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IDC HYMN 

 

 

I. We from the IDC 

We combine all our efforts true 

For the goal that is full of hope 

And belief that holds the truth 

With devotion and loyalty  

Sacrifices and love we give thee 

Our IDC, we love so dear, 

To you we give our thanks. 

 

II. We promise to hold thee up high 

And keep thy teachings ever 

And to hold a firm belief 

That we’re here to learn and serve; 

To be able to open the way 

For the future days to come 

We call on you, dear IDCians 

To serve God and men. 
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8.  The right to form, establish, join and participate in organizations and      
societies recognized by the school to foster their intellectual, cultural, 
spiritual and physical growth and development, or to form, establish, 
join and maintain organizations and societies for purposes not        
contrary to law. 

9. The right to be free from involuntary contributions, except those        
approved by their own organizations or societies. 

10. The right to avail themselves, of the use of the school facilities for the 
curricular as well as co-curricular activities as may be authorized by 
the College. 

 

B.  RESPONSIBILITIES 

 Subject to the limitation prescribed by the law and the College policies 
and regulations, the responsibilities of the students are: 

1.  To exert their utmost to develop their potentials for service,            
particularly by undergoing an education suited to their abilities, in   
order that he/she may become an asset to his/her family and to       
society. 

2.  To uphold academic excellence and abide by the rules and regulations 
governing their academic responsibilities and moral integrity. 

3.  To promote and maintain the peace and tranquility of the school be 
harmonious relationship with fellow students, the teaching and       
academic staff and other school personnel. 

4.  To participate actively in civic affairs and in promotion of the general 
welfare, particularly in the social, economic and cultural development 
of their community and in attainment of a just, compassionate, and 
orderly society.  

5.  To exercise their right responsibility in the knowledge that he/she is 
answerable for any infringement or violation of the public welfare and 
of the right of others. 

6.  To uphold the aims, ideals and integrity of Iloilo Doctors’ College. 

Student Rights and Responsibilities 
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ILOILO DOCTORS’ COLLEGE 

 

 

VISION: 

 To be a Premjere Terujar~ Edvcatjonal Instjtwtjon 

MISSION: 

In ljhit of tijs Vjsjon, IDC ajms: 

 

1. Instjll Loxe for God, covntr~ and commvnjt~; 

2. Deljxer Qvaljt~ Edvcatjon and vnderuake relexant researcies to ensvre 

tie hrozti and svstajnabjljt~ of tie jnstjtwtjon; 

3. Contrjbvte to tie attajnment  of natjonal dexelopment hoals of eco-

nomjc and socjal prohress. 
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INSTITUTIONAL CHARACTER:  IDC CORE VALUES 

 

Iloilo Doctors’ College upholds the following values: 

Integrity 

Dependability 

Compassionate Service 

 

Profile of an IDC Gradvate 

1.   Competent and jntehrated Fjljpjno; 

2.   Seryjce-orjented, compassjonate and otier-centered; 

3.   Endozed zjti prjde and commjtted to ijs/ier jmmedjate    

              local commvnjt~ and to ijs/ier covntr~; 

4.   Tolerant and patjent; and, 

5.   Open and responsjxe to tie needs of otiers.  
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 Iloilo Doctors’ College believes in the respect of human life and dignity.   It 
therefore recognizes the fact that each student has rights that should be respected 
as well.   As citizens of the Republic of the Philippines, students carry with them the 
Bill of Rights afforded to them by law inclusive here are the rights and                    
responsibilities mandated by Education Act 1982 which can be enjoyed even outside 
campus and by the society at large.   Because of the broad scope and goals of the 
Republic, it follows that the rights given to its citizens are also broad.   The College, 
being a small and specialized unit of the society has its own narrowly drawn goals 
and specific objectives in line with its Mission and Vision.   These goals however, can 
at times be damaged by action that is tolerated by the larger society.   Therefore, the 
students of Iloilo Doctors’ College can and will enjoy all the rights afforded to them 
by law provided the exercise thereof should not be in conflict with the rights, goals 
and values of the school as an Institution.   It follows then that only those who agree 
with the values and goals of the College will be allowed to enroll. 
 

A. RIGHTS 

     1. The right to receive, primarily through competent instruction, relevant 
quality education in line with educational objectives, standards of the   
college, national goals and conducive to their full development as persons 
with human dignity. 

    2.  The right to freely choose their field of study subject to existing curricula of 
the College and to continue their course therein up to graduation, except 
in cases of academic deficiency, or violation of disciplinary regulation. 

    3.  The right to school guidance and counseling services for making decisions 
and selecting the alternatives in the fields of work suited to their           
potentials. 

     4.  The right to access their own school records, the confidentiality of which 
the school shall maintain and preserve. 

     5.  The right to publish the issuance of official certificates, diploma, transcript 
of records, grades, transfer credentials and other similar documents with-
in thirty days from request. 

     6.  The right to publish a student newspaper and similar publications, as well 
as the right to invite resource persons during assemblies, symposia and 
other activities of similar nature. 

7.  The right to free expansion of opinions, views and suggestions on matters 
affecting their interest and welfare as student through effective channels 
of communication with appropriate academic and administrative bodies of 
the college. 

Student Rights and Responsibilities 
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We are hlad tiat }ov iaxe ciosen IDC to be }ovr Alma Mater. 

We look for{ard to a mvtwal and frwjtfwl relatjonsijp tirovhiovt }ovr 

sta} jn tijs Collehe.  To tijs end ze iaxe come vp zjti tijs   Handbook 

for }ovr perwsal. 

We iope tiat tijs Handbook zjll ielp }ov het better acrvajnted zjti 

}ovr Sciool and lead }ov to a more meanjnhgwl sta} jn IDC. 

We are azare tiat ze covld not possjbl} coxer jn tijs Handbook all areas 

of relatjonsijps dvrjnh }ovr sta} jn tijs Collehe.  Hozexer, tijs       

Handbook iopes to serye as an jnjtjal hwjde to ziat tie Collehe can offer 

}ov and ziat tie Collehe e|qects of }ov. 

To all of }ov, IDCjans – Welcome and Ma} God Bless Yov! 
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Iloilo Doctors’ College-Main Campus 

Iloilo Doctors’ College-Nursing Gym 
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Activities 
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IX.  SPEECH LABORATORY 

        Speech laboratory can be an excellent means to give young people      

practice in public speaking, listening, and note-taking, as well as a host of oth-

er skills.  It maximized the student’s ability to communicate effectively. 

 The speech laboratory is open for all students taking up speech and oral 

communication.  This facility will help our students to develop their             

communication skills through various exercises. 

The speech laboratory aims to: 

 1.  develop communication skills; 

 2.  deepen talents and values through exercises/ activities;  & 

 3.  produce good and competitive communicators. 

 

FACILITIES: Library 
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V.  IDC MATERNITY SERVICES AND IDC LYING-IN CLINIC 

The IDC Maternity Services and IDC Lying-in Clinic provides services that 
covers the basic areas of Maternal and Child care and therefore involves the 
operation of IDC out-patient maternity clinic, family planning services, and ly-
ing-in clinic. 

This clinic provides the School of Midwifery a venue for proper training of 
students. 

 

VI.  DIAGNOSTIC IMAGING SECTION 

Iloilo Doctors’ College through the College of Radiologic Technology    op-
erates a Diagnostic Imaging Section that offers services such as Chest     Radiog-
raphy, Upper and Lower Extremities Radiography, Skull Radiography, Vertebral 
Radiography, Upper GI Series, Small Intestinal Series, Esophagography, (Barium 
Swallow), Scoliotic Series and Skeletal Survey.  This Diagnostic Imaging Section 
caters to the general public and charges at very affordable cost for their ser-
vices. 

 

VII. GYM AND SPORTS FACILITIES  

The School has two Gyms; one in the Dentistry Campus and the other in 
the Nursing Campus.  The Gym in the Dentistry Campus could accommodate 
1,200 persons.  It has a wooden floor and is used as a basketball court.  This 
could also be converted into a volleyball court.  At the back of the Gym, there 
is a Swimming pool that is available for use by the students.  The other Gym 
which is located at the Nursing Campus can be used as a basketball court and 
volleyball court, and has a multi-purpose hall for orientation, graduation, and 
other school functions and activities. 

 

VIII. CLINICAL  LABORATORY  

Iloilo Doctors’ College through the College of Medical Laboratory Science 
operates a Clinical Laboratory that offers services such as Urinalysis,           Preg-
nancy   Test,   Semen  Analysis,  Stool  Examination,    Microbiological, Serologi-
cal,  Hematological   Assays,   Blood    Chemistries such as blood sugar, choles-
terol, etc.  This laboratory caters to the general public and charges very mini-
mal fees for their services. 

FACILITIES: Library 
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ILOILO DOCTORS’ COLLEGE 

PHILOSOPHY 

and 

OBJECTIVES 

 

 The ILOILO DOCTORS’ COLLEGE is devoted to the total    

development of  individuals fully  equipped  with the proper        

attitudes and values, and   endowed with good moral character, 

knowledge, and skills in the medical arts and other sciences relative 

to the exercise of their respective professions. 

 

 The College is committed to provide the best opportunities 

for its student clientele to lead exemplary and   fulfilled lives.  These 

students should be imbued with a high degree of tolerance,          

patience, compassion, and love of service regardless of social status, 

race, creed, and religion. 

 

 The College aims to accomplish this by adhering to the    

highest ideals in all aspects of its educational endeavor – the     

physical, intellectual, and spiritual development of those who 

choose to come under its tutelage. 

 

 As part of the nation’s educational system, the College also 

aims to contribute in its own way to the attainment of  national   

development goals of economic and social progress, the maximum 

participation of all people in the attainment and strengthening of 

national unity and consciousness, and the preservation, develop-

ment, and promotion of desirable social, cultural, moral and        

spiritual values. 
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A BRIEF HISTORY OF IDC 

 The ILOILO DOCTORS’ COLLEGE was established on February 13, 

1972 as the Iloilo Doctors’ Hospital School of Nursing and  Midwifery.  It 

opened its doors to the first Nursing and Midwifery students in June 1972.  At 

its inception, the school functioned as the educational arm of the ILOILO DOC-

TORS’ HOSPITAL (IDH) which was founded the year    before. 

 After a year of operation, the members of the IDH,  Incorporated de-

cided that it would be more efficient, practical, and financially convenient to 

organize a sister corporation which will own and operate the new school.  

Hence, the  INTEGRATED EDUCATIONAL CORPORATION, ILOILO or IECI was 

formed and subsequently approved by the    Securities and Exchange Commis-

sion on February 9, 1973.  With new capital funds generated by the new corpo-

ration, the construction of additional and permanent concrete buildings and 

expansion of the existing  facilities were undertaken on the school site behind 

IDH.  Later, a 1,200-seat College Gymnasium and a 50 x 25-foot swimming pool 

and bathhouse were built on the nearby campus on Timawa Avenue. 

 The first Midwifery students were graduated in March 1974 followed 

by the graduation of the first Nursing students on March 15, 1975.  The Medi-

cal   Secretarial Course was also opened in 1974. On June 2, 1975 the graduate 

in Nursing and Midwifery Courses were given government recognition. 

 In the same school year, 1975-1976, the IDH School opened a   Liberal 

Arts Department.  As a consequence, the IDH School of  Nursing and Midwifery 

was granted college status and formally became the present ILOILO DOCTORS’     

COLLEGE after due approval by the Department of Education (now CHED) and 

the Securities and Exchange Commission.  The School was therefore now able 

to offer another  baccalaureate program, the Bachelor of Science in Nursing 

Course, during the same year and the General Nursing (G.N.)program was 

gradually phased out. 

The ensuring years from 1976 to 1981 saw the offering of new cours-

es and programs mostly in the paramedical health fields, such as the BSN Sup-

plemental Course, Health Aide, Radiologic Technology, B.S. Biological Science 

(Pre-Medicine) and Pre-Dentistry.  In addition, other courses were also 

opened, namely, B.S. Social Work, B.S. Tourism, High School, and Kindergarten.  

Later, several of the above course in Biological Science, Nursing, Radiologic 

Technology, Midwifery, and Pre-Dentistry, Medical Secretarial and Health Aide 

courses  remained. 

IDC Brief History 
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Any user should ask assistance from the Technical Staff/Student Assistant in   
printing, downloading, and saving files. 

Food and beverages are prohibited in the area. 

Internet Library prohibits gaming and online chatting. 

Adult—discriminatory and vulgar sites are also prohibited. 

Loitering is not allowed inside the Internet Library. 
 

General Information:  

 For clarification of policies and guidelines applying to Iloilo Doctors’ College Inter-
net Library Services, including this Computer Use Policy, contact any internet li-
brary staff. 

 

IV.  AUDIO-VISUAL & CONFERENCE ROOM 
 

The School has a fully air-conditioned Audio-Visual Room situated at the second 
floor of the Administration Building that can comfortably accommodate 150-200 
students and a Conference Room situated at the LA Building. Both serve as the 
venue for orientation programs, acquaintance parties, cultural presentations, and 
other school activities.   The audio-visual room has equipment and is used for     
seminars, workshop and other similar activities. 

 

FACILITIES: Library 
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Using the Internet for educational and informational purposes only.  

Refraining from using the Internet to conduct a business or commercial enter-
prise, or engage in commercial activity such as the distribution of advertising and 
the like. 

Respecting the privacy of others by not misrepresenting oneself as another user, 
by not attempting to modify or gain access to files, passwords, or data     belong-
ing to others, and by not hacking disallowed access to any computer system via 
the Internet.  

Refraining from damaging or altering the set-up of the library equipment,       soft-
ware or data stored in the system.  

Refraining from using personal software in the library’s computers, or altering or 
attaching equipment to the library’s hardware. 

Refraining from a deliberate propagation of viruses by not using outside CDs or 
diskettes unless scanned by the staff.  

In addition to specific policies, general guidelines for the use of all public access 
computers shall govern the use of the Internet.  Violation of the policies and regu-
lations that govern the use of the Internet resources shall be dealt with according-
ly. 

Any individual who believes that s/he has been unfairly denied access may    sub-
mit a written complaint for appropriate action to the Iloilo Doctors’ College         
Management Information Services-Internet Library. 

 

Policies and Procedures in Internet Access and Computer Usage  

Present a valid ID at the counter for registration. (Students’ ID is not transferable) 

Always observe privacy and silence. 

Usage time is limited to 1 hour per usage if other users are waiting. 

Non-academic staff may access the Internet using their 15-minute break and after 
office hours. 

Students shall be prioritized in internet usage while 6 computers are allotted to 
the Academic and non-Academic personnel.  

 

FACILITIES: Library 
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 In July 1981, the ILOILO DOCTORS COLLEGE OF MEDICINE (IDCM) 

was opened in consortium with the West Visayas State College (WVSC), a gov-

ernment school in Iloilo City, in answer to the need for more physicians to take 

care of the health needs of the small urban and rural populations of the coun-

try.  The Medical School was housed in the second and third floor of the IDC 

Administrative Building.  Two years after, during the school year 1983-1984, 

the Ministry (now Commission on Higher Education) granted the College of 

Medicine a separate permit making it autonomous and independent of the 

WVSC.  On March 30, 1985, the College of Medicine graduated its first doctors 

who passed the physician licensure (board) examination the following year 

with 100% passing mark.  On July 24, 1987,  the College of Medicine was     

established as a non-stock, non-profit educational corporation independent of 

the IDC and became officially known as the Iloilo   Doctors’ College of Medicine, 

Inc. 

 In June 1982, the School of Dentistry was opened to meet the need for 

dentists  in  this part of the country.  It was set up at the extension campus in 

Timawa Avenue where the College Gymnasium is located.  The School graduat-

ed its first dentists on April 1, 1986. 

In response to the need of time and with the advancement in technol-

ogy, additional courses like: BS Criminology, BS Commerce, BS Medical Tech-

nology, BS Social Work, BS Physical Technology, BS  Information Technology, 

BS Information Management, BS Computer Science, were  offered by the col-

lege. 

 The    expansion  of   the educational   operations    of the  IDC    neces-

sitated substantial   additions to    its    physical    plant    and     facilities.  In 

1985, an extension of    the     left     wing    of   the   Administration   Building   

was constructed to house the IDC Medical and College Libraries, additional 

instructional laboratories and offices of the College of Medicine and the IECI. In 

early 1983 a three-story concrete building was constructed in South Timawa 

Campus which was later assigned to the College of Nursing. 

During the recent years, the performance of the IDC and IDCM  graduates in 

the licensure or board examinations has been remarkable, with passing       

percentages often higher than the national average and with many topnotch-

ers in Midwifery, Nursing, Dentistry and Medicine. The IDC graduates have 

also taken their places in their respective     professional fields both public and 

private. 

IDC Brief History 
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 The ILOILO DOCTORS’ COLLEGE continues to expand, to innovate, to 

evolve and to meet the academic and professional  development needs demand-

ed by our changing times and national goals. In effect, from 1993 to 1995, IDC 

opened additional courses and programs such as Bachelor of Science in Radio-

logic Technology, Two-Year Computer secretarial, and Bachelor of Science in 

Physical Therapy, Bachelor of Science in Commerce and Bachelor of Science in 

Medical Technology in pursuance of its primary objective of “HEALTH MAN-

POWER DEVELOPMENT IN THE SERVICE OF THE COMMUNITY”. 

 In 2000, Iloilo Doctors’ College opened its door to Pre-School and         

Kindergarten with the opening of the Child Learning Center. 

 In 2004, to meet the increasing number of students enrolling in the 

Nursing Program, the College constructed another three storey building at the 

College of Nursing Campus. The building likewise housed the School of Midwife-

ry Lying-in Clinic. In 2005, a covered gymnasium was built to serve as a venue 

for the various cultural and athletic co-curricular activities of the college such as 

the annual literary musical contests (Litmus) and the Hinampang. The Gym has 

likewise served as a site for the Regional PRISAA Meet. 

 In 2006, construction of the three storey building intended for additional 

classrooms that will cater to the increasing population of the college. This build-

ing will also serve as the new home of the Administration Offices such as the 

Business Office, Cashier, Office of the Student and Alumni Affairs, Registrar’s 

Office, Executive Offices, Office of the Administration and the new Board Room 

and Main Library. The  Classrooms are operational and the Main Library located 

at the 3rd floor began its construction last March 2011 while the Administrative 

Offices are    being worked towards completion. 

 IECI Board of Directors issued Board Resolution 02-01-09 geared for IDC 

to pursue PACUCOA Accreditation. 

 In April 2009, IDC applied for Accreditation with Philippine Association 

of Colleges and Universities Commission on Accreditation (PACUCOA) 

 On January 28-29, 2010 PACUCOA Consultancy visit was conducted for 

the Biological Science , Dentistry, Information Technology and Nursing pro-

grams. Preparations were conducted based on the assessment of the consult-

ants on the Areas of Survey: Philosophy and  Objectives,   Faculty, Instruction, 

Library, Laboratory, Physical Plant and Facilities,   Student Personnel Services, 

Social Orientation and Community Involvement, and Organization and Admin-

istration. 

  

IDC Brief History 
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 Not all sources in the Internet provide accurate, complete, or current infor-
mation.  Users need to be selective in order to be good information  consumers.  
The    Internet makes no guarantee, either expressed or implied, with  respect to 
the quality or content of information available in the Internet. 

 

Privacy 

 Users are cautioned that, security in an electronic environment such as the 
internet cannot be guaranteed. Therefore, all transactions, files, and communica-
tions vulnerable to unauthorized access and use are considered public. 

  

Reservations and Time Limits 

 Internet computers will be available on a first-come first-served basis   
unless reserved.  Only Academic and non-Academic personnel may reserve the use 
of computers.  Time for reservations is arranged beforehand with the IDC Internet 
Library Technical Manager and reservations are up to one week in  advance,        
limited to one reservation per day. 

 Individuals shall be limited to 30 hours per semester usage time and limits 
to 60 minutes (1 hour) consumption per use if other users are waiting. 

 

User Responsibilities  

 

All users of the Internet are expected to use this library resource in a responsible 
manner, observing courtesy, consistent with the purpose for which it is provided, 
and to follow all Internet-related rules, regulations, and procedures established for 
its use including, but not limited to, those of the Library. Responsible, courteous use 
of the Internet includes: 

Recognizing that the internet, like all of the Library’s information sources must be 
shared and used with respect for the rights of other users to maximum use of their 
allotted time. 

FACILITIES: Library 
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5.  To find books in the library, here are the following guides: 

a. Know the author, title, subject or keyword. 

b. Check  the  Card  catalog and  look  under author, title, and   subject 
cards. 

c. Copy the call number and look for the book on the shelves. 

d. If you have difficulty, ask for the librarian’s assistance. 

e. Have  the  book   checked  out  at  the  circulation  counter for home use,  
or  you  may  read  all  the way in the nearest reading table for inside  
research and study. 

 

INTERNET LIBRARY 
 

POLICIES AND GUIDELINES ON INTERNET ACCESS AND USE 

(Revised May 2006) 
 

The IDC Internet Library as an information and reference center of Iloilo Doctors’ 
College shall provide services to the students, alumni, faculty, and personnel. 

The IDC Internet Library shall make information available in a variety of formats: 
prints and audiovisual.  The Library’s computer system, CD-ROM databases, online 
databases, and other resources shall enhance the School’s collection by providing 
information not readily available in print and audio-visual formats. 

The Internet, as an information resource, shall enable the Library to provide infor-
mation    beyond  the  confines  of     its own collection.  It    shall    allow  access    
to   ideas,   information,     and     commentary    from   around   the   globe. Current-
ly, however, it is an unregulated medium.  As such, while it can offer access to a 
wealth of materials that are personally, professionally, and culturally   enriching to 
individuals of all ages, it also allows access to some materials that may be         
offensive or undesirable.  The provision of access does not mean or imply that the    
Library endorses or sanctions the content or point of view of any of the  infor-
mation or commentary which may be found in the Internet.  

In accessing the Internet, potential controversial information and images may come 
up.  So, Internet access computers shall be located where they can be    monitored 
by competent staff for assistance and security.  The staff reserves the right to ask 
individuals to discontinue the display of information and images which cause dis-
ruption.  

  

FACILITIES: Library 
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 Compliance reports on the three programs for the Preliminary Visit were 

submitted to PACUCOA  in October 2010. 

  On August 16-18, 2011 PACUCOA Preliminary Visit was conducted for 

Biological Science, Dentistry and Nursing Programs. 

 In recognition of IDC’s Board of Directors and Administration sincere and 

continuing efforts to implement the PACUCOA recommendations, Biological     

Science, Dentistry and Nursing Programs were conferred Certificate of Accredita-

tion candidate status on September 5, 2011 for the period September                

2011-September 2013. 

 In 2011, IDC announced the opening of its new courses:   Bachelor of Sci-

ence in Psychology (under the College of Arts and Sciences) and Bachelor of Sci-

ence in Business Administration which specialized in Human Resource Develop-

ment Management and Financial Management (under the College of Business Ad-

ministration formerly the College of Commerce).  The Child Learning Center was 

granted authority to operate the Elementary Level Grades I and II for the School 

Year 2011-2012. 

 In 2013, IDC applied for accreditation with PACUCOA for level I Formal 

Visit of its Biological Science and Nursing programs. On August 28-29, 2013 Level 

I Formal Visit was conducted. On October 23, 2013, Biological Science and Nurs-

ing Programs were granted Level I Accredited Status by The Federation of Ac-

crediting Agencies of the Philippines (FAAP). 

 All academic programs are government recognized, and two  programs, 

Biological Science and Nursing are Level II Re-Accredited by the Federation of 

Accrediting Agencies of the Philippines (FAAP) through the Philippine Associa-

tion of Colleges and Universities Commission on Accreditation (PACUCOA). 

 The College also operates the Technical-Vocational Education and Train-

ing (TVET), offering TESDA Qualifications, to wit: Health Care Services NC II, Hilot 

(Wellness massage) NCII, and Massage Therapy NCII. 

 Further, the College have Pre-Elementary (Nursery, Kinder I & II); Ele-

mentary level (Grades I-VI) and Senior High School (Grade 11 & 12) which are all 

government recognized. It has also Grade 7 (Junior High School) which have gov-

ernment permit. During the recent years, the performance of the IDC graduates in 

the licensure/board examinations has been remarkable, with passing percent-

ages often higher than the national average and with many topnotchers in Mid-

wifery, Nursing and Dentistry. The IDC graduates have also taken their places in 

their respective professional fields both public and private. 

IDC Brief History 
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14. Library Orientation Program 

Library orientation conducted by the librarians to the Iloilo     Doctors’ Col-
lege students, faculty and staff which are not course-related during the first 
semester of an academic year.  It will be coordinated with the College Guid-
ance Office for the general orientation of per colleges. 

This orientation program provides the overview objectives, function, ser-
vices and collections of the library.  It also shows the  guidelines, procedures 
and policy applied in the library. 

 

Tips in Using the Library 
 

1.  Familiarize yourself with the physical layout and facilities and be       
acquainted with the arrangement of books and other materials on 
the shelves. 

 2.    Know the different rules and policies adopted by the library. 

                3.    Approach  the  library  staff  should  you  have  problems  in  using the     

                        library. 

                4.   Be acquainted with the Dewey Decimal Classification System used in 
the library for the organization of the library resources.  This system is 
a method of putting non-fiction books in order on the shelves.  There 
are ten classes or divisions in the system.  Each division holds books 
about the same subject.  The ten divisions are: 

 000-099 Generalities 

 100-199 Philosophy 

 200-299 Religion 

 300-399 Social Sciences 

 400-499 Languages 

 500-599 Pure Sciences 

 600-699 Applied Sciences 

 700-799 The Arts 

 800-899 Literature 

 900-999 History & Geography 
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11.  Library Instruction Program 

The Library Instruction Program reaches students at various points in their 
academic careers, but primarily through their  enrollment in English ____. 
Research methods classes. Librarians also provide instruction to faculty and 
staff on discipline specific resources and specialized topics upon request.  
Instruction sessions for specific classes are developed with    faculty to opti-
mize student learning about the research activity and utilization of the library 
facilities.  Librarians create tools such as test questionnaires, and research 
guides to help students learn to use information resources effectively.  The 
use of appropriate technologies and manual facilities to improve student fa-
miliarity with and understanding of library resources is also a key component 
of library instruction. 

 

12.  Library Committee 

The Library Committee is comprised of faculty members  representing all aca-
demic departments and programs.  The   Committee meets _______ semes-
ter and it is chaired by the Head Librarian.  The purpose of the committee is 
to: 

a)  Provide advise to help the library achieve its mission and   realizes its stra-
tegic plans. 

b)  Promote the library’s role and enhance its   effectiveness in the education-
al process. 

c) Advise the library on collections, facilities, and service policies and on new 
initiatives. 

d)  Acts as a channel of information between the Library  and the academic 
departments and programs. 

e) Involved  in  the  selection  and  acquisition  of  library reading materials. 

13. Research Assistance 

Research assistance is being done by the library in service to those library 
users asking for help in retrieving information.  The librarian will answer the 
queries and provide possible information sources to the clients.  For exten-
sive research, the library users may schedule a time to the librarian for the 
activity. 
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 4.  Filipiniana Section 

This section houses works by Filipino authors; works about the             
Philippines; and works published in the Philippines.  These     materials 
can be used inside the Library only.  Theses and    dissertations are 
housed in this section. 

5.  Periodicals Section 

This section houses current and bound issues of journals,    magazines, 
newspapers and other non-book materials such as pamphlets,             
brochures, clippings, etc.  Both current and bound issues of                   
periodicals are for library use only and cannot be taken out for home 
use.  Periodical Index is provided in order to      facilitate the location of       
materials. 

6.  General Reference Section 

This section houses the general reference materials such as                  
encyclopedias, dictionaries, yearbooks, almanacs, etc.  and are for li-
brary use only. 

7.  Professional Books Area 

This area consists of materials devoted to specialized subjects such as 
Dentistry and Nursing. 

8.  Circulation Books Area 

Consist   of  books  of    general  interest,  general  education subjects 
and other field of sciences books that are considered to be borrowed 
for home use. 

9. Fiction Books Area 

It houses materials for leisure/recreational reading.  These     materials 
can be borrowed for a week. 

 

10.  Ask A Librarian 

It is a service program intended for brief, factual questions.   Requests 
requiring more extensive research need to be made in person at the 
Library or you may schedule a time to talk with a librarian. 
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Control Area 

a.  All     users   and   visitors   should   leave   their  bags  at   the  baggage 
counter before entering the library circulation area.  He/she  should  bring  
all  his/her  valuables, e.g. wallets, cell  phones, etc.  and  secure a  number 
that corresponds to his/her baggage number.  Users  also  may  log their 
names with correspond  baggage  numbers  as  back-up  in  case  of  lost 
numbers.  Library  staff  are  not  responsible of any missing/lost items due 
to the negligence of the users. 

b. All  users  should  follow  the  direction  at  the  entrance/exit  alley  to  
avoid  congestion  in  the  flow  of  the traffic in the control area. 

c. Students,  faculty  and   staff  must  wear their college official identifications 
and uniforms at all times. 

d. All   users   with   borrowed    books   for   home study or for photocopying  
outside  the library should present the books and borrowers card for check-
ing by the assigned staff at the   control area of the library. 

e. Only   bags,   folders,   and   envelopes   are   allowed  to  be  deposited at 
the baggage counter. 

f. Users with unclaimed bags that are left overnight are charged with the 
amount of Php 25.00/day as storage fee. 

g. Users  with  lost  claim  numbers  at the baggage counter are charged with 
the amount of Php20.00/no. 

h. Payment  of  charges must be paid directly at the Circulation Counter.  Cir-
culation library/staff will release receipts to the users. 

 

 

Sections & Services 

1.  Technical Section 

It is responsible for acquiring all library materials needed in the      Li-
brary.  Here, the newly acquired materials are processed before they 
are made ready for circulation. 

2.  Circulation Section 

It    handles    all   transactions   pertinent   to  the borrowing and         
returning   of   books,    signing    of   clearance  and  payment  of over-
due fines and other charges. 

3.  Reserve Area 

It is place where books are reserved by faculty members as   required 
and as needed in their classes are kept and borrowed.  Reserved books 
can be taken out for overnight use at 5:00 PM and are due on or before 
9:00 AM the following day. 
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ACADEMIC PROGRAMS 
 

 

COLLEGE OF DENTISTRY 

 Six-Year Doctor of Dental Medicine (DMD) 

COLLEGE OF PHYSICAL THERAPY 

Four-Year Bachelor of Science in Physical Therapy 

COLLEGE OF NURSING 

Four-Year Bachelor of Science in Nursing 

COLLEGE OF ARTS AND SCIENCES 

Four-Year Bachelor of Science in Biological Science 

Four-Year Bachelor of Science in Social Work 

Four-Year Bachelor of Science Psychology 

COLLEGE OF MEDICAL LABORATORY SCIENCE 

Four-Year Bachelor in Medical Laboratory Science 

COLLEGE OF RADIOLOGIC TECHNOLOGY 

Four-Year Bachelor of Science in Radiologic Technology 

Three-Year Associate in Radiologic Technology 

COLLEGE OF BUSINESS ADMINISTRATION 

Four-Year Bachelor of Science in Business Administration 

 (Major in Financial Management) 

 (Major in Human Resource Management) 

COLLEGE OF CRIMINAL JUSTICE 

Four-Year Bachelor of Science in Criminology 

COLLEGE OF MIDWIFERY 

Four –Year Bachelor of Science in Midwifery 

Two-Year Midwifery Course 
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Mutilated or Damaged Materials 

a. Books   with   missing  or  mutilated  pages  shall  be  reported                       
at  once. 

b. Mutilated  or  damaged  of    library  materials  will  cost   the borrower a 
rebinding fee for those books judged fit for it. 

c. As  for  missing  pages,    the     borrower  will be charges for copying   fee.  

d. If    the  books  are  too  damaged  for  repair,  borrower must replace  the  
book  or  pay  the  exact  price  of the book.  The  Procedure  and  policies  
will  be  accordingly to the lost book   policy. 

Reviewees and Alumni 

a.  An  IDC  reviewee  is  entitled  to  avail  of  the library services from  Mon-
day  to  Saturday  free  of charge.  However, he/she must   present  a   
letter   noted  by  the   respective   Dean  or Faculty  or  in-charge  of   the  
IDC  review center addressed to  the VPAA thru the library. 

b. IDC    Alumni  can   avail   the   library   services   as   long  they present the 
alumni ID to the librarian. 

c. All library collections, especially books are inside use  only. 

Lost and Found 

  Inquiries  about  lost  articles/items  may  be  made  at  the Head Librarian’s 
Office.  

Fire Exits/Alarms 

a.  Fire exits are located both ends of the library 

b. Fire  alarms  are  found  in   strategic  locations in each library.  These 
alarms fare to be set only in case of fire. 

c. Any   unauthorized   use   of  the   fire   alarms   will   be  dealt accordingly. 

Library Clearance 

a. Students,     faculty     and     staff    must    return    all   library materials    
and    pay    their    unsettled    fines   to be cleared before the end of se-
mester/summer. 

b. At   the  end  of  each  semester/summer  classes,  clearances will be 
signed provided that the user has the library card,  borrower card and no 
accountabilities. 
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card to the reference in-charge.  She/he sign the control card per/a-v    
materials and logs to a logbook for record purposes. 

c)  Faculty may request a preview of multimedia materials as long as she/
he has the library card to present to the library  in-charge. 

Books Renewal 

Renewal   of   books   can  be  made  only  when the books are  due for check-in 
as indicated in the date due card/slip. 

Returning of Borrowed Library Collections 

Library users will returned all loans to the appropriate counter.  Circulation 
books must be returned to the Circulation counter.  Multimedia and other non-
print materials (like transparency, maps, etc.) must be returned to the refer-
ence section. 

  Fines 

a) Circulation     Overdue    Books      –     charged   Php  5:00   per       book/
day, excluding Sundays and Holidays. 

b) Reserved Books – charged Php 3.00 per hour 

 Lost 

a)  Lost     books     must    be    reported  at  once.   The fine of an overdue book 
shall   stop   at  the time the book is reported lost. 

b)  Book   to   be   paid.      Book  assessment shall be according to the   cost indi-
cated  in  the sales invoice/PO plus the standard processing fee of Php 200 
will be charged to the borrower. 

c)  Book   to  be  replaced.     Book  assessment shall be according  to   the   ac-
cession record, plus the standard processing fee of Php  200  will  be charged 
to the borrower,  In case the title of  the  lost  book  doesn’t  have  any  print-
ed copies to purchase,   library  will  allow replacement of the book of differ-
ent title as  long it is similar to the lost one. 

    d)  Any book  not returned at the end of the  semester/summer is considered        
lost. 
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COLLEGE OF INFORMATION TECHNOLOGY 

Four-Year Bachelor of Science in Information Technology 

Four-Year Bachelor of Science in Computer Science 

Four-Year Bachelor of Science in Information System 

Two-Year Associate in Computer Technology 

BASIC EDUCATION DEPARTMENT 

 Nursery         (2 ½ - 3 Yrs. Old) Grade III    (8 – 9 Yrs. Old) 

Kinder          (3 – 4 Yrs. Old) Grade IV  (9-10 Yrs. Old) 

Preparatory  (4 – 5 Yrs. Old) Grade V  (10-11 Yrs. Old) 

Grade I          (5 – 7 Yrs. Old) Grade VI  (11-12 Yrs. Old) 

Grade II          (7 – 8 Yrs. Old)   

JUNIOR HIGH SCHOOL 

Grade VII (12-13 Yrs. Old)  Grade IX (14-15 Yrs. Old) 

Grade VIII (13-14 Yrs. Old)  Grade X (15-16 Yrs. Old) 

SENIOR HIGH SCHOOL 

Grade 11 & 12 

 STEM -          Science, Technology, Engineering & Mathematics 

 ABM —         Accountancy, Business & Management 

 HUMSS  -      Humanities & Social Sciences 

 GAS—           General Academics   

TECHNICAL-VOCATIONAL EDUCATION & TRAINING DEPARTMENT (TVET) 

One-Year Health Care Services NC II 

 Hilot (Wellness Massage) NC II 

 Massage Therapy NC II 

AFFILIATE: Iloilo Doctors’ College of Medicine, Inc. 

  Four-Year Doctor of Medicine (MD) 
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b) Students can borrow the reserved book for reading inside the library for 
three hours, renewable for    another one hour if there is no prior request. 

c) Reserved books are for inside use only.  These are placed at the Circulation 
Reserve Books Area. 

3.  Filipiniana Books 

 Filipiniana books cannot be circulated.  However,  duplicate copies may be 
checked-out according to the procedure and policies of circulation books. 

4. Reference, Periodicals (Journals, Magazines, Gazettes), Theses, and Manu-
scripts 

 These library collections are cannot be circulated and are for inside use only. 

5.  Books policy regarding Student Final Examination 

 One week before the final examinations, all books are room use only. 

 Books borrowed and not returned during the final exam week will be charged 
of Php 3.00 per book/hour. 

 During final examination, the library will not accommodate other institution   
researchers.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   

6.  The borrower is responsible for books he/she checks out. 

7. Books will not be checked out to those users who have unsettled and over-
due books. 

  

Multimedia Materials -  includes CDs, VCDs, DVDs, Audio Tapes, Video Tapes 

a)  Viewing   of  CD’s   by   students   is allowed upon presentation of a 
request letter noted by his/her professor. 

b)  Faculty   may   borrow   multimedia   materials  for     classroom use is 

made through reservation.  The faculty  must  present  the  library ID 

and borrower’s  
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      .   Borrowers Card 

 The library will issue borrower’s card to the library user at the time they 
acquired the Library ID card. 

 Borrower’s Card will be presented to the Circulation librarian/staff upon 
borrowing and returning of books. 

 In case of loss, library users are required to submit an affidavit of loss to 
the Circulation library. 

.  Borrowing Procedure 

 To borrow a book, bring the book together with library ID and borrowers 
card to the Circulation Counter. 

 The book cards will be signed to the users and the due date will be 
stamped on the date due slip of the book and       borrowers card. 

        .  Borrowing Privileges and Regulations 

1.  Circulation Books 

a)  IDC students are allowed to borrow a maximum of two books at a re-
newable for three days. 

b)  Full-time faculty is allowed to borrow a maximum five books per se-
mester and summer at a time renewable for three weeks. 

c)  Part-time faculty is allowed to borrow a maximum of five books per 
semester and summer at a time renewable for two weeks. 

d)  Non-teaching staff are allowed to borrow a maximum of three books 
and renewable for one week. 

                  Note:  All books may be recalled anytime upon request. 

2.  Reserved Books 

Books with only one copy and books selected by the    faculty and library 
committee are used as references for curricular courses of students. 

a)  Students can borrow the reserved book for one hour for photocopy-
ing purposes. 
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POLICY GUIDELINES ON CLASSROOM ASSESSMENT FOR THE K TO 12 BASIC  
EDUCATION PROGRAM (BEP) 
(Enclosure to DepEd Order No. 8, s. 2015) 

 
THEORETICAL BASIS 
 

Classroom Assessment is a joint process that involves both teachers and 
learners. It is an integral part of teaching and learning. Teachers provide ap-
propriate assessment when they aim the holistically measure learners current 
and developing abilities while enabling them to take responsibility in the pro-
cess. This view recognizes the diversity of learners inside the classroom, the 
need for multiple ways of measuring their varying abilities and learning poten-
tials, and the role of learners as co- participating in the assessment process. 

 
CLASSROOM ASSESSMENT 
 

Classroom assessment is an ongoing process of identifying, gathering, organiz-
ing, and interpreting quantitative and qualitative information about what 
learners know and can do. 

 

The teachers should employ classroom assessment methods that are con-
sistent with curriculum standards. It is important for teachers to always inform 
learners about the objectives of the lesson so that the latter will aim to meet 
or even exceed the standards. The teacher provides immediate feedback to 
students about their learning progress. Classroom assessment also measures 
the achievement of competencies by the learners. 
 

A. Formative Assessment may be seen as assessment for learning so teachers 
can make adjustments in their instruction. It is also assessment as learning 
wherein students reflect on their own progress. It is characteristically infor-
mal and is intended to help students identify strengths and weaknesses in 
order to learn from the assessment experience. 

 

Formative assessment may be given at any time during the teaching and 
learning process. It is also a way to check the effectiveness of instruction. 

 

Formative assessment involves teachers using evidence about what learners 
know and can do to inform and improve their teaching. Teachers observe 
and guide learners in their tasks through interaction and dialogue, thus gain-
ing deeper insights into the learners’ progress, strengths, weaknesses and 
needs. 
Formative assessment results, however, are not included in the computation 
of summative assessment. 

 
Formative assessment must also provide students with immediate feedback 
on how well they are learning throughout the teaching-learning process. 
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B.Summative Assessment may be seen as assessment of learning, which occurs 
at the end of a particular unit. This form of assessment usually occurs toward 
the end of a period of learning in order to describe the standard reached by 
the learner.  

 
Summative assessment measures whether learners have met the content and 
performance standards. Teachers must use methods to measure students 
learning that have been deliberately designed to assess how well student have 
learned and are able to apply their learning in different contexts. The results 
of summative assessments are recorded and used to report on the learners’ 
achievement. Primarily, the results of summative assessment are reported to 
the learners and their parents/guardians. In addition, These are reported to 
principals/school heads, teachers who will receive the child in the next grade 
level, and guidance teachers who should help student cope with challenges 
they experience in school. 

 

ASSESSMENT IN THE CLASSROOM 
 
Assessment in the classroom is aimed at helping students perform well in relation 
to the learning standard. 

 
A. Content Standards identify and set the essential knowledge and under-

standing that should be learned. They cover a specified scope of sequential 
topics within each learning strand, domain, theme, or component. Content 
standards answer the question, “What should the learners know?” 

B. Performance Standards describe the abilities and skills that learners are 
expected to demonstrate in relation to the content standards and integra-
tion of 21st century skills. The integration of knowledge, understanding, 
and skills is expressed through creation, innovation, and adding value to 
products/performance during independent work or in collaboration with 
others. Performance standards answer the following questions: 

 
1. What can learners do with what they know? 
2. How well must learners do their work? 

3. How well do learners use their learning or understanding in different 
situations? 

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

5. What tools and measures should learners use to demonstrate what 
they know? 

 

Academic Policies Procedures & Services 

 

 103 

 

10.  Sleeping,     eating,     smoking,     and    making   class   projects    (like    drawing,  

     cutting,      littering,     etc.)     inside    the   library     are    prohibited.      However,  

     drawing is allowable limited to bond paper size. 

 

11.  Keep the library facilities in order.  Push back chairs after using. 
 

12.  Reservation of seats is not permitted. 
 

13.  The library will not be responsible for the loss of personal belongings. 
 

14.  Present your things for inspection before leaving the Library. 
 

Note:  Library is a place of learning, research, study and stores any source of information 
for intellectual development of library users.  In connection to this, library users 
are not allowed to roam around, talk, sleep, or display any kind of behavior that 
may disturb other users.  If you will be caught violating library policy, your school 
ID and Library Card will be confiscated by the Library Staff and endorsed to the 
Committee on Discipline. 

 

Guidelines and Policy 

.  Identification Card 

The current official college ID is needed for entrance and in library transactions.  The 
ID is non-transferable and must be worn all the time. 

.  Library Identification Card 

The Library ID is issued free.  This will serve as purpose in borrowing books and ac-
cess to other collections. 

Library ID is validated at the beginning of every semester and summer. 

Only validated Library ID can avail the borrowing privileges. 

In case of loss, library user is required to submit an affidavit of loss plus a replace-
ment fee of Php 20.00 

Using the Library ID of another person is prohibited.  For the first    offense, a warm-
ing shall be given.  Library ID’s are non-transferable and must be used personally. 
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        a.  Library   cards   are   issued   free   to  all students upon presentation of  

     their registration slips and two ID sized photographs. 

b.  Library   cards   are   valid   only   for  the  current  semester or summer  

     term.  They must therefore be validated each school term. 

c.  Library   cards   are   not   transferable.    Students   who use the Library  

     card  of  others   and  those  who  allow  others  to  use  their cards  are     

     Subject  to  a  dine/withdrawal  of    library    privileges    for   a  varying  

     period of time  depending on the circumstances. 

d.  Lost   library   cards   must  be reported immediately to the Library and  

     a   replacement    will  be  issued  only  after  submission  of  a  copy  of  

     affidavit of loss and upon payment of fine. 
 

 

2.  Present properly your recent validated school ID upon entering. 
 

3.  Users  must  observe  the  proper  IDC  Dress Code and conduct themselves  

     in the Library. 
 

4.  Observe  silence  at  all  times.     All  cellular  phones  must  be  set to silent  

     mode  before  entering   the  library.     Answering/making   calls   should be    

     done outside the library. 
    

5.  Kindly   log   your    name,   course    &    year   and    purpose    in the library  

      logbook. 
 

6.  Water   bottles,    food    and  any  kind of    sharp   objects are NOT allowed  

     inside the library. 
 

7.  Leave   all    big    bags   or  any  kind  of  back pack baggages in the baggage  

     area,    bring   your   valuables   (cellphones,  calculators,  wallets, etc.)  with  

     you. 
 

8.  Use    Library    materials   properly.    Do  not   tear  page(s)  nor underlined    

     part(s),    as    these   are   forms of vandalism and are punishable under IDC  

     Library Policy. 

9. Leave    books    on    the   table   after  using (except for the Reserved books     

     that need to be returned to the counter). 

FACILITIES: Library 

 

 23 

 

C. Learning Competencies refer to the knowledge, understanding, skills, and 
attitudes that students need demonstrate in every lesson and/or learning 
activity. 

 
D. Concept Development 

 
The learning standards in the curriculum reflect progressions of concept 
development. The Cognitive Process Dimensions adapted from Anderson & 
Krathwohl (2001) may be good way to operationalize these progressions. It 
provides a scheme for classifying educational goals, objectives, and stand-
ards. It also defines  a broad range  of cognitive  processes from basic to 
complex, as follows: Remembering, Understanding, Applying, Analysing, 
Evaluating, and Creating.  

 
Table 1. Adapted Cognitive Process Dimensions 
 

 
 

To align the assessment process with the K to 12 curriculum, the adapted Cognitive 
Process Dimensions may be used as guide not only in lesson development but also 
in the formulation of assessment tasks and activities. 

Cognitive Process 
Dimensions 

Description 

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

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

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

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

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

Creating The learner can put elements together to form a functional 
whole, create a new product or point of views: generate, 
hypothesize, plan, design, develop, produce, construct, for-
mulate, assemble, design, devise 
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LEARNERS’ CLASSROOM ASSESSMENT 
Learners are assessed in the classroom through various processes and 
measures appropriate to and congruent with learning competencies defined in 
K to 12 curriculum. Some of these processes and measures may be used for 
both formative and summative assessment, which have different goals. Learn-
ers may be assessed individually or collaboratively. 
 

 Individual and Collaborative Formative Assessment 
 

Individual  formative assessment enables the learner to demonstrate inde-
pendently what has been learned or mastered through a range of activities 
such as check up, quizzes, written exercises, performances, models, and even 
electronic presentations. 

 
Collaborative formative assessment allows students to support each other’s 
learning.  

 
 Formative Assessment in Different Parts of the Lesson 

 
Formative assessment may be integrated in all parts of the lesson. Basically, 
every lesson has three parts: before the lesson, the lesson proper, and after 
the lesson.  
 
Before the lesson 

Formative assessment conducted before the lesson informs the teacher 
about the students’ understanding of a lesson/topic before direct instruc-
tion. It helps teachers understand where the students stand in terms of con-
ceptual understanding and application. Formative assessment provides ba-
ses for making instructional decisions, such as moving on to a new lesson or 
clarifying prerequisite understanding. 

 
During the Lesson 

Formative assessment conducted during the lesson proper informs teachers 
of the progress of the student in relation to the development of the learning 
competencies. It also helps the teacher determine whether instructional 
strategies are effective. The results of formative assessment given before the 
lesson to establish if conceptual understanding and application have im-
proved. 

 
After the Lesson 

Formative assessment conducted after the lesson assesses whether learning 
objectives were achieved. It also allows the teacher to evaluate the effective-
ness of instruction. Students who require remediation and/or enrichment 
should be helped by the teacher using appropriate teaching strategies. 
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Classification (DDC) System and arranged in open shelves, accessible to students, 
faculty and staff.  The collection is subdivided into the courses offered by the     
College. 

 

Location 

 The College Library is located at the 3rd floor, left wing of the new          
administration building.  The area caters library sections according to its services.  It 
has Circulation/Readers’ Section (consists of general circulated books) Reference 
Section (consists of encyclopedia, dictionaries, handbooks, atlases, directories & 
other general references) Filipiniana Section (consists of Rizaliana books, books 
authored and published in the Philippines, National and Local books and other    
collections; theses and dissertations, local newspapers, clippings and models)    
Periodical Section (consists of scholarly journals, magazines and news either foreign 
or  national), Multimedia Section (consist of stored multimedia materials and sets 
of e-connected computers for latest and update scholarly information for research 
studies), and library Technical Sectional (consist of books purchased to be classify 
and catalog). 

 

Hours of Service 

 Regular Semester : Monday-Friday 7:30AM – 6:00 PM 

    (no noon break) 
 

    Saturday 8:00 AM – 12:00 Noon 

     1:00 PM – 5:00 PM 
 

 Summer Terms : Monday – Friday 8:00 AM – 12:00 Noon 

     1:00 PM – 5:00 PM 

     

    Saturday 8:00 AM – 12:00 Noon 
 

General Rules and Regulations 

 

Those who want to do business with the Library must observe the following: 

1.  Transactions  with the IDC Library shall be done only through the use of   
Library cards.  Each student must therefore secure a Library Card, which 
must be presented at the circulation counter every time s/he wishes to   
borrow books from the Library.  The issuance and use of the Library card is 
governed by the following: 

FACILITIES: Library 



 

 100 

 

LIBRARY 

 Iloilo Doctors’ College (IDC) Library is an integral part of the college educational 

facilities in service to the bona-fide students, faculty and staff.  Its mission is to 

promote literacy and support the IDC vision and goal by providing balance    

library collections, good facilities and services that will adapt to the changing 

and expanding needs of the college programs of       instruction and research. 

Goals/Objectives 

 The library general objectives is to make library users access information      

resources where and when they need them. Information resources  include the 

collections of the library electronic and physical.  Information resources also 

include staff whose help users understand these resources, the processes for 

obtaining them, and the tools used.  The library should allow users access to 

these information resources with as few restrictions on location, time, and 

technology as possible. 

 

Specific objectives: 

1.   To provide comprehensive and updated information sources in order to 

support the instruction, scholarship, research and community services 

programs of the college. 

2.   To serve the bona-fide students, faculty and staff by answering queries 

and assisting their research reports and theses through providing the 

right books with the right information at the right time. 

3. To preserve library materials and ensure their availability to current 

and future needs. 

 

Collection 

Library collection has approximately of 36,688 volumes that comprises of 

books, periodicals (journals & magazines), newspapers clippings, transparen-

cies, multimedia (dvd’s, vcd’s, audio tapes, video tapes, etc.),    annual souvenir 

programs, and maps.  The book collection in the library has approximately   

29,959   volumes   organized  according to the Dewey Decimal  

FACILITIES: Library 
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Table 2. Purposes of Formative Assessment 

Parts of 
the Lesson 

Purpose 
Examples of              

Assessment Methods For the Learner For the Teacher 

Before  
Lesson 

1. Know what s/he 
knows about the 
topic/lesson 

2. Understand the 
purpose of the 
lesson and how 
to do well in the 
lesson 

3. Identify ideas or 
concepts s/he 
misunderstands. 

4. Identify barriers 
to learning 

1. Get information of 
what the learner 
already knows and 
can do about the 
new lesson. 

2. Share learning in-
tentions and suc-
cess criteria to the 
learners. 

3. Determine miscon-
ceptions 

4. Identify what hin-
ders learning 

1. Agree/Disagree activi-
ties 

2. Games 
3.  Interviews 
4. Inventories / checklists 

of skills (relevant to the 
topic in a learning area) 

5. KWL activities (what I 
know, what I want to 
know, What I learned) 

6.Open-ended questions 
7. Practise exercises 

Lesson 
Proper 

1. Identify one’s 
strengths and 
weaknesses 

2. Identify barriers 
to learning 

3. Identify factors 
that help him/ 
her learn 

4. Know what s/he 
knows and does 
not know 

5. Monitor his/her 
progress 

1. Provide immediate 
feedback to learn-
ers 

2. Identify what hin-
ders learning 

3. Identify what facili-
tates learning 

4. Identify learning 
gaps 

5. Track learner pro-
gress in compari-
son to formative 
assessment results 
prior to the lesson 
proper 

6. To make decisions 
on whether to 
proceed with the 
next lesson, re-
teach, or provide  
for corrective 
measures  or rein-
forcements 

1. Multimedia presenta-
tions 

2. Observations 
3. Other formative perfor-

mance tasks (simple 
activities that can be 
drawn from  a specific 
topic  or lesson) 

4. Quizzes (recorded but 
not graded) 

5. Recitations 
6. Simulation activities 
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Parts of 
the Lesson 

Purpose Examples of              
Assessment Methods For the Learner For the Teacher 

After Les-
son 

1. Tell and rec-
ognize 
whether s/he 
met learning 
objectives 
and success 
criteria 

2. Seek support 
through re-
mediation, 
enrichment, 
or other 
strategies 

3. Assess whether 
learning objec-
tives have been 
met for a speci-
fied duration 

4. Remediate 
and/or enrich 
with appropri-
ate strategies 
as needed 

5. Evaluate 
whether learn-
ing instructions 
and success 
criteria  have 
been met 

1. Checklists 
2. Discussion 
3. Games 
4. Performance tasks 

that emanate from 
the lesson objectives 

5. Practice exercises 
6. Short quizzes 
7. Written work 

 
 

   

    Summative Assessment 
 
This form of assessment measures the different ways learners use ad apply all rele-
vant knowledge, understanding, and skills. 

Individual and Collaborative Summative Assessment 
 
Learners may be assessed individually through unit tests and quarterly assessment. 
Collaboratively, learners may participate in group activities in which they cooperate 
to produce evidence of their learning. 
 
Components of Summative Assessment 
Summative assessments are classified into three components, namely, Written 
Work (WW), Performance Tasks (PT), and Quarterly Assessment (QA). 
 

A. The written component ensures that students are able to express 
skills and concepts in written form. 

B. Performance Task component allows learners to show what they 
know and are able to do in diverse ways. 

C. Quarterly Assessment measures student learning at the end of the 
quarter. 

Academic Policies Procedures & Services 
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I.  CAMPUSES 

A.  Main Campus 

1.  College of Physical Therapy 

2.  Office of Admissions 

3.  Business Office 

4.  Guidance Services and Center for Psychological Testing 

5.  College of Business Administration 

6.  College of Arts & Sciences 

7.  College of Information Technology 

8.  College of Medical Laboratory Science 

9.  College of Radiologic Technology 

10.Registrar’s Office 

11.College of Medicine 

12.Laboratories (Chemistry/ Anatomy) 

13.Internet Library 

14.Main Library 

15.Auxiliary Services Department 

16.Student Center 

17.Office of the Academic Affairs 

18.Office of Student, Alumni Affairs & Sports Development 

19.Office of the President 

20.Clinical Laboratory 

21.School Clinic 

22.Diagnostic Imaging Section Office 

23.Human Resource Development Office 

24.Environment and Pollution Control Office 

25. School Publication 

26. Repair and Maintenance Department 

                            27. TVET Department  

B. Dentistry Campus 

1.    College of Dentistry 

2.    College of Criminal Justice 

3.    Dentistry Gym 

4.    PE Office 

5.    Swimming Pool 

6.    Panoramic X-ray Office 

C. Nursing Campus 

1.   College of Nursing 

2.   College of Midwifery 

3.   NSTP Office/Senior High School Department 

4.   Basic Education Department  

5.   Nursing Gymnasium 

6.   Lying-in Clinic 

7.   BED Library 

8.   Security Office 
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Table 3. Components of Summative Assessment 
 

 
  

Components Purpose When Given 

Written Work 
(WW) 

1. Assess learners’ under-
standing of concepts and 
application of skills in 
written form 

2. Prepare learners for quar-
terly assessments 

 At the end of the topic or 
unit 

Performance 
Tasks (PT) 

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

2. Give students opportunities 
to demonstrate and inte-
grate their knowledge, un-
derstanding, and skills 
about topics or lessons 
learned in a specified real-
life situation by performing 
and/or producing evidence 
of their learning 

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

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

At the end of a lesson fo-
cusing on a topic/skill les-
son 
  
Several times during the 
quarter 

Quarterly 
Assessment 
(QA) 

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

Once, at end of the quarter 
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GRADING SYSTEM 

 
The K to 12 Basic Education Program uses a standards and competency based 
grading system. All grades will be based on the weighted raw score of the 
learners’ summative assessments. The minimum grade needed to pass a speci-
fied learning area is 60, which is transmuted to 75 in the report card. The low-
est mark that can appear on the report card is 60 for Quarterly Grades and 
Final Grades. 
 
Learners from grades 1 to 12 are graded on Written Work, Performance Tasks 
and Quarterly Assessment every quarter. These three (3) are given specific 
percentage weights that vary according to the nature of the learning area. 

 
Learner Progress Record and Computation 

 
Grades 1 to 12 
In a grading period, there is one Quarterly Assessment but there should be 
instances for students to produce Written Work and to demonstrate what they 
know and can do through Performance tasks. 

 
Steps in computing Final Grades 

 
Step 1. Grades from all student work are added up. This results in the total 

score for each component, namely Written Work, Performance Tasks, 
ad Quarterly Assessment. 

 
Raw Scores from each component have to be converted to a Percent-
age score. This is to ensure that values are parallel to each other. 

 
Step 2: The sum for each component is converted to the Percentage Score.  

 
 

Percentage Score (PS) =  Learner’s total raw score  x 100% 
              Highest possible score 
 

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

 
Weighted Score (WS) – Percentage Score x Weight of Component 
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VI. OFFICE OF ALUMNI AFFAIRS 

The Office of Alumni Affairs is headed by the Head of Alumni Affairs, with 
the responsibility to provide on-going services for IDC Alumni and former    
students.  The Alumni Affairs Office intends to encourage their involvement in 
the institution’s activities and strives to increase alumni participation.  The 
Office works in collaboration and coordination with the Alumni Association in 
its projects and maintains harmonious relationship and sustaining loyalty and 
enthusiasm among alumni. 

 

VII.  AUXILIARY SERVICES DEPARTMENT 

The Auxiliary Services Office is responsible in maintaining accounting   
records of transactions entered into the office; takes orders, issues and     rec-
ords clinical requirements including uniforms for students, duty and CHN 
bags, etc.   

 

Office of Alumni Affairs/Auxiliary Services Department 
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All field trip that are designated as a mandatory course requirement should 
have a letter attached to their request permission from the Head Faculty in charge 
of the course and should be noted by their respective Deans and be approved by 
the Office of the Vice-President of Academic Affairs.  Faculty in charge should also 
provide alternate assignments from those students who are unable to participate. 

 

Off campus activities that are non-curricular in nature should have a letter 
noted by their respective Deans and noted by the Office of the Vice President for 
Student Affairs.  

       All requests shall be submitted to the Office of Student, Alumni Affairs and 
Sports Development two (2) weeks prior to activity. 

       Any activity carrying the name of Iloilo Doctors’ College outside campus should 
follow the same guidelines.  

Financial Statements/liquidation for the field trip shall be submitted to the 
Office of the Dean and the Office of the VP for Academic Affairs, Office of the VP 
for Student Affairs and to the Office of the Administrator if funded by the school 
two weeks after culmination of the field trip. 

Office of Sports Development  

The Office of Sports Development is in charged with the          
formulation and implementation of the sports program of Iloilo Doctors    
College.  It is responsible for the recruitment and training of varsity     
athletes that will represent the school in various athletic competitions 
like the:   PRISAA, UNIGAMES and other prestigious tournaments or    
invitational games in local, regional and national levels.  It is also          
responsible for the   intramural sports activities. 

 

Publication Office 

The official student publication is the IDC Gazette.  Manned by 
competent Editorial Board from different departments, it comes out with 
a newsletter and four (4) issues of magazine or tabloid per academic year.  
Each issue contains an editorial, news, features and literary items and 
opinions that make up for wholesome reading. 

Co-Curricular Programs & Activities 
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Step 4. The sum of the Weighted Scores in each component is the Initial Grade. 

This initial grade will be transmuted using the given transmutation table 
to get the Quarterly Grade (QG). 

 
Step 5. The Quarterly Grade for each learning area is written in the report card of 

the student. 
 
 

For Grades 11 to 12 
The two quarters determine the final grade in a semester.  

 
 
Table 5. Grade 11, 2nd Semester of ABM Strand (Sample Only) 
 

 

Subjects 

Quarter Second 
Semester 

Final 
Grade 

3 4 

Core Subjects 

Reading and Writing Skills 80 83 82 

Pagbasa at Pagsusuri ng ibat ibang teksto tungo 
sa pananaliksik 86 85 86 

Statistics and Probability 82 87 85 

Physical Science 88 87 88 

Physical Education and Health 90 88 89 

Applied and Specialized Subjects 

Empowerment Technologies: ICT for Professional 
Tracks 

80 83 82 

Business Math 87 86 87 

Organization and Manage 85 81 83 

Fundamentals of Accounting, Business and Man-
agement 1 

84 81 83 

  General Ave. 
for  the  
Semester 

85 
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b. Institutional organizations can request funds from Administrator and 
must be duly approved by the VP for Student, Alumni Affairs and  Sports  
Development .  On  the  other  hand, IDC has no obligation to finance or 
fund any   activity of non-institutional organizations. 

 

Guidelines on Field Trips and Off Campus Activities 
 

A field trip is a visit to a factory, museum, and the like made by students, 
teachers or adviser for purposes of first-hand observation, education and personal 
improvement.  Field trips sanctioned by the School should be educational in     
nature.  As such, it must have relevance to the academic requirements of the   
students.  Field trips held for purposes of socialization, acquaintance, and other 
similar activities are not recognized by the School. 

An off campus activity is a function/affair conducted/participated by the     
students outside the school for the personal growth of the student like seminars, 
medical missions, athletic meets and or any other non-academic activity carrying 
the name of Iloilo Doctors’ College. 

School personnel who wish to participate in these types of activities may do 
so in their personal capacity. 

Unless it is a curricular requirement, field trips should be scheduled on         
non-class days, preferably during summer or semestral break. 

The following are the guidelines: 

 Fill  up  three  copies  of request for permission form from the Office of 
Student Affairs or download it at the IDC website (www.idc.edu.ph) to go 
on  a  field  trip  with  information  regarding the nature of the activity, 
duration, inclusive dates, destination, budget, itinerary, and other relevant 
information. 

 Make a list of participating students stating their course and year, the 
teacher or adviser accompanying the field trip. 

 Turn over to the Dean/Principal, parent consent and waiver for               
safekeeping. 

 Include plans for the maximum safety and security measures throughout 
the duration of the field trip. 

Co-Curricular Programs & Activities 
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j.    Once  approved,  a  copy  shall  be  given  to  the  Office  of  the        Ad-
ministrator.     Non-compliance with this procedure shall prohibit entry of 
the establishment on campus. 

 

Guidelines on Social Events/ Campus Activities/Fund-Raising 
 

a. Any registered organization hosting social events, campus      activities, or 
fund-raising activity shall abide by all applicable local laws and regulations 
and those in the Student Handbook. 

b. All  social  events,  campus activities, and  fund-raising activity must  be  
approved  by  the Head,  Co-curricular  Program  & Activities and the VP 
for Student, Alumni Affairs and Sports    Development  through the Office 
of Student Affairs. 

c. If the activity is held on campus and use of facility is required, the organi-
zation shall submit a letter of request address to the Head, Co-curricular 
Program & Activities and the VP for Student, Alumni Affairs and Sports    
Development,   Administrator and assigned office  for approval.  Requests 
should be submitted two (2) weeks before the activity. 

d. For  fund-raising  activity,  the VP for Student, Alumni Affairs and Sports    
Development  through the Office of Student Affairs shall be informed for 
proper clearance.  The VP for Student, Alumni Affairs and Sports Develop-
ment along with the Administrator shall ultimately approve all fund-
raising projects to   ensure that there is no conflict of interest. 

e.  Each organization sponsoring a social event on campus must sign a state-
ment of responsibility and a waiver of liability releasing Iloilo Doctors’ 
College from liability for personal injury or       damages to property, litter-
ing or destruction, and clean up of school property. 

f. Serving and drinking of alcoholic beverage is strictly prohibited. 

 

Guidelines on Financial Responsibilities 

 

a.  All  student organizations shall submit a Financial Report to the Com-
mittee on Student Organizations through the Office of Student Affairs and 
must be made available during the annual review. 
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Learner’s Progress Report 
 

The summary of learner progress is shown quarterly to parents and guardians 
through a parent-teacher conference, in which the report card is discussed 
 
Table 6: Descriptors, Grading Scale, and Remarks 
 

 
 
Learners Promotion or Retention at the end of the year 
 

This section provides the bases for promoting a learner to the next grade level or 
for retaining a learner in the same grade level. 
 
Table 7: Learner Promotion and Retention 
 

 
 

Descriptor Grading Scale Remarks 

Outstanding 90-100 Passed 

Very Satisfactory 85-89 Passed 

Satisfactory 80-84 Passed 

Fairly Satisfactory 75-79 Passed 

Did not meet  
Expectations 

Below 75 Failed 

  Requirements Decision 

For grades 
11 to 12 
Learners 

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

Can proceed to the next semester 

Did not Meet Expecta-
tions in a prerequisite  
subject in a learning 
area 

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

Did not Meet Expecta-
tions in any subject or 
learning area at the end 
of the semester 

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

Must pass all subjects or 
learning areas in Senior 
High School 

Earn the senior High School Certifi-
cate 
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For Grade 11 to 12, learners who fail a unit/set of competencies must be immedi-
ately given remedial classes. They should pass the summative assessments during 
remediation to avoid a failing grade in a learning area/subject. This will prevent 
students from having back subjects in Senior High School (SHS). However, if the 
learner still fails remedial classes, s/he must retake the subject/s failed during the 
summer or as a back subject. Guidance Teachers/career advocates must provide 
support to the SHS student for his/her choices in SHS tracks. 
 
Summative Assessments are also given during remedial classes. These are record-
ed, computed, weighted, and transmuted in the same way as the Quarterly Grade. 
The equivalent of the Final Grade for remedial classes is the Remedial Class Mark 
(RCM). 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 Final 
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 be-
low 75. 
 
The teacher of the remedial class issues the Certificate of Recomputed Final 
Grade, which is noted by the school principal. This is submitted to the division 
office and must be attached to both Form 137 and School Form Number 5. Figure 
1 below shows a sample certificate. 
 
Figure 1. Sample Certificate of Recomputed Final Grade 
 

Certificate of Recomputed Final Grade 
 

  Name of Student:___________________________________________________ 
  Grade Level : ______________________________________________________ 
  School Year: ______________________________________________________ 
 

 
 

  Prepared by: _________________________ __  Date: ______________________ 
                    Remedial Class Teacher 
 

  Noted by: ______________________________  Date: ______________________
          School Principal 
 

  Received by: ____________________________  Date:______________________ 
          Division Office 

Learning Area Final Grade Remedial Class 
Mark 

Recomputed Final 
Grade 
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stating their purpose.  Kiosk rental fee shall be subject to change without 
prior notice. 

c.   Participating kiosk with electrical appliances shall pay electricity charge 
and shall observe the following flat rates: 

1)    P100.00 shall be charged for one (1) to five (5) days event. 

2)    P200.00 shall be charged for six (6) to ten (10) days event. 

d.    Get three (3) copies of the kiosks/booths application forms from the 
Office of Student Affairs and duly accomplish these. 

e.    The  sponsoring department  shall  observe  the   following     procedures: 

1)   Shall   provide  a  letter addressed to the Head, Security Services for 
security and non parking of vehicles during the event; 

2)    Shall  provide  a  letter addressed to the Head, Maintenance Depart-
ment for electrical needed for the event; 

3)    Shall   provide entry  form,  kiosk  number assignment and kiosk loca-
tion assignment.  These shall be presented to the security guard prior 
to entry and shall be kept in their area for inspection.  Entry form and 
kiosk location    arrangement are available at the Office of   Student 
Affairs.  Kiosk location arrangement shall be subject to change de-
pending on the number of kiosk entry, occasion and shall be in a first 
come first serve basis. 

4)    Shall bill rental  and  electrical charges of participating kiosk referring 
to guidelines b and c. 

5)    Shall issue discharge form to participating kiosk for clearing. 

f. These forms shall then be approved by the Office of Student  Affairs. 

g.    Once  approved,  a  copy  shall  be  given  to  the  Office  of  the  Adminis-
trator, and another copy to be retained by the requesting department as 
file.   

h. Participating kiosk offering food and beverages shall require to wear hair-
net and apron. 

i.     The  Office  of  Student  Affairs  shall  be  informed and approval shall be 
given one (1) week prior to the said activity. 
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However, Streamers or Posters not conforming to the above specified        
measurements may be allowed only when there is a need and to the ad-
vantage of the IDC. 

       DISPLAY TIME: 

1)  One  (1)   month   -   for   purposes   of    advertisement, announcements  

and the like. 

2)  Two (2) weeks -   for purposes of activities e.g. NLE, student activity, film 

showings, or lectures  

 
It is the responsibility of the owner of the Streamer/Poster to      remove the 
display upon expiration of the display time.  Failure to do so may subject the 
owner for non-display of future streamers/poster. 

 

LOCATION OF DISPLAY 

Posters shall be posted in designated areas  as identified by each department 

Streamers shall be hung on specific designated areas as assigned by the   

management. 

Once these designated areas are already occupied, interested parties are 

advised to wait until a vacant space will be made available. 

 

Guidelines for Kiosks/Tables/Booths 

        a.  All  kiosks/tables/booths  contracted for organizational activity shall pass 
through the Office of Student Affairs.   

 

b.  Kiosk  rental  fee  shall  be on a P200.00 per day basis to be paid to the     

Business Office.  Proceeds of the kiosk rental shall be given to the        

sponsoring department a week after the end of the activities.  In the event 

that the sponsoring department shall charge additional amount for the 

rentals,   they    shall    write  a    letter  addressed   to    the    Administrator  
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The Learner can enrol in the next semester for Grades 11-12 upon presentation of 
the Certificate of Recomputed Final Grade. This Certificate can be verified in the 
division offices as needed. 
 
Core Values of the Filipino child reflected in the Report Card 
 
The goal of the K to 12 curriculum is to holistically develop Filipinos with 21st cen-
tury skills. The development of learners’ cognitive competencies and skills must be 
complemented by the formation of their values and attitudes anchored on the 
Vision, Mission, and Core Values of the Department of Education (DepEd Order 
No. 36, s. 2013) as shown on the next page. Non-DepEd schools may modify or 
adapt these guidelines as appropriate to the philosophy, vision, mission, and core 
values of their school. 
 
 

 
 

Vision 
We dream of Filipinos who passionately love their country and whose val-
ues and competencies enable them to realize their full potential and con-
tribute meaningfully to building the nation. 

  
As a learner-centered public institution, the Department of education con-
tinuously improves itself to better serve its stakeholders. 

Mission 
To protect and promote the right of every Filipino to quality, equitable, 
culture-based, and complete basic education where: 

 Students learn in a child-friendly, gender-sensitive, safe, and moti-
vating environment 

 Teachers facilitate learning and constantly nurture every learner 
 Administrators and staff, as stewards of the institution, ensure an 

enabling and supportive environment for effective learning to hap-
pen. 

 Family, community, and other stakeholders are actively engaged and 
share responsibility for developing life-long learners 

Core Values 
Maka Diyos 
Makatao 
Makakalikasan 
Makabansa 
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 Table 8. Descriptors and Indicators of Observed Values 

Core Values Behavior  
Statements 

Indicators 

 Maka-Diyos Expresses one’s 
spiritual beliefs 
while respecting 
the spiritual beliefs 
of others 

1. Engages oneself in worthwhile spir-
itual activities 

2. Respect sacred place 
3. Respect religious beliefs of others 
4. Demonstrates curiosity and willing-

ness to learn about other ways to 
express spiritual life 

Shows adherence 
to ethical principles 
by upholding truth 

1. Tells the truth 
2. Returns borrowed things in good 

condition 
3. Demonstrates intellectual honesty 
4. Expects  honesty from others 
5. Aspires to be fair and kind to all 
6. Identifies personal biases 
7. Recognizes and respects ones feel-

ings and those of others 

  
  
  
  
  
  
  
  
  
  
  
Makatao 

Is sensitive to indi-
vidual, social, and 
cultural differences 

1. Shows respect for all 
2. Waits for one’s turn 
3. Takes good care of borrowed 

things 
4. Views mistakes as learning oppor-

tunities 
5. Upholds and respects the dignity 

and equality of all including those 
with special needs 

6. Volunteers to assist others in times 
of needs 

7. Recognizes and respects people 
from different economic, social, 
and cultural backgrounds 

Demonstrates con-
tributions toward 
solidarity 

1. Cooperates during activities 
2. Recognizes and accepts the contri-

bution of others toward a goal 
3. Considers diverse views 
4. Communicates respectively 
5. Accepts defeat and celebrates oth-

ers success 
6. Enables others to succeed 
7. Speaks out against and prevents 

bullying 
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h) An organization may appeal the imposition of any sanctions by the Com-
mittee on Student Organizations through the  Head, Co-curricular Pro-
gram & Activities and the VP for Student, Alumni Affairs and Sports    De-
velopment  . 

i)  Hearings shall be closed to the public and shall be properly recorded. 

Guidelines 

Guidelines for Advertisements, Posters, and Signages 

a.   No advertisement, posters, or signage shall be placed on glass doors, 
glass areas, and walls. 

b.    Advertisements,   posters,    or   signage    shall be placed on bulletin 
boards by thumbtacks only.  Staples or adhesive materials are not 
allowed. 

c.   An organization will be allowed posting time of two-week duration 
posting and posters shall be removed a day after the activity. 

d.   Advertisements, posters and signage that has been posted but not        
approved by the Office of Student Affairs will be removed and the          
individual/s or organization/s will be liable to disciplinary action. 

APPROVAL TO DISPLAY 

1)  All  Posters  and  Streamers shall be approved by the  Head, Co-

curricular Program & Activities and the VP for Student, Alumni Affairs 

and Sports    Development   at the Office of Student Affairs, they will 

be assessed according to content, size, location and length of display 

time. 

2)    Signature of approval must be affixed prior to display. 

CONTENT: 

Must not be offensive and must be related  to IDC activity. 

SIZE:     The following are the specified measurements for: 

                                        i.    Streamers – 36 in X 72 in (3ft. X 6ft.) 

                                        ii.   Posters – 18 in X 72 in (1 ½ ft X 2 ft.) 
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Disciplinary Procedures 

1)    When  the  Committee  on  Student Organizations receives  information 
that an organization has allegedly violated any IDC rules and policies, 
they shall investigate the alleged violation. 

2)   Upon  completing  the  investigation,  the  Committee  on    Student Or-
ganizations shall summon the authorized representative/s and adviser of 
the organization for a   hearing.  The guidelines for the hearing are as 
follow: 

a)   The authorized representative/s and the adviser shall be given a 
written notification of charges at least five (5)  business days before 
the hearing. 

b)    Should    the   authorized  representative/s  and  the adviser fail to 
attend the hearing after having been duly notified, the session may 
proceed ad a decision may be made in their absence. 

c)   The   hearing  shall  deal  only  directly  with  the  organization 
charged and not through any third party. 

d)    The   charged   organization  through  the  authorized   representa-
tive/s and the adviser shall have the  opportunity during the hearing 
to present their own account of the   incident/s and to present wit-
ness/es to the incident, as well as opportunity following the hearing 
to submit written statement/s.  Any witness, other than the witness 
to the incident, is permitted only at the discretion of the panel. 

e)   The   charged  organization  through  the authorized  representative/
s and the adviser shall have the opportunity to hear and respond to 
all information presented during the hearing.  A charged                  
organization’s questions and responses may be directed only to the 
hearing panel. 

f) The  Committee on Student Organizations shall not make any final 
decision about a charged organization before the  hearing is com-
pleted. 

g)    The charged organization shall be given notification and explanation 
for any disciplinary action taken by the Committee on Student      
Organizations. 

67 
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A non-numerical rating scale will be used to report on learners’ behaviour demon-
strating the Core Values. The Class Adviser and other teachers shall agree on how 
to conduct these observations. They will also discuss how each child will be rated.  

Makakalikasan Cares for the environ-
ment and utilizes re-
sources wisely, judi-
ciously, and economi-
cally 

1. Shows a caring attitude to-
wards the environment 

2. Practices waste management 
3. Conserves energy and re-

sources 
4. Takes care of school materials, 

facilities, and equipment 
5. Keeps wok area in order during 

and after work 
6. Keeps one’s work neat and 

orderly 

Makabansa Demonstrates pride in 
being a Filipino, exercis-
es the rights and re-
sponsibilities of a Filipi-
no Citizen 

1. Identifies oneself as a Filipino 
2. Respects the flag and national 

anthem 
3. Takes pride in diverse Filipino 

cultural expressions, practices, 
and traditions. 

4. Promotes the appreciation and 
enhancement of Filipino lan-
guages 

5. Abides by the rules of the 
school, community, and coun-
try 

6. Enables others to develop in-
terest and pride in being a Fili-
pino 

  Demonstrates appropri-
ate behaviour in carry-
ing out activities in the 
school, community, and 
country 

1. Manages time and personal 
resources efficiently and effec-
tively 

2. Perseveres to achieve goals 
despite difficult circumstances 

3. Conducts oneself appropriately 
in various situations 
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Table 9. Marking for the Observed Values 
 

 
 
Learners who demonstrate behaviours that are not consistent with or do not reflect 
the core values may need additional psychosocial support from the school. The 
class adviser should discuss these observations with the parents/guardians to pro-
mote the child’s affective development. Further probing may be needed to better 
understand the learner’s situation and context. 
 
Attendance/Punctuality 
 
1. Learners come to school on time for the Flag Ceremony every Monday and the 

Morning Talk.  Learners are expected to be present and punctual for all classes 
and official activities throughout the year. 

 
2. Record for tardiness begins at the start of the Morning Prayer.  Parents are 

notified in writing of habitual tardiness. 
 
3. Learners may not called out of class unless there is an official permit signed or 

noted by any pf the following:  the Chairperson, the Unit Level  Coordinator or 
the Class Adviser. 

 
4. Learners who need to go to the Clinic during class hours must present to the 

nurse a written permit from the facilitator giving the lesson; to re-enter the 
class, they need a written clearance from the nurse. 

 
5. Learners may not leave the school premises during school hours without the 

permission of Class Advisers or school authorities. 
 
6. Learners must attend general assemblies for religious, academic, or cultural    
        purposes. 
 

Marking Non- Numerical Rating 

AO Always Observed 

SO Sometimes Observed 

RO Rarely Observed 

NO Not Observed 
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Rights and Duties 

Recognition and Activities 

The official registration of a recognized student organization authorizes it to:  

1)  use the title of Iloilo Doctors’ College as part of its name.  

2)  use the facilities of the College, subject to the approval of the VP for  
Student, Alumni Affairs  through the Office of Student Affairs. 

3)  solicit membership on campus.  

4)  participate in homecoming and other College activities as an                

     organization.  

5)  participate in fund-raising, social and service activities on College        

     property.  

      6)  gain access to room reservations and sign postings.  

Discipline 

 The College reserves the right to recognize student organizations.  The pur-
pose of recognition is for IDC to acknowledge the presence of the organiza-
tion on campus and assist in the formation and overall operation of student 
organizations.  Upon application, it is understood that the organization agree 
to adhere to guidelines established by the College.  All student organizations 
are subject to the rules and regulations governing the College found in the 
Student Handbook and those set by the Committee on Student Organizations. 

Implementation of Regulations 

Charges of violations by a student organization shall be submitted to the Com-
mittee on Student Organizations through the Office of Student Affairs. The 
Committee on Student Organizations may impose the following sanctions if 
deemed necessary:  

1)  Cancellation of recognized status.  

2)  Imposition of restitution for damages.  

3) Removal of any officer/s or member/s from the organization or         
prevention from participating in its activities.  

4)  Restriction of any of the privileges or rights enjoyed by organizations.  
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2)   Registered student organizations shall fill up an annual registration   
form available at the Office of Student Affairs. 

 

3)    The Calendar of Activities for the following academic year shall be 
submitted to the Committee on Student Organizations through the 
Office of Student Affairs. 

 

4)   A  Report of Activities held in the just concluded academic year    
together with a Financial Report shall be presented. 

 

Re-Registration 

1)  A registered student organization with registered status that has 
been cancelled by the Committee on Student Organizations may 
apply for re-registration no sooner than six (6) months following 
the date of such cancellation. 

 

2)    Re-registration   of   student organizations shall be approved by  
the Head, Co-curricular Program & Activities and the VP for Stu-
dent, Alumni Affairs and Sports  Development, Committee on Stu-
dent   Organizations, and Board of Directors. 

 

Annual Review 

All  recognized student organizations shall pass a Report of Activities held in 
the just concluded year and a Financial Report to the Head, Co-curricular 
Program & Activities and the VP for Student, Alumni Affairs and Sports    De-
velopment   through the Office of Student Affairs two (2) weeks before the 
end of the second semester. 

The Committee on Student Organizations shall review all the reports prior to 
the start of the new academic year. 

If  the  Committee  on  Student   Organizations  determines  that  an               
organization may be in violation of any provision set forth in the Student 
Handbook rules and policies, institutional rule, or administrative rule, the 
Head, Co-curricular Program & Activities and the VP for Student, Alumni 
Affairs and Sports    Development  shall conduct an investigation. 
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  Jun Jul Aug Sept Oct Nov Dec Jan Feb Mar Total 

No. Of 
school days 

21 21 22 21 21 20 14 21 21 18 200 

No. Of days 
present 

21 21 22 21 21 21 11 21 21 18 197 

No. Of days 
absent 

0 0 0 0 0 0 3 0 0 0 3 

 
The number of school days in each month is presented, which is based on the school 
calendar for a given school year. 
 
Table 10. Attendance Record at the End of the School Year (Sample Only) 
 
 
 
 
 
 
 
 
 
 
Absence 
 
1. Learner who incurs absences of more than 20% of the prescribed number of class 

or laboratory periods during the school year or semester should be given a failing 
grade and not earn credits for the learning area or subject. Furthermore, the 
school head may, at his/her discretion and in the individual case, exempt a learner 
who exceeds the 20% limit for reasons considered valid and acceptable to the 
school. 

 
2. Learners who return to class after an absence are required to present an excuse  

letter signed by their parents or guardian explaining their absence. 
 
3. Learners are responsible for all assignments given during their absence. 
 
4. Habitual tardiness, especially during the first period in the morning and in the  
        afternoon, is discouraged. Teachers shall inform the parents/guardians through a    
        meeting if a learner has incurred five (5) consecutive days of tardiness. 
 
 
Classroom Assessment Report 
 
Classroom assessment serves to help teachers and parents understand the learners’ 
progress on curriculum standards.  The results of the assessment are reported to the 
child, the child’s remedial class teacher, if any, and the teacher of the next grade level, 
as well as the child’s parents/guardians. 
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AWARDS AND RECOGNITION 
 The policy Guidelines on Awards and Recognition for the K to 12 Basic 
Education Program articulates the recognition given to learners who have shown 
exemplary performance in specific areas of their school life. 
 
Awards 

 
1. Classroom Awards are recognition given to learners in each class or section. 

A simple recognition may be given per quarter, semester, or at the end of 
the school year. Awardees are given merit by the adviser and/or other sub-
ject teachers in recognition of the learners’ outstanding performance in 
class. 

 
2.     Grade-level Awards (Year-end Awards) are given to qualified learners for 

every grade level at the end of the school year. Candidates for the awards 
are deliberated by the Awards Committee (AC) if they have met the given 
criteria. 

Initial Grade 
Transmuted 

Grade 
  

Initial Grade 
Transmuted 

Grade 

100 100     

98. 40 – 99. 00 99 66. 40 – 67. 99 79 

96. 80 – 98. 39 98 64. 80 – 66. 39 78 

95. 20 – 96. 79 97 63. 20 – 64. 79 77 

93. 60 – 95. 19 96 61. 60 – 63. 19 76 

92. 00 – 93. 59 95 60. 00 – 61. 59 75 

90. 40 – 91. 99 94 56. 00 – 59. 99 74 

88. 80 – 90. 39 93 52. 00 – 55. 99 73 

87. 20 – 88. 79 92 48. 00 – 51. 99 72 

85. 60 – 87. 19 91 44. 00 – 47. 99 71 

84. 00 – 85. 59 90 40. 00 – 43. 99 70 

82. 40 – 83. 99 89 36. 00 – 39. 99 69 

80. 80 – 82. 39 88 32. 00 – 35. 99 68 

79. 20 – 80. 79 87 28. 00 – 31. 99 67 

77. 60 – 79. 19 86 24. 00 – 27. 99 66 

76. 00 – 77. 59 85 20. 00 – 23. 99 65 

74. 40 – 75. 99 84 16. 00 – 19. 99 64 

72. 80 – 74. 39 83 12. 00 – 15. 99 63 

71. 20 – 72. 79 82 8.00 – 11. 99 62 

69. 60 – 71. 19 81 4.00 – 7. 99 61 

68. 00 – 69.59 80 0 – 3.99 60 
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6)  If  no  violations  are  noted  during the probation period, the               
organization may be able to apply for recognition. 

 

Refusal to Register 

1)  Registration shall be denied if the evidence shows that the proposed 
organization is in conflict with the educational process of the school or 
any of the following: 

 
a)  the regular and orderly operation of the school 

b)  the requirement of appropriate conduct within the school com-
munity 

c)  the academic pursuits of teaching, learning, and other campus 
activities 

d)  the statutes and regulations of the school as stated in the Stu-
dent Handbook 

2)  The  Head,  Co-curricular  Program  &  Activities  and the VP for Stu-
dent, Alumni Affairs and Sports Development  shall provide a written 
statement for refusal and its basis for doing so. 

 

Renewal of Registration 
 
 

        Requirements 
 

 

Accreditations are valid for one academic year and may be renewed year-
ly.  For renewal of accreditation, the following in two (2) copies each are to 
be submitted four (4) weeks after the official opening of classes for the 
first semester: 

 

1)   Every  registered   student   organization   shall   furnish the Committee 
on Student Organizations through the Office of  Student Affairs at the 
beginning of each academic year a     complete list of the officers, 
members, and adviser/s. Such list shall be kept current and accurate 
throughout the academic year.  
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4)    it  can  pass   its Constitution  and  By-Laws  and  Calendar  of  Activities 
for the incoming academic year; 

5)    it is not under disciplinary penalty prohibiting registration; and  

6)  it conducts its affairs in accordance with the IDC Student  Handbook rules 
and policies, institutional rules, and  administrative rules. 

Procedures 

 
Steps which must be followed in order to achieve student  organization  regis-
tration: 

 

1)   Fill up a Student Organization Application Form available from the Office 
of Student Affairs or download it at the IDC website (www.idc.edu.ph).  
All aspiring organizations shall apply within the first two (2) weeks after 
the official opening of classes for the first semester. 

2)   Submit the duly accomplished Student Organization Application Form to 
the Office of Student Affairs. 

3)   Upon receipt, the Head, Co-curricular Program & Activities and the VP for 
Student, Alumni Affairs and Sports    Development  shall review the appli-
cation, recommend, and approve the   adviser/s of the organization.  
Then the application shall be presented to the Committee on Student 
Organizations.  The Committee shall review and approve the Constitution 
and       By-Laws and the Calendar of Activities of the applying     organiza-
tion.  They shall also recommend and approve the   adviser/s for the said 
organization. 

4)   The  committee  shall  then recommend  approval of the new    organiza-
tion to the Board of Directors a week prior to the July Board meeting. 

5)   Once   approved  by  the  Board   of   Directors,   a letter of approval  shall  
be  sent  to  the President of the organization. A probation period of one 
(1) semester shall be given to the   organization 
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3. Special Recognition is given by the school to the learners who have represented 

and/or won in competitions at the district, division, regional, national or interna-
tional levels. This is to publicly affirm learners who have brought honor to the 
school. 

 
CLASSROOM AWARDS 

 
Conduct Awards 
 Conduct Awards in each class/section will be given at the end of the school 
year. This will be based on the evaluation of the adviser and subject teachers, using the 
guidelines stipulated in Section VI of DepEd Order No. 8, s. 2015. 
 
Academic Excellence Award 
 The Award for Academic Excellence within the quarter is given to learners  
who have attained an average of at least 90 and passed all learning areas. The Average 
Grade per Quarter is reported as a whole number following DepEd Order No. 8, s. 
2015. 
 

Table 11. Academic Excellence Award 
 
 
Recognition for Perfect Attendance 
 This award is given at the end of every quarter to encourage learners to 
attend and actively participate in class. Perfect attendance means that a learner must 
be present in all of his/her classes, and must have no absences for the entire quarter. 
Learners who are representing the school for various purposes (in-school or off-
campus) may also qualify for this award. 

 
 

         

Academic Excellence Award Average Grade per Quarter 

With Highest Honors/ May Pinakamataas                 98 —100 

With High Honors/ May Mataas na Karan-                95 —  97 

With Honors/ May Karangalan                90 —  94 
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GRADE-LEVEL /YEAR-END AWARDS 

 Academic Excellence Award 

 At the end of the school year, the Academic Excellence Award is given to 

qualified learners who have attained a General Average of at least 90 and a passing 

Final Grade in all learning areas. The General Average is reported as a whole number 

following DepEd Order No. 8, s. 2015. Candidates for the awards are deliberated by 

the Awards Committee (AC) if they have met the given criteria. 

 

         Table 12. Academic Excellence Award 

 

Leadership Award  

 The leadership award is given to learners in grade 12 who have demonstrated 

exemplary skills in motivating others and organizing projects that have significantly 

contributed to the betterment of the school and/or community. This award is given 

during the completion or graduation ceremony. 

To qualify for this award, a learner must: 

1. Have no failing grades in any of the learning areas. 

2. Have not committed any offense punishable by suspension or higher sanction      

according to the department’s service manual and child protection policies in 

the    current school year. 

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

     team or organization. 

Award for Ourstanding Performance in Specific Disciplines 

These awards are given to recognize learners in grade 12 who have exhibited 

exemplary skills and achievement in specific disciplines.  These disciplines are 

Athletics, Arts, Communication Arts, Mathematics and Science, and Social Sciences. 

 

 

 

Academic Excellence Award General Average 

With Highest Honors/May Pinakamataas na 
Karangalan 

98-100 

With High Honors/May Mataas na Karangalan 95-97 

With Honors/May Karangalan 90-94 
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Non-institutional Organizations - organizations formed by individuals with a com-
mon purpose that are in accordance with the vision, mission, and goals of the Col-
lege.  These groups are required to apply for approval and  recognition.  They are 
the following: 

1)  Academic Organizations – These are organizations that are primarily 
aimed at supplementing the educational learning of the students’     
specific course. 

2)    Clubs – These are organizations formed by a group of people united in a 
relationship and having common interest, activity, or purpose other 
than educational, religious, charitable, or financial pursuits. 

3)   Socio-civic  –  These  are  organizations  whose purpose is to develop   
socio-civic awareness, community involvement, and sense of            
responsibility among IDCians. 

4)    Multi-faith   –   These   are organizations whose purpose is to exercise 
one’s religious belief necessary in strengthening the individual’s                 
spirituality through outreach programs, prayer meetings, and other 
activities. 

5)  Cultural – These are organizations whose aim is to deepen the        
awareness and appreciation of one’s own culture and heritage and 
strengthen relationships among students with similar cultural          
background. 

 
 

Registration for New Organizations  

Eligibility for Registration 

An organization is eligible to register if: 

1)    its members are composed of at least ten (10) students enrolled in IDC; 

2) it has a recommended adviser who is either a member of the faculty or  
an administrative staff; 

3) it is able to have three (3) meetings prior to application and such    
meeting shall be properly documented; 
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3)  approve the Constitution and By-Laws and Calendar of Activities of 

applying student organizations; 

4)   recommend and approve the adviser/s of student organizations; 

5)  monitor student organizations’ observance of rules and  regulations, 

policies, procedures, and requirements of the  institution; 

6) conduct annual review of student organizations and investigate 

those organizations that may be in violation of any provision set 

forth in the Student Handbook rules and policies, institutional rules, 

and administrative rules; 

7) approve  the  renewal  and  re-registration  of  all  student                   

organizations; and 

8)  give recommendations on matters concerning student organizations 

to the Board of Directors. 

 
 

Classification of Student Organizations 

 

The Recognized Student Organizations of Iloilo Doctors’ College shall be     
classified as: 

 

Institutional Organizations - student organizations that are sanctioned by the 
school.  They serve a primary function and help to support the vision, mission, 
and goals of the College.  These groups, by nature of their design, are essen-
tial to the fundamental purpose of student learning.  They need not apply for 
approval but shall pass requirements for registration.  These may include: 

1)  Student Council 

2)  Performing Arts 

3)  Dance Troupe 

4)  Varsity Teams 

        5)  Working Student Organization  
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1. Athletics- This award is given to learners who have shown outstanding skills in 

athletics through participation and victories in competitions as well as discipline in 

training sportsmanlike conduct and character. 

2. Arts (e.g., visual, media, music, or performing arts) – This award is given to learners 

who have consistently demonstrated outstanding skills in the arts and above 

average creativity and craftmanship exemplified through contribution to schools 

various functions and events. 

3. Communication Arts – This award is given to learners who have demonstrated 

proficiency in any language (Filipino, English, or other foreign languages), in written 

or in oral communication, shown creativity in expressing ideas in written or oral 

activities in various subjects and contributed to the school community. 

4. Science-  This award is given to learners who have high academic standing in 

science, demonstrated passion for science expressed through an excellent attitude 

toward science work, shown enthusiasm for science which positively influences 

other students in class and the wider school community, and displayed 

inquisitiveness about the environment, how things work and how natural processes 

occur. 

5. Mathematics-  This award is given to learners who have high academic standing in 

mathematics, demostrated passion for math expressed through an excellent 

attitude toward math work, and shown enthusiasm for math, which positively 

impacts other students in class. 

6. Social Sciences- This award is given to learners who have high academic standing in 

social sciences. They have consistently demonstrated the willingness and ability to 

contribute to and participate in activities that serve the common good 

7. Award for Work Immersion— Award for work immersion is specific to senior high 

school (SHS) tracks. This award may be given to grade 12 graduating students who 

have exemplified outstanding performance based on the terms of reference or 

engagement set by the school and evaluation of the direct supervisor and subject 

teacher. 

8. Award for Research—This award is specific to the SHS tracks. Grade 12 graduating 

students-individuals, pairs, or groups of not more than four members- must have 

led the planning and execution of a research to advance the potential applications 

of technology, or research whose findings can be used to drive better efficiency and 

productivity as well as to improve lives of the people in the school and/or 

community. 
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Special Recognition 

 Learners who have represented and/or won in competitions at he district, 

division, regional, national or international levels will be recognized.  These 

awardees have demonstrated their exemplary performance in academics, athletics 

and the arts, and/or represented the school in DepEd-recognized activities. 

 

Determining Awardees 

An Awards Committee (AC) shall be organized by the school head or principal in 

every school for each grade level at the beginning of the school year. The committee 

must be composed of at least three members  from the teaching staff, guidance 

counselor or designated teacher.  The total count of committee members should be 

an odd number. The chairperson of the AC could be any of the teachers, department 

head, grade-level chairperson, or curriculum head. No member of the AC must be 

related within the second degree of consaguinity or affinity to any of the candidates 

for awards. 

The AC shall: 

1. Establish the processes of and timelines in accepting nominations and 

determining qualifiers for grade level awards. 

2. Formulate rubrics specific to the grade level awards. 

3. Communicate to the school community, parents and other stakeholders the 

processes involved in giving awards. 

4. Verify the authenticity of  documents submitted. 

5. Deliberate on the qualifications of the candidates for the awards based on the 

rubrics and the documents submitted. 

6. Recommend to the school head or principal the result of evaluation fpr 

approval. 

7. Communicate to the school community, parents and other stakeholders 

involved in the results of the evaluation. 

8. Recommend to the school head or principal the resolution on any related issue 

that may arise from the results of the awards. 
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CO-CURRICULAR PROGRAMS & ACTIVITIES 

Student Organizations and Activities 

 

IDC Policies and Guidelines for Student Organizations 

 

Iloilo Doctors’ College recognizes the importance of developing  creative 
and responsible student leaders who will eventually assume the mantle of leader-
ship in their chosen field of endeavor.  For this purpose, it encourages the for-
mation of student groups which pursue clearly established common objectives 
and the initiation of student-directed endeavors set up along social, cultural, reli-
gious, literary, educational, and recreational aspects. 

 

Committee on Student Organizations 

Composition 
 

The Committee on Student Organizations shall be composed of the coun-

cil adviser of each academic department for that particular school year 

and shall be chaired by the Vice President for Student, Alumni Affairs and 

Sports Development with the Head, Co-curricular Program & Activities. 

 

Functions 

               The Committee on Student Organizations shall: 

       1) study the Constitution and By-Laws of applying and existing student 

organizations to determine their alignment/consonance with the edu-

cational goals and mission of Iloilo Doctors’ College; 

       2) determine whether proposed activities of organizations do not   conflict 

with the operation of the school and its educational process; 

Co-Curricular Programs & Activities 
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 ILOILO DOCTORS’ COLLEGE is concerned with health development, hence 
premium is given to  involvement in  community living. 

  Students, administration, academic and   non-academic employees and 
alumni can participate in the following activities : 

 

1. Community Organizing  

      -  meetings with community people and officials 

      -  identification of partner community 

      -  information dissemination 
   

2. Health Care Services Delivery 

      -  medical/dental check-up 

      -  minor surgery 

      -  laboratory examinations 

      -  medical missions 
  

 3. Environmental Protection 

      -  tree planting 

      -  gardening 

      -  environmental clean-up 
 

  4. Socio-Economic Alleviation Programs/Projects 

      -  simple bookkeeping lectures 

      -  provision of income generating projects based   

         on the needs of the community 
 

 5. Training and Education 

      -  conduct of different lectures 

      -  conduct of basic health skills training 

  

Social &Community Involvement Program 

 

 43 

 

 

9. Ensure the guidelines stipulated in this policy is followed. 

The AC shall use the report cards and permanent records as the main reference 

for academic excellence awards. For other awards, a portfolio of copies of all 

documents and others shall be presented.  The report on the results of the AC 

shall be signed by the members of the committee and certified by the principal. 

The school head or principal shall approve the final list of awardees upon the 

recommendation of the committee. If the schoolhead or principal is related within 

the second degree of consaguinity or affinity to any of the candidates for awards, 

the school head or principal must inhibit him/herself from participating in the 

process.  The approval shall come from the person next in rank. 
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GRADUATION AND GRADUATION HONORS 

Senior High School 

 Only learners who have taken and passed all subjects in the curriculum in Iloilo 

Doctors’ College are eligible for graduation and may participate in the graduation 

ceremony.  

1. Learners who fail in one (1) subject or more are not eligible for graduation. 

2. Learners who fail in one or two subjects are required to take remedial classes 

or summer classes.  They do not participate in the graduation ceremony. 

3. Learners who fail in three (3) subjects or more are not eligible for promotion 

to the next grade level. 

4. Graduation of all students shall  be  approved  by  the  DepEd through the 

issuance of special orders covering the students’ graduation.  No student 

shall be allowed to participate in the commencement exercises unless he/she 

has satisfactorily completed all the requirements of the course.  The inclu-

sion, therefore, of the student’s name in the list of candidates for gradua-

tion of his/her name or picture in the Year Book or other campus publica-

tions and issuances shall not be construed that the  student is already a full 

pledged graduate unless s/he has met all the course requirements and his/

her graduation approved by the DepEd.   

5. Graduation with Honors.  The Iloilo Doctors’ College is happy to recognize 

students who have performed exceptionally well in their studies and bestow 

on them the appropriate honors. 

a. Graduation  with  Honors  shall be approved by the Board of Directors of 

IECI upon the recommendation of the Vice President for Academic 

Affairs of IECI and the Principal/Head of the Senior High School Depart-

ment.  Exceptional cases may be approved by the IECI Board who may 

waive any of the above rules and criteria in highly meritorious cases. 
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 If the complaint is determined to be unfounded and without merit, the 
complaint will be dismissed.  If the complaint is determined to be meritorious and 
founded on legal and factual grounds, the alleged harasser’s head and/or          
supervisor, in conjunction with the Office of the Human Resources, shall take the 
appropriate disciplinary action. 

 

 The Office of the Student Affairs shall be furnished a copy of the          
resolutions of any and all complaints. 

 

SOCIAL & COMMUNITY INVOLVEMENT PROGRAM 

 

   Schools today are not only concerned with the transmission of knowledge 
from teacher to students and the discovery of knowledge through research but 
also with the application of that knowledge to provide solutions to problems of the  
community to which they belong. 

   Through  a complete, adequate and  integrated   system of education        
relevant to national development, students are    provided program activities that 
allow them to be immersed in communities. This is especially true of schools    in-
volved in the education and training for  practical professions. 

 Community   involvement  is  a  key  element of a    successful school. 
Iloilo Doctors’ College enables communities to organize themselves to ensure 
that the school stays focused on its Vision and  Mission and that interventions 
provided by different activities, programs and services are sustained.           
Community involvement in education unlocks local resources and  energies 
and makes Iloilo Doctors’  College more accountable creating a better          
platform for sustainability. To this end, the school works with communities and  
allocates resources for   capability-building   programs for community groups of 
the Colleges and School of Iloilo Doctors’    College, through the    Social and  
Community Relations  Office (SCRO) with department community-link-person 
as front liners. 
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2.  Submission to or rejection of such conduct by an individual is used as a 
basis for evaluation in making academic personnel decisions affecting 
the individual; or 

3.  Such conduct has the purpose or effect of unreasonably interfering with 
an  individual’s performance or creating an intimidating, hostile, or 
offensive school environment.  

Procedure 

 

a.  Any  incident  of  harassment  by a student toward any other student or     
toward school officials, teaching or non-teaching personnel, and the      
complainant cannot or does not desire to resolve the issue directly with the 
alleged harasser, should be reported to the Office of the Student Affairs.  
Any alleged incident of harassment by a student will be handled in          
accordance with the disciplinary procedures of the school as contained in 
this handbook. 

 

b.  Any incident of harassment by a school official, teaching or non-teaching 
personnel toward a student, and     the complainant cannot or does not 
desire  to  resolve  the  issue  directly  with   the alleged harasser, should 
initially    be    reported    to    the    department   head    of   the   school 
official,   teaching   or       non-teaching      personnel    concerned.  The   
student      shall    file   written     and   signed    complaints,      which      shall 
contain the name of the alleged harasses, the department of the alleged 
harasser, and a detailed description of the incident, to the (1) respective 
department head and (2) to the Office of the Student Affairs. 

Upon receipt of the written and signed complaints, the department head con-
cern shall immediately issue a memorandum to the alleged harasser, attaching 
therewith a copy of the complaint.  Thereafter, the alleged harasser shall be given 
time to file his written and signed reply to the aforementioned complaint.  After 
the expiration of the time given to the alleged harasser to file his reply, the        
department shall conduct an investigation.  The investigation may include oral 
interviews and may require the submission of written statements from the       
complainant, the alleged harasser, and any witness(es), to ascertain the truth   
behind the controversy.  Thereafter, the department head, and the Office of the 
Human Resources or the Office of the Student Affairs, shall resolve the incident. 
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b. The granting of honors to graduating students is a privilege of the Col-

lege.  The College, therefore, reserves to itself the right to withhold the 

same from any student for cause as determined by and upon the                                  

recommendation of the Committee on Academic Affairs of the IECI, such 

as serious or habitual violations of disciplinary regulations or of the es-

tablished norms of     conduct, convictions of any public crime or misde-

meanor, or disloyalty to the College and its ideals. 

6.  Issuance of Transcripts, Credentials, and Other Certificates. 

a. A student requesting a copy of his/her Transcript of   Records or transfer 

credentials (Honorable Dismissal) must first secure and accomplish the 

clearance form from the Registrar’s Office. 

b. Official  copies  of  the  Transcript of Records for purposes of transfer 

shall be sent directly to and upon the request of the school to which the 

student has to submit his/her transfer credentials.  Hand carrying of 

such documents shall not be allowed. 

c. The  College  reserves  the  right  to  withhold  issuance  of     transcript 

of records, diplomas, and other academic records or any certificate to 

any transferring or graduating student for   failure  to   pay    the     re-

quired    fees   or to settle all financial property obligations with the 

school. 

SCHOOL FEES AND OTHER STUDENT EXPENSES 

The Iloilo Doctors’ College charges the following fees to its students: 

General Fees.  The fees are charged to all students and include     tuition 

fees, laboratory fees, registration or matriculation fee, library fee, audio-

visual fee, medical and dental fees, athletic fee, guidance and counseling 

fee, school publication fee, cultural fee PRISAA Fee, and developmental 

fee. 

. 
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An ID is charged to all new students, while diploma fees are charged only 

to all graduating students. 

Incidental Fees.  These fees are paid incident to the purpose for which 

they are charged and only when the occasion arises.  These includes fees 

for late enrollment, changing and  dropping of subjects, change of curricu-

lum, completion examinations, removal of incomplete grades, transcript of     

records, credentials (Honorable Dismissal), or any certificates. 

Modes of Payment.  Payment of all fees may be made in a single cash payment at 

the time or enrollment, or in installments as follows: 

a. Down Payment – 25% of the total tuition and other  school    fees,   paya-

ble at the time of enrollment. 

b. Second Payment - 25% of the total fees, payable on or  before the prelim-

inary examination. 

c.  Third Payment  –  25%   of  the  total  fees,  payable on or    before the 

mid-term examination. 

d. Last Payment – Full payment of whatever balance payable on or before 

the final examination. 

A college or department may be allowed to adopt other payment schemes 

subject to the approval of the Board of   Directors of the IECI. 

Refund  of  Tuition  and  Other Fees.     When   a    student  registers in a school, it 

is understood that s/he is  enrolling for the entire semester for the Senior 

High School levels and Collegiate courses.  A student who cancels his/her reg-

istration after being officially  enrolled is not relieved of the responsibility to 

pay the fees for the entire term, except when s/he drops out within two (2) 

weeks after the official start of classes. 
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Chairman of the Commission.  This penalty may be imposed for acts or 
offenses involving moral turpitude or constituting gross misconduct, which 
are considered criminal pursuant to existing penal laws. 

 

The institution shall forward a complete record of the proceedings to the 
Regional Office concerned within ten days from the termination of the               
investigation of each case. 

ANTI— HARASSMENT POLICIES 

 The school believes in the intrinsic value of every human being.  It is, 
moreover, committed to the dignified participation of all its members in the     
educational endeavor it fosters.  Accordingly, the school prohibits harassment of 
any kind by school officials, teaching and non-teaching personnel, and students.  
However, the school also believes in free expression and advocacy of ideas, and it 
is for this reason that harassment is defined herein with great caution. 

 

Definition of Terms 

a. Harassment is any physical conduct intentionally inflicting injury on the per-
son or property of another, or any intentional threat of such conduct, or 
any hostile, intentional and persistent badgering addressed directly at an-
other, or small group of others, that is  intended to intimidate   its   victim(s)   
from any school activity, or  any verbal attack intended to provoke the vic-
tim to immediate physical retaliation. 

b.  Discriminatory harassment is, in addition to the definition  given above, ac-
companied by intentional demeaning expressions concerning the race, gen-
der, religion, age, sexual orientation of disability of a person. 

 

c. Sexual harassment is defined as unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature 

1.  Submission  to or rejection of such conduct is made either explicitly or  
implicitly  a  term  or  condition  of  education,  employment,  or partici-
pation in school activities; 
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 1)  Suspension – a penalty that allows the higher education to deprive or 
deny the erring student from attending classes for a period not exceed-
ing twenty per cent (20%) of the prescribed total class days for the 
school term.  A penalty of   suspension for a period more than twenty 
per cent (20%) of the total class days for the school term shall be 
deemed suspension for a period equivalent to twenty per cent (20%) of 
the prescribed total class days for the school term. 

2)    Non-readmission  – a penalty that allows the    institution to deny admis-
sion or enrollment of an erring student for the school term immediately 
following the term when the resolution or decision finding the student 
guilty of the offense charged and imposing the penalty of non-
readmission was promulgated.  Unlike the penalty of exclusion, the stu-
dent is allowed to complete the current school term when the   resolu-
tion for non-readmission was  promulgated.  Transfer credentials of the 
erring student shall be issued upon promulgation,  subject to the other 
provisions of this Manual. 

3)  Exclusion – a penalty that allows the institution to exclude or drop the 
name of the erring student from the roll of students immediately upon    
resolution for exclusion was promulgated.  This penalty may be imposed 
for acts or offenses such as dishonesty, hazing, carrying deadly weapons, 
immorality, selling and/or possession of           prohibited drugs, drug 
dependency, drunkenness, hooliganism, vandalism and other offenses 
analogous to the foregoing.  Transfer credentials of the erring student 
shall be issued upon promulgation, subject to the other provisions of this 
Manual. 

The institution shall preserve a complete record of the proceedings for a 
period of one year in order to afford the Commission the opportunity to re-
view the case in the event the student makes and files and appeal with the 
Commission. 

4)   Expulsion – a penalty wherein the institution declares an erring student 
disqualified for admission to any public or private higher education  insti-
tution  in the Philippines.  In any case, the penalty of expulsion  cannot 
be imposed without the approval of the     
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A student who transfers or otherwise withdraws  after being registered shall 

be charged ten percent (10%) of the total fees due for the term if s/he with-

draws within the first week of classes and twenty percent (20%) of the total 

fees within the second week,  regardless of whether or not s/he has actually 

attended classes; provided, however, the registration or matriculation fees 

shall not be refunded.  The  student  shall be charged all the school fees in full 

if s/he  withdraws any time after the second week of classes. 

For the above rules to be applicable, the student should notify the school of 

his/her intention to withdraw or transfer and apply for refund of his/her 

school fees within the period specified above. 

A college or department may make reasonable modification of the above re-

fund rules subject to approval by the Board of Directors of the IECI. 
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REVISED GUIDELINES ON THE SUSPENSION OF CLASSES WHEN              

TYPHOONS AND OTHER CALAMITIES OCCUR 

The    revised    guidelines    on    the    suspension     of    classes  in   cases   of      

typhoons  and  other    calamities  are  hereby  issued  for  the  information of all 

concerned.  

  Automatic Suspension of Classes. 

1. When typhoon signal No. 2 is raised by PAG-ASA, classes at  the    ele-

mentary  level  including  pre-schools  shall be      automatically suspend-

ed. 

2. When typhoon  signals No. 3  and No. 4  are  raised  by  PAG-ASA,  lasses   

in   elementary,   secondary   and  collegiate   levels shall be automatical-

ly suspended. 

3. When   the   rains   are  heavy,  causing   floods  in   the community and 

in the area of the School, classes in the school  affected are automatically 

suspended. 

4. When other calamities such as floods, volcanic  eruptions, and earth-

quakes have occurred and have  seriously damaged the homes of fami-

lies in the  community and probable recurrence of such calamities is de-

clared by proper authorities, classes in all levels are automatically sus-

pended. 

Suspension of Classes in Special Cases 

1. Announcement by the DepEd Regional Director – As a matter of policy, 

the suspension, cancellation, and/or postponement of classes in a partic-

ular region, if it is region-wide, shall be   announced by the Regional Di-

rector after consultation with superintendents and local government 

officials. 

2. Announcement   by   the School Heads/Principals – In case where condi-

tions endanger the lives and safety of pupils,   students, teachers, and 

other school personnel, school heads/principals in affected areas may 

use their discretion in  suspending classes.  School Heads/Principals are 

enjoined to use their best judgment in this regard. 
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2)  If the student denies the accusations or alleges some factor matter in 
justification or mitigation of the   offense the institution shall form a fact
-finding     committee to hear and receive evidence; 

 

 3)  In  all stages of the proceedings, the student shall have the right to assis-
tance of a counsel of his own choice; 

 

4)   The  student  shall  have the right to listen to, and    examine the evi-
dence presented against him, to ask clarificatory questions through the 
fact-finding      committee, and to present evidence on his behalf; 

 

 5)   The fact –finding committee must consider the pieces of evidence pre-
sented, and receive the proceedings; 

 

6)   The   student   shall be informed in writing of the  decision promulgated 
in his case; and 

 

7)  If the student is found culpable for the offense charged, the punishment 
imposed shall be commensurate with the nature and gravity of the 
offense. 

 

 Section 106.   Preventive Suspension and Categories of Administrative 
Penalties.   A student under investigation may be preventive suspended from   
entering the school premises and from attending classes, when the evidence of 
guilt is strong, and the responsible school official is morally convinced that the 
continued stay of the student pending investigation would cause sufficient       dis-
traction to the normal operations of the institution, or would pose real or     immi-
nent threat or danger to persons and property inside the institution’s     premises. 

 

 The administrative penalties that may be imposed upon an erring        
student, for commission of any serious offense or violation of institutional         
disciplinary rules and regulations, are provided and categorized as follows: 
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 Section 102.   Authority to Maintain School Discipline.   Every higher   edu-
cation institution shall maintain disciple inside its campus as well as within the im-
mediate surroundings of the school premises.  An institution shall also exercise disci-
plinary authority over students outside its campus, and beyond school hours, term 
or year in the instances as follows: 

1)  Where school policies or regulations were violated;       

2)  Where the misconduct involves or affects a  student’s  status, or  the  good   
name and reputation of the school. 

 Section 103.   Authority to Promulgate Institutional Policies, Rules and 
Regulations.   Every private higher education institution shall have the right to prom-
ulgate reasonable norms, rules and regulations it may deem    necessary and con-
sistent with the provisions of this Manual for the  maintenance of school  discipline 
and class attendance.  Such rules shall contain an enumeration of specific offenses 
and their corresponding penalties.  However, a student’s liability shall not be con-
fined to the offenses specifically identified and defined in the school’s code or rule of 
discipline   because several offenses may be so generally worded as to   encompass a     
number of related wrongdoings.  Such rules and regulations shall be effective as of 
the date of promulgations and notification to students in an appropriate school issu-
ance or publication. 

 Section 104.  Disciplinary Sanctions. A   school   official   or personnel shall 
have the right to impose appropriate and reasonable disciplinary measures for minor 
offenses or infractions of good discipline committed  in  their  presence,   provided, 
that no cruel or physically      harmful punishment shall be imposed upon any erring 
student. 

 

 Section 105.   Administrative Actions and Proceedings.  A higher education 
institution, through any of its authorized representatives, may cause the filing of an 
administrative action against any student for violation of its  disciplinary rules and 
regulations.  Any administrative action files against a student must comply with the 
minimum standards of due process prescribed herein as follows: 

 

  1)  The student must be informed in writing of the nature and cause of any accu-
sation against him and required to answer the accusation in writing.  If the 
student is  a minor, the parent or the guardian shall be furnished with a copy 
of show cause letter; 
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3. Announcement by Local Government Officials – In extreme cases, such as 

floods, high tide, lahar, earthquakes etc. the chief executive of the local 

government concerned may     cancel classes in their particular area, and 

later on, inform the highest school officials in the said. 

Parent’s Responsibilities 

In cases where rains are heavy, causing floods in certain areas, parents shall 

make the decision on whether or not they should send their children to school, 

taking into consideration the health and safety of their children.  In this eventu-

ality, school authorities should not penalize the children for the absences made.  

Instead, the school should provide opportunities for make-up classes or activi-

ties for the lessons missed. 

Maximum Number of School Days 

Parents and teachers are reminded that the maximum number of school days 

for the school year shall be considered especially by holding make-up classes to 

offset the days when classes are   suspended. 

Lifting of Suspension of Classes.   

Whenever classes shall have been ordered suspended for more than one (1) 

day, the lifting of such order to suspension shall be made by the following: 

a. The Secretary of Dep-Ed/ CHED Commissioner, when suspension of classes 

is nationwide; 

b. The Regional Director, when suspension classes affects some schools or    

divisions in the Region or the entire region; and 

c. The School Head/Principal/Executive of local government unit, when          

suspension of classes affects particular schools. 

Lifting of suspension of classes should be made on or before but not later than 

4:30 a.m. on the day when regular classes are to be resumed .  All  media and 

other available ways of announcing the resumption of classes to the public shall 

be utilized. 
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The  automatic   suspension of classes applies to teachers.   

They are not required to report to their respective schools when classes are 

suspended since they shall be required to hold make-up classes in lieu of sus-

pended classes. 

However, school officials, members of the Disaster Coordinating Committees 

and non-teaching personnel are requested to render service even when clas-

ses are suspended.  They shall, however, observe whatever rules, orders of 

guidelines may be prescribed for all other government employees. 

In the case of private schools, the suspension of work by school personnel 

shall be at the discretion of the school heads/directors/principals.  

6.  The Dep-Ed Disaster Coordinating Committee (Dep-Ed/CHED Director) in the 
Center Office as well as in the regional, division, and school offices shall         
reactivate as soon as possible and shall coordinate with its     counterpart in the 
local government units including MMDA, PAG-ASA, DILG. 

 
7.  All previous orders and regulation relevant to the suspension of classes due to 

typhoon, floods and other calamities are hereby rescinded by this  Order. 

 

OFFICE OF THE REGISTRAR 

The Registrar’s Office is a repository of all records pertaining to the academic 

requirements and academic performance of the students.  The   office sees to 

it that the School operates within the prescribed  requirements of the Com-

mission on Higher Education (CHED) such as the number of units given to a 

subject, among others and the Department of Education.  It is the office that 

closely coordinates with CHED and DepEd.  As the repository of academic  

records the Registrar’s Office facilitates the registration or transfer of stu-

dents.  The office also certifies the eligibility of candidates for graduation and 

for honors. 

Revised Guidelines on the Suspension of Classes/Office of Registrar 

 

 75 

 

In cases where the committee orders restitution or indemnification, the same 
must be duly approved by the school’s Executive Officer for Finance. 
 
PROCEDURE FOR APPEAL OR CASE REVIEW 
 
Within a period of ten days from the receipt of the decision of the School Discipli-
nary Committee, the student may appeal the same to the Office of the President 
by filing a notice of appeal with the School Disciplinary Committee. 
  
The School Disciplinary Committee shall immediately forward the    entire records 
of the case to the Office of the President.  Within five days from receipt of the 
entire records of the case, the Office of the President shall issue a written   order 
requiring the parties to file their respective memoranda containing their argu-
ments why the decision should be affirmed, reversed or modified. 
  
After the expiration of the period to file memoranda, the Office of the President 
shall resolve the appeal.  The decision of the Office of the President shall be served 
on the parties and shall be final and executory.  Thereafter, the entire records shall 
be returned to the Office of the Student Affairs. 
  
In cases where the penalty of expulsion is imposed the entire record of the case 
shall be forwarded to the Regional Office of the Commission on Higher Education.  
 
 

ADHERENCE TO THE 2008 MANUAL OF REGULATION FOR PRIVATE 
SCHOOLS 

 ILOILO DOCTORS’ COLLEGE adheres to, and adopt as part of the Code of 
Discipline Sections 101 to 106 of the 2008 Manual of Regulation for Private 
Schools. 

 Section 101.   Student Absences.   A student who incurs absences of more 
than twenty (20%) percent of the prescribed number of class or laboratory periods 
during the school year or term shall fail and earn no credit for the course or      
subject except in the instances as follows: 

1)   When the institution adopts a different attendance policy for students who 
belong to the upper half of their classes; and 

2)  When the institution exempts a student for a just and reasonable ground, 
provided however that, the    student is not excused from keeping-up with 
lessons, assignments and examinations.  A faculty member may exempt a 
student who incurs absences beyond the twenty per cent (20%) limit, but 
with the approval of proper school authority. 
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PROCEDURE 
 
A charge for violation(s) under this code involving major violations may be initiat-
ed by filing an incident report with the disciplinary officer of the Senior High 
School. No anonymous complaints shall be entertained. 
 
After the filing of the incident report, the committee shall conduct a preliminary 
investigation; if there is basis for the charge(s) the committee shall, in cases of 
major violations, refer the charge(s) to the School Disciplinary Committee for ac-
tion; in all other cases, the committee shall summon the parties involved to disci-
plinary conference. 
 
Within ten days from receipt of the referral from the committee on discipline, the 
School Disciplinary Committee shall issue a notice of charge(s) to be served on the 
student together with a copy of the complaint.  The said notice of charge(s) shall 
contain the acts alleged as violation(s) and the specific provision of the code vio-
lated and shall advise the student of his right to be assisted by     counsel. 
 
The student shall have period of seven (7) days from receipt of the notice of 
charge(s) and a copy of the complaint within which to file his written answer or 
refutation. 
 
Within ten (10) days from the expiration of the period to file the answer, the 
School Disciplinary Committee shall summon the parties involved to an adminis-
trative hearing.  The School Disciplinary Committee shall notify the parties at least 
three days prior to the disciplinary conference.  
 
The notice shall contain an order requiring the parties to submit their respective 
written testimonies, in affidavit form, and other evidence to support their respec-
tive claims. 
  
The parties involved shall be given a written notice of the scheduled disciplinary 
hearing at least ten (10) days prior thereto. 
  
During the hearing, the School Disciplinary Committee may ask the parties and/or 
their respective witnesses clarificatory questions.  The School Disciplinary Com-
mittee may conduct as many hearings as it may deem proper under the circum-
stances.  After the termination of the disciplinary hearing, the case shall be 
deemed submitted for decision.  The School Disciplinary Committee shall decide 
the case within seven days from the date of submission for decision. 
 
The decision of the School Disciplinary Committee shall be in writing and must be 
served on the respondent student.  The decision of the Student Disciplinary Com-
mittee shall be immediately executory unless otherwise provided. 
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In cases where the committee orders restitution or indemnification, the same 
must be duly approved by the school’s Executive Officer for Finance. 
  
The Office of Student Affairs may affirm, reverse or modify the decision of the 
committee within seven (7) days from receipt of the decision of the committee.  
The decision of the Office shall be served on the respondent student and the 
same is executory upon receipt thereof, unless otherwise provided. 
 

C.  MAJOR VIOLATIONS   –   are acts considered as a direct threat to the person of 
school officials, students or property or reputation of the school. 

  
 1st Offense – Retribution, Restitution, maximum of 5 days suspension 
 2nd Offense – Retribution, Restitution, maximum of 10 days suspension 

3rd Offense – Retribution, Suspension not exceeding the 20% of the            
prescribed   class day for the school year, Non-readmission, Exclusion,   
Expulsion  

 
1. Bullying 

2. Conviction in court of any crime involving moral turpitude. 

3. Immoral deeds inside the school premises. 

4. Intoxication with alcohol based products while inside school premises, and 

the bringing, distribution or drinking of said product. 

5. Use of any prohibited or regulated drugs within school premises or coming 

to school under the influence of any prohibited or regulated drugs and 

alcohol. 

6. Possession, distribution or sale of any regulated or prohibited drugs and 

paraphernalia within the school premises 

7. Illegal possession of firearms and other deadly weapons inside the school 

premises  

8. Forgery or tampering with school records and forms and securing or using 

forged school records, forms and documents  

9. Hazing.  

10. Sexual harassment. 

11. Instigation or leading illegal strikes or similar concerted activities resulting 

to stoppage of classes. 

12. Theft / Stealing 

13. Commission of any act constituting a crime against persons, property,  

security, chastity as defined under the Revised Penal Code within the 

school premises. 

14. Forming and joining gangs. 

15. Use of another students’ ID or allowing another to use ones ID. 
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8. Conduct unbecoming within or outside of the school premises which causes 
damage to the reputation and standing of the school or any of its officials or 
employees. 

9. Cheating in any form. 
10. Vandalism of whatever kind and nature. 
11. Improper use of computer facilities of the school. 
12. Non-compliance with any lawful instruction or order of school officials.  
13. Any act of disrespect towards school officials. 
14. Any   act   of   violence   within   school   premises   or school sanctioned 

activities. 
15. Giving false testimony during any proceedings under this code. 
16. Verbal assault against any person within the school premises. 
17. Physical assault against any person within school premises. 
 

 PROCEDURE 
 
A charge for violation(s) under this code involving medium violations may be initi-
ated by filing an incident report with the disciplinary officer of the Senior High 
School. No anonymous complaints shall be entertained. 
  
After filing the incident report, the discipline committee shall issue a notice of 
charge(s) to be served on the student together with a copy of the complaint.  The 
said notice of charge(s) shall contain the acts alleged as violation(s) and the spe-
cific provision of the code violated. 
 
Within ten (10) days from receipt of the notice of charge(s) by the student, written 
answer shall be filed with the committee issuing the notice of charge(s). 
  
After the expiration of the period to file the answer, the committee shall conduct a 
preliminary investigation; if there is basis for the charge(s) the committee shall 
summon the parties involved to a disciplinary hearing. 
  
The committee shall require the parties to submit their respective written testimo-
nies and other evidence, if any.   
The parties involved shall be given a written notice of the scheduled disciplinary 
hearing at least five (5) days prior thereto. 
  
During the hearing, the committee may ask the parties and/or their respective 
witnesses clarificatory questions.  After the termination of the disciplinary hearing, 
the case shall be deemed submitted for decision.  The committee shall decide the 
case within three days from the date of submission for decision. 
 
The decision of the committee shall be in writing and must be served on the      
student.   
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GUIDANCE SERVICES  
 

Services Offered: 

1.  Individual Inventory –This service is designed to gather all    reliable data, 
information and records, and to assemble and compile these materials for 
their functional use. All data and pertaining information that  have been 
gathered from each  student are entered in the     Cumulative Record. 

 

2. Orientation – This  service is made up of systematically designed     activities 
to assist students in their adjustment to college life. 

 

3.  Information – This service provides certain kinds of information not ordinar-
ily provided through the instructional program during the regular period 
instruction. It gives a continues  program on educational opportunities and 
important facts    concerning personal and social adjustment. Such infor-
mation is necessary to guide students in making intelligent vocational or 
educational choice or in undertaking personal and social   adjustments. 

 

4.  Counseling – This services as the heart and center of the guidance services, 
is designed to help  a student attain maximum self-realization and develop-
ment in order  to become a fully  integrated mature and responsible person 
through individual or group session. 

 

5.  Referral – This service is provided to assists teachers with students having 
academic difficulties and personal problems. 

 

6. Placement and Follow- Up – These services are designed to assist graduates 
seek gainful employment and maintain a data base for   reference purposes. 
This includes announcement of job opportunities and referrals of employa-
ble undergraduate and graduate students. 

 

7. Vocational and Career Guidance – These services are geared towards 
providing assistance to students by providing them with alternatives to make 
intelligent choices in their    professional fields of endeavor.  

8. Consultation – This service is designed to assist students as they deal with 
immediate problems and enhance their long-tem   capabilities for problem—
solving by seeking help from other professions as needed. 
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9. Classroom Guidance – A program of activities specifically  designed to ad-
dress the adjustment needs of students in the different year   levels as they 
pursue their field of professional endeavor. 

 

10. Scholarship and Financial Aid – These services aim to assist economically 
disadvantaged but deserving students. 

 

11. Testing – This service uses standardized psychological test to be    adminis-
tered, scored and objectively interpreted to students for     awareness and 
realization of their potentials and interest and other factors as defined in 
the following descriptions of psychological test available in the Center: 

 

a. Personality Test – This test is designed to yield information about a 

person’s characteristics, traits, behavior, attitude, opinions, and/or 

emotions. 

b. Occupational Inventory – this test is designed to assist    students in self

-exploratory, vocational, expectation, and career development 

c.  Intelligence Test – This test is designed to measure level of intelligence. 

d. Achievement Test – This test is designed to measure a     person’s previ-

ous learning in a specific academic area. It also referred to as Test of 

Knowledge. 

e. Stress Profile – The stress profile provides data in areas   related to 

stress and health risk and is based on the cognitive-transactional ap-

proach to stress and coping. 

f. Diagnostic Test –   An  inventory for use of professionals who provide  

counseling  services  to  college students. It provides measures  of  psy-

chological  distress,  relationship  conflict,  low self-esteem and aca-

demic and career choice difficulties. 

g. Work Values Scale –  A  tool  which can be used to assess work   values. 
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The parties involved shall be given a written notice of the scheduled    disciplinary 
hearing at least five (5) days prior thereto. 
  

During the hearing, the committee may ask the parties and/or their respective 
witnesses clarificatory questions.  After the termination of the disciplinary hearing, 
the case shall be deemed submitted for decision. 

 

The committee shall decide the case within three days from the date of submis-
sion for decision. 
  
The decision of the committee shall be in writing and must be served on the stu-
dent.   
 

In cases where the committee orders restitution or indemnification, the same 
must be duly approved by the school’s Executive Officer for Finance. 
 

The penalty imposed shall be immediately executory unless the student files the 
notice of appeal within the period allowed by this Code. 
  

The Office of Student Affairs may affirm, reverse or modify the decision of the 
committee within seven (7) days from receipt of the decision of the committee.  
The decision of the Office shall be served on the respondent student and the same 
is executory upon receipt thereof, unless  otherwise provided. 

 

B.  MEDIUM VIOLATIONS  – are acts considered as an indirect threat to the person 
of school officials, students or property or reputation of the school. 

 

1st Offense – Work Detention, Demerit System, Character Probation,      
Retribution, maximum of 3 days suspension 

2nd Offense – Retribution, maximum of 5 days Suspension 
3rd Offense – Retribution,  Suspension  not  exceeding   the    20% of the 

prescribed class day for the school year. 
 

1. Gambling in any form.  
2. Pornography of whatever kind within school premises. 
3. Defacement or destruction school property. 
4. Membership to organizations not recognized by the school. 
5. Unauthorized use of school name which causes damage to the reputation 

and standing of the school or any of its officials or    employees. 
6. Disorderly conduct or disruptive behavior in any form, and other disturb-

ances of any kind 
7. Publication of derogatory statements against the school. 
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1. Loitering in the school premises during regular class hours. 
2. Public display of affection in school premises. 
3. Smoking and/or vaping inside the school premises.  
4. Littering. 
5. Unnecessary use of school resources including but not limited to laboratory 

supplies. 
6. Improper use of school equipment, resulting to damage thereof. 
7. Improper use of school identification card (ID). Non-wearing or improper use 

of official school uniform 
8. Deliberate utterance of obscene and vulgar language 
9. Other improper conduct such as wearing of inappropriate clothing 

(sleeveless, mini-skirts, shorts, slippers and the like); grooming unbecoming 
such as wearing of earrings, sporting of tattoos and long hair for male stu-
dents, superfluous hair dye and nail polish for female students. 

10. Wearing of head cap, bonnet, sun glasses, helmet, towel, or any related 
items use to cover or conceal the face is strictly prohibited. 

 

PROCEDURE 
 

Minor offenses should be resolved in the Class Advisory and Teacher Adviser level. 
However, should the behavior become habitual and can cause distraction in the 
state of normalcy of the concerned after being reprimanded, the misbehavior 
should be brought to the Committee on Discipline level.  
 

A charge for violation(s) under this code involving minor violations may be initiat-
ed by filing an incident report with the disciplinary officer of the Senior High 
School. No anonymous complaints shall be entertained. 
 

After the filing of the incident report, the discipline committee shall issue a notice 
of charge(s) to be served on the student together with a copy of the complaint.  
The said notice of charge(s) shall contain the acts alleged as violation(s) and the 
specific provision of the code violated. 
 

Within ten days from receipt of the notice of charge(s) by the student, he shall file 
his written answer with the committee issuing the notice of charge(s). 
 

After the expiration of the period to file the answer, the committee shall conduct a 
preliminary investigation; if there is basis for the charge(s) the committee shall 

summon the parties involved to a disciplinary conference. 
 

The committee shall endeavor to amicably settle the matter pending   before it.  In 
the event that no amicable settlement is reached by and between the parties, the 
committee shall require the parties to submit their respective written testimonies 
and other evidence, if any.  Thereafter, the committee shall call for a disciplinary 
hearing. 
  

 

STUDENT AFFAIRS SERVICES: Student Life Policies and Code of Discipline 

 

 55 

 

Scholarships  
 
Guidelines for Grade 10 Completers Entrance Scholarship 

 
ENTRANCE SCHOLARSHIP – This scholarship is offered to incoming Grade 10 Com-

pleters who are ranked With Highest Honors (98-100 GPA), With High Honors 
(95-97 GPA), and With Honors (90-94 GPA). The scholar will avail for one se-
mester a full or partial exemption from the payment of tuition fee. 

 
Full Scholarship: A full exemption (100%) from payment of the regular tuition 
fee only (or the remaining tuition fee after deduction of the Voucher issued by 
DepEd) granted to Grade 10 Completers who ranked With Highest Honors (98-
100 GPA) from the class not less than forty (40) students. 
 
Half Scholarship: Exemption from the payment of 50% of regular tuition fee  
only (or the remaining tuition fee after deduction of the Voucher issued by 
DepEd) granted to Grade 10 Completers who ranked With High Honors (95-97 
GPA) from the class not less than forty (40) students.  
 
Quarter Scholarship: Exemption from the payment of 25% of regular tuition 
fee (or the remaining tuition fee after deduction of the Voucher issued by De-
pEd) granted to Grade 10 Completers who ranked With Honors (90-94 GPA)  
and those who ranked With Highest Honors (98-100 GPD) and With High Hon-
ors (95-97 GPA) from the class less than forty (40). 

 
Guidelines: 
1.  Maximum number of scholars per semester: open 
 
2.  Number of units required: regular load for each semester prescribed by the 

course. 
 
3.  Secure a certification from the School Principal (Grade 10) indicating the 

number of graduates and the rank received. 
 
4.  After one semester, entrance scholars will be advised to apply for Honor 

Student Scholarship and should maintain average grades required for honor 
student scholars. 

 
ACADEMIC SCHOLARS FOR SHS – a full or partial exemption from the payment of 

tuition fee or miscellaneous fee only may be granted for one semester to stu-
dents who have obtained the following weighted average of all subjects during 
the previous semester, with no mark of Incomplete, Dropped, or Withdrawn 
due to academic deficiency or difficulty. 
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Semestral General 
Point Average (GPA) 

Lowest Final Grade in 
any Subject   

Tuition fee or Discount 

98 — 100 95 100% 

95 — 97 90 50% 

92 — 94 85 25% 

1. Maximum number of scholars per semester: open 
2. Number of units required: regular load for each semester prescribed by the 

course 
3. Renewal of the above mentioned scholarship will only be granted to students 

who consistently maintain good academic standing. In the case where student 
failed to comply with the grade requirement, such scholarship will be perma-
nently forfeited. 

4. Scholarship will not cover tuition fees for summer classes, however scholars 
must maintain a grade point average not less than 85. 

 
NOTE: 
 
* If a student grantee is a voucher beneficiary, scholarship may be availed for 
miscellaneous fees and top-ups in lieu of the tuition fees.  

ADMISSIONS  

General Policies and Procedures 

The policies, rules and regulations stated below are generally applicable to 
all colleges and academic departments of the ILOILO DOCTORS’ COLLEGE.   

The different academic departments has additional departmental specific 
handbook.  Kindly procure such from your department. 

Admission and Registration 

Admission to the Iloilo Doctors’ College may be granted to those students   
who    present   valid    credentials    and   who    meet    the    admission  
requirements and other conditions prescribed by the college or academic 
department in which they seek enrollment. 
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10. Other Sanctions – In addition to the appropriate imposable penalty/
sanction for the offense/infraction committed, the student shall also be 
liable for the payment of such amount as restitution of and/or reparation 
for any material damage that the school may suffer as a consequence of 
the commission of the student of any offense.  The school may impose 
other sanctions, just and equitable under the premises, which may be: 
  

E1. Restitution – This is a reimbursement or payment for      damage, de-
struction or misappropriation of school property or of any member of 
the school community.   This  supplements other principal sanction. 

E2.  Retribution   –     this sanction is meant to reformative in     nature and 
as a recompense for misbehavior.   This may come in the form of an 
apology, service to the school or community work related to the mis-
demeanor to help  student understand and develop a sense of respon-
sibility and social awareness. This may be imposed alone or co-
existent with other sanctions. 

E3.  Psychological assessment, alcohol and drug assessment - this may be 
imposed on the student if he/she is found guilty of any psychological/
psychiatric problems or addiction or dependence on alcohol and 
drugs. The student should then submit himself/herself to drug testing. 

 

CLASSIFICATION OF VIOLATIONS 
 

Minor Violations – are those violations with a penalty of reprimand or warn-
ing and Time Out. Three (3) repeated minor violations will be elevated to 
the next classification of violations. 

Medium Violations   –   are those violations with a penalty of Work Detention, 
Demerit System, Character Probation, and suspension; second offense of 
any minor violations committed in one semester or term shall be consid-
ered as a less grave violation. 

Major Violations – are those violations with a penalty of suspension, exclu-
sion and/or expulsion; third offense of any less grave violations com-
mitted in one semester or term shall be considered as a grave violation. 

 

LIST OF VIOLATIONS 
 

A.  MINOR VIOLATIONS – are misdemeanors of students which include acts 
that impede orderly classroom procedure and/or interfere with the order-
ly operation of the school. 
 

1st Offense – Verbal Warning and/or Reprimand, Retribution, Restitution 

2nd Offense – Work Detention, Demerit System, Character Probation, Retri-
bution, Restitution 

3rd Offense – Retribution, Restitution, 3 days Suspension 
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The disciplinary sanctions that may be imposed on erring students are the 
following: 
 

1. Reprimand or Warning – A written censure addressed to the students; 
2. Time Out – The student is taken out from the group/classroom if his/her 

behavior is destructive to his/her classmates and shall be given a one on 
one activity until his/her behavior has improved. 

3. Work Detention – An erring student may be given extra work to do, but 
allowed to attend his/her classes. 

4. Demerit System – Student found guilty of an act may be deprived of privi-
leges, such as invalidation of quizzes or examination and disqualification 
from the enjoyment of certain privileges like scholarship, grants, etc. 

5. Character Probation – A student on character probation must be required 
to report to the Guidance Services Office for a series of counseling sessions 
and expected to resolve any character interference and to transform into a 
more diligent and responsible student. 

6. Suspension – is a penalty in which the school is allowed to deny or deprive 
students of attendance in classes for a period not exceeding 20% of the 
prescribed class day for the school year or term.   The student is still eligi-
ble for readmission.   Readmission after suspension is not automatic; a 
suspended student must submit a letter of application for readmission to 
the Office of Student Affairs.   Readmission must be cleared by the Office 
of Student Affairs, the suspended student’s academic department and the 
College Registrar.  Furthermore, the student on suspension is barred from 
entering the school campus. 

7. Non-readmission – A penalty that allows the institution to deny admission 
or enrollment of an erring student for the school term immediately follow-
ing the term when the resolution or decision finding the student guilty of 
the offense charged and imposing the penalty of non-readmission was 
promulgated. The student will be allowed to complete the current school 
term when the resolution was promulgated. Transfer credentials may be 
issued subject to the other provisions of this Manual. 

8. Exclusion – A written order dropping the name of the student from the 
current school rolls, including denial of subsequent re-enrollment and/or 
re-admission.  Transfer credentials may be issued upon     compliance with 
required clearances; 

9. Expulsion – A written order dropping the name of the student from the 
current school rolls, and excluding a student for admission and/or enroll-
ment to any public or private school in the Philippines, upon approval of 
the Secretary of the Department of Education; 
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The COLLEGE reserves the right to deny admission to any student on grounds of 
academic, moral or behavioral considerations. 

1. Grade 10 Completers enrolling in Senior High School for the first time shall 
present, accomplish or submit the following: 

a. Form 138-A, or its equivalent; 

b. Certificate of good moral character and conduct duly signed by the Head 
or High School Principal of the school last attended; 

c. Birth Certificate (NSO); 

d. Two pcs. 2x2 size, recent colored pictures;  

2. Transferring (incoming) students shall conform to the requirements and con-
ditions set by the Senior High School and shall present the following: 

a. Transfer credentials (Honorable Dismissal) from the school last attend-
ed; 

b. Form 138-A, or its equivalent; 

c. Student’s copy of Transcript of Records, or its equivalent; 

d. Birth Certificate (NSO); 

e. Marriage Certificate (if applicable); 

f. Certificate of good moral character and conduct signed by the Head or 
Dean of the school last attended; 

g. Two pcs. 2x2 size, recent colored pictures.  

3. Credentials submitted for enrollment become part of the school     records 
and may not be withdrawn after registration.  The COLLEGE reserves to itself 
the right to deny admission or to dismiss at any time any   student   who   sub-
mits   erroneous,   and   spurious false credentials. Such credentials cannot be 
withdrawn by the student. 

4. Continuing  Enrollment.   Students previously enrolled in the college and de-
siring to continue their studies shall meet all the requirements for continu-
ance of enrollment in the college or academic department concerned. 
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5.  Late  Enrollment.   No student will be considered officially enrolled after the 
enrollment period in the approved school calendar without the approval of 
the DepEd.  A late registration of P50.00 will be charged to the student who 
enrolls after the first day of classes every semester. 

6. Enrollment of Foreign Students. The Guidelines of the College shall be ob-
served on Foreign Learners. 

7. Registration or Enrollment Procedure.  Students shall register during the reg-
istration days specified in the Senior High School Calendar or by the college 
or academic department concerned.  They are advised to    secure the direc-
tions for the registration from the Offices of the Admissions or the Senior 
High School. 

8. Changing of Track or Strand.  Changing of Track or Strand shall be done using 
the form provided within the first eight (8) days after the close of registration 
with the approval of the  Principal/Head.  Students who fail to drop or 
change the subject shall be charged for the subject and shall be given a grade 
of failure. 

9. Withdrawal  from  a  Subject or Strand.  A student who desires to   withdraw 
later from a subject or Strand must notify the Head of the Department and 
the Registrar, unless proper notification is duly made to said authorities, such 
withdrawal will not be considered official. 

 

Admissions Programs 

Information 

 This service provides basic information regarding the academic programs 
offered by the school, admission requirements,     schedule of admission and 
enrollment. 

Recruitment 

   This program  includes planning and implementation of   recruitment in order 
to admit diverse and academically talented student. 

Admission 

 This program provides students of the different steps in the program proce-
dure.  This aims to facilitate efficient admission process. 
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Guidelines for installation of posters and other fabricated jobs inside the school 
premises 
 
Bulletin board announcements, streamers, posters and the like may be posted in 
the school premises provided they have been approved and signed by the Office 
of Student Affairs. 
 
Installation or construction of structures such as tables, tents, and the like, may be 
allowed inside the school premises provided they have been approved and signed 
by the Office of Student Affairs. 

 

  

CATEGORIES OF DISCIPLINARY SANCTIONS 
 
Discipline, being an integral part of the Educational process is of fundamental im-
portance to the welfare of both the school and the students, and to the achieve-
ment of the mission and vision of the school.  All students are     expected to con-
duct themselves in a proper manner and are bound at all times to safeguard and 
promote the interest of the school.  To this end, it is necessary that discipline and 
order be maintained.  
 
It is for this reason that these rules and regulations has been written.  These rules 
and regulations shall apply to everyone who is currently enrolled in the school.  
These specific guidelines are drawn to classify certain offenses inimical to the    
general welfare of the public, the school and its officials and personnel, and the 
students. 
  
All students are always expected to conduct themselves in conformity with the 
established norms of behavior in their relationships with each other, with the 
school, and with the public. 
  
Everyone is expected to familiarize themselves with all the school policies rules 
and regulations and to abide by them. 
  
Anyone found in violation of school rules and regulations shall be subjected to 
disciplinary action commensurate to the violation committed.  Sanctions should as 
much as possible be reparative instead of punitive.   Therefore, measures should 
be exhausted before serious sanctions are resorted to. 
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Behavioral signs and symptoms of Drug Abuse and Addiction: 
1. Change in overall attitude/personality with no other identifiable cause. 
2. Changes   in friends;   new hang-outs;  sudden  avoidance  of  old 

crowd; doesn’t want to talk about new friends; friends are known drug 
users. 

3. Sudden change in activities or hobbies. 
4. Drop  in  grades  at school or performance at work; skips school or is 

late in school. 
5. Change  in  habits  at  home;  loss  of  interest  in family and family  

activities. 
6. Difficulty in paying attention; forgetfulness. 
7. General  lack  of  motivation,  energy,  self-esteem,  “I don’t care” atti-

tude. 
8. Sudden oversensitivity, temper tantrums, or resentful behavior. 
9. Moodiness, irritability, or nervousness. 
10. Silliness or giddiness. 
11. Paranoia. 
12. Excessive need for privacy; unreachable. 
13. Secretive or suspicious behavior. 
14. Car accidents. 
15. Chronic dishonesty. 
16. Unexplained need for money, stealing money or items. 
17. Change in personal grooming habits. 
18. Possession of drug paraphernalia. 

  
Furthermore, under Section 36-C of Republic Act No. 9165 otherwise known as 
“Comprehensive Dangerous Drugs Act of 2002”, students of this institution shall 
pursuant to the related rules and regulation as contained in this handbook and 
with notice to the parents shall undergo a random drug testing.  Provided, all drug 
testing expenses will be borne by the government. Provided further, that the De-
partment of Education shall see to it that said provision is implemented. 

 
Proper decorum should be observed by all student s at all times. Students are ex-
pected to conduct themselves as ladies and gentlemen outside the campus.  Any 
behavior which will damage the name and reputation of the school will render the 
student liable to disciplinary sanctions.  It is therefore imperative that the conduct 
themselves in proper decorum showing proper courtesy and respect for their fel-
low students, faculty and other school personnel even outside campus.  All stu-
dents are advised that any behavior, which will damage the name and reputation 

of the school, will render the student liable for    disciplinary action. 
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STUDENT ASSISTANCE PROGRAMS (SAP) 
  

The Student Assistance Program (SAP) aims to provide essential services to 
students that will aid them in reaching academic success.  SAP includes food ser-
vices, health services, security and safety and student discipline.  Through coordi-
nation and linkages, barriers that may impede students’ educational achievement 
are identified and properly addressed. 

 

FOOD SERVICES 
  

A healthy lifestyle through providing nutritious and affordable food choices to 
the school community should be integral in promoting a holistic environment.  
The School Administration is encouraged to have a positive attitude towards a 
school canteen that supports healthy eating. This attitude is facilitated 
through a whole school approach to nutrition providing information of food, 
nutrition and healthy eating habits that take into account values, attitudes 
and beliefs about food and eating.  Students need to be involved in the pro-
cess of establishing food service. 

  
The School has four canteens, situated at the Main Campus, Nursing Campus, 
Basic Education Department, and Dentistry Campus. Food carts/kiosks are 
also available at the Main Campus that offers a variety of foodstuffs at reason-
able prices to both students and other school personnel.   

 
Guidelines for Canteens and Concessionaires 

 
It is the aim of the College to provide policies for canteens and concession-
aires to give direction and support to its staff. 
1. Food services should be available to the pupil/student body.  It is recom-

mended that the school canteen have operational hours during regular 
school days from 8:00 am to 7:00 pm. 

2. It is encouraged that they provide a healthy food services that includes 
healthy, fresh meals, snacks and a variety of nutritious food. 

3. Food items recommended to be available include but not limited to the 
following: 

a. Rice dishes 
b. Sandwiches with variety of nutritious filling 
c. Eggs – omelet or hard boiled 
d. Vegetables 
e. Soup 
f. Meat, fish, or chicken 
g. Variety of fruits 
h. Variety of drink to include milk and juices 

STUDENT AFFAIRS SERVICES: Student Assistance Program 



 

 60 

 

4. Concessionaires are required and advised to 
a. Change the menu regularly 

b. Display food items in a clean and organized manner 

c. Packed food items should be placed in a clear and presentable contain-
ers  so that students can clearly see the content 

d. Serve an appropriate serving sizes of foods 

e. Sell  affordable and nutritious variety of foods 

f. Attentiveness in the date of expiry of all products  

g. Display list of available menus and its corresponding prices 

h. Display updated sanitary permit, Mayors permit and BIR permit. 

 
5. Food service personnel must maintain proper personal hygiene 

a. Must wash and dry hands before serving foods 

b. No leftovers are allowed to be served the following day 

c. Must not be allowed to serve foods when sick 

d. Must use hairnets  and/or hair clips to avoid hair contamination of all 
foods 

e. Must not smoke while on duty 

f. Must wear government issued IDs relevant to food sanitation 

g. Must wear gloves in preparing and serving food. 

 
6. Maintain cleanliness of the canteen/kiosk and during food preparation 

a. Food must be handled by utensils or gloved hands 

b. Concessionaires must ensure that the area where food is prepared and 
displayed is clean and suitable 

c. Cross contamination of cooked and raw foods must be avoided 

d. Regular cleaning of the canteen/kiosks area  

e. Proper location of garbage bins, storage and disposal of garbage. 

 
7. There should be constant evaluation of the food service.  This is facilitated 

by the School Canteen Committee. Suggestions of students as to its im-
provement should be taken into consideration. 

 
8. Canteen and concessionaires should comply with the requirements of the 

law and the school. 
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In cases where the identification card is lost, stolen or destroyed, the owner there-
of must report the same to the Office of the Student Affairs.  The student must 
process the replacement of the identification card immediately. An Affidavit of 
Loss or other documents may be required by the Office of Student Affairs as 
deemed necessary, and upon payment of the proper replacement fees. 
 
Identification cards are absolutely non-transferable.  Possession or use of another 
student’s identification card, or allowing another to use one’s identification card is 
prohibited and considered a violation in which the Committee on Discipline could 
sanction the student. 

 
Security and Safety  
 
The school strictly implements that all students enrolled in Senior High School 
must not be allowed to go out at any time of the day except for those students 
who have been summoned by their parents and legitimate guardians. Those stu-
dents who have been dismissed earlier from their class must remain inside the 
school campus and must not be allowed to go outside.  
 
Security guards must see to it that all students must remain inside the school cam-
pus until the specific time designated to dismiss all students to go out of the cam-
pus to go home. 

 
DRUG ABUSE  
Use of prohibited drugs by any student regardless of age, whether public or 
private is strictly prohibited.    
 
Physical signs and symptoms of Drug Abuse Addiction: 
 

1. Slowed or staggering walk; poor physical coordination. 
2. Inability to sleep, awake at unusual times, unusual laziness. 
3. Red, watery eyes, pupils larger or smaller than usual; blank stare. 
4. Cold, sweaty palms; shaking hands. 
5. Puffy face, blushing or paleness. 
6. Smell of substance on breath, body or clothes. 
7. Loss of appetite, increase in body appetite, ant changes in eating hab-

its,    unexplained weight loss or gain. 
8. Extreme hyperactivity; excessive talkativeness. 
9. Runny nose; hacking cough. 
10. Needle marks on lower arm, leg or bottom of feet. 
11. Nausea, vomiting or excessive sweating. 
12. Tremors or shakes of hands, feet or head. 
13. Irregular heartbeat. 
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 It is the policy of the school to educate students of good moral character, 
students who aspire for excellence, students who are professional and             
trustworthy.  It is also required of the students that they be honest, sincere,      
diligent and cooperative.  It must be understood that each student is admitted to 
the school to acquire the knowledge and skills necessary for providing them with 
the best possible educational background to prepare them for a better life ahead.  
This can be accomplished if each and every student performs his work according 
to the standards of conduct of the school. 

School Uniform 
  
All students are required to wear the uniform prescribed for Senior High School.  
All badges and patches shall also be bought from IDC through the Auxiliary Depart-
ment.   
 

Male students should come to class well-groomed, thus, long hair that touches the 
collar of their uniform, cover their eyes and ears, and other inappropriate hair-
styles including the use of excessive and superfluous hair dyes, are prohibited.  
Male students are likewise prohibited from wearing earrings thus, it will be confis-
cated if caught inside the school premises.  
Female students should also come to class well-groomed, thus they are prohibited 
from wearing ostentatious accessories and are prohibited from sporting inappro-
priate hairstyles including the use of excessive and superfluous hair dyes. 
 

Students may also be allowed to wear civilian clothes when there are no regular 
classes, or after class hours, or during extra-curricular activities, do library re-
search, and other school related activities inside the school premises.  As a rule, 
students must at all times be in proper and decent clothing when inside the school 
premises. Vulgar and overly sexy clothes are definitely not allowed to be worn by 
a student when inside the school premises.  Tattoos of whatever kind are also pro-
hibited. 
 

Identification Card (ID) 
  
The school adheres to the NO ID NO ENTRY POLICY.  All students must wear their 
identification cards within the school premises at all times. Students who fail to 
present their identification card on demand by proper authorities will be asked to 
leave the school premises. Students caught not wearing ID within school premises 
shall be sanctioned accordingly. 
   

Any student who improperly uses their identification card shall be appropriately 
sanctioned.  Any transfer, alteration, falsification or forgery of the identification 
card is strictly prohibited.  All information contained in the identification card must 
be correct.  The identification cards must not be defaced or modified in whatever 
way.  The use of stickers, pins or other items and/or designs affixed or attached to 
the identification card is also prohibited. 
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HEALTH SERVICES 
  

 The clinic will provide both medical and dental services to all students of 
the College provided their sickness or injury happened during class hours and 
within the school premises or any activity sanctioned by the school.  They will 
only be brought to the emergency room if deemed necessary by the Physician 
on duty. 
 
 The goal of the School Health Services is to implement and make availa-
ble the health services that can preserve and promote better physical, biologi-
cal, and social aspects of the school, students, and employees aiming to mold 
them into a wholesome school population. 
 
Objectives: 
 

1.  To develop and implement an efficient and effective health services and 
programs covering four phase of school health program namely: 

a. School Healthful Living 
b. School Health Services 
c. School Health Instructions 
d. School-Community Health Coordination 
 

2. Integrate and coordinate existing health and sanitation program in order    
to distribute and render full range of health services to school population. 

a. To form other projects/programs which are relevant or contributory 
to other health programs. 

b. To improve the quality of health services which includes prevention 
and treatment of diseases. 

c. To continue the development and improvement of health services. 
  

3. The School has its own Physicians, Dentist, and Nurses.  Students can 
avail themselves of the following Medical and Dental Services: 

  
1.  Daily Consultation, Medical and Dental 
2.  Daily Treatment, Medical and Dental 
3.  Immunization: Hepa B, Influenza, Dengue and Pneumonia 
4.  Education program for protection of students and school employees 
5.  Promotes good clinic hygienic practices 
6.  Health emergency preparedness (Trauma, simple wound care and 

cleansing) 
7.  Participation in conduct of drills and exercises (Fire, earthquake, etc., 

supervised by Bureau of Fire Protection) 
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STUDENT LIFE   POLICIES AND CODE OF DISCIPLINE 

PREPARATORY STATEMENT 

 Unity is an important element in the success of any school; and genuine 
unity can only be achieved if and when all parties and individuals involved in 
the school have a common understanding as to their respective roles and obli-
gations. 

 ILOILO DOCTORS’ COLLEGE recognizes its students as its most important 
asset.  As a God-fearing institution, the school believes that everyone should 
be treated with respect, integrity and dignity.  In return, the school expects 
loyalty, honesty, discipline and productivity from its students.  Towards this 
end, we must have general policies, rules and regulations to govern our rela-
tionship.  Respect for self and respect for others, both within and outside the 
College community, lie at the heart of our Standards of Conduct. 

 It is therefore the intent of this handbook to provide the students with a 
clear understanding of the mission and vision of the school and the policies, 
rules and regulations governing the achievement of its mission and vision.  It 
also gives information on what you may expect from the school and what the 
school expects from you.  Everyone plays an important role in the school.  Each 
one has his own important task to perform. 

 It is expected that you will read this handbook and understand what it 
contains, and in doing so, you will be contributing towards building a harmoni-
ous and productive relationship. 

DEFINITION OF TERMS 
  

A. School – refers to Iloilo Doctors’ College, including all the academic and 
non-academic departments and offices thereof; 

B.  School Official(s) – refers to the administration, teaching and non-
teaching personnel of the school; 

C. Student – refers to a person currently enrolled in Senior High School cur-
riculum; 

D. Code of Discipline – refers to the policies and procedures contained in this 
Handbook; 
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E.  Office of the Student Affairs – refers to the office which has appellate jurisdic-
tion over decisions of the Senior High School committee on discipline; in cas-
es involving grave violations, upon referral by the committee on discipline, 
the office shall forthwith constitute a Disciplinary Committee which shall be 
composed of the Vice-President for Student Affairs who shall be the Chair-
man, Head of the Student Assistance Programs and Student Discipline, Sen-
ior High School Coordinator, Teacher Adviser, Guidance Counselor in charge 
for Senior High School and the Head of the Guidance Services Office. 

 
F.   Preliminary Investigation – is an initial assessment of the Senior High School 

Committee on Discipline if there is substantial basis to proceed with the con-
duct of the disciplinary or administrative hearing of the complaint against 
the student. 

 
G. Disciplinary Conference – it is a meeting called by the Chairman or any mem-

ber of the Senior High School Committee on Discipline for the purpose of 
setting the complaint.  During said conference all avenues for an early reso-
lution of the complaint shall be explored.  If no settlement is reached or early 
resolution is arrived at then the case shall be elevated for Disciplinary Hear-
ing. 

 
H.  Disciplinary Hearing – this is a hearing called by the Advisory Board and shall 

be composed by Senior High School Discipline Officer in charge during the   
Disciplinary Conference, Chairman of the Committee on Discipline of the 
Senior High School, Senior High School Coordinator, Teacher Adviser, Guid-
ance Counselor, and the parent if requested. 

 
I.   Administrative Hearing – this is a hearing called by  School Discipline Com-

mittee which shall be composed of the following:  Vice-President of the Stu-
dent Affairs who shall act as Chairman, Head of the Student Assistance Pro-
grams and Student Discipline Senior High School Coordinator, Teacher Advis-
er, Guidance Counselor in charge for Senior High School and the Head of the 
Guidance Services Office. 

 

STANDARDS OF CONDUCT 

 It is the duty and responsibility of the students to know and familiarize 
themselves with school rules and regulations.  Our policies and procedures are in-
tended to contribute to the moral, intellectual, spiritual and social growth of the 
individuals and groups that constitute this community.   We call students to ac-
countability for their actions as a necessary part of our common life.  Further, non-
familiarity with the rules and regulations will not excuse the student from whatever 
consequence that such non-familiarity with the rules and regulations may cause, 
which may lead to the detriment and damage of the school and of the student. 
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