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NUESTRA SEÑORA DE ARANZAZU PAROCHIAL SCHOOL 

STUDENT HANDBOOK 
 

Introduction 
 

 This handbook serves as a guide to all students in the performance of their role 

as part of the academic community.  It contains, among others, a basic background of 

the school, admission policies, academic code, student services, standard operating 

procedures, behavioral norms and measure of discipline, as well as pertinent school 

official forms.  This is considered to be the best way to communicate to the parents the 

student’s academic and behavioral performance in school.  

 Students are expected to read this handbook carefully upon receipt, discuss its 

contents in class with the class adviser, ask questions when necessary, show it to their 

parents for their perusal, and finally have the parents sign the “Pledge and 

Acknowledgement of Parent / Guardian” form found at the first page (detachable blue 

form) This form signifies compliance of the parents/guardians with the school’s rules 

and regulations and shall also serve as reference samples for the future use in matters 

such as excuse letters and report cards.  

 All students are required to bring the Student Handbook at all times especially 

when there are classes.  Any student who repeatedly fails to bring the Student 

Handbook will be given sanctions.  The diary shall be signed only by designated 

persons: mother or father, authorized guardian (if parents are not permanently 

around), the adviser and subject teachers of the student. Forging signature is a 

serious offense. 

 The students should also have their handbook with them in every subject, in 

PE, workshops, meetings, liturgical services and educational tours.  Teachers and 

parents should sign and check it every day.  The diary must be kept clean, and must 

be used solely for the purpose designated.  Lost Student’s Handbook /Diary can be 

replaced with payment of pertinent fees.  

 Other important information which is not included in this handbook shall be 

communicated to the parents through bulletin board of information and official letter to 

parents signed by the school principal.   
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 MESSAGE OF THE SCHOOL DIRECTOR 

 

 

 

Dear students, 

Welcome ARANZANS! 

We welcome the new school year with humility and hope that the Lord will grant 

us strength in mind and body to face the challenges of the academic year. 

May you be formed in holistically in the sacred grounds of our beloved school.  

May your faith grow and shine in everything you do and in every person you 

meet.  May Aranzan education make you bearers of God’s torch of care and 

compassion. 

May our Mother, Nuestra Señora De Aranzazu, guide you all the rest of your 

life. 

 

May our Mother, Nuestra Señora De Aranzazu, guide you all the rest of your life. 

 

 

 

Rev. Fr. Gerard Joaquin V. Masangya 

School Director 
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MESSAGE OF THE SCHOOL PRINCIPAL 

Dear Aranzan Learners,  

It is with pleasure and enthusiasm that I welcome you to the 2020-
2021 Academic Year of Nuestra Señora De Aranzazu Parochial 
School. For those of you returning to NSDAPS, I am glad to have you 
back as you continue your Aranzan educational journey to the stage of 
success. 
 
The NSDAPS online education program for this school year is part of our goal in providing a 
safe and intellectually challenging environment that will provide students opportunities to be 
successful and to flourish, both now and in the future. Always feel that you are part of the 
Aranzan community; hence, feel free to engage with your teachers as well as your fellow 
students, and access the online services of the school in the comfort of your own homes. Make 
sure you get out of the interactions that are available to you. We are very concerned about your 
welfare and well-being, so please stay healthy at all times, especially in this environmental 
crisis which we are facing now. 
 
Our mission is to educate all students to become responsible, productive citizens and lifelong 
learners. We make sure that you enjoy your time studying and that you emerge from it both 
stronger and more knowledgeable as an individual and also in a better position to contribute to 
your respective community. It is very challenging that online learners are also subject to all 
usual pressures that is why we have a whole infrastructure of welfare support available to you 
in the school. Ensure to take full advantage of everything that the school offers. 
 
It is imperative that you, as an Aranzan, know and understand the rules that are stated in this 
handbook. As a student, you represent yourself, your family, and your school. You are 
reminded to “Be God-Fearing, Be Responsible, Be Hardworking, Be Service-Oriented, and Be 
Truthful” in every situation that you encounter. 
 
I hope that your stay in NSDAPS will be the best years of your life. I encourage you to give your 
best effort in everything that you do. The entire Aranzan personnel is here to assist you in being 
the best that you can be, with the help our dear Mother, Our Lady of Aranzazu. 

I am Aranzan, I C.A.R.E.! 

 

 
VIOLETA PABATAO-NAVARRO, Ph.D. 
School Principal 
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I. SCHOOL IDENTITY 

A. HISTORY OF THE NUESTRA SEÑORA DE ARANZAZU  

PAROCHIAL SCHOOL 

 

The Nuestra Señora De Aranzazu Parochial School started as a preschool in 

1968, the same year the puericulture center of San Mateo opened its nursery school.  

Classes were held in a one-room makeshift building beside the parish hall.  Since it 

received an enthusiastic response from the Catholic parents, its enrollment increased 

at an unexpected rate.  The Catholic Women’s League Unit of the parish was first 

tasked to take charge of the management of the school as part of its apostolate. 
 

In the school year 1980-1981, the school was registered as a non-stock, non-

profit corporation with the Securities and Exchange Commission.  Official Recognition 

was granted by the Department of Education on October 21, 1987 for the Elementary 

Department.  The High School Department was extended Recognition by the 

Department of Education on July 31, 2002.  Thus the school offers a complete pre-

school (nursery1, nursery 2 and kindergarten), and basic education:  elementary 

(Grades 1-6) junior and senior high school (Grade 7-12). 
 

 At present, the school is housed in a four-storey building with 44 classrooms, 

and offices for: Administration, Finance, Director, Registrar, HR, MIS, General 

Services, Printing, Property, Guidance Center, Student Affairs (elementary and high 

school), Cooperative, Center for Integral Evangelization (CIE), PE Room, Student 

Offices (Aranzes & Student Council) and five (5) faculty offices.  The school also 

maintained assembly and meeting halls: Function Hall, Board Room, Auditorium and 

Gymnasium.  In view of demonstrating excellence in science and technology the 

school developed state of the arts laboratories: two Computer Laboratories, 

(elementary and high school), Laboratories for Technology and Livelihood Education 

(TLE), Physics and Chemistry. Other school facilities that facilitates to the learning 

experience of the students are Media Resource Center (elementary and high school), 

Digital Library, Speech Laboratory, two Audio Visual Rooms (AVR), Pre-school 

Learning Resource Center, Canteen (elementary and high school), Prayer Room, 

Supplies, Clinic (for medical and Dental Services), School Garden and Veranda. In 

addition to the institutional growth and commitment supporting the K to 12 curriculum, 

the school has built an extension of a five-story facility in Senior High School located in 
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Sta. Ana, San Mateo, Rizal. With just a kilometer walk from the main campus, the 

annex building houses ten (10) air-conditioned rooms, two (2) laboratories, convertible 

function halls, and a gymnasium where a 360-view of the nearby localities is possible. 

 NSDAPS caters to the quality educational needs of the middle to the lower 

income Roman Catholic Church as an instrument for the continuing process of 

evangelization and sharing in the vision of the Diocese of Antipolo in being “a 

community of disciples of the Risen Christ”. The formation being given to the students 

includes not only academic proficiency, but more importantly Catholic doctrines, 

Gospel values for the Filipino Catholic way of life. 
 

NSDAPS aims to strengthen, enrich and live the faith in Christ with Mary, Our 
Lady of Aranzazu, to develop academic excellence and servant leadership among 
Aranzan learners to become globally competitive in facing challenges of the 21st 
century, to uplift institutional standards by empowering personnel to offer quality 
services, to rekindle the family spirit by reuniting the greater Aranzan community and 
to enhance and sustain strong partnerships with stake-holders and related sectors to 
support relevant school programs and services. 

 

B. SCHOOL SEAL 

Mountain: 

Symbolizes Three Things 

1. Mountain in Oñate, Spain: the apparition of 
Our Lady occurred. 

2. Geographical characteristic of San Mateo 
(Mountainous):  The color green 
symbolizes vegetation and progress. 

3. Christ: During the Old Testament, prophets 
communicated to God on mountains, same 
with Christ he went to mountain for prayer. 

 

Hand with Lamp: 

This is the hand of Nuestra Señora De Aranzazu that carries a lamp lighting the way to 

the mountain. This is the light of truth (Luce Veritatis). 
 

Marian Insignia (on the wrist): 

This a symbol for Ave Maria adapted from the Parish Marian emblem. 

Red Path: 

This is the way towards Christ which is lit by the lamp on the hands of Our Lady of 

Aranzazu. Red symbolizes Christian education.  We lead our student to the mountain 

through this way (Christian Education) 
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Blue circle above the hands: 

A circle is a continuous line with no end.  It symbolizes unity and communion among 

the people of the community (Communio) 

C. SCHOOL MOTTO – “Communio in Luce Veritatis” 

(Communion in the Light of Truth) 

The motto invites the Aranzan community to be luminous sharers of the Truth,” the 

Good News of the Redemption of Humanity from sin. We shall strive to do this by 

being authentic witnesses and active sharers of the Salvific Mission of Jesus Christ 

through the evangelical work of Christian Education as members of a community of 

believers united in love for Christ and devotion to His Mother, Mary, under the title of 

Nuestra Señora De Aranzazu. 

Slogan and Identification 

I am an Aranzan: I C.A.R.E. 

I Witness  - I am a child of God created in His own image.   

I must make that image shine forth for others to 

see. 
     

C Christ-like - Jesus Christ is the image of God made visible  

To human beings like me.  I become God-like by 

knowing Him intimately, by imitating Him closely, 

and by loving Him dearly, so I can serve Him 

actively as His… 
 

A             Arm- …an Apostle sent by Him to share in His mission 

of saving mankind by spreading the good news of 

His life, works and values, to bring about… 

    

R Renewal  - …through the conversion of the members of our 

   school and parish communities under the  

   inspiration of Our Lady of Aranzazu in the great 

   work of     

   

E            Evangelization  - … the building of the reign of God in the 

minds and hearts of people, especially those who 

are not in our fold. 

D. SCHOOL PHILOSOPHY 
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As a Catholic, Parochial and Filipino Educational Institution, we believe that: 

1. God is the center and goal of man’s life. 
2. Through Mary, Our Lady of Aranzazu, as our model in her faith in God, 

persevering hope in prayer, maternal love, and simple and humble lifestyle, we 
can be faithful to the teachings of the Church. 

3. Catholic education is an expression of the mission entrusted by Jesus Christ to 
the Church through the proclamation of the Good News and the living of the 
Gospel values. 

4. The Parochial School is an integral part of the pastoral plan of the parish. 
5. The parents and home provide the primary educational environment with the 

school as active partner. 
6. Education is a life-long process towards the person’s holistic formation, upholding 

the dignity of man in a culture of life and love. 
7. To achieve quality basic education, Christian Formation (Religion) must be the 

core of the curriculum. 
8. Our graduates are agents of total human transformation imbued with basic 

knowledge of moral and religious truths. 
9. Our school community is a responsible steward of God’s creation to promote and 

preserve ecological balance. 
10. An ideal Aranzan is educated to be of service to others for a transformed society 

characterized or ruled by peace, justice and love. 
 

E. VISION-MISSION STATEMENT 

VISION: 

We, a Catholic Educational Institution, envision ourselves as a communion of 

Christ’s active witnesses, with Mary, Our Lady of Aranzazu as our model in living the 

Gospel values to transform the Filipino society and renew the parish community. 

MISSION: 
  
We are in a state of mission of: 
   

 Providing Christian formation among Roman Catholics with preference for the 
poor, with Spirituality as the core of the curriculum; 
 

 Enhancing the role of the laity in the universal church by participating fully and 
actively in the life of the parish community, especially in the sacramental life and 
devotion to the Blessed Virgin Mary,  

 

 Promoting quality basic education to mold students to be achievers, 
demonstrating excellence in various learning areas;  
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 Providing on-going formation for the total development of the administrators, faculty 
and staff for competence to minister to the needs of the school community; and 
 

 Empowering parents to be committed to fostering an orderly wholesome home 
environment for the living and experiencing of discipleship-in-community. 
  

F. SCHOOL GOALS 

The Nuestra  Señora De Aranzazu Parochial School shall realize: 

1. The synthesis of Science and Faith – which will be reached by integrating all the 
different aspects of human knowledge through the subjects taught in the light of 
the Gospel; thus, Religion is the core of the curriculum. 

2. The synthesis of Faith, Culture and Life – which will be realized in the growth in 
Christian virtues – qualities that must be witnessed in the life of a Catholic 
Christian. 

 

The Nuestra Señora De Aranzazu Parochial School shall: 

1. Implement directives on Catholic Education coming from Church authorities, 
especially the Holy See; 

2. Promote the realization of the Philosophy and General Goals of Catholic Education 

3. Promote the sense of Christian Community and provide opportunities for the living 
and experiencing of discipleship-in-community among the administrators, faculty, 
employees, parents and students. 

4. Adopt the latest educational trends that may be suitable to the needs, capabilities 
and particular circumstances of the students, who mostly come from the middle 
and lower level of the Socio-economic strata. 

5. Help form the communion of Christ’s active witnesses with Mary, Our Lady of 
Aranzazu as model. 

6. Inculturated Gospel values, highlighting, the preferential love for the poor, simple 
and humble lifestyle – with Religion as the unifying core of interdisciplinary 
curriculum, integrating Faith and Science to a Life centered on the Lord Jesus. 

7. Organize, maintain and promote wholesome academic, athletic and other 
educational activities in the school for a total physical, emotional, intellectual, 
moral and spiritual formation. 

 

G. SCHOOL SPIRITUALITY AND PRACTICE 

Being the only church in the Philippines and in Asia carrying the title of Our Lady of 
Aranzazu, the people of San Mateo embrace Mother Mary as virgin of the town for 
more than 400 years.   
 

ARANTZAN ZU! 
The origin of Our Lady of Aranzazu dates back the fifteenth century, this was 

on June 11, 1469 in an obscure place in the mountains of Aloña, Province of 
Guipuzcoa located in the northern-most part of Spain.  
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A young shepherd, named Rodrigo de Baltzategui, climbed up the mountain 
one Saturday noon unexpectedly saw a vision of a beautiful Lady with an infant in her 
arms saying, “My son, go tell your father to build me in this site a tiny shrine of five thin 
boards and seven tiles. You will call this a shrine, I assure you that it will be famous in 
time, that a great number of my children will come here to honor me with songs of 
praise and attend holy Masses here.” 
  

Eloquent Faith   
The young boy relayed the message to his father and to the other residents of Oñate. 
There was a severe drought in the land and people were preparing to make a 
penitential procession to ask for rain. Rodrigo told them the request of the Virgin, with 
eloquent faith in the miracle. He insisted on this with so much faith that the people 
began to be curious and the excited residents of Oñate decided to climb up the 
mountain. 
 

Majestic Mien 
Upon reaching the place, they found the image resting on the entangled 

prickly branches of the thorn-tree and the cowbell hanging at the foot of the small 
image. The image had a serenely sweet face and of majestic mien. The cowbell was 
an antique quadrilateral bronze bell. The people were all astounded and believed what 
they saw. Everyone prostrated and did homage to the image and afterwards they went 
back to spread the news of the miracle.  The image came to be known as Our Lady of 
Aranzazu. “Aranzazu” came from the Spanish word “ArantzanZu” which means thorn.  
 

Church and Devotion  
The advent of growing devotion to Our Lady of Aranzazu began back in the 

early Spanish era year 1596 when the Augustinians friars built the first settlements in 

San Mateo, Rizal. In the year August 29, 1659, the first parish in town was built under 

and in honor of the patron St. Matthew (San Mateo). But in December 6, 1696, the 

Jesuits came and gained control of the town. Thus, in 1705, a Jesuit priest, Fr. Juan 

Echazabal, started the devotion to our Lady of Aranzazu from Spain and changed the 

patron of the town from St. Matthew to Nuestra Señora De Aranzazu. 

After long years of rebuilding and repairing due to earthquake and war the 

church was refurnished in 1993. Last February 2004, the Parish of Nuestra Señora De 

Aranzazu was hailed as a Diocesan Shrine of Our Lady of Aranzazu by the Vatican, 

being the only church in the Philippines under the title of Nuestra Señora De Aranzazu 

and only sister-parish of the Basilica of Aranzazu in Spain. 

Spirituality  
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In imitating the extra-ordinary qualities of Mama Mary the entire school 
community is being ushered to a life of persevering hope in prayer, maternal love, and 
simple and humble lifestyle. 

The community is being led in expressing the mission entrusted by Jesus 

Christ to the Church, being faithful to the teachings of the Church, preserving the truth 

and Catholic traditions, protecting family, marriage and life, proclaiming the Good 

News and living the Gospel values, with Mary, Our Lady of Aranzazu, as our ultimate 

model of faith, obedience and love. 

 We are being directed by Our Lady of Aranzazu into the way of justice, peace 

and unity/communion among the people of the community and to be the luminous 

sharers of the Truth. 

 Hence, NSDAPS believers are united in love for Christ and devotion to His 

Mother, Mary, under the title of Nuestra Señora De Aranzazu. 

H.  ARANZAN CORE VALUES 

CORE VALUES VALUES SUB-VALUES 

GOD-FEARING Faith Trustworthiness, Fidelity, Piety, Prayerfulness 

Peace Harmony, Unity, Orderliness, Reconciliation 

SERVICE-
ORIENTED 

Humility Modesty, Meekness, Selflessness, 
Acceptance 

TRUTHFUL Justice Fairness, Honesty, Integrity 

Wisdom Knowledge, Understanding, Good Judgment, 
Prudence 

HARDWORKING Perseverance Patience, Endurance, Determination 

Love Charity, Care, Concern, Consideration 

Kindness Generosity, Empathy, Self-giving, Sharing 

RESPONSIBLE Obedience Loyalty, Commitment, Responsiveness 

Respect Acceptance, Appreciation, Reverence, Honor 
 

I. DESCRIPTION OF AN IDEAL ARANZAN 

This description encompasses the members of the four sectors of the school 

community, school personnel, parents, alumni and students. 
 

As School Personnel, are: 

 

GOD-FEARING: He/She… 

 is a man of faith 
 pursues spiritual growth and development 
 lives the way of Christ by having a morally upright life according to the Gospel 

values and teachings of the Church. 
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 grows in the sacramental and prayer life 
 proclaims the Good News 
 acts as model in the community 
 attends  the “Gawarasal” activities 

 

 

SERVICE-ORIENTED: He/She… 

 is a transformative servant-leader 
 serves as commentators, lectors/readers at the Eucharistic celebration 
 participates actively in the school’s activities 
 extends knowledge and values to students 
 has the necessary skills to contribute to the holistic formation of students is 

involved continuous renewal and updating 
 continues to acquire mastery of the core content, skills and values essential to 

the different learning disciplines. 
 continues professional growth and advancement 
 shares time, talent, and self generously to the school community 

 

TRUTHFUL: He/She… 

 observes honesty at all times 
 is transparent in dealing with time, financial concerns and resources 
 prepares honest reports  
 conducts evaluation fair and objectively 

 

HARDWORKING AND RESPONSIBLE: He/She… 

 strives for excellence 
 exhibits good work habits 
 adopts current trends and methodologies for effective educational leadership 
 engages in research for development and excellence 
 exercises the duties of a responsible and productive citizen as a model 

Christian worker 
 exhibits quality and excellence in work done 
 takes responsibility for his own learning 
 manages and organizes his time 
 is open-minded in dealing with others 

 

As Parents, are:  

GOD FEARING: He/She… 

 lives the way of Christ by having a morally upright life according to the Gospel 
values and Magisterium of the Church. 

 grows in the sacramental and prayer life 
 acts as model in the community 

 

SERVICE ORIENTED: He/She… 
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 attends parent-teacher conferences 
 shares knowledge, time, talent and skills with the school and parish 
 attends parent-student conference regularly 
 cooperates in school and liturgical activities for students when invited 
 is involved in various concerns of the Church 
 acts as a resource person 
 shares time in judging school activities 

 

TRUTHFUL: He/She… 

 shows open-mindedness in dealing with academic and discipline concerns of 
their children 

 respects opinion of others 
 shows honesty and integrity in words and actions 

 

HARDWORKING and RESPONSIBLE: He/She… 

 is well-informed about community and school affairs 
 conforms to the policies of the school 
 discharges duties as role model for their children 
 attends PRO-life seminars 
 supports the school in its endeavors 

 

As Alumni, are: 

GOD-FEARING: He/She… 

 participates fully and actively in the sacramental life of the Church  
 takes part in school wide celebrations honoring the Blessed Virgin Mary 

 

SERVICE ORIENTED: He/She… 

 contributes the best of what he/she is and what he/she can do for God and 
country towards the promotion of social transformation 

 fulfills duties as a church member 
 is an inspiring leader in the community 
 shares resources with less fortunate through scholarships grants  and 

community service 
 is gainfully employed and contributes to community 

 

TRUTHFUL: He/She… 

 remains loyal to Alma Mater 
 models honesty in the community 
 identifies personal biases 

 

HARDWORKING and RESPONSIBLE: He/She… 

 has acquired the academic preparation and basic skills needed in life 
 is a sensitive and responsible member of the community 
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 establishes linkages with the school and other alumni 
 helps the school in obtaining resources for its programs and activities 
 keeps abreast of school happenings and attends them when invited  
 is supportive of alumni programs 
 is an active member of the alumni association 

As Students, are: 

GOD-FEARING: He/She…   

 manifests self-discipline and endurance in day-to-day living and is diligent and 
persevering in work and studies 

 has God as center and goal of life 
 possesses the basic knowledge of moral and religious truths necessary to 

develop an integrated faith and life of a Catholic Christian 
 respects the dignity of the human person 
 

SERVICE ORIENTED: He/She… 

 commits to the value of service to the community (family, BEC, PARISH, 
Diocese) with special preference for the poor  

 works for justice, equality and peaceful co-existence in all sectors. 
 engages himself in helping the less privileged members of the society 

 

TRUTHFUL: He/She… 

 continues to learn and pursues the truth 
 discerns the good and directs himself freely towards its fulfillment 
 demonstrates intellectual honesty 
 aspires to be fair and kind to all 
 recognizes and respects one’s feelings and those of others 

 

HARDWORKING and RESPONSIBLE He/She… 

 shows perseverance in spite of failures and pressures 
 acquires skills, habits and desirable values to meet the demands of a changing 

society 
 uses his knowledge and skills to analyze current issues 
 is trained in the art of research and scientific activities through inquiry, 

experiments and open-mindedness. 
 acquires basic skills and competencies in preparation for future endeavors 
 cares for his environment for ecological balance 

 

J. 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: 
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1. 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; 

2. 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; 

3. 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; 

4. 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; 

5. 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. 

 

K. DUTIES OF PARENTS 

1. 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. 

 

2. 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 maintain their physical and mental health 

at all times; 
j. To furnish them with good and wholesome educational materials; 
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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 
 

II. NEW NORMAL PROVISIONS 

A. ACADEMIC RULES AND PROCEDURES 

1. ENROLMENT PROCEDURE 
Old Students  
Step 1: Fill out the registration form using  MAPSA Antipolo On-line  

Platform thru this link: 
http://dioceseofantipolo.net/s/admission/schools 

   Password: 1968NsdApS@CS 
Step 2:  Proceed to registrar with printed MAPSA admission Form and Report 

Card 
 Step 3: Proceed to the assessment of fees. 

Step 4: Pay pertinent fees at the cashier. 
Step 5: Get proper class schedule from the Registrar.   

 

Old Students under Academic and/or Disciplinary Probation  
Step 1: Have conference with and get clearance from the Prefect of Student 

Discipline for disciplinary status and/or Guidance personnel for 
academic probation.  

Step 2: Follow Steps 1 to 5.  
 

New Students 

 Entrance Examination is WAIVED for Academic Year 2020-2021. 

 Transferees whose general average is 76 or below and/or have a 
disciplinary record from their previous school must also 
follow procedure 2(Step 1). 

 

Step 1: Fill out  the registration form using  MAPSA Antipolo On-line  Platform 
thru this link:http://dioceseofantipolo.net/s/admission/schools 

https://l.facebook.com/l.php?u=http%3A%2F%2Fdioceseofantipolo.net%2Fs%2Fadmission%2Fschools%3Ffbclid%3DIwAR3NgaECDV2gVldnYXO26M0RYCSpYVbL1YPXYXwRF08IXm06Th2FdWRDX7g&h=AT1aBN94UMPDJYkYBUGNiHnuiuUSC9V03ja1sDQUNOhmbudoFTH18M-rAo7lC9SEqWlAsfg3H9kb0ApcNMMhum8xUgRXqt8_HNujDBO9ElbQiOn2LM3RfcugZxad4mr4lacX
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   Password: 1968NsdApS@CS 
Step 2:  Proceed to registrar with printed MAPSA admission Form and Report  

Card 
Step 3:  Proceed to the assessment of fees.  
Step 4:  Proceed to clinic for medical history  
Step 5:  Pay pertinent fees at the cashier. 
Step 6: Get proper class schedule from the Registrar.   

 

2. MODE OF PAYMENT 

a. CASH - (with 5% discount on tuition fee)  

b. SEMESTRAL    Payment will be as follows: 

     Upon Registration   - First payment 

                   December 2020   - Full payment 
 

c. QUARTERLY  Payment will be as follows: 
Upon Registration  - First payment 
October 2020   - Second payment  

January 2021   -Third payment 
April 2021   - Full payment  

 

d. MONTHLY   Payment will be as follows: 
Upon Registration  - First payment 

- August 2020 to April 2021 
 

3. ONLINE LEARNING NORMS AND POLICY  
3.1. REQUIREMENTS FOR ONLINE LEARNING  

a. Stable internet connection 
 b. Desktop, Laptop or Smart phones (Headsets, earphones, microphone, 

speaker, etc.)  
c. QR code (to be provided by school) 
d. MaPSA Online Platform  
e. Installation of Conference Applications (e.g. Zoom, Google Meet, 

Messenger, etc.) 
f. Online learning space  

 

3.2. BEFORE ONLINE CLASS: 
a. Look for a quiet and well-lighted area where you can concentrate and 

be easily visible and recognizable. 
b.  Maintain a conducive and wholesome learning space.  
c. Stay muted upon entering the online class  
d. Always wear nametags during the class.  
e. Use the official email address provided by the school. 
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f.  Scan the QR code for attendance checking by registering within five 
minutes grace period, so always be on time. 

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

h.  Follow class schedule religiously. 
i. Enter the online class by schedule or appointment. 
j. A Learning Partner’s assistance is needed in the preschool and primary 

level, but is optional in higher grade levels. 
 

3.3. DURING ONLINE CLASS:  
a. Start with a prayer. 
b. Always be prepared. 
c. Wear proper school uniform. 
d. Observe proper learning etiquette. 
e. Stay muted upon entering the online class. 
f. Wear headset / earphones to minimize background noise. 
g. Have the paper and pen beside you to write important notes. 
h. Maintain a formal classroom atmosphere at all times.  Any form of 

distractions such as eating, playing, and the like are not allowed. Stay 
seated while the online class is ongoing. 

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

j. Use chat box for queries or ask questions live by raising the hand 
k. Wait for the teacher’s acknowledgment before answering. 
l. Stay on topic when chatting. 
m. Turn on microphone only when responding to or asking questions. 
n. Use appropriate language during class interaction. Always be 

respectful.  Use a calm and normal voice to speak.  
o. Ask permission before leaving or going to the restroom through chat 

box.  
p. Respect the virtual classroom guidelines.  

 
3.4. AFTER ONLINE CLASS 

a. Finish all your tasks according to schedule and submit pertinent 
requirements on time. 

b. In case of absence notify the subject teacher. 
c. Scan QR code for attendance before logging-off.  

 

4. GENERAL POLICY 
a. All transactions should be done during official time only. 
b. Sending personal messages to teachers or to students (vice versa) is 

prohibited. 
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c. Data privacy act is strictly applies on any unauthorized capturing, 
recording, sending and sharing of any messages, photos, videos and the 
like.  

 

5. ROLE OF THE LEARNING PARTNER  
a. A learning partner is needed in preschool and elementary level.   
b. A learning partner can be parent, guardian, sibling, relative or tutor capable 

of assisting the students in the setting-up of online learning and maintaining 
discipline during class to ensure a well-guided online learning experience.  

c. During online examinations learning partner should safeguard honest test 
results by limiting intervention to assisting but not on giving answer.  

d. A learning partner may assist the student in reminding class schedule, 
deadline of submissions and coordination to teachers and transaction to 
school offices.  

 

6. ONLINE EXAMINATION POLICY 
BEFORE:  

a. Log-in through QR code for attendance.  
b. Secure examination permit before taking the periodical exams.  
c. Follow the scheduled examination dates and time.  
d. Open the camera before taking the test. 
e. Clear the online learning space from any unnecessary materials.  

 

DURING:  

a. Take the exam according to time limit. 
b. Keep camera open while taking the test. 
c. Stay focused on the exam, so maintain proper eye level and refrain from 

looking around.  
d. Browsing of answer in any references is strictly prohibited. 
e. Backtracking of exam is not allowed. 
f. If there are clarifications regarding the test, use the chat box.   

 

AFTER: 

a. Log-out through QR code after the test.   
b. Sharing or leaking any information about the exam is a serious academic 

offense.  
c. School policy applies for special exam.   

 

B. CODE OF DISCIPLINE 

1. CONDUCT IN ONLINE LEARNING 

Although the classroom environment is virtual (online), the standards of 

behavior are as important as they are in brick and mortar schools. In other 

words, virtual classrooms are real classrooms with real teachers; therefore, 
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appropriate student behavior is expected. To ensure that all virtual students 

understand how to behave in an online environment, this code of conduct is 

developed and should thereby require all students to follow. This code of 

conduct addresses student interaction with faculty, staff, and other students, 

as well as their individual actions.  

 Interactions with faculty and other students 

a. Students should address all faculty members as adults with courtesy. 
They are to use both the appropriate title (Mr., Mrs., Ms., or Dr.) and last 
name only. No other form of address is acceptable. 

b. Students have the right to express themselves and participate freely in 
an online class. However, they are expected to treat each other and the 
teacher with courtesy and respect. Offensive or inappropriate language 
is not to be used in any form of communication e.g., emails, discussion 
postings, projects. The tone of emails and online conversations must be 
respectful. Students are allowed to disagree with each other or the 
instructor but must do so in a civil manner. 

c. Since our online environment is a learning environment, students 
should not use excessive “slang” or language that they might use in 
other environments. Students must communicate with teachers in 
complete sentences. 

d. Students are not to use obscene, profane, threatening, or disrespectful 
language or images in any communications with faculty. If emails or 
chats to the teacher or other students are offensive or inappropriate, the 
student will be referred to the Prefect of Student Discipline and can be 
denied access the platform until proper approval has been granted to 
the student. If students receive inappropriate emails from others in the 
class they should notify the teacher or the Prefect of Student Discipline 
and appropriate action will be taken. 

e. Students are expected to submit work which is their own. Plagiarism or 
cheating will not be tolerated. Cheating includes asking other students 
for answers, looking up answers on an electronic device, or having 
someone else complete a task. If either is the case, the student may 
have his/her grade for the assignment/quiz lowered or may fail the 
subject. 

 

2. PHYSICAL APPEARANCE 

2.1. SCHOOL UNIFORM 
a. Students should wear the prescribed school uniform during class 

days. 
b. Level patch is temporarily suspended. 
c. Wearing of shoes is not required. 
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2.2. NEW ID SYSTEM 
a. Students shall be provided with I.D. card with Bar Code and QR 

code by the school with a uniformed strap.  
b. The ID will be used for the attendance of the students.  Student must 

wear his/her school ID during class hour. 
c. Old picture will be used for the old student. 
d. For new Student, submit 2x2 picture with white background to 

NSDAPSadmissions@gmail.com using ID Picture as Subject with 
complete name and grade level 

e. Replacement of lost school ID is P500.00 
 

2.3. EMAIL ADDRESS AND PROFILE PICTURE 

Students must use an email address and profile picture that is 

appropriate for an educational environment. Email addresses that use 

profanity or may otherwise be construed as offensive, shall not be 

permitted. Profile pictures should be a head-shot of the student only and 

may not be offensive or inappropriate in any manner. The administration 

reserves the right to determine if a student email address and/or profile 

picture is inappropriate. Students using an inappropriate email address 

and/or profile picture will be required to update their user profiles. 
 

2.4. HAIRCUT AND PROPER GROOMING 
a. Girls are expected to wear a well-combed, properly kept hair. 

Colored or highlighted hair is not allowed. Inappropriate haircut and 
hairstyles are also not allowed. 

b. Boys are required to maintain a conventional, decent and manly 
haircut. Mustache must be properly trimmed.   

 
3. ATTENDANCE AND PUNCTUALITY 

Even though limited schedule of face-to-face classes is required in online 
class, teachers are able to track attendance and activities online.  

a. Students are expected to log in regularly using the QR code in their ID 5 
minutes before their class schedule.  

b. Subject teacher will check the attendance.  In case of absence, the 
parent must send a letter of explanation via email to the subject teacher. 
Then, the subject teacher will inform the class adviser. 

c. For excused absences, the student is entitled to make up classes which 
are free of charge. 

 
IMPORTANT: All school rules and regulations are in effect during offline and online 

class hours. 

mailto:NSDAPSadmissions@gmail.com
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4. ONLINE PROCESSING OF STUDENT GRIEVANCES 

4.1. Guidelines for the Online Filing of Student Grievances 
These supplementary guidelines, during this trying time are only 
temporary and shall be in effect only during this duration of public health 
emergency. Therefore, revisions of these guidelines could take in effect 
should current circumstance change, and until further notice. Furthermore, 
prior circulars and provisions thereof consistent with Memo and the 
Guidelines shall remain and valid in full force and effect, unless later 
revised or revoke. 

 
Thus, the following are to be observed; 

a. Students, teaching and non-teaching personnel may file complaint/s 
through “electronic transmission”, using the official email address of 
the school: (nsdaps50th@gmail.com). However, the assigned 
Discipline Officer in each grade le el will use his/her official email 
address in addressing the issue.   

b. These email addresses shall serve as the OFFICIAL email 
addresses of the department where all complaints, information and 
other related pleadings or submissions may be electronically 
transmitted.  

c. The Discipline Officers shall manage these email addresses and will 
check constant monitoring of complaints in their respective email 
accounts daily. 

d. Submission of all documents (complaint letter and evidences) 
related to the complaint must be in Portable Document Format 
(PDF). Photograph of the evidence with certification as “true photo 
reproduction” by the complainant or respondent is necessary. 

e. The Discipline committee will convene for the assessment and/or 
investigation of the complaint as stipulated in the Student Handbook. 
The committee will only process those complaints with substantial 
evidence and supporting documents for a case conference. 

f. The assigned Discipline Officer will inform both parties of the 
scheduled videoconferencing of case through official electronic 
means (e.g. email, phone call and/or text messages).  

g. All complaints with merit, complied with the documents will proceed 
to a case conference through video conferencing. 

 

4.2. Guidelines for the Conduct of Online Case Conference 

a. The assigned Discipline Officer will facilitate the Case Conference 
through video conferencing.  

b. The assigned Discipline Officer will schedule videoconferencing 
case hearings and will notify both parties through their respective 
email addresses and/or any other electronic means. The notification 
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must bear the time and date of the conference and the link (access 
code) to join the conference. 

c. The office will record the proceedings during the videoconferencing 
hearings as a basis for the case report. Unauthorized recording of 
the proceedings by any of the parties is strictly prohibited. 

d. The Discipline Officer will transcribe all the minutes of the hearings. 
Strict confidentiality shall bind all concerned individuals during the 
case conference regarding details and information of the case.  

e. The department will furnish decisions of all case conferences to both 
parties through email. However, proper proof of receipt thereof must 
be properly documented. Parties may secure certified true copies 
thereof upon proper request. The assigned Discipline Officer shall 
keep the hard copy of the decision as part of the record of the case.  

 

C. STUDENT ACTIVITIES AND SERVICES 

1. STUDENT ORGANIZATION AND ACTIVITIES 

All student organization and co-curricular activities are temporarily suspended. 
 

2. STUDENT SERVICES 

Psychosocial and spiritual activities will be offered to the students throughout the 
school year to guide them psychologically, socially, and spiritually. 

 
2.1. GUIDANCE AND COUNSELING CENTER 

a. Online Counseling 
Guidance Personnel are available for online counseling. You can email 
them in their      official NSDAPS email addresses. (e.g. Guidance 
Personnel Name: Juan A. Dela Cruz / Official NSDAPS email add: 
delacruz.ja@nsdaps.edu.ph). Please include your queries/concerns, 
NAME, Grade and Section, Student ID Number in your Message.  

 
Guidance Personnel Directory: 

Mrs. Nelia S. Mamuyac   Ms. Razandra L. Palacio  
Pre-School to Grade 3   Grades 4 to 6   
mamuyac.ns@nsdaps.edu.ph  palacio.rl@nsdaps.edu.ph 

 
 

Mrs. Mary Claire S. Tapel   Mrs. Kristine Charity D. Ismael 
Grades 7 to 9    Grades 10 to 12 
tapel.mcs@nsdaps.edu.ph   ismael.kcd@nsdaps.edu.ph
  
b. NSDAPS Guidance and Counseling Center Official Facebook Page / 

NSDAPS Website 

mailto:delacruz.ja@nsdaps.edu.ph
mailto:mamuyac.ns@nsdaps.edu.ph
mailto:palacio.rl@nsdaps.edu.ph
mailto:tapel.mcs@nsdaps.edu.ph
mailto:ismael.kcd@nsdaps.edu.ph
mailto:ismael.kcd@nsdaps.edu.ph
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Students and Parents may visit NSDAPS Guidance and Counseling 
Center Official Facebook Page/ NSDAPS Website and find useful sources 
of information on maintaining mental health and well-being. For GENERAL 
concerns, you may also send us Facebook message or email us at 
guidance@nsdaps.edu,ph 

2.2. HEALTH SERVICES  
             2.2.1. Health Policy and Guidelines 

In line with the policy issued by Nuestra Sra. De Aranzazu Parochial School 
pursuant to RA 11058 and its implementing Rules and Regulations and 
aligned with the minimum safety and health standards of the Department of 
Health, the following health guidelines will be implemented for the students 
during the Online Learning Platform. 
a.  Medical and Dental Services are available on the online process 

through the website.  
b. There will be a link on the Clinic for consultation on health concerns 

(Monday to Friday) during office hours, staffed with a nurse, physician 
and a dentist  who will respond to the health needs of the school 
community with proper intervention, treatment and or referral. 

c. Information dissemination, updates and health protocol to prevent 
sickness will be posted on the Health Corner of the website. 

d. Possible outbreak of disease and prevention of its spread especially 
Corona Virus Disease will be done through the following policy: 

 
2.2.2. Contact Tracing Guidelines 
Contact tracing of the CoVid 19 cases requires all the parents to report to the 
Clinic through the link health condition of the students/ and family members. 
a. If they are experiencing sore throat, headache, body pain and fever. 
b. If they stayed in the same environment of confirmed CoVid 19 case. 
c. If they have had any contact with anyone with fever, cough, cold and 

sore throat. 
d. If they have travelled outside or inter-island in the Philippines. 
e. If they have travelled to any area of NCR or Metro Manila aside from 

home. 
 

2.2.3. Reporting of Probable or Suspected Cases 
Probable or suspected cases will be reported to the Municipal Health Office 
for possible investigation, testing and treatment. 

 

2.3. CENTER FOR CHRISTIAN FORMATION (CCF) 
  Spiritual and moral growth of the students with special focus/ concern on the  

integration of faith and life is handled by this office.  It facilitates also the 
outreach programs of the school. 

 

mailto:guidance@nsdaps.edu,ph
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2.3.1. Guidelines on Mass Attendance 
Aranzan students are still required to attend Sunday masses this time 
of “new normal” as the school believes that faith life of students is an 
essential part of their formation. In lieu with this the following 
guidelines will be followed: 
a.  Students are expected to follow the guidelines in attending online 

masses. 
b.  Students need to submit a Sunday monitoring sheet which includes 

the following information: 

 Name of church 

 Name of Priest 

 Date and time of the mass the student attended 

 Short reflection from the homily of the priest 

 Present proof of online mass attendance (screenshot, photo 
showing the student’s virtual attendance while mass is 
ongoing)  

c.   Sunday monitoring sheet will be submitted to the CLE teacher via 
email not later than an hour after the online mass. 

 

     2.3.2. Guidelines in attending Mass  
In line with the suspension of masses in the different churches, the 
faithful are encouraged to attend mass through livestreams. Here are 
some important reminders when attending online mass. 
a.   Prepare a table with an appropriate cover, place a candle and 

crucifix on it. 
b.   Gather together as a family at the same time. 
c.   Dress appropriately as you would do for Church. 
d.   Recite the prayers and responses. Reflect on the readings. Join in 

singing the hymns. 
e.   Switch off other electronic devices. Refrain from doing any chores. 
f.   Focus completely on the Holy Eucharist. Immerse yourself in the 

presence of God and receive Spiritual Communion. Join the priest 
in praying the Act of Spiritual Communion. (see Appendices for the 
copy of prayer) 

 

Free spiritual counseling services are offered by the following Christian Living 

Education teachers: 
 

Mrs. Rachel A. Buerano   
https://www.messenger.com/t/rachel.buerano 
Email: bueranorachel01@gmail.com 

 

Miss Joan Mindoro 
https://www.messenger.com/t/lau.min.5 

https://www.messenger.com/t/rachel.buerano
mailto:bueranorachel01@gmail.com
https://www.messenger.com/t/lau.min.5
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Email: jownmindoro@gmail.com 
    

 Bro. Alfie Angeles 
 https://www.messenger.com/t/alfie.angeles.90 
 Email: braderalfiensdaps@gmail.com 

2.4. LIBRARY AND MEDIA CENTER (LMC) 
Students can access and use information for educational purposes through 
World Book Online. https://www.worldbookonline.com/wb/Login?ed=wb 

a. For old student, login using the User ID: nsdapslibrary. Password is 
available upon request to the librarian. 

b. For new students, ideas or instruction on how to use each product, 
free resources and more can be accessed by clicking the instruction 
button. 

 
3. SAFETY PROTOCOL 

NSDAPS SAFETY AND HEALTH STANDARDS to Reduce the Transmission of 
Covid-19 
Step 1 (at the Main Guard on duty) 

a. Accomplish daily the health checklist 
b. Check and Record Temperature.  Any temperature higher than the normal 

temperature of 37.5 degree Celsius shall not be allowed to enter the 
school premises. 

c. Submit the accomplished Health Checklist to the Lady Guard on duty. 
Step 2 

a. Before entering the campus, disinfect: soak shoes on foot bath, wash 
hands and spray alcohol to both hands. 

b. Wear mask at all times. 
Step 3 

a. Practice physical distancing at all times. 
b. When walking observe the Keep Right Policy except when crossing. 

 

III. REGULAR SCHOOL POLICIES 

A. ACADEMIC RULES AND PROCEDURES 

NSDAPS, a PAASCU accredited and PEAC certified school, implements its academic 

rules and procedures based on its governing school standards and the prevailing 

policies of the Department of Education  

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 NSDA 

Parochial School, the Ideals of Catholic Education, and to comply with Scholastic 

https://www.messenger.com/t/alfie.angeles.90
https://www.worldbookonline.com/wb/Login?ed=wb
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Standards of the School, as well as to observe all its rules and regulations that a 

student applicant can be admitted. 

 

1.1. 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/Transferees 

 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 

 those applying for grade 7 are exempted from the admission fee of Php100 
if coming from the public elementary schools 

 should sign up a contract for academic and disciplinary probation 
  

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

 should sign up a contract at the Guidance Associates or Prefect of Student 
Discipline 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 and Counseling Center before the beginning of regular 
classes 
 

1.2. ADMISSION COMMITTEE 
   1.2.1 FUNCTIONS OF THE 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; 
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 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. 
1.2.2. MEMBERS OF THE ADMISSION COMMITTEE 

     The following shall be the members of the Admission Committee: 

 Principal 

 Assistant Principals 

 Guidance Associates /Prefect of Student Discipline (PSD) 

 Registrar 
 

1.3. ADMISSION REQUIREMENTS  

1.3.1 PRE – ELEMENTARY DEPARTMENT 
a. NURSERY 1 (N1) 

 At least 3-3 1/2 yrs. old 

 Birth and Baptismal Certificates (original & photocopy)  

 Oral Test 
b. NURSERY 2 (N2)  

 At least 4- 4 1/2yrs. old  

 Birth and Baptismal Certificates (original & photocopy) 

 Entrance Test 

 Interview with the Principal or authorized representative 
c. KINDER 

 At least 5- 5 1/2yrs. old  

 Birth and Baptismal Certificates (original & photocopy)  

 Entrance Test 

 Interview with the Principal or authorized representative 
 

1.3.2 ELEMENTARY DEPARTMENT 
a. For grade 1 

 6 yrs. old  

 Kindergarten completer with certificate 

 Preschool Report Card  

 Birth and Baptismal Certificates (original & photocopy) 

 Entrance Test  

 Interview with the Principal or authorized representative  
 

b. For Grade 2 to 6 

 Report Card 
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 Birth and Baptismal Certificates (original & photocopy) 

 Two (2) Recommendation Forms from the school last attended duly signed 
by the Principal 

 Entrance Test  

 Interview with the Principal or authorized representative  
 
 

1.3.3 JUNIOR and SENIOR HIGH SCHOOL DEPARTMENT 

 Report card (Form 138-E) from the school last attended 

 Two (2) Recommendation Forms from the school last attended duly signed 
by the Principal 

 Certificate of Good Moral Character 

 Birth and Baptismal Certificates (original & photocopy) 

 Entrance Test 

 Interview with the Principal or authorized representative 
 

2. REGISTRATION  
The period of registration is reflected in the approved school calendar.  As a 
general rule, students shall enrol within the registration period. 

 Enrolment forms can be secured from the Registrar Office and shall be 
accomplished preferably by the parents themselves, or by the students 
assisted by their parents / guardian. 

 Students shall enroll on the date set for their particular grade/year level. 
Failure to come on the prescribed enrolment period without clearance from 
the Director / Principal may make the students forfeit the right to enroll. 

 The students are considered enrolled only after payment of required fees. 

 CREDENTIALS submitted for enrolment become part of the school records.  
 

3. ENROLMENT PROCEDURE 
a. Old Students  

Step 1: Fill out  the registration form. 
Step 2: Proceed for the assessment of fees. 
Step 3: Pay pertinent fees at the cashier. 
Step 4: Get proper class section from the Registrar.   

 

b. Old Students under Academic and/or Disciplinary Probation  
Step 1: Have conference with and get clearance from the Prefect of 

Student Discipline for disciplinary probation and/or Guidance 
personnel for academic probation.  

 

Step 2: Follow Steps 1 to 4.  
 

c. New Students 
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 High school transferees whose general average is 76 or below and/or 
have a disciplinary record from their previous school must also follow 
procedure 1.b. Step 1 
Step1: a. Present student’s report card 
b. Fill out the registration form 
Step 2: Proceed to clinic for medical history  
Step 3: Proceed for the assessment of fees 
Step 4: Pay pertinent fees at the cashier 
Step 5: Get proper class section from the Registrar. 

 

4. FEES 
All payments should be transacted at the finance office only. Tuition fees and other 
fees and charges are prescribed by the school with the appropriate instructions 
coming from the Department of Education, (DepEd).  School fees are itemized and 
posted in the bulletin of information and are applicable for the term prescribed.  The 
school will not release any credential or document unless all pertinent fees are fully 
paid. 

 

4.1. MODE OF PAYMENT 
CASH - (with 5% discount on tuition fee)  
 

SEMESTRAL   - Payment will be as follows: 

Upon Registration  - First payment 

October 5   - Full payment 
 

QUARTERLY  - Payment will be as follows: 
Upon Registration - First payment 
August 5   - Second payment  

November 5  -Third payment 
Feb 5   - Full payment  
 

MONTHLY   - Payment will be as follows: 
Upon Registration - First payment 
Every fifth day of the month (from July to March) 
 

4.2. RESERVATION 
Reservation fee is P500.00 and is deductible from the miscellaneous fee 

upon enrollment. This is non-refundable and non-transferable if not enrolling. 

4.3. REFUND ON TUITION AND OTHER CHARGES 
When a student registers in a school, it is understood that he is enrolling for 

the whole school-year.  A student who transfers or withdraws after the 

beginning of classes and who has already paid the pertinent tuition and other 
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fees in full or any length longer than one month is entitled to a refund of the 

tuition, but will be charged in accordance with the following rules: 

d. 10% of the total amount due for the term, if withdrawal is from enrollment 
up to first week of classes, regardless of whether or not he has actually 
attended classes 

e. 20% of the total amount due for the term, if withdrawal is made anytime 
within the second week of classes. 

f. 100% of the total amount due for the term, if withdrawal is made after the 
second week of classes. 

g. Exception: However if the transfer or withdrawal is due to a justifiable 
reason the student will be charged fees only up to and including the  last  
month  of attendance,  upon approval of the Director. 

  

5. EXAMINATIONS 
Summative and quarter examinations are scheduled during the school-year in 

order to determine the rate of improvement of the students. 

 

5.1. SUMMATIIVE AND PERIODICAL EXAMINATIONS 
a. Summative tests and quarterly examinations are required to be taken by 

the students for every subject. 

b. Every student taking the examination will have to present an examination 
permit.  The examination permits shall be issued one week before the 
scheduled examination to students who have paid their accounts.  
Replacement for lost examination permit shall be charged ten pesos 
(P10.00) to be paid in the cashier’s office. 

c. 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. 

d. Financial obligations should be settled five days before the scheduled 
examination. 

5.2. BEHAVIOR WHILE TAKING EXAMINATIONS 
a. Students are expected to behave properly throughout the examination. 

Unnecessary talking or looking around should be avoided. Such behavior is 
a violation of the test protocol. Thus, students behaving this way will be 
dealt with accordingly. 

b. Desks and surrounding areas must be cleared. Only teacher- specified 
materials such as pens, rulers, calculator, etc. may be brought in the 
examination room. All books and bags, and other study materials must be 
placed away from the students preferably in front of the class. During test 
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proper, possession of books and other study materials is a violation of test 
protocol.  

c. Students are not allowed to move in and out of the classroom during the 
examination without the permission of the proctor. 

d. Students may leave the room only after they handed in their examination 
paper to the proctor. Following the time allotment in every examination 
must be strictly followed. 

 

5.3. SCHEDULE OF EXAMINATION 
The office of the School Principal schedules the examinations. Should there 

be interruptions due to some unexpected or unforeseen events like typhoons, 

strikes, and the like, the examinations are automatically reset on the day 

classes resume. The original schedule of subjects shall be observed.  

5.4. SPECIAL EXAMINATIONS 
5.4.1. IN CASES WHEN A STUDENT IS UNABLE TO TAKE AN 

EXAMINATION FOR A VALID REASON: 
a. Any student who fails to take the major examination or its equivalent 

on the scheduled date because of serious illness, accident, serious 
man - made  disaster, natural calamity  directly  affecting  the family,    
or   death  of an immediate  family   member and/or an official school 
activity, s/he must submit a doctor’s certificate and/or parent’s 
guardian’s letter to the School Principal’s Office (SPO) on the day 
s/he reports back to school so that his/her makeup test/s can be 
scheduled within the following week of the scheduled examination. 

b. In general, all other reasons for missing an exam will be considered 
invalid. (Please see section C. 1.3.) 

 

5.4.2. IN CASES WHEN STUDENT IS UNABLE TO TAKE AN 
EXAMINATION FOR AN EMERGENCY: 

a. The student must notify any of the following: class adviser, subject 
teacher, Assistant Principal or Principal before leaving the school. He 
/she should not miss his/her examination without prior notification and 
approval. 

b. The student is given a make-up test usually scheduled within the week 
after the examination. 

 

5.4.3. IN CASES WHEN A STUDENT IS LATE FOR AN EXAMINATION 
a. Present a letter of excuse to the Prefect of Student Discipline to 

secure an admission slip. 
b. Show the admission slip to the proctor and immediately take the 

exam. The remaining time is the basis of his/her test allotment as a 
direct consequence of his/her tardiness. No extension will be given. 
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6.  CLEARANCE 
Students should secure clearance from the following: 
 CASHIER 

 PRINCIPAL 

 REGISTRAR 

 CLASS ADVISER 

 LIBRARIAN 

 CLINIC 

 PREFECT OF STUDENT ACTIVITIES 

 PREFECT OF STUDENT DISCIPLINE 

 GUIDANCE ASSOCIATES 

 CANTEEN-IN-CHARGE 

 PROPERTY CUSTODIAN  

 CLUB MODERATOR 

 FILIPINO 

 ENGLISH  

 MATHEMATICS 

 SCIENCE 

 SOCIAL STUDIES 

 EPP / TLE/SPECIALIZATION 

 COMPUTER/ICT 

 MAPEH 

 CHRISTIAN LIVING EDUCATION (CLE) 

 INSTITUTIONAL SUBJECT 
 

 

All clearances must be accomplished on or before the specified deadline of 

completion. 

7. GRADING SYSTEM 

A grading system is designed to evaluate the scholastic performance and 

achievement and to identify the need for feedback and assistance.  

7.1. CRITERIA FOR GRADES      

7.1.1 Preschool Department - Nursery 1, Nursery 2and Kindergarten 

(Math, Reading, Language, Christian Living Education, & 

FIlipino) 

  95-99    - O   (Outstanding)   
  90-94 - HC (Highly Capable) 
  85-89 - VC (Very Capable) 
  80-84 - C (Capable) 
  75-79 - I  (Incapable) 

Below 75-    NI (Needs Improvement) 
 

7.2 POLICY GUIDELINES ON CLASSROOM ASSESSMENT FOR THE K-

12 BASIC EDUCATION PROGRAM -DepEd Order 8, s. 2015 

The K-12 Basic Education Program uses standards- and competency-based 

grading system. All grades are based on the weighted raw scores of the 

learner’s summative assessments. The minimum grade needed to pass a 

specific learning area is 60 which is transmuted to 75 in the report card. The 

lowest mark that can appear on the report card is 60 for Quarterly Grades 

and Final Grades. 
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Learners are graded on Written Works, Performance Tasks and Quarterly 

Assessments every quarter. These three are given specific percentage 

weights that vary according to the nature of the learning area. 

WEIGHT COMPONENTS FOR PRIMARY – JHS LEVEL  

Subjects Written 

Works 

Performance 

Tasks 

Quarterly 

Exam 

Total 

Christian Living Education 30% 50% 20% 100% 

Filipino 30% 50% 20% 100% 

English 30% 50% 20% 100% 

Mathematics 40% 40% 20% 100% 

Science 40% 40% 20% 100% 

Hekasi/AralingPanlipunan 30% 50% 20% 100% 

E.P.P./T.L.E. 20% 60% 20% 100% 

Computer/ICT 20% 60% 20% 100% 

MSEP/MAPEH 20% 60% 20% 100% 

Mother Tongue 30% 50% 20% 100% 

 

WEIGHT OF COMPONENTS FOR SENIOR HIGH SCHOOL 

  

 

 

 

Core 

Subjects 

 

 

Academic Track 

Technical-Vocational 

and Livelihood 

(TVL)/Sports/Arts and 

Designs Track 

 

 

All other 

subjects 

Work Immersion/ 

Research/Business 

Enterprise 

Simulation/Exhibit/ 

performance 

 

All other 

subjects 

Work 

Immersion/ 

Research/ 

Exhibit/ 

performance 

Written Work 25% 25% 35% 20% 

Performance 

Tasks 

 

50% 

 

45% 

 

40% 

 

60% 

Quarterly 

Assessment 

25% 30% 25% 20% 

 

7.2 GRADING MARKS 
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7.2.1 Grading marks are in numerical percent with 75% as the passing 
mark in all subjects; however, there should be no failing grade below 
60%. 

7.2.2 Scores shall be recorded as raw scores, totaled at the end of each 
grading period and then computed as percentage (i.e. [student’s 
score ÷ highest possible score] x 100). 

7.2.3 Grades should be computed on the basis of any transmutation table 
that equates zero to 60 and adjusts other scores accordingly. 
 

8. PROMOTION, RETENTION AND TRANSFERS 
The promotion or retention of a student is determined by his performance in a 
grade level.  Depending on the performance, a student may finish the whole 
course in school or may be asked to finish it in another school. 

 8.1  PROMOTION 

8.1.1 Nursery, Kinder 
Advancement from one academic grade to the next requires that 
students obtain passing grades in all their subjects and meet the 
general average requirement. The pupil should be able to show 
capability to undertake the required class work in the higher grade 
level.  As a general rule, no pupil shall be promoted without completing 
a residence of at least one curriculum year. 

 

8.1.2 Grade 1 to 12 - DepEd Order 8, s. 2015 
A learner who did not meet expectations in at most two learning areas 
must take remedial classes. Remedial Classes are conducted after the 
Final Grades have been computed. The learner must pass the 
remedial classes to be promoted to the next Grade Level. 

 

The equivalent of the Final Grade at the end of the school year and the 
Remedial Class Mark are averaged. This results in the Recomputed 
Final Grade. If the Recomputed Grade is 75% or higher, the student is 
promoted to the next grade level. However, students will be retained in 
the Grade Level if their recomputed Final Grade is below 75%. 

 

8.2 SCHOLASTIC DEFICIENCY 
Students whose general average is 76 and below and /or have failed a 
subject/s will be placed on “Academic Probation”.  A student - on - probation 
should pass all subjects in the succeeding school year and should have a 
general average of 77 and above, or else will be asked to transfer to another 
school. 

 

 8.3 TRANSFER OF STUDENTS 
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A student enrolled may transfer to another school, provided there are no 
unsettled obligations with Nuestra Señora De Aranzazu Parochial School. 
He/She should undergo an exit interview as a prerequisite to the release of 
transfer credentials.  This may be withheld for reason of suspension, 
expulsion, non-payment of financial obligations or property responsibility of 
the student to the school.  The credentials shall be released only after the 
obligation has been settled or the penalty of suspension or expulsion is lifted. 

 

9. SECTIONING 
9.1. Learners are grouped heterogeneously based on the following: 

 Academic performance. The final academic ratings of students are 
well distributed.  

 Behavior and disciplinary cases. Students with discipline problems 
are deliberated as a preventive measure to ensure orderliness and 
good classroom environment. 

 Degree of Consanguinity and Affinity. Student relationship status 

such as boyfriend and girlfriend, first degree siblings, and in any 

severe cases of closeness will be considered for review and approval. 

 Special Needs. Students with physical disability or health concerns 

will also be identified. 

9.2 The sections are final and irrevocable.  

10. HONORS AND AWARDS 
The school has adopted its own criteria for academic honors and award system. 

 

10.1 HONORS FOR PRESCHOOL DEPARTMENT 
For every class in Nursery 1, Nursery 2, and Kindergarten levels, at the 
end of the school year, Special and Academic Awards from all the subject 
areas taught are given. 

 

10.2 HONORS FOR ELEMENTARY AND HIGH SCHOOL (ACADEMIC 
EXCELLENCE AWARD) 
The selection of honor students shall be done on the basis of merits,  
fairness and justice.  

 
10.2.1 Overall achievers are selected as candidates for honors. They are 

those who are included in the outstanding learners of each class 
with grade not lower than 85 and no major disciplinary cases in 
conduct per grading period. 

10.2.2 Candidates for honors at any level must have done the entire work 
of grade level at NSDAPS.  Thus, transferees within the school year 
shall not be eligible for honors for that curriculum year.  
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10.2.3 The Honors and Awards Committee screens, reviews and 
deliberates  candidates for the selection of honor students. 

10.2.4 After having been cleared by the division office and approved by 
the Director, the final list of honor students shall be announced by 
the principal. 

10.2.5 Protest should be filed not later than five (5) working days before 
completion or graduation and protest should be made three (3) 
working days at the division level only. 

 

 

10.3 AWARDS AND MERITS  
10.3.1 Recognition shall be given for the achievement of Grade 6 students 

in specific academic disciplines and in special curricular areas with 
gold medals. St. Paul Award (CLE), San Lorenzo Ruiz Award 
(Filipino), St. Thomas Moore Award (English), St. Thomas Aquinas 
Award (Math), Horacio dela Costa Award (Sibika), St. Albert the Great 
Award (Science), Best in Arts/Digital/Performing Arts/Visual Arts, Best 
in Computer, Outstanding Knight of the Altar, Athlete of the Year, 
Boy/Girl Scout of the Year 

 

10.3.2 Academic Disciplines: Best in CLE, Best in Filipino, Best in 
English, Best in Math, Best in Science, Best in Social Studies, Best in 
Arts, Best in Music, Best in Performing Arts, Best in Computer, Best in 
Digital Arts and Best in Specializations, Best in Business Analytics, 
Best in Research/Work Immersion and others. 

 

10.3.3 Special Curricular Areas: Gerry Roxas Leadership Award, Model 
Student of the Year / Aranzan of the Year, National Discipline Award 
AY Foundation, Outstanding Knight of the Altar, Campus Journalist of 
the Year, St. Dominic Savio Scout of the Year and Service Award. 

 

10.3.4 Computation of Academic and Special Awards 

             10.3.4.1 Academic Awards 
   Academic Grade     - 40% 
   Awards / Citations gains    - 30% 
   Involvement /participation in different activities - 30% 
   

                          10.3.4.2 Special Awards 
 Each award will undergo a committee screening and deliberation 

according to the criteria set by the award giving body 
   

10.4  LOYALTY AWARDS 
The Gold Loyalty Medal is awarded to the graduate who has studied from 

Nursery to Grade10 in NSDAPS. 
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From the following inclusive years 

Pre-school to Grade 12  - Gold medal (big) 

Pre-school to Grade 6/grade 10 -  Gold medal (big) 

Grade 1 to Grade 10 /grade 12  -  Gold medal (small) 

           Pre-school – Grade 6/Grade 10   -               Gold medal (small) 
 
 
 
 
 

11. COMPLETION/GRADUATION REQUIREMENTS 
  

11.1 COMPLETION/GRADUATION CEREMONY 
Every completer/graduates required to attend the ceremony scheduled by 
the school, unless excused for valid reasons by the Director / Principal.  All 
financial obligations must have been fully paid. Every completer/graduate is 
expected to display good behavior and active participation during the 
ceremonies. 

 

11.2 COMPLETION/GRADUATION ATTIRE  
The completion/graduation attire shall be decided by school authorities as 
they see it fit, and shall be announced to parents before 
completion/graduation. 

 

12. PRIVILEGES 
        The school offers privileges to students according to the following provisions: 
 

12.1 CASH BASIS - 5% Discount on Tuition Fee  
 

12.2 SCHOLARSHIP GRANTS TO NSDAPS STUDENTS 
    ACADEMIC SCHOLARSHIP (full or partial) is granted to deserving 

students. However, they have to pay the miscellaneous fees, other fees 
and computer fee.  This privilege is forfeited once the student fails to 
maintain the school grade requirement. 

 FOR ELEMENTARY PUPILS: Tuition Fee Discount of P1, 000.00– 
for Highest Rank from Grades 1 to 5. 

 FOR HIGH SCHOOL STUDENTS: Tuition Fee discounts are given 
to incoming grade 7 students with highest average grade (100%); 
with second to the highest average (50%); and with the third- the 
tenth place (25%). 

 To avail tuition fee discount, students should be in the upper ten 
rank to receive this privilege.  In case of, intermittent academic 
achievement, the student may still apply upon qualification in the 
upper ten. 
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12.3. PROCEDURE IN PROCESSING SCHOLARSHIP APPLICATIONS 
12.3.1 The student applicant must secure an application form from the 

Registrar. 
12.3.2 The Registrar will identify the kind of scholarship grant to which the 

applicant can be qualified. 
12.3.3 The Scholarship Committee will assess the application as to, how 

much discount will be given according to the rules stated in the 
Student Handbook. 

12.3.4 The Scholarship Committee will submit its recommendation to the 
School Director for his approval 

12.3.5 All approved applications will be forwarded to the Finance Officer 
who will apply the discounts on the respective accounts of the school’s 
scholarship grantees. 

 

12.4 FAMILY DISCOUNTS  
Discounts on the tuition fee are given to parents who enrolled their children in 
NSDAPS. 

3rd Child in the lowest grade level  P   600.00 
4th Child in the lowest grade level  P   750.00 
5th Child in the lowest grade level  P 1,000.00 

 

12.5 PEAC 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.  

 

B. CODE OF DISCIPLINE 

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. ON INSTRUCTION AND LEARNING 
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a. Classes are held regularly without interruption of classes. Parents/Visitors 
must observe off-limit areas and 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 (OP) or the Office of Student 
Affairs (OSA) for some information and advice.  

c. Guard will not entertain parent/guardian who wants to enter the school just to 
give items 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 parent’s permission is presented 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. CONDUCT INSIDE THE SCHOOL 

   Students are expected to: 

a. behave properly at all times; 
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 Assistant Principal 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 house 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; 

h. seek permission from the General Services Unit (GSU)or from the Prefect of 

Student Activities (PSA) before using classrooms for meetings beyond official 

schedule of activities; 

i. conserve electricity by turning off lights and electric fans when not in use; 



40 

 

j. observe limitations such as off-limits and overstaying in other classrooms, 

faculty rooms and offices; 

k. 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 PSA. 

If the student cannot present a permit, the activity will be cancelled.) 
 
 
 
 
 
 
 

3. CONDUCT OUTSIDE THE SCHOOL 

Aranzan students 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. Observe proper decorum at all times; 
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. GENERAL SCHOOL RULES AND REGULATIONS 

4.1 PERSONAL APPEARANCE 

4.1.1 School Uniform 
Students should wear the prescribed school uniform whenever they are on 

campus during class days.  

 Preschool - JHS Boy’s Daily Uniform 
White polo jacket with school logo, level patch and  navy blue short pants 

for Nursery to Grade 3; and navy blue long pants for Grades 4to 6, black 

long pants for Grades 7 to 10.  Black shoes should be worn with the daily 

uniform. Students should strictly observe proper undergarments (plain 

white t-shirt or sando).  Skinny type or baston cut of pants are strictly 

prohibited. 
 

 SHS Men’s Daily Uniform 
White Polo Barong with school logo pin and black slim and straight pants paired 
with black shoes 
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 Preschool - JHS Girl’s Daily Uniform 
Checkered skirt with pleats, for Pre-school to Grade 6 white blouse with 
sailor collar with piping with level/logo, patch and bow tie, for Grades 7 to 
10 plain white blouse with sailor collar with level/logo, patch and necktie.  
Students should observe proper white upper undergarments, preferably 
white sando. Colored undergarments are strictly prohibited.  Black flat 
shoes with white socks should be worn with the daily uniform. 

 

 SHS Ladies’ Daily Uniform 
Checkered knee-level skirt and white blouse with school logo pin paired 
with maximum of one-inch heeled footwear. 
  

4.1.2   P.E. Uniform 

 For Pre-School and Elementary: White cotton T-shirt for boys and girls 
with monogram and light blue jogging pants. 

 For High School: White cotton T-shirt for boys and girls with monogram 
and light blue jogging pants with monogram.  

 Simple rubber shoes and white socks are the prescribed P.E. shoes.   
 Students are required to bring extra plain white t-shirt or old P.E. T-shirt 

during P.E days for changing clothes after playing.  
 P.E. uniform should not be worn during summative and periodical 

examinations.  
 Official shirt shall be used in school community extension program 

activities, educational tours and other off-campus activities. 
 Printed T-shirts and varsity T-shirt or any athlete uniform are not allowed 

as replacement for P.E. uniform. 
 

4.1.3 Gala Uniform 

 A gala uniform is suited for a special day or celebration.  

 Students are required to wear it during first Friday Mass and significant 
Eucharistic Celebrations such as First Communion, Confirmation, 
Thanksgiving Mass, Completion, Graduation, Recognition and other 
Liturgical Celebrations.  

 

 For Girls: White dress with white belt and blue ribbon on collars, flat 
black shoes and white socks. 

 

 For Boys: White long sleeves with plain black necktie for Grades 4-10 
and plain black bowtie for Grades 1-3, black leather belt, black pants, 
shoes and black socks. 
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4.1.4 Scout’s Uniform 
 All Scouts are required to have their uniform which shall be worn as substitute for 

daily school uniform during schedule and as occasion calls for. 

4.1.5 Club/Organization/Batch/Academic Strand T-shirt 
The school regulates the use of club and batch or academic strand T-shirt as a 
school uniform. 
 
 
 
 
 

         SANCTION FOR THE COMMISSION OF THE OFFENSES (Improper 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. 
 

4.1.6 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 PSD 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. 

 

4.1.7 Identification Card 
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Students shall be provided with I.D. cards by the school with Bar Code and 
QR code with a uniformed strap.  

 Students must tap their ID card to the machine once they enter or leave 
the school premises for attendance monitoring. 

 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.  

 

 Replacement of Lost I.D. card is P500.00.  Students will only be given one 
week to request 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 sanction.Using 
unofficial ID strap is not allowed. 

 

4.1.8 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 
hairstyles are not allowed. For SHS, hair treatment resulting to colored 
hair is regulated.  

 

 BOYS: Boys are required to maintain a conventional, decent and manly 
haircut. Hair must not touch the eyebrows when pulled down. Hair length 
should be at least an inch above the tip of the shirt collar. Sideburns 
should not touch the earlobes. Mustache must be properly trimmed.   

 

 NSDAPS does not consider asymmetrically or partially shaved heads, 
mohawks, chikano, 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:  
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 FIRST OFFENSE, on the first day of violation student will be given a 
final warning and PSD 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 PSD 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. 

 
 
 

4.2 ATTENDANCE AND PUNCTUALITY 

4.2.1 TARDINESS 

a. The student is considered late once he or she arrives (at) after the official time. 

During Mondays the students are required to attend the flag ceremony which 

starts 15 minutes before the official time. For the third (3) time the student fails 

to attend the flag ceremony in a month, parent-teacher conference will be called 

by the PSD. 

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 PSDbased 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 PSD 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 PSD, 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 haveanadmit 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.  
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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 student discipline. 

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 prefect to be 

subjected to a 2-hour academic service. The Prefect of 

Students 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. Conduct of RO/NO on Punctuality. 

For subsequent 

tardiness 

Violation slip, Parent-teacher conference, community 

service and 3-day suspension, The pupil/student shall 

put in the Disciplinary Probation. Conduct of RO/NO on 

Punctuality. 

 

 4.2.2 ABSENCES 

a. In case of 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 associate, and if necessary, the principal.  Six (6) 
accumulated unexcused absences will be subject to parent-teacher 
conference and possible suspension. 
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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. 

 
 

4.2.3 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. A discretionary failing grade may be 

given to any missed activities. 
 
 
 
4.2.4 TRAVEL POLICY 
Other than official school activity, local or foreign travel for recreation and the like is 
subject to the approval and clearance of principal, assistant principal, adviser, and 
subject teachers.  This absence is unexcused, so it will incur the corresponding 
consequences (see section 2.2 g) 
 

The school should be notified at least a month before the scheduled trip for the filing of 
leave of absence signed by the authorities involved, letter of request, and attachment 
of travel details. Moreover, students with academic deficiency are not allowed to travel. 
 

4.3 PERMITS TO LEAVE 

4.3.1 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 Associate or the Student Affairs Officer.  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 class 

room for school activities during class hours.  Club moderators or subject 

area coordinators are responsible for requesting student permits using 
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PULL-OUT FORM to be issued by the Office of the Student Affairs.  The 

PSD/PSA will issue PULL-OUT PASS for students. Any student caught 

without a PULL-OUT PASS while attending school activities during class 

hours will be sent to the Office of the Student Affairs.  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. 

4.3.2 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 director, principal, assistant principal or 

PSD.  The guard on duty will write a report on security logbook.  
 

 

5. OTHER SPECIFIC CONCERNS AND POLICIES 

5.1 DISHONESTY POLICY 

Dishonesty runs counter to the very essence of the NSDAPS as an educational 

institution. All cases involving dishonesty will be treated as major 

case/offense. 
 

5.1.1 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: 
 

5.1.2. 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 
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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. 

 

5.1.3 Sharing Answers, Homework, Projects, or other Assignments 
 

a. sharing answers, homework and other activities. 

b. using activity sheets, notebooks and projects for own purposes. 
 

  5.1.4 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. 

 

 5.1.5 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 into the PSD. 

 

5.1.6 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. 

 
5.1.7 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. 
 

5.2 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 

http://www.gov.ph/2013/09/12/republic-act-no-10627/
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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; 

 
1 

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. 

 

5.3 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.  
 

5.4 LOST AND FOUND ITEMS 

a.  Items found around the school are turned in and claimed at the Office of the 

Student Affairs, and students may claim it there.  Periodically, the unclaimed 

articles will be surrendered to the community extension program 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. 
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5.5 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. 
 

 

 

 

 

5.6 BRINGING ITEMS, PROJECTS AND FOOD INSIDE  

THE CAMPUS 

The school teaches the students to be an ideal and responsible Aranzan at all times. 

In line with this the school has strict policy on the following: 

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.  

 

5.7 FIRE EXTINGUISHERS AND EQUIPMENT 

All firefighting 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. 

5.8 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 NSDAPS 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.    
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5.9 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 NSDAPS 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 Student Discipline Committee. 

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.  

 

6. DISCIPLINARY POLICIES FOR GRADUATING 

STUDENTS  

6.1  On Graduation Practices  
The following offenses when committed after the Fourth Quarter Examination shall 

deprive the student from joining the graduation rites: 

6.1.1 committing any offense sanctioned by one-day suspension or higher during 
practices for graduation and baccalaureate mass. 

6.1.2 committing major offense or offense punishable with exclusion or dismissal  
6.1.3 sporting inappropriate hairstyle during practices for graduation and 

Thanksgiving Mass.  
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6.1.4 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.   

6.1.5 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.  

 

6.2 During Completion/Graduation Ceremony 
Students who misbehave and do obscene gestures and acts on the stage during 

completion/graduation 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. 

7. POLICY ON THE USE OF COMMUNICATION AND 

INFORMATION TECHNOLOGY 

The school wishes to impart to its students the value of living a life of simplicity.  All 

students are expected to the values and ideals of the school and act with genuine 

respect for themselves and others within the school, outside the school and online.  

All should be mindful their actions that may tarnish the good name of the school 

even when using social media.  
 

7.1 Use of Gadgets 

Mobiles phones and other electronic gadgets are not allowed to be used in school 
during official class hours, including breaks.  Students are not permitted to use, 
charge, or bring out their mobile phones and other gadgets.  During class hours, 
students may be allowed to use their mobile phones or other gadgets on the 
following conditions: 

 The teacher has explicitly allowed students to use their gadgets for 
educational purposes during specific session and only in the teacher’s 
presence. 

 The student needs to urgently contact his/her parent or guardian.  The phone 
may be used or brought out only in the Student Affairs Office and with 
permission of the proper school authority.  

 

The safekeeping of gadgets brought to school is the owner’s responsibility.  
The school will not be liable for any loss of gadgets.  School authority may 
confiscate the gadgets brought out or used by student by the provision stated on 
the policy on the use of gadgets. 
 

The school will observe the following measures for confiscated items:  
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In the event that the gadget was confiscated in the other student’s 
possession instead of the owner, both students shall be given sanction for 
bringing and lending the gadget.  
 

        All confiscated items shall be managed by PSD. 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 PSD. 
 

         If parents cannot come, an authorized guardian will be permitted to claim 
provided that he/she will present the following; 

 

a. Letter to parents signed by the PSD. 
b. Letter of authorization signed by the parents or 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 Office of Student 
Affairs.  

 

7.2 Use of Internet/Social Media 

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 

First offense   Final Warning, 1-hour Academic Service for the owner.  

Second 

offense   

Suspension of item/s for 7 days, Parent Conference, 2-hour 

Academic Service 

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. 
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or disrespect for authority and or acts inimical to the common good of the institution 
and shall be dealt with accordingly. 

 

8. DATA PRIVACY 

In accordance with the act known as the “Data Privacy Act of 2012”, the school 
protects and promotes the right to and access to quality basic education. The school 
collects various data and information, including personal information, from various 
subjects using different systems. It is the policy of the school to protect the 
fundamental human right of privacy, of communication while ensuring free flow of 
information to promote innovation and growth. The school recognizes the vital role of 
information and communications technology in education and its inherent obligation to 
ensure that personal information in information and communications systems are 
secured and protected. 
 

Crowd Notice 
By entering the premises of Nuestra Sea De Aranzazu Parochial School or 

joining school activities, parents and students thereby give consent and authorize the 
school to take photos and videos without compensation. Materials will solely be used 
for documentation and promotion of the event and may be printed or uploaded in the 
official website of the school, social media or distributed to school member.  No 
material will be used beyond this purpose and no other organization will be given to.  It 
is our responsibility to ensure that no identity and privacy will be compromised. 
    

9. GENDER-RESPONSIVE BASIC EDUCATION POLICY 

(Dep. Ed. Order # 32, s. 2017) 

Through this policy, the school commits to promote inclusive education that ensures 
girls’ and boys’ and women’s and men’s equal access to learning opportunities, fair 
treatment in the learning process, and equitable outcomes as well as access to 
opportunities in all spheres of life and to promote the protection of students against all 
forms of gender-based violence, abuse, discrimination, and bullying. 
 

10. AUTHORITY TO SEARCH  

10.1 NSDAPS 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.  

10.2 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 
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presence of a school personnel authorized to use reasonable force in order 
to gain access to the container or enclosure concerned.  

 

11. PERSONS IN AUTHORITY 

11.1 School Director and Principal 
The Director and the Principal articulate the NSDA Parochial School 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 Director and the 
Principal are the final authorities and have the final decision in any offenses 
committed by the students. 
 

11.2 Prefect of Student Discipline (PSD) 
The Prefect of Student Discipline is the authority in the implementation of the 
school policies and rules of discipline.  The Prefect ensures discipline in school 
and investigates disciplinary cases referred by the students, parents, teachers 
and employees.  Violation slips and recommendations for sanctions are issued 
by the prefect. Other functions also include confiscation and safe keeping of 
unauthorized gadget. 

 
11.3 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 PSD for any violations that 
students committed. 

 
11.4 Student Leaders  

All officers of the class and organizations/clubs are expected to be IDEAL 

Aranzan students 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. 
 

11.5 Student Discipline Committee 
The Student Discipline Committee consists of the School Director, School 

Principal, Prefect of student Discipline, Guidance Personnel, Student 

Representative, and class Adviser.  They are the fact-finding body to decide on 

any offense/s for exclusion or expulsion. 

12. EXTENT OF AUTHORITY TO DISCIPLINE  

12. 1. School Vicinity  

 Anywhere within the school premises  
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 The school’s vicinity, namely, an area within one (1) kilometer from the nearest 
school boundary 
 

12.2 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 Aranzan student; within the campus of any other school or 
wherever by the circumstances if s/he is identified as an Aranzan student.  

 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.  

 

13. 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 NSDAPS 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 PSD 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 PSD 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 PSD. 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 PSD 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. 
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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) schooldays from the 
submission of violation slip to the PSD. 

g. Sanctions or administrative penalties shall be recommended by the PSDand 
subject to the approval of the school director. 

h. Violation slip, suspension, and dismissal form are being used to serve the 
approved disciplinary action taken. 

i. After implementing disciplinary action, the PSD will make a recommendation to 
the Guidance Associates for a follow-up and counseling. 

 

14. PROCEDURE IN THE IMPLEMENTATION OF SANCTIONS  

 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. The following are the steps in implementing 
sanctions for violation: 
 

Minor Offenses Major Offenses 
First Offense 

 Settlement by the adviser (Warning) 

 Referral to the Guidance Associates for 
formation program 

Second Offense 

 With parent-teacher conference 

 Final warning 
Third Offense 

 With violation record 

 RO/NO in conduct 

 With academic service 

 With intervention program 

 Sanction for major offense for habitual offenses 
applies 

 DWS status 

 

 Violation record 

 Parent-teacher conference 

 Failing mark, conduct of RO/NO on particular 
basis 

 Referral to the Guidance Associates for 
intervention program 

 Suspension 

 DPS status 

 

 14.1 Academic Service 

 The PSD 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 or 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. 



58 

 

 Academic service shall be imposed to an erring student beyond class hours 
preferably on Saturday only after the offense has been made 

 Academic service shall not be imposed a week before the summative or 
periodical test.   

 14.2 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. 
Suspension is accompanied with a grade of RO/NO in the conduct during the 
quarter.  

 Ordinary Suspension: prohibits the attendance in regular classes 
but demands student’s presence in the Student Affairs Office, 
Library or any school related work. 

 

 Preventive Suspension: prohibits the student’s presence in school 
or in any school-related activity outside the campus. 

 

14.3 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. 

 
14.4 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 
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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. 

 

15. STUDENT DISCIPLINARY STATUS 

15.1 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 PSD still finds no evidence of significant 
improvement, the student may raise the DWS to DPS during the school 
year.  

 The Prefect of Students shall conduct an evaluation, as a result of which 
the Prefect 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. 
 

15.2 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. 



60 

 

 The PSD shall conduct an evaluation to assess the lifting of DPS or allow it 
to run its full course.  

 

16. OFFENSES AND CORRESPONDING DISCIPLINARY 

MEASURE 

The following offenses are classified according to gravity with corresponding 

sanctions: 
 

 

 

16.1 MINOR OFFENSES PUNISHABLE WITH ACADEMIC SERVICE 
The items below are under supervision category to be handled by the class 

adviser/subject teacher: 

a. Tardiness 
b. Misbehaving during classes  
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. 
f. Failure to present letter of excuse for his/her absence. 
g. Failure to bring student handbook. 
h. Not wearing and improper wearing of ID within school premises and 

during class hours. 
i. Loitering and walking along corridors without student pass. 
j. Going and using the locker during class hours. 
k. Creating loud, distractive noise in classes, corridors, comfort rooms and 

other facilities and or school offices.  
l. Not following classroom rules and instructions 

m. Non-participation during flag ceremony, liturgical services, meetings and 
other official activities. 

n. Littering 

o. Playing any ballgame inside the classrooms or along the corridors. Any 
damages created will be shouldered by the student. 

p. Sleeping during class periods. 
q. Unbecoming conduct in places of worship. 
r. Staying on dark places, unlighted rooms or corners. 
s. Playing during recess time and assembly time 

t. Sitting on teacher’s chair/table and classroom arm rest chairs.  
u. Any offenses analogous to any of the above 

 

The items below are under supervision category to be handled by the Prefect of 
Student Discipline: 

a. Misbehaving during assemblies, programs, change of periods and other 
related school activities  
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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, 

gym 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.  

 
Note: Multiple infractions in any violation may be accumulated as second or 

third offense. 
 

16.2 MAJOR OFFENSES WITH SUSPENSION 
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 (please see pages 40-41) 
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  
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 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. Staying inside the restroom cubicle with someone whether same or 
opposite gender. 

o. Possession of firecrackers or any harmful weapon  
p. 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.  

q. Climbing/passing over the window steel bars, sidewalk railings, school wall, 
fence, fire exit and trees)  

r. Any form of gambling   
s. Any offense committed off-campus that will identify the person as an 

Aranzan Student.  
t. 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 Aranzan 
student. 

u. Tampering the I.D. Card (i.e. defacing ID picture, putting stickers, changing 
information) 

v. Using another person’s ID or allowing another person to use one’s ID 

w. Faking NSDAPS Student I.D. card. 
x. Identity theft. Using other person’s information in filling up documents. 

 

16.3 OFFENSES PUNISHABLE WITH EXCLUSION/DISMISSAL 
a. Organizing, recruiting and joining any fraternity/sorority unauthorized by the 

school  
b. Hazing in any form 
c. Extortion. Shakedown, outwrestling, and exactionto obtain money, property, 

or services from a person 
d. Engaging in pre-marital sex or provoked pre-marital sex. 
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e. Pregnancy for females 
f. Illicit relationship with school personnel 
g. Illegal possession/ownership/taking, using, buying or selling, giving or 

trafficking marijuana or other dangerous / or prohibited drugs 
h. Possession, sale or use of deadly weapons and ammunitions and all forms of 

explosives  
i. Rebellious actions/remarks against the school  
j. Threatening fellow students, teachers and staff, and/or persons in authority 

using deadly weapons  
k. Gross immorality or grave misconduct  
l. Violation in terms of probation 
m. Sanctions: First Offense - dishonorable dismissal 

 

17. SANCTION FOR MINOR AND MAJOR OFFENSES 

 MINOR OFFENSES MAJOR OFFERSES 

First 

offense 

Final Warning Violation record, Parent conference, 
2 days suspension, a grade of 
RO/NO on particular conduct 
indicator, undergoes Disciplinary 
Intervention Program. Referral to the 
Guidance personnel. 

Second 

offense 

Violation record, 1-hour 
Academic Service, undergo 
Disciplinary Formation 
Program (DFP) and Parent 
Conference 

Violation record, Parent conference, 
5 days suspension, a grade of 
RO/NO on particular conduct 
indicator, undergo extensive 
Disciplinary Intervention Program. 
Referral to the Guidance personnel. 

Third 

offense 

Violation record, 2-hour 
Academic Service, undergo 
Disciplinary Intervention 
Program (DIP) and Parent 
Conference 

Disciplinary Probation Status (DPS) 
or Possible dismissal 

Habitual 

Offenses 

Suspension according to 
gravity and Disciplinary 
Warning Status (DWS)  

Dismissal 

Note: Multiple infractions in any violation may be accumulated as second or third 
offense 

 

18. DISCIPLINE FORMATION PROGRAMS 

 

18.1 DISCIPLINARY FORMATION PROGRAM (DFP) 
This program aims to help students with self-management and self-regulation 
skills with the goal of bringing about behavioral change among participants. 
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18.2 DISCIPLINARY INTERVENTION PROGRAM (DIP) 
 This is a formative intervention program that focuses on life skills 
development, values and attitude enhancement and character formation. This 
program will help the students become mindful, responsible, morally upright 
and reflective thinkers.  
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C. STUDENT ACTIVITIES AND SERVICES 

1. 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 student’s clubs 
/organizations in the school. 
 

1.1 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. 

 
1.1.1 CO-CURRICULAR 

a. FILIPINO: Alibata (High School), Theater Club (High School) 
b. ENGLISH: Book Club (Elem.), English Society (Elem. &High School), 

Theater Club (High School) 
c. MATH: Mu Alpha Theta Club (Elem. & High School) 
d. SCIENCE: Junior Scientist (Elem. & High School) 
e. CHRISTIAN LIVING EDUCATION: S.M.I.L.E. Club (Elem. & High 

School), Aranzan Choir (Elementary & HS) 
f. SOCIAL STUDIES: Tambuli (Elem)Tulaang Panlipunan (High 

School), Sibika Club (Elementary) 
g. TECHNOLOGY (TLE/ICT): IT Club (Elem. & High School), 

Homemakers (Elem. & High School) 
h. Physical Education: Badminton Boys & Girls (Elem. & High 

School), Basketball Club (IPBA) (Elem. & High School), Volleyball 
Boys & Girls (Elem. & High School), Taekwondo (High School) 
Rulers’ Game Club (High School) 

i. MUSIC AND ARTS: Arts Club (Elem. & High School), Genres - Band 
Club (High School), Drum & Lyre (High School) 

 

1.1.2 EXTRA-CURRICULAR 
Circle of CHUMS (Elem. & High School), Dance Club (Elem. & High 
School), Boy Scouts (Elementary), Girl Scouts (Elementary), Rover Scouts 
(High School), Senior Scouts (High School), RCY (Red Cross Youth 
Council) (High School), other organizations respond to unique personal and 
community needs. Aranzan Student Council (Elem. & High School), 
Aranzes Journal (Elem. &High School), Young Ones for Unity (High 
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school),SAVE ME Movement (Elem. &High School), CFC-YFL (High 
School) 

 
1.2 ORGANIZATION REQUIREMENTS 

1.2.1 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. 

1.2.2 Recognition shall be extended to any student club/organization upon 
approval of its application by the Director, after careful evaluation of the 
Principal and recommendation of the Prefect of Student Activities 
(PSA). 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. 

1.2.3 The Club/organization should promote scientific, civic, moral, cultural 
and religious values. 

1.2.4 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 PSA. The 
PSA appoints the extra-curricular moderators upon the consultation 
with the principal. 

1.2.5 All activities are under the supervision of the PSA who coordinates all 
co-curricular and extra-curricular activities. 

1.2.6 All clubs/organizations are required to submit the following to the PSA; 

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

 Activity proposal at the start of every quarter 

 Minutes of the meeting at the end of the month 

 Quarterly grades of club members 

 Documentation of activities 

 Organization Membership and Operations 
1.2.7 Every student is required to join and participate in clubs/organization 

recognized by the school. 
1.2.8 Students may elect the club officers or appointed by the moderator. 
1.2.9 All members must attend the regular club/organization meetings and 

activities. 
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1.2.10 The activity must be initiated by the officers and moderator and the 
members must participate in actively. 

1.2.11 The meetings and activity period is tantamount to cutting classes. 
Sanctions stipulated in the Student Handbook shall be applied. 

1.2.12 All club/organization moderators and heads are required to attend 
meetings, workshops and seminars called or organized by the PSA. 

 

2. ACTIVITY GUIDELINES 

2.1 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 
 

Athletes with failure in any quarter, the following rules are applied: 
2.1.1 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. 

2.1.2   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. 

2.1.3   If an athlete has aconduct grade of RO/NO, he will be immediately 
suspended from the team. 

2.2 Practices / Group Projects / Class Presentation 
2.1 All students can stay in their class room until 5:00 p.m.  
2.2 Only students who have permission from the PSA may remain on 

campus until 6:00 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 PSA and the Asst. Principal can make the approval of the 
said practices. 

2.4 Practices outside the school are strictly prohibited. 
 

2.3 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. 
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2.3.1 Use of Facilities 

a. Clubs/organizations recognized by the school are subject to the 
prescribed rules and regulations according to the purpose indicated in 
the permit. 

b. Moderator/student must secure permit from the PSA and the General 
Services Unit (GSU) in using the school facilities. 

 

2.3.2 Liability for use 

a. Teacher – moderator should ensure cleanliness of the rooms / 
facilities after use. 

b. 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. 

 

2.3.3 Posting of Announcements 

a. Any poster, announcement, distribution or circulation within the school 
premises must be signed by the PSA. 

b. Student may only post announcements on respective bulletin boards; 
thus, posting on walls is not allowed. 

 

2.4 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. 
2.4.1 These are some activities allowed by the school with permission of the 

School Principal; 
a. Inter-school competition 
b. Quiz bee 
c. Conference / Seminars 
d. Workshop / Training 
e. Jamboree/ Camping 
f. District, Regional, National Meet 

2.4.2 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. 

2.4.3 All letter of proposal must be noted and endorsed by the respective 
SAC, Asst. Principal, and PSA. 

2.4.4 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. 
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2.4.5 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. 

2.4.6 One or more faculty members must accompany the students during the 
activity depending on the number of participants. 

2.4.7 The students will handle expenses not covered by their payment.  
2.4.8 School policies are applied during these activities. 
 

2.5 Educational Tour 

The school ensures students worthwhile learning during the tour.   

 School policies are applied during the tour. 

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

2.6 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.  

       

2.7 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.  

 

2.8 Community Involvement  

The CLE and the Community Involvement Program (CIP) work hand-in-hand 
with the Pastoral Ministry (Community Extension) in implementing programs 
and projects in its adopted communities and other charitable institutions.  
Grade 10 students are required to attend the Pakikipamuhay and Paskong 
Paslit 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.   

  

3. STUDENT SERVICES 

3.1 GUIDANCE AND COUNSELING CENTER 
The guidance program complements the curricular program to help the students 
in their academic, personal-social and career concerns.  Its main purpose is to 
plan and integrate every service with utmost concern to the holistic growth of the 
students with awareness that each program and activity would help the school to 
mold students to be active witnesses of Christ imbued with gospel values. 
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Students may avail of the services with an acronym of P.R.A.C.T.I.C.E. 
Services which include the following: 

 

3.1.1 Placement and Follow-up 
Includes assistance for college admission, referral for professional help, follow - 
up on graduates’ collegiate and professional status of the alumni students.  
 
3.1.2 Research Services 
Research Service seeks new information and other important data for the 
development of programs that would answer the needs of the school and the 
students 
3.1.3 Academic Counseling 
Academic Counseling focuses mainly on academic concerns: school selection; 
school entry; school adjustment; and school maintenance to locate the student 
in the proper academic setting 

 
3.1.4 Counseling Services 
Provides the opportunity for self-study, sound decision-making and resolution of 
problems through face-to-face encounter 
 

3.1.5 Testing Services 
Testing service obtains objective measurements and interprets results for the 
benefit of the students 

3.1.6 Information Services 
Information service collects information and disseminates it to the person 
served. 

3.1.7 Individual Inventory 
Gathers and updates pertinent information about the students to understand 
their background for better assistance and creation of programs. 

3.1.8 Career Guidance Services 
Assists and orients students in actively deciding on their careers and introducing 
them to the senior high school tracks and college program through enriching 
activities and programs integrated in the different guidance services. 

3.1.9 Evaluation Services 
Provides evidence of the positive impact of Guidance Programs and Counseling 
Services on students, faculty and parents. 
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3.2 OFFICE FOR STUDENT AFFAIRS (OSA)  
The student’s compliance of school rules and regulations and the prescription of 
necessary penalties for non-compliance are handled by the Prefect of Student 
Discipline.  Prefect of Student Activities, on the other hand, looks after the extra-
curricular activities of students for their wholesome physical growth and 
development so that venues can be provided, where students can creatively 
direct their energies, maximize the potentials, and participate actively in the 
internal process of human transformation. 
 

3.3 HEALTH SERVICES  
A clinic with medical and dental services is provided for and is open during class 
hours from Monday thru Friday and during official school activities. Staffed with a 
physician, nurse and dentist, the medical and dental clinic responds to the health 
needs of the school community. 

 
3.4 FOOD AND NUTRITION 

Meals and snacks at reasonable prices are served in the canteens located at the 
ground floor and fourth floor.  Every student is expected to help keep the 
canteen clean and sanitary and to observe the standards of behavior. 

 
3.5 REGISTRAR’S OFFICE 

This office provides information on admission, course requirements, transfers and 
graduation, transcript of records, certificates and diplomas, clearances 
certifications pertaining to academic records. 
 

3.6 CENTER FOR CHRISTIAN FORMATION (CCF) 
Spiritual and moral growth of the students with special focus/ concern on the 
integration of faith and life is handled by this office.  It also facilitates the outreach 
programs of the school. 
 

3.7 LIBRARY AND MEDIA CENTER (LMC) 
The Instructional Media Center coordinates teaching aids, provides the facilities 
and services for effective learning processes.  The main components are: 

 

     School Library  
The library extends reading materials and services to all students. The school has 

two libraries: one is located at the second floor and another one is located at the 

mezzanine.   
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3.7.1 General Rules: The following rules are strictly observed in the LMC 
premises: 

 Silence should always be observed. 

 Food and drinks are not allowed inside the library. 

 Bags should be placed at the Bag Counter near the library entrance.   

 Cellular phones can be used for educational purposes only.  
Otherwise, confiscationpolicy is applied.  

 An atmosphere conducive to reading should always be maintained in 
the library. 

 

3.7.2 Circulation Services: General Collection, Teacher’s Reference, 
Filipiniana and Fiction Books may be borrowed and taken out of the library 
for home reading for a certain period of time.  The audio visual materials 
and equipment may be borrowed by teachers.  The following print 
materials may be borrowed from the Library: 

 
 
 

 
 

 
 
 
Reference Materials and Periodicals are for “room use” only.  However, these 
materials may be taken out of the library by teachers for classroom use. 
 

Students can borrow two books at a time for one week.  They may renew the 
book for another week provided that it has not been reserved.  Faculty 
members and other school personnel can borrow a maximum of 12 books for 
a period their needs require. 

 
3.7.3 The LMC is automated.  It uses the LIBRO (Library Information 
Bibliographic Resource Organization) System for its technical and reader’s 
services. 

 OPAC: An Online Public Access Catalog as well as computer 
terminals are available to help researchers locate print and non-print 
materials and to view available resources in the LMC. 

 
 
 
 

By Students By Teachers 

General Collection Books 

Filipiniana Books 

Fiction Books 

 

 

General Collection Books 

Filipiniana Books 

Fiction Books 

Teacher’s Reference Materials 

Audio Visual Materials 
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3.7.4 Borrowing 

 Borrowers present their ID and book/s to be borrowed at the 
Circulation Counter 

 The library personnel scan the ID and book/s. 

 The library personnel stamp the due date on the date due slip found 
on the book. 

3.7.5 Returning 

 Borrowers present their ID and book/s at the Circulation Counter 

 The library personnel scan the ID and book/s. 

 Borrowers leave the book/s at the Circulation Counter and reclaim 
their ID. 

 

3.7.6 Fines:  The LMC charges overdue fines for materials not returned on 
time.  Notices are given to students to ensure that they are reminded of 
unreturned books while teachers are reminded at the end of the school 
year of any unreturned LMC resources.  A fine of Php5. 00 per day is 
charged for every overdue book. 

 Students pay the fine at the Circulation Counter of the LMC when 
they return the overdue book and upon presentation of their IDs. 

 The Library personnel issues proof of payment to the student. 
 

3.7.7 Lost Books 

 Borrower is encouraged to immediately report lost book to the 
Circulation Counter. 

 The Library personnel check the price of the book.  

 Borrower shall pay the total amount at the Circulation Counter or may 
replace the lost book with exactly the same book. 

 The Library personnel issue a proof of payment if payment is made. 
 

3.7.8 Non-Print Materials:  These materials may be borrowed at the 
Circulation Counter and AV Room.  A borrower should accomplish a slip 
and signs this for record and accountability.  Audio visual equipment 
should be returned within the day to avoid losses in the school premises. 

 

 Only teachers are allowed to borrow non-print materials.  However, 
a student may borrow non-print materials if he/she presents a 
Borrower’s Slip that has been accomplished and signed by a teacher.  

 

3.7.9 Library Period: Teachers may bring their classes to the library for 
research work or leisure reading provided that they reserve for a reading 
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area at least 3 days before the scheduled visit.  The library can only 
accommodate one Grade School and one High School class at a time.   

 

3.7.10 Internet Services: Internet Stations are provided in the library and are 
open to all students for free on a first come – first served basis for research 
– related work.  An E-Zone is also available at the 4th floor where internet 
stations are provided for student’s use.  Students are required to register at 
the log book before availing of the internet services.  Because of limited 
computer terminals, students are encouraged to check the print resources 
of the library first before using the internet.  The following procedures are 
observed on the use of the internet: 

 

 Students sign in the internet usage log sheet.  

 Students may use the computer and surf the internet for 20 minutes.  
However, if there are no other students waiting in line, they may 
extend their internet use. 

 The internet use is strictly for research purpose only  

 It is on a first-come-first served basis 

 Use of flash drive is not allowed 

 Students are not allowed to change any computer settings.  A 
student who violates this rule will lose his/her internet privileges for 
the whole year.  

 

3.7.11 Printing: The library allows printing of information retrieved from the 
internet.  
 

3.8Audio-Visual Room  
The LMC provides viewing facilities as well as technical support to teachers to 
enhance the teaching and learning experience for the intellectual growth and 
development of the students.  

3.8.1 Viewing.  A Viewing Room is available for interactive classes, equipped 
with computer, projector, TV, players and sound system. 

3.8.2 Previewing.  Teachers can take a look at AV materials before they use 
them in class. 

3.8.3 Technical Assistance.  An AV technician is available to assist teachers in 
the use of multi-media equipment. 

3.8.4 Reservations. Reservation of the viewing room is on a first come – first 
served basis.  Teachers should accomplish a Reservation Slip at least three 
(3) days before the scheduled use. 
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3.9 SECURITY  
The safety and protection of the life and property of students and staff is 

entrusted to this office. 
 

4. SCHOOL FACILITIES 

4.1 LABORATORIES 
4.1.1 Computer Laboratories and Robotics Laboratory 

There is separate computer laboratory for elementary and high school 
departments intended for hands-on exercises and training of students.  All 
computers in the high school department are networked with internet 
access. 

4.1.2 Science Laboratory 
The school maintains a fully-equipped, well-ventilated laboratory which 
provides services for the students in the high school department who 
perform experiments in their Science subjects. 

4.1.3 Speech Laboratory 
It is a state of the art laboratory to develop proficiency in Communication 
Arts particularly in speaking English. 

4.1.4 TLE Laboratory  
The TLE laboratory is used as practice area for Technology and Livelihood 
Education activities for grades 4 to 10 levels.  

 

4.2. AUDITORIUM 
The auditorium located at the 4th floor of the school building serves as appropriate 
venue for graduation exercises, literary-musical programs, and other student 
presentations.  
 

4.3. GYMNASIUM 
The gymnasium located at the 4th floor of the school building serves as appropriate 
venue for athletic activities, P.E. instructions, and other school or class programs.  

 
4.4 LOCKERS 

Lockers are provided for and are rented for one school year.  Application forms 
can be secured from the Office of Student Affairs. 
 
4.4.1 All lockers are available for student use on the school premises. Lockers are 

located inside the classrooms or along hallways. These lockers are intended 
for storing school supplies and personal items required during the school day. 
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4.4.2 Student who will avail for lockers must be in grade 4 to 10 and should not be 
under academic and disciplinary probation.  A minimum of a general average 
of 80% from the previous year is required to all locker applicants.  Special 
condition shall be given to the non-qualifying applicants. 

4.4.3 Students shall pay the certain amount for the locker rental directly to the 
cashier. 

4.4.4 Maximum of two students are allowed to share in one locker.  Those who will 
share lockers must notify the PSD, however the school will not be held liable 
for any lost items/things of the students who are sharing lockers. Students 
should use only the locker specifically assigned to them. Illegal use of locker 
may result to disciplinary action against the student/s renting the locker 
involved.  

4.4.5 A minimum charge of 100.00 will be assessed for damaging locker and 
vandalism. 

4.4.6 All unused and unoccupied lockers are to be cleaned out, and locked or 
sealed to prevent unauthorized use. 

4.4.7 The students shall provide their own padlocks.  They must be responsible in 
keeping the keys or security codes.   

4.4.8 Students are not allowed to open their lockers during weekend. 
4.4.9 Students should not leave their books and notebooks in their lockers during 

weekend. 
4.4.10 Students should secure lockers at all times. The school does not insure 

personal property. Valuables and money should not be kept in the locker. The 
school assumes no liability for personal items left in lockers. Lockers may not 
be used to store items which cause or can reasonably be foreseen to cause 
an interference with school purposes or an educational function or which are 
forbidden by civil law. 

4.4.11 An inspection of all lockers in the school or all lockers in a particular area of 
the school may be conducted by the AP, PSD or class advisers if there is a 
reasonable belief that such an inspection is necessary to prevent, impede or 
substantially reduce the risk of something that may cause a problem for 
health, safety or effective management of the educational process. 

4.4.12 Randomly selected lockers may be searched occasionally as a part of 
ongoing investigation or attempts to insure proper safety and health 
standards. 

4.4.13 Lockers should be kept clean and orderly. 
4.4.14 Student locker will be included in clearance slip at the end of the school 

year. 
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5. GUIDELINES IN SUPPORT OF THE SCHOOL’S 

SUSTAINABILITY EFFORTS  
The school empowers all its members to be responsible stewards of Creation by 
supporting the school’s sustainability practices and policies. As such, all students 
are reminded to follow these school policies:  
 
5.1 Observe CLAYGO in all areas of the school. After eating, students, teachers, 

staff, and parents are expected to “clean as you go” (CLAYGO). After eating, 
all should clean their area and dispose of utensils, trash, and leftovers in the 
designated areas or bins.  

5.2 Observe proper waste segregation. At all times, all members of the school 
community are expected to follow the waste segregation scheme patterned 
after the waste segregation guidelines of the school. 

5.3 Be mindful in conserving school resources. All are asked to be mindful of and 
prudent in the use of the school’s resources in order to minimize waste and to 
conserve energy. For example, faucets or appliances should be turned off 
when not in use. Recycled paper should be used whenever possible. Facilities 
that contribute to the waste of resources should be reported immediately to 
the facilities in-charge.  

 

6. SAFETY PROTOCOLS 

6.1 KNOW THE RULES 
All students are required to familiarize themselves with the safety rules of the 
school to avoid any injury or damage to life and property. 

 

       6.2 LIABILITY FOR INJURIES TO PERSON AND DAMAGE TO PROPERTY 
The school shall exercise due diligence in the selection and supervision of its 
academic and non - academic staff, but   beyond this duty, it shall not be liable 
for injuries to persons or damage to property arising from negligent or willful 
acts of its students and employees.  In no case shall the school be liable for 
injuries to persons or damage to property on the occasion of an activity not 
sanctioned in writing by the school authorities. 

 

       6.3 LOITERING 
Loitering along corridors or hallways while classes are going on is prohibited. 

 

       6.4 USE OF STAIRWAYS 
When walking on stairways or hallways, students shall always keep to the 
right to ensure orderly and easy flow of human traffic.  They should not joke or 
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push each other; and do any act which will harm or tend to cause harm to 
themselves or to others. 

 

      6.5 EMERGENCY MEASURES 
In case of emergency, such as fire or earthquake, students and teachers 
should maintain presence of mind.  They should keep away from falling 
objects or debris or from live electric wires in case of fire of earthquake and 
from open spaces in case of bomb explosions on campus.  In case of 
earthquake, it is safer to stay under the table or similar equipment whenever 
available. 

 
     6.6 FLOODS AND TYPHOONS  

 When classes are suspended by order of competent authorities, students 
should leave the school only when it is safe to do so.  According to 
DepEd guidelines, classes in the preschool shall automatically be 
suspended when Signal No. 1 is raised by PAGASA and Signal No. 2 for 
the elementary and high school levels.   

 Regardless of typhoon signals, classes may be suspended on any or all 
levels especially when (1) prolonged flooding occurs in the school area; 
or (2) other calamities such as earthquake and fire have occurred. The 
ultimate responsibility for determining whether or not their children should 
go to school is given to the Parents. 

 
    6.7 AIDS ASSISTANCE  

In case of imminent danger to life or property from any cause, any student may 
ask, for aid and assistance from any school personnel.  No school personnel 
shall deny or cause to be denied any such assistance unless by so doing he 
unduly exposes himself to an equal or greater danger.  In case of illness or 
accident, the teacher should notify the Director or Principal as well as the 
parents, it they can be contacted. The child should be taken immediately to the 
school clinic or hospital whenever treatment other than first aid is needed. 

 

    6.8 RIDERS AND PASSENGERS 
When riding or getting off vehicles, in going to and returning from official off-
campus activity, all students, themselves, are required to exercise extreme care 
to avoid causing injury.  They should get on or get off if the vehicle has come to 
a complete stop and upon the instruction of the class adviser or chaperon. 
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IV. APPENDICES 

Appendix A 

CLASS SCHEDULE 

    Time Subject Teacher 
   

   

   

   

D   

   

   

   

   

   

 

    Time Subject Teacher 
   

   

   

   

   

   

   

   

   

   

 

    Time Subject Teacher 
   

   

   

   

   

   

   

   

 

M

O

N

D

A

Y 

 

T

U

E

S

D

A

Y 

   

2 

 
W

E

D

N

E

S

D

A 

Y    

 

D

A

Y 

   

2 

 



80 

 

   

 

    Time Subject Teacher 
   

   

   

   

   

   

   

   

   

   

 

    Time Subject Teacher 
   

   

   

   

   

   

   

   

   

   

 

 

 

 

 

 

 

D 

A 

Y 

 

4 

 

T

H

U

R

S

D 

A 

Y 

 

4 
 

F

R

I

D 

A 

Y 

 

 



81 

 

Date ___________________________ 

PLEDGE 

 I do hereby express my willingness and commitment to conform 

and comply with the procedures, rules and regulations stated in the 

Student’s Handbook upon enrolling in Nuestra Señora De Aranzazu 

Parochial School.  The school reserves the right to take disciplinary action 

when my conduct is contrary to the best interest and objectives of the 

school. 

_________________________         _______________________ 
Student’s Signature over Printed Name                   Grade Level & Section        

                 
     

________________________  ______________________ 
   Complete Address                    Date Signed        

 
 

 
 

ACKNOWLEDGMENT OF PARENT / GUARDIAN 

 This is to acknowledge with thanks to the School for the complete 
educational information regarding the rules and regulations presented in 
this handbook.  In the spirit of care and concern, we are willing to 
cooperate in implementing them.  And we further promise to be on time in 
the payment of the tuition and other school fees as indicated in the current 
schedule of payment so as not to jeopardize our child’s studies at the 
Nuestra Señora De Aranzazu Parochial School. 
 
 

________________________ __________________________              
Parent/Guardian’s Signature over               Complete Address       
 Printed Name                     
 

_______________________  __________________________ 

       Contact number         Date Signed 
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Appendix B 

Prayer in Honor of the Blessed Virgin of San Mateo, Our 

Lady of Aranzazu 

O Almighty and Eternal Father, through the promptings of the Holy Spirit, You deem 

worthy for the Virgin Mary to appear at the mountains of Alonia in Oñate, Spain and be 

revealed as Our Lady of Aranzazu. In your unfathomable wisdom and great decision, 

you let her to be known by the Filipino Nation and become the Patroness of the town of 

San Mateo in the Philippines. 

We praise and thank you for enthroning her as the Blessed Virgin of the Town of San 
Mateo. Our Mother and Queen, our Mediatrix to your son Jesus, She has been chosen 
to bestow blessings and graces necessary for our life. May we experience more and 
more her generosity and love by granting this request: (mention the favor of petition) 
 
We trust that through the prayers, we may be worthy to receive our petition through 
Jesus Christ our Lord. Amen. OUR LADY OF ARANZAZU, Pray for Us! 
 

Angelus 

 The Angel of the Lord declared unto Mary, 
And she conceived of the Holy Spirit. 
 
 Behold the handmaid of the Lord. 
 Be it done unto me according to Your Word. 
 
 And the Word was made flesh, 
 And dwelt among us. 
 
 Pray for us, O holy Mother of God. 
 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, may by His passion and cross be brought to the glory of His Resurrection, 
through the same Christ, our Lord. Amen. 
 

Glory be to the Father, to the Son and to the Holy Spirit 
As it was in the beginning, is now, and ever shall be, world without end. Amen…  (3x) 
 

http://www.catholic.org/encyclopedia/view.php?id=774
http://www.catholic.org/encyclopedia/view.php?id=5217
http://www.catholic.org/encyclopedia/view.php?id=5305
http://www.catholic.org/encyclopedia/view.php?id=5201
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ORATIO IMPERATA (Prayer for Deliverance from Calamities) 

Almighty Father, we raise our hearts to You in gratitude, for the wonders of creation of 
which we are part, for Your providence in sustaining us in our needs, and for Your 
wisdom that guides the course of the universe. 
 

 We acknowledge our sins against You and the rest of Your creation. We have not 
been good stewards of nature. We have confused Your command to subdue the earth. 
The environment is made to suffer our wrongdoing, and now we reap the harvest of our 
abuse and indifference. 
 

Global warming is upon us. Typhoons, floods, volcanic eruption, and other natural 
calamities occur in the increasing number and intensity. 
 

 We turn to you, our loving Father, and beg forgiveness for our sins. We ask that we, 
our loved ones and our hard earned possessions be spared from the threat of 
calamities, natural and man-made. 
 

We beseech You to inspire us all to grow into responsible stewards of Your creation, 
and generous neighbors to those in need. Amen. 
 

Daily Offering 

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, the 
reparation for sin and the reunion of all Christians.  I offer them for all the intentions of 
our bishops and all the Apostles of prayer and in particular for those recommended by 
our Holy Father this month. 
Our Father …Hail Mary …Glory to … 
 

Divine Mercy 3 O’ Clock 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 

 

Jesus King of Mercy, I trust in You! 
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Prayer to the Sacred Heart of Jesus 

O most holy Heart of Jesus, fountain of every blessing, I adore you, I love you and will 
a lively sorrow for my sins. I offer you this poor heart of mine. Make me humble, 
patient, pure, and wholly obedient to your will. Grant, good Jesus that I may live in you 
and for you. Protect me in the midst of danger; comfort me in my afflictions; give me 
health of body, assistance in my temporal needs, your blessings on all that I do, and 
the grace of a holy death. Within your heart I place my every care. In every need let me 
come to you with humble trust saying, Heart of Jesus, help me. Amen. 
 

ORATIO IMPERATA against the spread of corona virus 

God our Father, We come to you in our need to ask your protection against the 2019 N-
Corona Virus that has claimed lives and has affected many. 

We pray for your grace for the people tasked with studying the nature and cause of this 
virus and its disease and of stemming the tide of its transmission. Guide the hands and 
minds of medical experts that they may minister to the sick with competence and 
compassion, and of those governments and private agencies that must find cure and 
solution to this epidemic. 

We pray for those afflicted may they be restored to health soon. Grant us the grace to 
work for the good of all and to help those in need.  

Grant this through our Lord, Jesus Christ, your Son, Who lives and reign with You, in 
the unity of the Holy Spirit, God, forever and ever. Amen. 

Mary Help of all Christians, pray for us…. St. Raphael the Archangel, pray for us. 
St. Rock, pray for us…. St. Lorenzo Ruiz, pray for us. 
St. Pedro Calungsod, pray for us. 

ACT OF SPIRITUAL COMMUNION 

My Jesus, I believe that You are present in the Most Holy Sacrament. I love you above 
all things, and I desire to receive You into my soul. Since I cannot at this moment 
receive You in the form of bread, come at least spiritually into my heart. I embrace You 
as if You were already there and unite myself wholly to You. Never permit me to be 
separated from You. Amen. 
 

KOMUNYON ESPIRITUAL 

Panginoong Hesus, ako ay naniniwala na Ikaw ay nasa Kabanal – banalang Sakramento. Iniibig 
kita nang higit sa lahat, at ninanasa kong tanggapin Ka sa aking kaluluwa sapagkat sa mga 
sandaling ito hindi kita matatanggap sa anyo ng tinapay, tumuloy Ka sa espiritu ng aking puso. 
Niyayakap kita na para bagang naririto Ka na at iniaalay ko ng buong – buo ang aking sarili sa 
Iyo. Huwag Mong hayaang mawalay ako sa Iyo. Amen. 
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RIZAL MABUHAY  

 

Intro:  

Lalawigan kang tanging-tangi  

Mahal namin magpakailan man  

 

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 

 

CALABARZON MARCH 
 

I. 

Dito sa Timog Katagalugan 
Sumibol ang bagong pangalan 
Ang kaunlaran kay bilis at masagana 
 
Lahat kami may pagkakaisa 
Sa mithiin ay sama-sama 
Mabuhay ang Calabarzon 
Calabarzon sa habang panahon 
 
Interlude: 
Lalawigang Rizal, Cavite, Laguna, 
Batangas, Quezon at mga lungsod pa 
Antipolo, San Pablo, Cavite, Lucena,  
Batangas, Calamba, Sta. Rosa, 
Dasmarinas, Imus, Bacoor, Tanauan 
At Lipa... Hey Hey!  
 
II.  
Mga kawani ay tangi-tangi 
Maglinkod ay laging gawi 
Kaylan pa man sa Diyos ang aming 
Lahi 
Kabataan ay paunlarin 
Ito ang unang layunin 
Mabuhay ang Calabarzon 
Calabarzon sa habang panahon  
 
Calabarzon…sa habang panahon 
 
Mabuhay! 
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Pledge of Loyalty 

In gratitude to you, my dear Alma Mater, I do hereby pledge my 

ever-ardent Loyalty to you and your noble ideas, promising to 

uphold your sound teachings and traditions, by steadfastly 

observing and living the truths and commandments of the 

Catholic Church, by remaining to be faithful witnesses and 

effective instruments for the spread of the Gospel, with Mary our 

mother and model. And by serving to the best of my ability my 

family, my community and my country wherever I may be. Always 

keeping in mind that by doing so, I shall be living up to the 

highest and fullest expectations demanded of a worthy graduate 

of my beloved Alma Mater, Nuestra Señora De Aranzazu 

Parochial School. 
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