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MANUAL OF REGULATIONS FOR PRIVATE SCHOOLS

This Manual of Regulations for Private Schools {Eighth or 1992 Edition) is hereby issued
pursuant o the pertincnt provisions of the 1987 Constitstion, Act No. 2706 as amended by Act No.
3075, Commonweaith Act No. 180, Batas Pambansa Big. 232 and other applicable legistation.

A. GENERAL PROVISIONS

Section 1. Title.  This Manual shali be known as the Eighth Edition or 1992 Manual of" )

Regulations for Private Schools,

Section 2. Coverage.  'This Manual shall apply to all private educational institutions at all
levels of the educational system except as otherwise provided herein.

Section 3. Minimum Standards of Criteria.  The standards or criteria provided for in this
Marual are the minimum required for government recognition, and schools may adopt higher stand-
_ ands of criteria consisient with laws, rules and regulations.

Section 4. Definition of Terms.  Except as otherwise provided, the terms beiow shall be
construcyd as follows:

x. "Government” means the Government of the Repubiic of the Philippines.
b. "Deparunecnt” refess 10 the Depariment of Education, Culture and Sports.
¢ "Secretary” refers to the Secretary of Education, Culture and Sports.

d. "Burcay® refers to the Burcau of the Department which is functionally assigned
on the particular level or ares of concern of the educational systen.

¢. "Regional Office” refers to any of the regional offices of the Depariment which
has jurisdiction over the school or institution concerned. !

“f. "School” means an educuiional ipstitution, private or public, undertaking educa-
tional operations with an organized group of pupils or studenis pursuing defined sindiez a
defined fevels, recciving instructions {rom teachers, usually located in a building or group of -
buildings in a particular site specifically intended for cducational purposes.

shs a privaiely owned aad managed institution for teaching
ne Department 1o operate certain educational
proseribed poticies and rules of the Depariment.

g. "Private schuni”
and learning, establis
programs in accordanes with ia

i from a Philippine school, is one that is duly

k. "Forei Tuiss
dance with cxisting Philippine laws (0 operate certain

cstablished uud




education programs

4 pg‘ncmaiiv adiering (o either universally ac-
stundards or the unique differentially pre-
f 'i’} other than the Philippines.

cepted and recognize:
seriped system of eduoation

.:ét‘ner;; permit of recogntiion issued by the
doncia pn'i‘,,uﬁ' &8

Depar

studics fn any of the levels of

education, ndd tertiary or hizher educe-
tivn, leadi fhe éCfﬂéf} o higher education -

level inciudes, smong . i : Bac
degrees. 'f hos L‘gl’dﬁi;& pmparzg ry 0 Orade 1 of the clementary
level, A pr id be distinguished from major fields; the lauer
representis ton within & degree program, but with the same

s to the standurds or guidelings issued or
; 'y {.01‘&@“-*’«,{% minimem in werms of the estab-
,sg' its educationai programs and activities, and the -

prescribed
lishment of

sk mh:.:em anif rutes” means the internal goverance system of each private
school, including lis own presoribed standards, as defined and approved by its governing body
in accordance with law, ,.gu i*ie applicable policies und rules of the Department.

. "Members of the school community” refers o the general membership of every
private Si.!‘:*mi established in accordance witly taw gad dely sethorized by the Depasiment to
operate certain cduativnal g zug' srms of courses. The torm includes, either singly or collee-
tively, the foflowing:

{1} "Pupil” mca :
elemiontary education level, fndd
of & touchar,

4 who regulasly atfends clusses in any grade of the
¢ pre-school, under the supervision and tutclage

(2} "Student” means any person who s reguiarly ens slled #nd enghged in
formal cducation studies and 2iiends Classes 81 the secoudary or higher education
fevels, : . R

Cans any person whe is eligible for a particular

program, usy
carning credis.

chifef executive officer of a private

include other school officers, tacluding
ocupying sepervisory positions of
simplementation ia 2 privaie school.

hGetor's, master's and doctoral -
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{s} x";ustit"ﬂ% ai a'«:ﬁ{mi personnel who are
v engaged i actual eaching st £ OF ip research assignmenss,
basi ‘el 1§ thOSC whis pogsess certain

Diesthing, such as yogis-
similar persons.

...1 G Baliers, and may

O porso ancl® mea
sRCHcHs who ase
They muay incinde

13 schood pl,.s, anch usually
s the defini-

u {xri iy Iﬁe:ia}s.

. 7 Iy structured and chronologicsl
graded leass 2 ¥ the formal school system and for
which ceriification § oid o the icmrner (¢ progress through the grades or

muvmcu.‘,“' els, Formal educat hall corrospond 1o 1he levels of the elenentary,
secondary, and toryary education

iy any oipanized school-based cducaiional activity
't zpencies, incly *:iir:;; piivate schools, and aimed at
attaining spe ticular clienicle, especiatly the illiterate, out-ol-
school youth, and adul formal educntion, distinct from and ouwside of
the regular offcring Q;fzhu ‘“rsm,ir Bool sy siom

p. "Work Bducation or Practical Ants” are programs of besic education aimed at
developing desirable attitudes wwards work snd proficiency in the appropriate manuat skills.

aey
H

q. I Bduegation” is any non<le
ary edocation % vel orien rid s%;izfe ’f‘rg‘oi;‘,
ieates in proparaiion for a particels

prugram at the posi-second-
feucy leading (0 oac, twa, of three-year ceriif-

YO pam,ﬁ ar gmif of middie-level cccupations.
Shori-term ;m wrsing of fnstreciion, i'{z sitida of techaical knowledge and
skifls lasting aschooi vear o for w%m’; am:é&}&,‘ C m,dii is peither sought nor granted,

F‘s :k‘:f‘y k (-..v..—‘u,v.{

< go

3 dy eone dered a5 echnical-vocational
ective of the partivular schook in whics sach pmgmmsar of-

whaother 2t i o
ghucational activities, 1 resp
fered,

w-q

neation” refer w the sdeeation of persons who are physicatly, mental-
iy, Lmuim 1 o :sih: oF mi Ul : O :»a;-c:.%i!‘*:ﬁ ‘noimal” individuals, such that
they re qmv 2 i d fication ‘\;E{x 1o develep them 10 their maimum
capacily, Speciai educanon ces, mc:mws, curricala, and instructional
maierizis, whick are geared 4 pu 37 studenis w *m are vignificantly highers or lower than

the average Or norm, On 1he busis of which Spedial :g;,;um a1 is zalled for.

OCess 2 adw tox the issuance of & certificate of ac-
czad instituiions aitesting 1o the quality or
fits s“mcax anal progrius oF courses and o the
o of ihe private schood offeriag the program as

for ;:,‘wm uneni recogRition as provided {or in

*Accrodin
ag uie
standands of @ privae sd
cifcotivenosy of =§m mana
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Section 5. |
support a complicte, adeqe
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ae institutions in the
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educational goals and uﬁ;tu- vES,
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ble supervision and r
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} o] mpiawﬁ Gf t%c sc{‘@marg sehot
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nish the necessary iransfor credentials and records to the siudents affecied by the closure, of

b involuniary, whes the clos:
inrouph the ?Q%‘iﬁiaz;”~F§;‘Wiihémwai 31
issucd for the program: of cod

> OF iermination i3 ordered by the Department
the pormit of certificaie of recognition previously

Ar; actt stionfwitharawal of !hi’: Ceriificate of Recognition must be for

The us,h;m‘ mustbe informed by the Dopartment in writing, by registered mail, of the sub.
ies oF tauses for St}i(}ﬁ‘ ssed revocaiion, and shall be required 10 explain andjor other-
.wjv thﬁ deticiencies or vislations within ¢ reasonabie period,

-

Revocntion may be done only alter reipgpeciion and reevaluation to determine the school'’s
performance in provigiag cfficient, yuality and relevans educationsl services. Revocation is done only
wiith due process after tatiure of the schooi concerned te correct the deficiencies and/or explain satis-
factorily the violations within 2 reasonable period,

The Certificate of Revognition may be revoked after due process if the circumsiances so
warrant, of reveried 10 a Pormit 1o operate {or & poriod of one school year, for any of the folfowing
causes, without prejudice o institeling appropriste actions and the imposition of appropriate sanc-
tic ecoonsible schoul officials:

Uinauthor ation of a4 aew schaol OF brandh, o7 3 sew program o course of
.:‘Xipﬁ&:ﬁsﬁé {h_.

b
studiss, O7 mai ©

Within gixiy
parimeni, the schon
adverse findine

/

s

CHion :% Schocl advortisement.  Any advertisenient of announcement referring 1o the

p S OF COUTsLs JS study being offered which are in the permit phase shali include the words
*i.%mﬁyﬁ Perimit by zht: 1kpamm ai of Bducation, Celture and Sporis.” '

I skall be unlawlul for any school (0 sdveriise o cause the publication of any advertisement
of sanounComent before & pormit 1o operate s gronted.

The oporations of aay school or educational program
o brasch or exteasion, whother locally- or foieign-based,
iaed py s scnoni when i1 is not legaily estabiished as such, or
r oty ditle by g school withoud prior permii or authosization
hiereby duclarod 1o be punishable acts subject o civil and criminal
‘Hons as provided by aw

penatiics and ;Si,iﬁniﬁ!s%idii% {

i1 sk ulsw t¢ offer programs of courses of study without

frsoy peimdt of avihonty

i e wnfzwie for ony enity of s
msued by the Departine
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e A creditable
within iis nnmedia

COmMURTY exiension seivice prograim involvisg the community
: manned by expericnced and service-oricnied personnel.

ipdversity Status,  The university status grantéd (o & recognized

Section 35, Withdrawgl of

Inability to mainain cow plisnce with the
valid basis for revocation.

stanive condirions fov University status is considered a

FUCATIONAL INSTITUTIONS

Articies Vil ESTARLISHMENT OF PRIVATE SCHOOLS

Section 3n, Hstablishment of Pl
teinber 11, 1987

Schouls.  Any private school established alter Sep-

a. Must incorporate as 8 nosestock educational corparation in accordance with the
provisions of the ratton Code of the Philippines and the BEducation Act ol 1982, B.P.
Blg. 232, althoug ook educations! corporation established before September 11, 1982,
Ry Opt o remain as such apon renewal of its corporate term; and

b. Shalf be vwned salely by ciiizens of the Philippines or by corporations or associa-
tions at feast sixty (60%: percent of (e capital of which is owned by such citizens, except
thage sllowed 10 be sstabiished by teligious groups and mission bosrds pursaant to the
Constitution and special : ‘

ablistument of s schoot branck shalt
cated o a separate city or munivipality
HJege of establishing a branch
% rot be applicable for the

Section 37, Esiablishm
require the prioy approval of the Deparimoend
from the main school. However, for
within the same city or munichp
Naticnal Capital Region oy its componons of

=

o huve been estabiished, {23
: the main school, and (3) the
wele sneh ae employees of & company,

courses offcred in the branch sre aod restrictad w a special ooy

But arc open to e yualified general public,

A school facility shell be considered an exiension class where it possesses the charscieristics
of a school branch s above, with (he exception thay (1) administrative and support facilities men-
tioned are not 2addable at the st bui merely the classrooms; (2} emoliment in an extonrsion class is
restricted to a special clientele, and nou avatlable w the generst public; and (3} such extension classes
are temporary in nature. Prior notice given w ihe Department on the intention 1o hold extension
classes will be sutficient,

titstion rather that 2z a
W

e school may ai ils dlscrction apply [0 a separate ciucations! s
brancie as such, the spplicant theielore shall mect the reguirements for the establishment of
school.
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N \

in exierst and natare with i nd of courses offered and the
um«fry Book colicer 5&*-;1:; ;“ﬂ m;g‘e'f.s“ 1 bry ¢ ut.cm m:si tev E,;f;

in svr\.munn needs ¢ ,‘u
stonal training aud thea

[ER N

n

- Secuion 230 L

Y maintsin a school lbrary or
he foltowing standards:

fibraries with ade (CIYRTESNS

y BElementary and Sceondary Education, o
sumber of [ihriry books per pupil, (2] home reading aad gepeval reading book
Mxpplcnxcmfsrw FCEUSrs af
sional books for the fucuhy
SCTIPUGHS (0 TR

hall include (1) an adequate
L8, (3isets of
apriate for each curriculum year and cach \umui {4 pm[u—
sneral yeferences, dictionaries and encvelopedias, and (S} sub-

L news g\ riodiesis and m\}fess:on b magazines or }JU S,

b Forwrdary eduecation, these shall inclode (1) s basic collection of well-selected
relevant books wo support the core neads of the general curricals, and {(2) such additional
mare speciatized collections as may be necessary (e meet the requirements of Wie vartous
courses of stuly and major programs offesed by the schoot

Scction 54, Librury Bevelomment Progran. Bvewy E‘f"i‘i’éﬂ@ school shafl adopt & continuing
and forward-looki .qui:-::itinr Pdevelopmuent program for its school library, as well as the im-
provement of facilities and resovrees,

Section 33 i The wxibocks that shell be used in every private
schootl should be **umbz* fur m\ eriuCat! ;’:zugrams or courses of studier offered, of fairly recent
cumon up to- da:«_ in sact kmds c\i g Fer &uz!: ton and content, not viokutive of the faws of the Phitip-

tiamnal

LE
H

Scction 56, Chaages in Textbuoks.  The use ef any texibook inevery private schiool shall
not be changed more often than once every four (45 school years unless the change is from the sdep-
tHon of an imported or forciga-suethored texibouk 0 a focal ore, or o 2 less expensive textbook. N.::w
editions of existing texibouk adeptions shall not b considerad as changes for this purpose. |

Articke X1, SCHOOL RECORNS

Sectron 57, The school record of any transferring pupil or
student sent by oBe 5u ain the final rating in each subject with the cosre-
spopding credits or thL action Nu 0 ther on; in tih‘.‘. case of the clementary level, the general average

af the pupil inclading thie monthly redog if the pupil eaves school before completing the schaol year.

o8

Seciion 58, 0 Records,  Upon subniission and acceptance of the transfer
credential, the s mml to which # pnprt or student has trensferred shall request in writing for the
complete sehool records (Form 137 o transeript of record of the pupil or student from the school
tast attemded, The eiter sehool Pforward such records directly to the sthoot within thirty days
IS - of the reguest,

The schoot yoeomdy should got be pives to the puptt or stedent unless autherized in writing by



\;

chood reguesting oy

Section 3

3 The basie regairament for
aHegiaie cducationad program Or course 5!;:.&“ ba gradua-
by the [

Section ol
igibilivy For adimus
tOR TOm a seeond

satisty the specific requirements of
pn‘wz\im any daficieney i8¢ ars‘e.;‘cfs-;_i during

b admitied
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student may be charged all the school fees in full if he withdraws anytime after the second week of -

classes. However, if the transfer or withdrawal is due 1o a justifiable reason, the student shall be
charged the pertinent fees only up 10 and including the Jast moath of atiendance,

Scction 67. Subject Load and Sequence.  The subject load and the sequence of subjects of
pupils or studeits shall be in accordance with the approved cusriculum for each program or course of
study. Reasonablc cxemptions may be permitied in individual cases taking into account the best
interest of the pupil or student and the objectives of the educational system.

Scction 68. Advanced Subjects and Back Subjects.  As a general rule, a student shall aot be
permitted to take any advanced subject until lie has satisfactorily passed the prerequisite subject or
subjects. C

Howevcr, in the case of students in the sccondary level, the following rules shall apply:

a. A student who has failcd in any subject must enrolt in the subject again, either
during summer or in a succeeding school year. A student who has passed a subject nced not
repeat the subject.

b. A studcnt may enroll in not more than two subjects during the summer, cither for
the purposc of making up for subjects previously failed, or for earning advanwd credits in
other subjects.

¢. A stadent shall pot be allowed 10 take any new subject uniess he takes al the same
time the prerequisite subject in which he failed,

d. A student will be permitted an overload of not more than one subject during the
regular school year, inclusive of subjects previously failed.

The above restrictions will not apply where the student concerned has reduced or eliminated
his back subjects during the summer erm.

Gifted or honor students in all levels may be permitied to 1ake such additional advanced
subjects or overload, including the summecr session, as the appropriate school official may determine,
based upon the previous academic perrormanu, of the student and other evidence of educational
measurement.

Section 69. Excess Load for Graduating Students. A graduating student, both sccondary
and tertiary, may be permitted in the discretion of the school an additional subject load of not more
than two units and six academic units, respectively, in excess of the normal load specificd by the
school for the school year or term.

Scction 70. Cross Enfollment. - In generat, cross cnrollment is dl.scouugcd However, for
valid reasons as determined by and with the prior written authority of the school he is regularly en-
rolled in, a student may be permitted to cross enroll in another school for up to the normal subject
load for that particular term.

Section 71. Transfer of Students and Transfer Credentials. A pupil or student enrolicd in

one school is entitlcd to transfer to another school, provided he has no unsettled obligations with the
school he was enrolled in.
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Every pupil or student who applics for and is eligible 1o transfer should be provided by the
school he is‘enrolied in with the appropriate transfer credentials which will eatitle kim to admission
in another school of his choice, subject o the latier's policics and regulations on the admission of
transfer students, Such credentials to be issued are as follows:

a. For the elementary and secondary levels: The ’,u.ncancellcd report card (Form
138y with the certificate of eligibility 10 transfer duly accomplished and signed by the school
head which shall-be issued (0 the pupil or siudent within two wecks after filing of the applica-
tion or aficr the closc of the school year, as the case may be.

b. For the tertiary level: A transfer credential signed by the school registrar which
shall be issued not later than two wecks after the filing of the application for transfer; Provid-
¢d that, in the case of a student who is a transfcree from another school, his records from his
previous school have been received, are complete, and in order.

Scction 72, Withholding of Credentials.  The release of the transfer credentials of any
pupil or student may be withheld for reasons of suspension, expulsion or nonpayment of financial
obligations or property responsibility of the pupil or student 10 the school. The credentials shall be
released as soon as his obligation shall have been scitled or the penalty of suspension or expulsion
lifted.

However, if; after due inquiry, a school is found 10 have unjustifiably refused 10 issue transfer
credentials or student records, the Department may issue the same without prejudice to the imposi-
tion of appropriate administrative sanctions against the school concerned.

Article XIV. SCHOOL DISCIPLINE
Section 73. Absences! A pupil or student in every private school who incurs absences of
more than twenty (20%) per cent of the preseribed number of class or laboratory periods during the
school year or terin should be given a failing gradc and g,wcn no credit for the course or subjecl.
Howecver, the school may adopt an attendance policy to govern absences of its pupils or students who
belong 1o the upper half of their respective classes.

Section 74: Authofity 1o Mainiain School Disciplinie.  Every private school shall maintain.
goad school discipline iniside the school campus as well as outside the school premises when pupils or
students are engaged in activitics authorized by the school,

© Section 75. lmposition of Disciplinafy Action.  School officials and academic personnel
shall have the right to impose appropriate and reasonable disciplinary measurcs in case of minor
offenses or infractions of good school discipling committed in their presence. However, no crucl or
physically harmful punishinent shall be imposed or applicd against any pupil or student, '

Section 76. Filing of Administrative Action. * When the offense commiited is serious and
circumstances so warrant, the school head shall cause the filing of the corsesponding administrative
action against the erring pupil or student. No disciplinary sanction shall be applied upon any pupit or
student except for cause as defined in the rules 2ad regulations of the school or in this Manual, and
after duc process shall have been obsuwd Thc pumshmcm shall be commensurate with the nature
and gravity of the’ nﬂcnsc :

Section 77. Categorics of Administrative Penalties.  The three categories of disciplinary
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administrative sanctions for serious offenses or violation of school roles and regulations which may be
applicd upon a crring pupil or student are: Suspension, Exclusion, and Expulsion.

a. Suspension. Suspension is a penalty in which the school is allowed to deny or
deprive an erring pupil or student of auendance in classes for a period not cxceeding twenty
{20%) percent of the prescribed class days for the school year or term.

The decision of the school on every case involving the penally of suspension which
excecds twenty (20%) percent of the prescribed school days for a school year or term shall be
forwarded to the Regional Office concerned within ten days from the termination of the
investigation of each case for its information. '

(1) Preventive Suspension. A pupil or student under investigation of a case
involving the penalty of expulsion may be preventively suspended from entering the
school premises if the evidence of guilt is strong and the school head is morally
convinced that the continued stay of the pupil or student during the period of the
investigation constitutes a distraction 1o the normal operations-of the school or
puses a risk or danger to the life of persons and property in the school.

b. Exclusiop. Exclusion is a penalty in which the school is allowed to exclude or
drop the name of the erring pupil or student from the school rolls for being undesirable, and-
transfer credentials immediately issued. A summary investigation shall have been conducted,
and no prior approval by the Depariment is required in the imposition of the penalty.

The decision of the school on every case involving the penalty of exclusion from the
rolls, together with all the pertinent papers therefor, shall be filed in the school for a period
of one year in order to afford the Department the opportunity to review the case in the event
an appeal is taken by the party concerned. -

¢. Expulsion. Expulsion is an extreme penalty on an erring pupil or student consist-
ing of his cxclusion from admission (o any public or privale school in the Philippines and
which requires the prior approval of the Scerclary, The penalty may be imposed for acts or
offenscs constituling gross misconduct, dishoncsty, hazing, carrying deadiy weapon, immoral-
ity, sclling and/or possession of prohibited drugs such as marijuana, drug dependency, drunk-
enness, hooliganism, vandalism, and other serious school offenses such as assaulting’a pupil
or student or school personnel, instigating or leading illegal strikes or similar concerted activ-
itics resulting in the stoppage of classes, preventing or threatening any pupil or student or
school personnel from entering the school premiscs or attending classes or discharging their
duties, forging or tampering with school records or school forms, and sccuring or using
forged school records, forms and documents.

The decision of the school on every case involving the penalty of expulsion, together
with the supporting papers shall be forwarded to the Regional Office concerned within ten
“days from the termination of the investigation of cach case.

Section 78. Authority 10 Promulpaic Disciplinary Rules.  Every private school shall have
the right o promulgate rcasonable norms, rules and regulations it may decm necessary and consistent
with the provisions of this Manual for the maintenance of school discipline and class aticndance.
Such rulcs and regulations shall be cffective as of the date of promulgation and notification 0 stu-
dents in an appropriate school issuance or publication.
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Article XV, GRADING SYSTE M

Section 79. Basis for Grading. The final grade or rating given to a pupil or student in a
subject should be bascd solely on his scholastic performance. Any addition or diminution to the
grade in a subject {or co-curricular activities, attendance, or misconduct shall not be allowed, except
as may otherwise be explicitly provided for by an individual school in an appropriate issuance or
publication, and provided further that such adjustinents are reievant to the subject content and re-
quircments. In the elementary level, the misconduct of a pupit may affect his class or {inal grade in
Character Education.

Section 80. Requirements for Promotion. - The following requirements in the promotion
or graduation of a pupil or student from any recognized educational program or course shall be
observed and strictly followed by every private school:

a. No pupil or student shall be given any school credit toward the completion of or
graduation from a program or course, unless he has enrolicd and satisfactorily fulfilied the
admission requirements, faithfully and regularly attended classes, and acquired a reasonable
proficiency in each subject of the approved curriculum.

b. No pupil or student shall be permiticd (o take any advanced subject until he has
satisfactorily passed the basic and pre-requisite subject(s), excc,pt as may be provided for
otherwise in this Manual,

¢. The final grade or rating 0 earn school credit and for promotion is 75% or its
equivalent.

d. The records of attendance and subjcct proficiency of pupils and students for each
school year or term should be filed in the school until the close of the next school year or
term, for reference or cxamination in case of any gricvance or complaint.

Scction 81. Promotion System: _Elementary Level. . The system of promotion for Grade 1
to 1 in the clementary level should be flexible as to allow any pupil to be promoted o the next
higher prade when, in the evaluation of the academic authorities of the school, the pupil has shown
capability 1o undertake the required class work in the higher grade. Such promouon may take place
" atany time.

In Grades 1V, V and Vi, and in Grade Vil in those instances where a school may require the
completion of Grade VII before the admission of any pupil into the first year of the secondary level,
the promotion of a pupil may be effected at the end of the schiool year on the basis of his final general
average.

In special cases, a private school may promote duung the sthool year any pupil in Grades [V
to VI subject to the following conditions:

a. The promotion shalt be effected within the first four months of the school year.

b. No promotion during the school year shall be allowed from the clementary to the
secondary level.

e A report should be submiifed to the Regional Office concerned of every mid-term
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promotion within threc days after the action thercon.

The final general average shall be determined by dividing by the number of subjects the sum
of his cumulative ratings in the prescribed subjects of the curriculum provided he passes the basic
subjecis, namely, scicnce, mathematics, and communication arts,

Section 82. Promotion System: Secondary Level.  In the secondary level, the cumulative
grading system shall be used. The promotion of students shall be by subject and not curriculum year.
To pass any subject, a student should receive a final rating of 75% or its equivalent. A student who
-Jeceives a finsl cating of less than 75% shall be considered failed and should repeat the subject. A
school may however adopt a more restrictive promotion system which should be explicitly set forth in
appropriate school issuances or publications.

Sccrion 83. Grading and Promotion System: Tertiary Level.  In the tertiary level, the

following rules shall be strictly observed in the promotion or graduation of studcats in any profes-
sional academic or techaical educational program or course.

4. Any provisional, conditional, or temporary grade given at the end of the semester
or term for any curriculum subject which is still subject to conversion into another grade
{such as "Conditioned") shall not be allowed.

b. A school may, at its discretion, grant a {inal grade which does not earn credit but
which does not indicate failure (such as "NC* for "No Credit” or "NG" for “No Grade®) in
thosc cases where the student did not take the final examination in the subject and his per-
formance was not considered satisfactory enough to merit a final passing grade, in spitc of
absence from the final examination. Such a grade is permanent gnd cannot be changed
subscequently.

The adoption by a schuol of any of the discretionary policics above-given should be expliciily
set forth in appropriate school issuances or publication. '

Article XVE. GRADUATION

Section 84. Special Orders.  Except as may otherwise be provided for by the Departinent in
connection with accreditation, special orders shall be required for the graduation of students from the
formal secondary and tertiary levels in private schools. The withholding of the jssuance of such spe-
cial orders by the Department shall be undertaken only in connection with defects in the applications
for special orders submitted by the school.

Applications for special orders shall be filed by the school with the Department at least sixty
calendar days before the end of the academic year, and shall be processed by the Depariment and
returned to the school within thirty calendar days within the receipt of such application.

No special orders will be required for ¢lementary school graduates. Special orders shall not
be required for the graduation of students from a technical or vocational course, provided that no
academic credit is given. However, together with the notification of completion of the program to the
Department, the school shall submit a written certification on the skills proficiency achievement of
the student concerned.

Section 85. Graduation Honors: In Geaeral.  Each private school may adopt its own crite-
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ria for the selection of students who should be awarded graduation honors in a recognized program or
course, which criteria should be made known (o its students.

Section 86. Graduation Honors; Elementary and Sccondary Levels.  1f a private school fails
to adopt a set of criteria, the following policies and rules shall apply in the resolution of issues relative
10 graduation honors in the clementary and sccondary levels:

a. A candidaie for graduation honors should take the last two curriculum years of
the program or course in the school where he is to graduate, complete the entire program or
course within the prescribed number of curricular years, and with no {ailing grade in any
subject.

b. The following faciors and corresponding relative weights toward the evaluation of
appropriate graduation honors, such as Class Valediciorian and Class Salutatorian or any
other class distinctive academic honors, should be considered:

Quality Weights
BAAS UL

Scholarship (Academic and Vocationat)
Character and Conduct
Co-Curricular Activitics

TOTAL

iz '
S = W N\

¢. The ranking in ScholarShip will be based on the general average of the pupils or
students in the ast two curriculum years of the program or course and the student with the
highest average will be considercd first in the consequent ranking.

d. The ranking relative to Character and Conduct of the pupils and students should
be based on the combined judgment of all the academic personnel of the graduating class.

¢. The ranking on Co-Curricular Activities should be based on performance and
degree of involvement of the pupils or students in activities authorized by the school during
the last two curriculum years of the program or course. }
: . i
f. In determining the final rank of cach candidate, the ranking on the quality factors
should be multiplied by the corresponding weight, and the sum thereof divided by 10.

Section 87. Graduation Honors: Tertiary Level. £ a private school fails to adopt a set of
criteria which should be explicitly set forth in an appropriate school issuance or pubhcauon, the
following rules shatl apply relative 10 graduation honors in the tertiary levek:

a. A candidate for graduation honor should complcté a minimam of 75% of the
requircd subjects of the program or course in the school which will award the degrec or
diploma.

b. The appropriate graduation honors and the prescribed minimum final rating in
any subject for the entire duration of the program or course, shall be:

Honors Final Rating
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Summa Cum Laude 45 10 100% with no grade in any one subject below 93%, of

their nouivaleats,
" k

Magana Com Laude 90 10 94.9% with no grade in any one subject below 899,
or their equivalents.

Cum Laude 85 10 £9.9% with no grade in any one subject below 85%,
or their equivalents,

Section 88. Honorary Degices.  The following policics and prbmdurcs shall be {ollowed in
the awarding of honorary degrees:

a. The award of an honorary degree shall be given as recognition of exceptionally
meritorious achicvements of persons in the gris, sciences, the humanitics, and public service.
No award shall be given on a quid pra gquo basis or for publicity purposes. Neither shall an
award be given to the administrators or faculty in the service of the school concerned or (o
incumbent officials of the Department, including its agencies.

b. 1t is suggested that the honorary degree should differ {rom any regular carned
doctoral program that may be offered by the school. Among the honorary degrecs which may
be awarded by schools are the Doctor of Letiers and the Doctor of Humanitics,

¢. The authority to confer any degrec in honoris causa shall be imited o universi-
ties, or to colleges that have existed for a period of at least fifty (50) years, except as may
otherwise be altowed by the Sccretary.

d. The Sccretary or his authorized.representative shall be the sole granting authority
to award an honorary degree, and may withhold the conferment should such doctoral awards
by a school appear 10 be cxcessive.

&, With ihe corresponding recommendation of the schoot head, the application for
the grant of an honrorary degree shall be supparts' by (e ljowia ] documeats:

{1} A resolution of the governing board of the school on the approval of the
proposed conferment, indicating the achicvements of the proposed honorec; and

(2) The curriculum vitae of the proposed honoree.
D. TERMS AND CONDITIONS OF EMPLOYMENT
Article XVil. PERSONNEL STANDARDS AND TRANSACTIONS

Section 89. Conditions of Employment.  Every private school shall promote the improve-
ment of the economic, social and professional status of all its personnel.

In recognition of their special employment status and their special role in the advancement
of knowlcdge, the employment of teaching and non-tcaching academic personnel shall be governed by
such rules as may from time (0 time be promulgated in coordination with one another by the Depart-



1992 DECS Manual of Rey ulations for Private Schools - Page 28

ment of Education, Cultuie and Sports and the Deparisent of Lapor and Employment,

Conditions of employment of nop-academic non-teaching school personnel, including
compensation, hours of woerk, security of wiure and isbor rejarions, shsll be governed by the appro-
priate labar laws and regulitions.

Section 90. Compensation.  Every private school shall provide for a compensation policy
where contpensation ranges should be so graded tuking inw account performance, merit and differ-
ences in the qualificarions and responsibilitics of the various positions.

Scetion 94 Employment Contract.”  Every contract of employment shall specify the desig-
nation, qualification, salary rate, the periog and nalure of service and its date of effectivity, and such
other terms and condiions of employment as may boe consisient with laws and the rules, repulations
and standards of the school. A copy of the contract shall be furnished the personnel concerned.

Scction 92. Probatiopary Period.  Subject in all instances 10 compliance with Depariment
and school requirements, the probationary period for academic personrel shall not be more than
three {3) consceutive years of satisfactory service for thase in the elementary and secondary levels, six
(6) consecutive regular semesiers of satisfactory service fur those in the tertiavy level, and nine (9)
consecutive trimesiers of satisfactory service fur those in the tertiary level where collegiate courses are
offered on the trimester basis.

Section 93. Regoiar of Permancni Siatus.  Those who have served the probationary
period shall be made regular or permaveni. Full-time teachers who bave satisfactorily compieted
their probationary period shall be considered regular or permanent.

Scction 94, Causes of Terminating Employment.  In addition to the just causes cnomerat-
ed in the Labor Code, the employment of school personrnel, including faculiy, may be terminatcd for
any of the following causces:

a. Gross inefficiency and incompetence in the performance of his daties such as, but
not necessarily lintited o, habitual and inexcusable absences and tardiness from his classes,
witiful abandoament of employment or assigament

b. Negligence in keeping schood or student recozds, oF ampering with or falsifics-
tion of the same;

¢. Conviction of a crime, or 4n attempt on, or a criminal act agoinst the life of any
school official, personnel, or student, or upon the property or iaterest of the school,

d. Notoriously undesirable;

e. Disgraceful or immoral conduck;

f. The sale of tickets or the coliection of any contributions in any form or for any
purpase or project whatsoever, whether volunitary or otherwise, {rem pupils, students and
school personnel, except membership fees of pupils and students in the Red Cross, the Gitl

Scouts of the Philippines and the Boy Scouts of the Phitippines;

g In the event of phasing out, closure or cessation of the educational program or
conrse or the schoot itsclf; and
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B Onher causes analogous to the foregoing as may be provided for in the regulations
preseribed by the Sceyetary or in the school rules or in o collective bargaining agreement.

tive,

Preventive suspension not to exceed thirty (30) days may be impused on any school personach
pending investigation of the charge against him if his continued presence poses a serious and fmmi-
nent threat (o the school, and its property, and to his life, the iife of pupils, students or school per-
sonnel. '

Punitive suspension is the imposition of @ penality oa an erring school personnel after convic
tion for an offcnse or 3 misconduct commitied.

Section 96. Labor Organtzations.  The recognition of labor organizations in any school
shall be governed by the provisions of the Labor Code and subject to regufation and supervision by
the Department of Labor and Employment.

Scetion 97, Gricvance Machivery.  Every private school shall provide for amicable internal
precedures or remedices, including provisions for voluntary arbitration, as g preferable measure in the
scutlement of any issuc, dispule or grievance arising {rom employment relations,

E. SCHOOL FINANCE AND ASSISTANCE

Article XVIIL SCHOOL FINANCE

Scction 98, Policy. It is the policy of the State that the nstional government shall contrib-
ule 1o the {inancia} support of educationst programs pursuant to the goals of cducation as declared in
the Constitution. Towards this end, the government shall (1} adope measuvres to broaden access (o
education through financial assistance and other forms of incentives 1o schools, teachers, pupils, and
students; and (2) encourage and stimulate private support to education through, among others, fiscal
and other assistance meusures.

Section 99, Fupding.  Private schouls may be funded from their capital investments or
equily contributions, tsition fees, and uther school fees or charges, grants, donatiens, loans, subsidies,
passive investment income, and other sources.

Any private schoo! may receive any grant snd kepacy, donation, gift, bequest or devise fam
any individual, institution, corporation, foundation, trust, phHantheopic organization, and research
INSHTuLoN Of organization,

Private schools may cagage in any auxiiary enterprise to generate income primarily to fi-
nance their educational opcrations and/or 10 reduce the need 10 increase student’s fees,

*
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F, MISCELLANEGQUS PROVISIONS

Seetion 10U, Due Process.  Inall matiers that may result In the imposition of sanctions

against suBols, personnel, or studenis, adiministrative due process shiall in all instances be observed,

Section 101, Application of Sancuions Against Private School.  The application of sanc-
dons and pepalties agatost private schools Jor viokations of the regelations of the Department shall be
romsivient with the gravity of te offense commitied by the school. Any school may appeal the appli-
cation of any sanction by 2 Regianal Direcior (o the Sceretary, i the school is of the belief that the
inction is excessive in the lght of the offense committed. '

Section 102, Scpurability Cluyse. Ay part or provision of this Manual which may be held
nvalid or unconstitutional shall not affect the effectivity and cfficiency of operation and implinen-
don of 1S remaining pats OF provisions.

Section 103, Repealing Clause.  Any existing Depariment orders, circulars, memorands, or
wy part thereof, including the Implementing Rules and Regulations of The Educaiion Act of 1982,
3.F. 232, which are contrary (o of inconsistent with any provision of this Manual, shall be deemed
epealed o modificd accordingly, Any provision or regulation contained in the 1970 Manual of
Regulations for Private Schools as amended, which is not mentioned in this Manual and which docs
10t forpy part of existing Jaw shall be considered sepealed.

Section 104, Effectivity.  This Manuat of Repulations for Private Schools s hereby ap-
woved and shall take cifect beginaning with the summer session of 19923,

v
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