right of any school authority who deems it necessary to 

withhold an item from its owner.  The school will observe the following measures for 

confiscation of any prohibited items:  

 

In the event that the cellphone was confiscated in the hands of other 

person both of them shall be given sanction.  

 

The school will not be liable for any loss or damages of any brought items. 

All confiscated items shall be deposited to the Office of the Discipline Head.  

Parents and authorized guardians are the only ones allowed to claim confiscated 

items. Release of confiscated items is during the scheduled maturity indicated in 

the slip issued by the Discipline Head. 

 

If parents cannot come, an authorized guardian will be permitted provided that 

he/she will present the following; 

 

a. Letter to parents signed by the Discipline Head. 

b.Letter of authorization signed by the parents allowing the authorized     

guardian to get the gadgets. 

c.Photocopy of Valid ID of the parents 

d.Photocopy of Valid ID of the authorized guardian. 

e.Student will be called for confirmation. 

Materials or equipment necessary for the class or school activities such as 

laptop, digital cameras, cooking utensils, electronic appliances or any tools 

maybe brought, however the students will secure a gadget permit at the 

Discipline office.  

 

6.4 STUDENT DRIVING 

The school discourages parents from allowing their child to drive when coming to 

school. No student is allowed to drive/park any kind of vehicle inside the campus.  

The school shall not be held liable for damages, injuries or death caused by its 

students while they are driving.  

 

6.5  LOST AND FOUND ITEMS 

a. Items found around the school are turned in at the Office of the Discipline 

Head, and students may claim it there.  Periodically, the unclaimed 

articles will be distributed to community extension of the school. 

b. In case student lost an important property such as money, watch or any 

valuable things, he/she needs to report the incident immediately. Any 

case of stealing or loss of item reported a day after the incident may not 

be accommodated by the office concerned. 

 

6.6 AUTHORITY TO SEARCH  

a. SHCSC reserves the right to conduct searches if it is deemed necessary. 

A search or inspection is conducted when there is reasonable ground to 

believe that a student may have in the locker or in the bag an object or 

property, the possession of which constitutes violation of law and/or 

existing rules and regulations of the school.  Bodily search of any 

student, school personnel and/or visitors upon entry and exit of school 

premises must also be done by the School.  

b. It should be done with the presence of the student who owns the locker 

or bag subject for search and/or inspection.  For urgent and serious 

cases, search may be done in the presence of at least two witnesses 

with the presence of the Discipline Head authorized to use reasonable 

force in order to gain access to the container or enclosure concerned.  

(Students have the right to self-incrimination and may refuse to be 

searched in case that there is still no substantial evidence that can prove 

his/her guilt or innocence) 

 

6.7 BORROWING AND LENDING OF MONEY 

Students are strictly prohibited in borrowing and lending money.  Anyone caught 

violating this policy shall be suspended from attending his/her classes. Borrowing 

and lending money is considered as major offense and will be given a 2-day 

suspension. 

 

6.8 BRINGING ITEMS, PROJECTS AND FOOD INSIDE THE CAMPUS. 

The school always teaches the students to be an ideal and responsible 

SHCSCian . In line with this the school has strict policy of; 

First offense 7 days suspension of item/s. Final Warning 

Second offense Suspension of item/s for 1 quarter. Parent Conference 

Third offense Suspension of items up to the end of the school year and 1 

day suspension to the owner of the item/s. and Conduct of 

RO/NO on particular basis. 



a. Parents are not allowed to bring forgotten assignments, projects or any 
item of their child. 

b. Parents are not allowed to bring any food (lunch or snacks) during class 
hours and food for any type of celebrations not limited to birthdays, 
feast day celebration and closing parties.  

c. In cases that the container of the food brought by the student is too big 
for the student to carry, the parent may get a Permission Slip from the 
Principal’s office. 
 

6.9 FIRE EXTINGUISHERS AND EQUIPMENT 

All fire-fighting equipment is checked periodically in order to be ready for any 

emergency.  Students must not handle the equipment unless an emergency 

arises.  Any student caught tampering with fire alarms, fire extinguishers or any 

other fire equipment may be expelled from school 

6.10 SMOKING 

RA 9211, the Tobacco Regulation Act of 2003 states that a person under 18 

years old should not smoke in the centers of youth activity such as schools, 

preparatory schools, elementary schools, high schools, colleges and universities, 

youth hostels and recreational facilities. In the interest of fire prevention and 

maintaining the best health of the entire student body, smoking is prohibited by 

law on school grounds, on property adjacent to the school, at senior service sites, 

in the school buildings and at SHCSC events off-site. The same applies to 

chewing and smokeless tobacco.  Cigarettes, smokeless tobacco, lighters or 

matches are prohibited.  The first smoking offense will result in a suspension from 

class for 2 days.  A second offense may result in a Disciplinary Review.    

6.11 RANDOM/ DRUG TESTING PROGRAM 

One of the goals of the school is to establish a drug-free community. The school 

establishes the rule and policy that SHCSC students should not make use of 

prohibited or dangerous drug in any circumstances. Any student who possesses, 

uses, buys, sells, gives, or traffics drugs on or off the school campus, its surrounding 

environments, or at any school-sponsored or school-related activity, function, or 

event will be given a right disciplinary measures and undergo drug testing 

procedures . 

Republic Act No. 1965, Article III section 36 allows secondary schools to 

conduct random drug testing program. The following are the policies of the 

program. 

 

a. As part of the policy, a screening and detection procedure utilizing 
urinalysis, hair follicle, saliva or other such drug detection tests as 
determined by the administration, will be conducted on a random basis, 
or, where suspicion of use exists, selectively. Random selection may 
result in a student being selected for testing or screening more than once 
during the semester or as needed.  

b. Any student who possess, buy or sell any type of prohibited drugs shall 
be subject to immediate drug testing. 

c. The school is responsible for giving notice to the parents regarding on 
when and where the testing will be conducted. 

d. Drug testing fees will be shouldered by the school. 
e. Results of the drug test will be kept by the school for confidentiality 

purposes. Positive detection of use through urinalysis, hair follicle, saliva, 
or other such drug detection tests as determined by the administration, 
will result to possible dismissal as recommended by the Committee on 
Discipline. 

f. Any student who refuses to submit, upon request, to a urinalysis, hair 
follicle, saliva or other such drug detection tests as determined by the 
administration, will be deemed to have failed said test and will be 
sanctioned accordingly. A second refusal will result in the student being 
permanently dropped from the rolls of the school.  

 
 
8. DISCIPLINARY POLICIES FOR GRADUATING STUDENTS  

a. On Graduation Practices  
The following offenses when committed after the Fourth Quarterly 

Examination shall deprive the student from joining the graduation rites: 

1. Committing any offense sanctioned by one day suspension or 
higher during practices for graduation and baccalaureate mass.  

2. Committing major offense or offense punishable with exclusion or 
dismissal  

3. Sporting inappropriate hairstyle during practices for graduation and 
baccalaureate mass.  

4. Committing three (3) absences during practices for graduation and 
baccalaureate mass without valid reason/s and or without informing 
the class adviser or the asst. principal.   

5. Students who will be deprived of joining graduation rites due to 
violation of the above stated grounds will rightfully get their diploma 
three (3) days after graduation day provided, he/she passed all 
his/her subjects.  
 



b. During Completion Ceremony 
Students who misbehave and do obscene gestures and acts on the stage 

during completion ceremony will do academic service for one week. The 

school diploma will be given after the completion of academic service.  

Certificate of good moral character will only be issued after the ceremony.  

Students concerned should also secure clearance from all offices. 

D.  GENERAL POLICIES 
1. ON INSTRUCTION AND LEARNING 

a. No interruption of Classes.  Parents/Visitors are not allowed to go directly to 
the classroom.  Appointments should be made either through phone class or 
letters to the concerned personnel.  

b. For special and emergency purpose and for visitors without appointment, the 
guard will call up the Office of the Principal or the Student Affairs for some 
information and advice.  

c. Guard will not entertain parent/guardian who wants to enter the school just 
to give articles left at home by the student.  All things needed in the class the 
following day should be prepared at night.  

d. Student’s training for competition (academic/sports) are allowed to stay 
beyond class hours provided that they present parent’s permission and 
overtime stay is devoted to actual practice.  

e. Everybody should stop and stand straight with right hand on the left chest 
during flag ceremony and flag retreat.  

f. All should stop from what they are doing and pray the communal prayer.  
g. Everybody should always keep the school clean.  
 

2. DUTIES AND RESPONSIBILITIES OF STUDENTS 
In accordance with the Education Act of 1982, students shall have the following 

duties and responsibilities, in addition to others provided for under existing laws: 

b. To exert their utmost efforts in the development of their potentials for 
service, particularly by undergoing an education suited for their abilities, in 
order that they may become assets to their families and to society; 

c. To uphold the academic integrity of the school, endeavor to achieve 
academic excellence, and abide by the school rules and regulations 
governing their academic responsibilities and moral integrity; 

d. To promote and maintain the peace and tranquility of the school by 
observing the schools rules of discipline by exerting  efforts toward the 
attainment of harmonious relationships with fellow students, faculty and 
other school personnel; 

e. To participate actively in civic affairs, and in the social, economic and 
cultural development of the community toward the attainment of a just, 
compassionate and orderly society; 

f. To exercise their rights responsibly with the knowledge that they are 
answering for an infringement or violation of the general welfare or the rights 
of others. 
 

3. DUTIES OF PARENTS 
As provided for in the Education Act of 1982 parents shall have the following 

duties and obligations, in addition to those provided for under existing laws: 

a. To help carry out the attainment of the declared educational objectives and 
national goals through the school system; 

b. To strive to enable their children to obtain an elementary education, and 
further to   enable them to obtain secondary and higher education towards 
the national objective  of right formation of the youth; 

c. To support and cooperate with the school administration in the proper 
implementation of all school curriculum and co-curriculum programs. 

 

The following are the rights and duties of parents with respect to their 

unemancipated children or children below 18 years of age as provided under 

Articles 220, 221, and 225 of the Family Code of the Philippines: 
a. To keep them in their company; 

b. To support, educate, and instruct them by right precept and good example; 
c. To provide for their upbringing in keeping with their means; 

d. To give them love and affection, advice and counsel, companionship and 

understanding; 

e. To provide them with moral and spiritual guidance; 

f. To inculcate in them honesty, integrity, self-discipline, self-reliance, industry, 
and thrift; 

g. To stimulate their interest in civic affairs; 

h. To inspire them in compliance with the duties of citizenship; 

i. To enhance, protect, preserve, and always maintain their physical and 
mental health; 

 
j. To furnish them with good and wholesome educational materials; 

 
k. To supervise their activities, recreation, and association with others; 



 
l. To protect them from bad company; 

 
m. To prevent them from acquiring habits detrimental to their health, studies, 

and morals; 
 

n. To represent them in all matters affecting their interests; 
 

o. To demand from them respect and obedience; 
 

p. To impose discipline on them as may be required under the circumstances; 
 

q. To be civilly liable for the injuries and damages caused by the acts and 
omissions of their unemancipated children living in their company and under 
their parental authority subject to the appropriate defenses provided by law; 

 
r. To jointly exercise legal guardianship over the property of their 

unemancipated common children without the necessity of a court 
appointment; 

 
s. To perform such other duties as are imposed by law upon parents 

 
3.  Internet Policies 

The social networking platforms are not the proper forum or venue for the discussion 

or airing of grievances against personal or concerns with co-employees, administrator 

students or parents.  In line with the policy of open communication, the different 

stakeholders in the school are encouraged to discuss concerns, issues, and 

grievances with the person concerned or with the immediate head. 

Any employee, parent, student or administrator who airs, ventilates, discuss, 

discloses 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART VIII: CHILD PROTECTION PROGRAM AND POLICY 

A. RATIONALE 

“The right of children to assistance, including proper care and nutrition, and 

special protection from all forms of neglect, abuse, cruelty, exploitation, and other 

conditions prejudicial to their development” is clearly stated in Article 15, Section 3 (2) 

of the Philippine Constitution.   This is supported by R.A. 7610, an act providing for 

stronger deterrence and special protection against child abuse, exploitation, and 

discrimination. Recently, Republic Act 10627 or the Anti-Bullying Act of 2013 was 

enacted to ensure that all schools provide a conducive and safe learning environment 

for children. Moreover, the Family Code of the Philippines, by way of the principle of 



in loco parentis, gives the school, its administrators and teachers the special parental 

authority and responsibility over the minor child while under their supervision, 

instruction, or custody.  

As a Catholic educational institution, Sacred Heart Catholic School of Cainta 

strives to form students, teachers, parents and guardians who manifest concern and 

care for others. The school takes seriously its responsibility to protect and promote 

the welfare of children and young people under its care. More recently, Republic Act 

10627 or the Anti-Bullying Act of 2013 was enacted to ensure that all schools provide 

a conducive and safe learning environment for children. The school’s core values of 

LOVE, COMPASSION and STEWARDSHIP emphasize personal care for individuals, 

with distinct respect for each student’s unique circumstances and concerns. 

SHCSC strongly supports the DepEd’s zero tolerance policy for any act of child 

abuse, exploitation, violence, discrimination, bullying and other forms of abuse. We 

are also responsive to the DepEd Order no. 40, s. 2012 DepEd Child Protection 

Policy that contains the need for schools to have their school-based Child Protection 

Policy. It is towards this end that the Sacred Heart Catholic School of Cainta’s Child 

Protection Program and Policies has been formulated. 

B. OBJECTIVES 

This program aims to: 

1. Empower the students by including in the curriculum activities that would develop 

their self-esteem, self-confidence, assertiveness, and self-protective skills; 

2.  Include in the faculty training program capacity building activities for school 

personnel that would develop a more proactive stance toward ensuring a safe, 

free-from-fear and healthy learning environment for the students;  

3. Inform and involve parents by raising their level of awareness on the significance 

of their role in protecting their children against various forms of abuses; and 

4. Ensure that, whenever possible, effective working relationships and coordination 

are constantly maintained between the school and the community/ concerned 

agencies. 

C. PURPOSE  

1. All members of the school community shall work collaboratively to provide a 

positive school atmosphere and practice measures to prevent possible hazards 

of child protection through proper information dissemination. 

2. There shall be consistent implementation of agreed and common procedures, 

ensuring first that the school personnel are competent to respond appropriately, 

and parents and the surrounding community resources are tapped to assist in 

child protection concerns. 

3. The school community shall readily provide appropriate emotional and spiritual 

support to students who may be victims of any form of abuse or violence 

D. DEFINITION OF TERMS 

The operative definition of terms and description of the different violations such 

as child abuse, discrimination against children, child exploitation, violence 

against children committed in schools, bullying or peer abuse, other acts of 

abuse by a pupil, student or learner, corporal punishment, and, positive and 

non-violent discipline of children, shall be based on RA 10627 or the Anti-Bullying 

Act of 2013 and the DepEd Order no. 40 s. 2012. 

 

E. CHILD PROTECTION COMMITTEE 

1. School Principal – Chairperson 

2. Guidance Counsellor – Vice Chairperson  

3. Representative of the Teachers as designated by the Faculty 

4. Representative of the Parents as designated by the Parent Homeroom  

Representatives 

5. Supreme Student Council President 

6. Representative from the Community as designated by the Punong Barangay, 

preferably a member of the Barangay Council for the Protection of Children 

(BCPC) 

 

F. CHILD PROTECTION COMMITTEE FUNCTIONS 

1. Draft policies and plans to ensure child protection and safety, which shall be 

reviewed every three (3) years; 

2. Initiate information dissemination programs and organize capacity-building 

activities for the protection of children from abuse, exploitation, violence, 

discrimination and bullying or peer abuse; 

3. Develop and implement a school-based referral and monitoring system in 

response to identifying students who may be suffering from significant harm from 

others; 



4. Ensure that the children’s right to be heard is respected and upheld in all matter 

and procedures affecting their welfare;  

5. Give assistance to parents or guardians whenever necessary in securing expert 

guidance counselling from appropriate offices or institutions; 

6. Establish a system for identifying students who may be suffering from significant 

harm based on any physical, emotional or behavioral signs; 

7. Closely coordinate with appropriate government agencies and non-governmental 

organizations in cases involving child abuse, exploitation, violence, discrimination 

and bullying 

 

G. PROCEDURES IN CHILD PROTECTION CONCERNS 

1. Upon the filing of a complaint of any party or upon notice by school personnel of 

any bullying or peer abuse incident, the same shall be reported to the Discipline 

Board who shall conduct verification with the complainant and the person/s 

involved (witnesses included). 

2. If data/information gathered confirms such an incident, the Discipline Board shall 

inform the parents or guardian of the victim and the offending child in a special 

conference called for this purpose.  

3. Depending on the gravity of the bullying committed by the student (as indicated 

in the Students Handbook – Disciplinary Actions), the school may impose other 

non-punitive measures in accordance with the principles of Positive and Non-

violent Discipline. The victim and the offending child shall be referred to the 

Guidance/Campus Ministry for processing and interventions. 

4. Cases warranting reprimand or minor sanctions based on the policies stipulated 

in the Student Handbook shall be decided upon by the Discipline Board. 

5. In all cases where the imposable penalty on the offending child is suspension, 

exclusion or expulsion, the following minimum requirements of due process shall 

be complied with: 

a.The child and the parents or guardians must be informed of the complaint 

in writing. 

b. The child shall be given the opportunity to answer the complaint in writing, 

with 

the assistance of the parents or guardians, who shall note the letter of the 

child. 

c. The child and his/her parents are invited to attend the disciplinary board 

meeting and explain his/her side. In cases where the parents are 

unavailable, the guardian will accompany the child on their behalf. 

d. The Discipline Board will deliberate on the merits of the case. It makes the 

final decision in cases of suspension and recommends to the School 

Principal and School Directress cases of exclusion/dismissal. 

e. A student, who has been given a sanction, especially exclusion, has the 

right to appeal. The written appeal should be addressed to the School 

Principal and School Directress within one week after the receipt of the 

decision. 

f. If the bullying or peer abuse resulted in serious physical injuries or death, 

whenever appropriate, the case shall be dealt with in accordance with the 

provisions of Republic Act 9344 (Juvenile Justice and Welfare Act) and its 

Implementing Rules and Regulations. 

H. COMPLAINTS AGAINST SCHOOL PERSONNEL/OFFICIAL 

1. Part of the school’s capacity-building program for students is empowering 

them to report any complaint for child abuse, violence, exploitation, or 

discrimination of any school personnel to any of the member of the CPC 

who shall assist the child in filing a complaint to the Principal. 

2. If the complaint warrants further investigation, the case shall be forwarded to 

the Child Protection Committee Chairman who will investigate on the 

complaint not later than 72 hours upon submission. 

3. The concerned individual shall be informed of the complaint and be asked to 

submit a written explanation within 48 hours from the receipt thereof. Should 

he/she fail to submit the written explanation within the prescribed period of 

time, the CPC shall proceed with its investigation even in the absence of 

such document. 

4. The concerned personnel shall be invited to attend the committee hearing to 

explain his/her side of the matter.  

5. The CPC submits the result of the investigation and recommends sanctions, 

whenever applicable, to the School Principal and School Directress pursuant 

to the provisions of the Personnel Manual. 

6. Final decision on the case shall be made by the School Principal and School 

Directress. 



7. A written appeal addressed to the School Directress may be done within one 

week after thereceipt of the decision by the concerned personnel. 

8. The school shall submit the report to the Division Office after each school 

year with proper discretion and confidentiality. 

 

I. JURISDICTION 

1. Complaints of child abuse, violence, discrimination, exploitation, bullying and 

other acts of abuse under RA 10627 or the Anti-Bullying Act of 2013 shall be 

within the exclusive jurisdiction of the school and the DepEd, and shall not 

be brought for amicable settlement before the barangay, subject to existing 

laws, rules and regulations. 

2. Complaints for acts in accordance to the RA 7610 or The Act Providing For 

Stronger Deterrence And Special Protection Against Child Abuse, 

Exploitation And Discrimination, Providing Penalties For Its Violation And 

For Other Purposes committed by persons not under the jurisdiction of the 

school shall be referred to the appropriate authorities. 

 

J. REFERRAL AND ASSESSMENT OF VICTIMS AND OFFENDERS 

AND OTHER CHILDREN 

1. In cases involving child abuse, violence, discrimination, exploitation, and 

other acts of abuse occurring within its jurisdiction, the school shall take 

appropriate steps to prevent further threats and harm on the child. School 

authorities shall immediately remove the victim, or in appropriate cases, the 

offender, from the place of the incident, if the former is determined to be at 

risk. The child’s family shall be informed of any action taken. 

2. The school, in appropriate cases, shall decide on matter that would be of 

best interest and welfare of the child and his or her family. It may refer the 

victims and offenders (if minor) to the office of Department of Social Welfare 

and Development or other agencies for assessment in which appropriate 

intervention can be applied. 

3. The school may refer to appropriate agencies students who are victims of 

abuse at home, children at risk, children with special needs or at risk, 

children facing difficult situations or those who are exhibiting aggressive 

behavior, with a view to obtaining professional assessment, interventions 

and assistance from competent service providers. 

K. CONFIDENTIALITY 

In cases of child abuse, violence, discrimination, exploitation, bullying or 

peer abuse and other acts of abuse by a student and/or other school personnel, the 

identity or other information that may reasonably identify the student and school 

personnel, whether victim or offender, shall be withheld from the public to protect his 

or her privacy and ensure his or her safety. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SACRED HEART CATHOLIC SCHOOL OF CAINTA 
#0155 St. Louie Ave. Brookside Hill Subd. Cainta, Rizal 

 

LETTER OF AGREEMENT 

 

After having read the contents of this STUDENT DIARY HANDBOOK I, 

______________________________    __________________________    (Name of 

Pupils/Student)            (Grade/Year and Section) promise to 



comply with all the existing policies, rules and regulations of Sacred Catholic School 

of Cainta and those that may hereafter be promulgated. I understood what is written 

in this STUDENT HANDBOOK, I agree to uphold the mission, goals, and objectives 

of this CATHOLIC SCHOOL. I also promise to voluntarily withdraw from SHCSC 

should I fail to meet all the conditions stipulated above. 

 

I __________________________________________    (PARENT/GUARDIAN) also 

promise to conform fully to the forgoing directives and policies of the SHCSC and see 

that my child complies with them as herein stipulated. I am fully aware that these are 

my child’s own growth and development. 

 

Given this _____________ of _______________, 20____ at Sacred Heart Catholic 

School of Cainta, Cainta Rizal.           

 

 

Signed: 

________________________________________ 

(Signature over printed name of pupils/students) 

 

_______________________________________   

 (Signature over printed name of parent/guardian) 

 

Noted by: 

 _______________________________  

(Signature over printed name of adviser) 

 

_______________________________   

Discipline Board 

  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BASIC CHRISTIAN PRAYERS 
 

SIGN OF THE CROSS 
In the name of the Father, and of the Son, and of the Holy Spirit. Amen 

 
 

MORNING PRAISE 
(The Daily Offering to the Immaculate Heart of Mary) 

O Jesus, through the Immaculate Heart of Mary, 
I offer you my prayers, works, joys, and suffering of this day in union with the Holy 

Sacrifice of the Mass throughout the world.  
I offer them for all the intentions of Your Sacred Heart: the salvation of souls, 

reparation for sins, the reunion of all Christians; 
I offer them for the intentions of our Bishops and of all Apostles of Prayer and in 

particular for those recommended by our Holy Father this month. 
 

OUR FATHER 
Our Father, Who art in Heaven, hallowed 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 trespass against us; and lead us not into 
temptation but deliver us from evil. Amen. 
 

HAIL MARY 
 Hail Mary, full of grace. Our Lord is with thee. Blessed art thou among 
women, and blessed is the fruit of thy womb, Jesus. Holy Mary, Mother of God, pray 
for us sinners, now and at the hour of our death. Amen. 
 
 

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 will be forever. Amen. 
 
 

THE APOSTLE’S 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, and is seated at the right hand of God, the Father almighty; from thence He 
shall 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. 



FATIMA PRAYER 
O My Jesus, forgive us our sins, save us from the fires of hell and bring all souls into 
heaven, especially those who need most of your mercy. 
 

HAIL HOLY QUEEN 
 Hail, holy Queen, Mother of mercy, hail, our life, our sweetness and our 
hope. To thee do we cry, poor banished children of Eve: to thee do we send up our 
sighs, mourning and weeping in this vale of tears. Turn then, most gracious 
Advocate, your eyes of mercy toward us, and after this our exile, show unto us the 
blessed fruit of thy womb, Jesus, O merciful, O loving, O sweet Virgin Mary! Pray for 
us O holy Mary Mother of God. That we may be made worthy of the promises of 
Christ. 
 

DIVINE MERCY PRAYER 
You died Jesus but the source of life flowed out for souls and the ocean of mercy 
opened up for the whole world. O fountain of Life, immeasurable Divine Mercy, cover 
the whole world and empty Yourself out upon us. 
 
O Blood and Water which flowed from the heart of Jesus as a Fountain of Mercy for 
us, I trust in You! 
 
Holy God, Holy Mighty One, Holy Immortal One, have mercy on us and the whole 
world. (3X) 
 
Eternal God, in whom mercy is endless, and the treasury of compassion 
inexhaustible, look kindly upon us, and increase Your mercy in us, then in difficult 
moments we might not despair, nor become despondent, but with great confidence, 
submit ourselves to Your holy will, which is Love and Mercy Itself. Amen. 
 

THE ANGELUS 
L: The Angel of the Lord declared unto Mary, 
A: And she conceived by the power of the Holy Spirit. 
Hail Mary... 
L: Behold the handmaid of the Lord. 
A: Be it done unto me according to Your Word. 
Hail Mary... 
L: And the Word was made flesh, 
A: And dwelt among us. 
Hail Mary... 
L: Pray for us, O holy Mother of God. 
A: 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 we to whom the incarnation of Christ, Your Son was made known by the 
message of an angel. Made by His passion and cross be brought to the 
glory of His Resurrection through the same Christ, our Lord. Amen. 

 
REGINA COELI 

O Queen of heaven, rejoice! Alleluia  
The Son whom it was your privilege to bear, Alleluia.  
Has risen, as He said, Alleluia.  
Pray for us to God, Alleluia.  
L: Rejoice and be glad, O Virgin Mary, Alleluia.  
A: For the Lord has truly risen, Alleluia.  
 

PRAYER TO THE HOLY SPIRIT 
Come Holy Spirit, fill the hearts of your faithful and enkindle in them the fire of your 
love.  
L: Send forth your Spirit and they shall be created.  
A: And You shall renew the face of the earth.  
Let us pray: O God, who by the light of the Holy Spirit, did instruct the hearts of 
Your faithful. Grant that by the same Holy Spirit, we may be truly wise and ever 
rejoice in His consolations. Through Christ, Our Lord, Amen. 

 
 

THE MYSTERIES OF THE HOLY ROSARY 
 

JOYFUL MYSTERIES (Monday & Saturday) 
The Annunciation  
The Visitation  
The Birth of our Lord Jesus Christ 
The Presentation of the Child Jesus in the Template 
The Finding of Jesus in the Temple  
 

SORROWFUL MYSTERIES (Tuesday & Friday) 
The Agony of Jesus in the Garden of Gethsemane 
The Scourging at the Pillar 
The Crowning with Thorns 
The Carrying of the Cross 
The Crucifixion  
 

GLORIOUS MYSTERIES (Wednesday & Sunday) 
The Resurrection  
The Ascension  



The Descent of the Holy Spirit Upon the Apostles 
The Assumption  
The Coronation of the Blessed Virgin Mary as Queen of Heaven and of Earth 

LUMINOUS MYSTERIES (Thursday) 
The Baptism of Jesus  
The Wedding Feast at Cana 
The Proclamation of the Kingdom of God 
The Transfiguration 
The Institution of the Eucharist 
 
 

O SACRED HEART, O LOVE DIVINE 
O Sacred Heart, o Love Divine 
Do keep us near to thee 
And make our love so like to Thine 
That we may holy be 
 
(Refrain) 
Heart of Jesus, hear 
O Heart of Love Divine 
Listen to our prayer 
Make us always thine. 
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Early Dismissal 
Date:       Time:    
Grade/Year and Section:      is permitted to leave 
the campus at     to return at     . 
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       Name & Signature of         Student’s Signature 
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ACKNOWLEDGMENT  

 

 

 

I, ______________________________, a bonafide student of Sacred Heart Catholic 

School of Cainta and we, his/her parents,  

 

_______________________________________________________ have 

thoroughly read and understood the contents of student’s Handbook: and we agree to 

abide by all the rules, regulations and policies as contained in it. 

 

 

___________________________ __________________________     

 Student                                  Parents 

 

___________________________ __________________________        

Grade/Year & Section                        Date 

 

 

 

 

 
 
  



APPENDIX A 
 

GUIDELINES IN THE USE OF SOCIAL MEDIA 
 SOCIAL MEDIA is defined as a multi-way platform where participants 
engage, converge and collaborate through multi-social interaction. It includes Twitter, 
Facebook, YouTubeetc. 
 These tools have a significant impact on institutional, educational and 
professional reputation, of both students and faculty, where SHCSC has gathered the 
best practices from respected online sources and institutions to help its employee 
and students to use these forums effectively protect their personal and professional 
reputation and follow school policies. 
 
General Guidelines: 

 Respect time and property 
Computers and/orcellular phones are reserved and 

prohibitedduring official class hour. Students should maintain personal 
sites on their own time using their personal gadget and/or cellular 
phones – at their own risk. The use of social media platforms inside the 
school’s premises during class hours will be subjected to any means of 
infractions.  
 

 Maintain Confidentiality 
Do not post confidential or propriety information about SHCSC, its 

parents, alumni or fellow students. 
SHCSC logo may not be used without explicit permission in writing 

from the school administration. This is to prevent the appearance that 
the student speaks for or represents the school respectively. 

 
 Maintain Privacy 

THINK BEFORE POSTING. Anything shared within social media is 
not private and can and will be shared, stored and spread globally. 
Students should post contents and pictures that they would be 
comfortable sharing with the general public. 

SHCSC students are legally liable for anything that they write or 
present online. Students may be disciplined by the school for 
commentary: content images that are profane, obscene, defamatory, 
morally degrading, pornographic, proprietary, harassing, libelous, or that 
can create a hostile learning environment. 

Both in educational and institutional roles, students need to follow 
the same behavioral standards online as they would in real life. The 
same laws, professional expectations, and guidelines for interacting 

with fellow students, parents, alumni, co-employees and the entire 
SHCSC community apply online as in the real world. 
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SCHOOL MAP 
 
 
 
 
 
 
 
  

Note: 
To avoid decongestion near the Oval 
Park, the village is practicing a one-way 
policy. 
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SACRED HEART FOREVER HYMN 
 
 

Sons and daughters of our Sacred Heart  

Our voices unite with fervor burning.  

With pride and honor, we commend  

Our hearts to light the halls of learning 

Let our cries resound andcommitment  

Towards truth, dedication and love.  

Through the fields and plains,  

Let our message spread,  

Let our wisdom be our guide 

Alma Mater, all we hail to thee!  

Through the years, we’ll forever be  

Faithful to the values we have carried.  

Sacred Heart, we hail to thee! 

 

Sacred Heart, we hail to thee! 

 

 
 
 
 
 
 
 
 
 
 

 
 


